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SECTION 1- INTRODUCTION
1.1 [bookmark: _Toc459304039]Acquisition Authority
The Department of Enterprise Services (DES) has authority over goods and services under RCW 39.26 and sets processes for procuring information technology based on the policies and standards set by the Technology Services Board. Chapter 43.41A of the Revised Code of Washington (RCW) as amended establishes the Washington State Technology Services Board (TSB). While the TSB does not purchase for agencies, it establishes policies and standards addressing how the manner in which state agencies may acquire information technology equipment, software, and services.
RCW 39.26.100(2) provides CTS with an exemption from the Department of Enterprise Services procurement rules and requirements. Specifically, the competitive procurement rules stated by Department of Enterprise Services do not apply to CTS as it is contracting for the following:
1. Services and activities that are necessary to establish, operate, or manage the state data center, including architecture, design, engineering, installation, and operation of the facility, that are approved by the technology services board or 
2. The acquisition of proprietary software, equipment, or IT services for or part of the provision of services offered by the consolidated technology services agency.
This procurement is within the exemption and is performed consistent with CTS’ internal Procurement Policy. 
This RFP is issued in good faith but it does not guarantee an award of contract, nor does it represent any commitment to purchase whatsoever. This RFP is being issued for CTS’ exclusive use. CTS intends to award only one (1) Contract.
1.2 [bookmark: _Toc459304040]Business Objective
The State of Washington intends to obtain consulting services to support its efforts to build a one-stop business portal for business customers as mandated by SB5718 passed in 2013 during the 2nd Special Session of the 63rd legislature.  
The desired outcomes for the one-stop portal include:
“…implementing a one-stop integrated system that allows businesses to complete their state government business in a customized, more efficient, and more effective way will greatly improve the business customer experience, reduce the time it takes businesses to conduct their interactions with state government, and increase compliance with state regulations.”
While initial work will concentrate solely on delivering a proof of concept for a unified business formation process, the contract includes the potential for optional future statements of work to develop and to implement a highly functional prototype of this process, along with additional features and architectural components for the business one stop during the term of the contract.  
CTS will provide the software platform licensing and the environment for mutual collaboration during this engagement. Work is expected to be performed on site at CTS, using CTS software, equipment and network. 
1.3 [bookmark: _Toc459304041]Scope of Services to Be Provided
	Currently Washington business owners in the process of forming their businesses who need the most help from state agencies are at risk for costly errors during start up.  The prioritization of a unified business registration/formation process was determined with input and approval from the project’s executive oversight committee, which includes all agencies subject to the SB5718 mandate as follows: 
· (CTS) Washington Technology Solutions and the (OCIO) Office of the Chief Information Officer 
· (DOR) Department of Revenue 
· (OSOS) Office of the Secretary of State 
· (LNI) Department of Labor and Industries
· (ESD) Employment Security Department
· (COM) Department of Commerce
· (ORIA) Governor’s Office of Regulatory Innovation and Assistance
While individual agencies have done work to improve the services offered the business customer, it is not effective for the business customer during the formation process to deal with the complexity of the current overall distribution of processes and technologies offered by the (UBI – Universal Business Identifier”) agencies individually. Current state systems create business customer dissatisfaction by forcing the navigation of multiple websites and services, offer workflows where customers must supply redundant information to disparate agencies, and cause the customer to pay multiple times. The result is confusion for customers and costly errors that reduce compliance.  This proof of concept work of a unified business formation process is the first effort to verify a proposed conceptual architecture for an orchestrated, closed-loop business formation process for small business customers to be built on the Helsinki ServiceNow web platform.   Helsinki is the most current version of the ServiceNow software. 
In addition to the scope of supporting this short term work of discovery and verification, there is the potential for this contract to allow for future projects, which may include architecture and design, software delivery for other portal features on the roadmap, as well as identification and recommendation of enterprise level policies and standards for the portal.
Specific deliverables under Phase one of this RFP include:
1. Creation/collaboration with internal WaTech resources to create a product backlog and workplan. 
2. Build of workflow/web platform on ServiceNow Helsinki that accommodates approximately 25 screens of customer input and demonstrates a unified formation process for a construction contractor. 
3. Connection to one or more stub data bases that mimic existing data architecture for UBI agencies.
4. Implement a mutually-agreeable theme on the ServiceNow platform. 
5. And as requested by CTS, the Vendor will also supply on a time and material basis presentations, reporting, and debriefings as may be required after the Delivery and Acceptance of any Deliverables. Such engagements may include attendance at Executive Steering Meetings, Legislative Hearings, and will be at the sole discretion of CTS. No work will be performed without prior written instruction detailing the number of hours and CTS’ expectations. 
Description of desired future state: 
It is also expected that the vendor’s staff will support knowledge transfer to state staff to support similar development and future work.   Future work may include design and implementation of a multiple iterations of the unified registration process, along with design and implementation of expanded features of a calendars and reminders dashboard, contingent upon CTS funding and a go/no go decision. 
1.4 [bookmark: _Toc459304042]Contract Term
It is anticipated the initial term of the resulting Contract will be through June 30, 2017, commencing on the effective date of the Contract.  CTS, at its sole discretion, may initiate extending the Contract for up to (2) additional years. Related Statements of Work shall have a timeframe identified for the performance of the specific SOW. 
1.5 [bookmark: _Toc459304043]Definitions
“Business Days” or “Business Hours” shall mean Monday through Friday, 8 AM to 5 PM, local time in Olympia, Washington, excluding Washington State holidays.
“Contract” shall mean the RFP, the Response, Contract document, all schedules and exhibits, and all amendments awarded pursuant to this RFP.
“CTS” shall mean Consolidated Technology Services.
“Response” shall mean the written proposal submitted by Vendor to CTS in accordance with this RFP. The Response shall include all written material submitted by Vendor as of the date set forth in the RFP schedule or as further requested by CTS. The Response shall be in the English language, and all measurements and qualities will be stated in units required by law in the United States. 
“Vendor” shall mean the company, organization, or entity submitting a Response to this RFP, its subcontractors and affiliates.
1.6 [bookmark: _Ref418642765][bookmark: _Toc482092973][bookmark: _Toc939958][bookmark: _Toc459304044][bookmark: _Ref81031863][bookmark: _Toc337545046][bookmark: _Toc337547808][bookmark: _Toc338584294][bookmark: _Ref338754004][bookmark: _Toc338757767][bookmark: _Toc290368223][bookmark: _Toc290718562][bookmark: _Toc290720072][bookmark: _Toc290720423][bookmark: _Toc291044190][bookmark: _Toc291044372][bookmark: _Toc291067140][bookmark: _Toc292256351][bookmark: _Toc292674036][bookmark: _Toc292708532][bookmark: _Toc292857949][bookmark: _Toc292871704][bookmark: _Toc293204838][bookmark: _Toc295622017][bookmark: _Toc295721124][bookmark: _Toc295795105][bookmark: _Toc295796391][bookmark: _Toc298665854][bookmark: _Toc299181324][bookmark: _Toc299181497][bookmark: _Toc299264560][bookmark: _Toc300655978][bookmark: _Toc301061767][bookmark: _Toc339339446][bookmark: _Toc339356627][bookmark: _Toc339440959][bookmark: _Toc339770676][bookmark: _Toc340035967][bookmark: _Toc352548946][bookmark: _Toc352549036][bookmark: _Toc352549220][bookmark: _Toc352549298][bookmark: _Toc352580841][bookmark: _Toc352581155][bookmark: _Toc352581442][bookmark: _Toc352581643][bookmark: _Toc352748745][bookmark: _Toc353179794][bookmark: _Toc354483553][bookmark: _Toc354483781][bookmark: _Toc354559908][bookmark: _Toc354758849][bookmark: _Toc354802088][bookmark: _Toc326479587][bookmark: _Toc327845570][bookmark: _Toc333282683]Overview of Solicitation Process 
[bookmark: _Toc355254445]The evaluation process will comprise of a process that will narrow the pool of competitors to assure only the highest scoring finalists move to the next Round in the evaluation process. CTS, in its sole discretion, will determine the number of top scoring vendors to move to the next Round.   
Step 1: A preliminary examination of the completeness and validity of responses. All responsive vendors will move to Round 2. 
Step 2:  An evaluation to determine compliance with requirements and financial evaluation. Only the top scoring vendors will move to Round 3. The financial review will look at commercial risk and cost analysis of all pricing, project schedules, terms and conditions contained within the Response. CTS, in its sole discretion, will determine if it will conduct a Step 3, and the number of top scoring to move to the next Round.  
 Optional Step 3: Interviews and reference check.
Step 3 is discretionary. If CTS chooses to move forward with a Step 3, CTS will interview the top scoring finalists and representative staff who will work on the project, and conduct a reference check of the top scoring vendor. 
Step 4: Announce Apparently Successful Vendor.
After completing the evaluation phases of the process as set forth above, CTS plans to enter into contractual negotiations with one Apparently Successful Vendor (“ASV”) with a view to finalizing a contract. Award of contract will depend on a satisfactory outcome to these negotiations. 
1.7 [bookmark: _Hlt864282][bookmark: _Hlt536865503][bookmark: _Hlt418477077][bookmark: _Toc459304045]      Funding
Any contract awarded as a result of this procurement is contingent upon the availability of funding.  The budget available for the Proof of Concept is estimated to be no more than $225,000.
1.8 [bookmark: _Toc459304046]	Statements of Work (SOW) 
Any services performed for a Purchaser under the resulting Contract shall be documented in a Statement of Work (“SOW”) established between the Purchaser and the Vendor. The SOW will reference the Contract by number, the SOW term, provide a description of the scope of work to be performed, and provide the estimated total cost of the project. Multiple SOWS may be entered into between the parties to document the activities necessary to perform the work herein.
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[bookmark: _Ref470432762]SECTION 2
2 [bookmark: _Ref85867760][bookmark: _Ref85867781][bookmark: _Ref85867798][bookmark: _Ref85867816][bookmark: _Ref85867843][bookmark: _Ref85867865][bookmark: _Ref85867913][bookmark: _Ref85867936][bookmark: _Toc459304047]SCHEDULE
This RFP is being issued under the following Schedule. The Response deadlines are mandatory and non-negotiable. Failure to meet any of the required deadlines will result in disqualification from participation. All times are local time, Olympia, WA.

DATE & TIME	EVENT
	September 15, 2016
	RFP Issued

	September 21, 2016
	Final Vendor Questions and Comments due

	September 26, 2016
	State’s Final Written Answers issued

	October 3, 2016
	Responses  due by NOON 

	October 3-7, 2016
	Evaluation period

	October 6-7, 2016
	Top finalists interviews and reference check (optional)

	October 10, 2016
	Announcement of ASV

	October 11, 2016
	Vendor Request for Optional Debriefing due

	October 12, 2016
	Optional Vendor Debriefings

	October 12-18, 2016
	Contract Negotiations

	October 19, 2016
	Contract available for work to begin







CTS reserves the right to revise the above schedule.


SECTION 3
3 [bookmark: _Toc459304048]INSTRUCTIONS TO RESPONDING VENDORS

3.1 [bookmark: _Ref66679651][bookmark: _Toc459304049]RFP Coordinator (Proper Communication)
All communications relevant to this RFP must be addressed in writing to the RFP Coordinator at the contact information below:
Contact Name:		Rebekah O’Hara
E-mail Address: 		Rebekah.ohara@cts.wa.gov
Phone: 			360-407-8818

All oral communications will be considered unofficial and non-binding on the State. Any other direct or indirect communication with employees or (sub) contractors of our organization regarding this RFP will be treated as misconduct and may result in your response being disqualified.
3.2 [bookmark: _Toc59620225][bookmark: _Toc459304050][bookmark: _Toc443794592][bookmark: _Toc443794593][bookmark: _Toc416055518][bookmark: _Toc433773455][bookmark: _Toc443794594][bookmark: _Toc315776343][bookmark: _Toc318706881][bookmark: _Toc318783630][bookmark: _Toc318784069][bookmark: _Toc318886096][bookmark: _Toc319121561][bookmark: _Toc319128006][bookmark: _Toc349108635][bookmark: _Toc349465175][bookmark: _Toc349467928][bookmark: _Toc349468036][bookmark: _Toc349468956][bookmark: _Toc350239074][bookmark: _Toc350332414][bookmark: _Toc350859491][bookmark: _Toc352044175][bookmark: _Toc352044798][bookmark: _Toc353004908][bookmark: _Toc353008517][bookmark: _Toc353596823][bookmark: _Toc353622348][bookmark: _Toc353623086][bookmark: _Toc353623234][bookmark: _Toc353674209][bookmark: _Toc354914676][bookmark: _Toc354971003][bookmark: _Toc354971391][bookmark: _Toc355085215][bookmark: _Toc355407807][bookmark: _Toc357522152][bookmark: _Toc369571828][bookmark: _Toc369588432][bookmark: _Toc369596517][bookmark: _Toc369597113][bookmark: _Toc369602468][bookmark: _Toc369937679][bookmark: _Toc386861089][bookmark: _Toc416055519][bookmark: _Toc433773456][bookmark: _Toc443794595][bookmark: _Ref467995472][bookmark: _Toc386861090][bookmark: _Toc416055520][bookmark: _Toc433773457][bookmark: _Toc443794596][bookmark: _Toc315776344][bookmark: _Toc318706882][bookmark: _Toc318783631][bookmark: _Toc318784070][bookmark: _Toc318886097][bookmark: _Toc319121562][bookmark: _Toc319128007][bookmark: _Toc349108636][bookmark: _Toc349465176][bookmark: _Toc349467929][bookmark: _Toc349468037][bookmark: _Toc349468957][bookmark: _Toc350239075][bookmark: _Toc350332415][bookmark: _Toc350859492][bookmark: _Toc352044176][bookmark: _Toc352044799][bookmark: _Toc353004909][bookmark: _Toc353008518][bookmark: _Toc353596824][bookmark: _Toc353622349][bookmark: _Toc353623087][bookmark: _Toc353623235][bookmark: _Toc353674210][bookmark: _Toc354914677][bookmark: _Toc354971004][bookmark: _Toc354971392][bookmark: _Toc355085216][bookmark: _Toc355407808][bookmark: _Toc357522153][bookmark: _Toc369571829][bookmark: _Toc369588433][bookmark: _Toc369596518][bookmark: _Toc369597114][bookmark: _Toc369602469][bookmark: _Toc369937680][bookmark: _Toc386861092][bookmark: _Toc416055521][bookmark: _Toc433773458][bookmark: _Toc443794597][bookmark: _Toc315776345][bookmark: _Toc318706883][bookmark: _Toc318783632][bookmark: _Toc318784071][bookmark: _Toc318886098][bookmark: _Toc319121563][bookmark: _Toc319128008][bookmark: _Toc349108638][bookmark: _Toc349465178][bookmark: _Toc349467931][bookmark: _Toc349468039][bookmark: _Toc349468959][bookmark: _Toc350239077][bookmark: _Toc350332417][bookmark: _Toc350859494][bookmark: _Toc352044178][bookmark: _Toc352044801][bookmark: _Toc353004911][bookmark: _Toc353008520][bookmark: _Toc353596826][bookmark: _Toc353622351][bookmark: _Toc353623089][bookmark: _Toc353623237][bookmark: _Toc353674212][bookmark: _Toc354914679][bookmark: _Toc354971006][bookmark: _Toc354971394][bookmark: _Toc355085217][bookmark: _Toc355407809][bookmark: _Toc357522154][bookmark: _Toc369571830][bookmark: _Toc369588434][bookmark: _Toc369596519][bookmark: _Toc369597115][bookmark: _Toc369602470][bookmark: _Toc369937681][bookmark: _Toc386861093][bookmark: _Toc416055522][bookmark: _Toc433773459][bookmark: _Toc443794598][bookmark: _Toc315776346][bookmark: _Toc318706884][bookmark: _Toc318783633][bookmark: _Toc318784072][bookmark: _Toc318886099][bookmark: _Toc319121564][bookmark: _Toc319128009][bookmark: _Toc349108639][bookmark: _Toc349465179][bookmark: _Toc349467932][bookmark: _Toc349468040][bookmark: _Toc349468960][bookmark: _Toc350239078][bookmark: _Toc350332418][bookmark: _Toc350859495][bookmark: _Toc352044179][bookmark: _Toc352044802][bookmark: _Toc353004912][bookmark: _Toc353008521][bookmark: _Toc353596827][bookmark: _Toc353622352][bookmark: _Toc353623090][bookmark: _Toc353623238][bookmark: _Toc353674213][bookmark: _Toc354914680][bookmark: _Toc354971007][bookmark: _Toc354971395][bookmark: _Toc355085218][bookmark: _Toc355407810][bookmark: _Toc357522155][bookmark: _Toc369571831][bookmark: _Toc369588435][bookmark: _Toc369596520][bookmark: _Toc369597116][bookmark: _Toc369602471][bookmark: _Toc369937682][bookmark: _Toc386861094][bookmark: _Toc416055523][bookmark: _Toc433773460][bookmark: _Toc443794599][bookmark: _Toc315776347][bookmark: _Toc318706885][bookmark: _Toc318783634][bookmark: _Toc318784073][bookmark: _Toc318886100][bookmark: _Toc319121565][bookmark: _Toc319128010][bookmark: _Toc349108640][bookmark: _Toc349465180][bookmark: _Toc349467933][bookmark: _Toc349468041][bookmark: _Toc349468961][bookmark: _Toc350239079][bookmark: _Toc350332419][bookmark: _Toc350859496][bookmark: _Toc352044180][bookmark: _Toc352044803][bookmark: _Toc353004913][bookmark: _Toc353008522][bookmark: _Toc353596828][bookmark: _Toc353622353][bookmark: _Toc353623091][bookmark: _Toc353623239][bookmark: _Toc353674214][bookmark: _Toc354914681][bookmark: _Toc354971008][bookmark: _Toc354971396][bookmark: _Toc355085219][bookmark: _Toc355407811][bookmark: _Toc357522156][bookmark: _Toc369571832][bookmark: _Toc369588436][bookmark: _Toc369596521][bookmark: _Toc369597117][bookmark: _Toc369602472][bookmark: _Toc369937683][bookmark: _Toc386861095][bookmark: _Toc416055524][bookmark: _Toc433773461][bookmark: _Toc443794600][bookmark: _Toc315776348][bookmark: _Toc318706886][bookmark: _Toc318783635][bookmark: _Toc318784074][bookmark: _Toc318886101][bookmark: _Toc319121566][bookmark: _Toc319128011][bookmark: _Toc349108641][bookmark: _Toc349465181][bookmark: _Toc349467934][bookmark: _Toc349468042][bookmark: _Toc349468962][bookmark: _Toc350239080][bookmark: _Toc350332420][bookmark: _Toc350859497][bookmark: _Toc352044181][bookmark: _Toc352044804][bookmark: _Toc353004914][bookmark: _Toc353008523][bookmark: _Toc353596829][bookmark: _Toc353622354][bookmark: _Toc353623092][bookmark: _Toc353623240][bookmark: _Toc353674215][bookmark: _Toc354914682][bookmark: _Toc354971009][bookmark: _Toc354971397][bookmark: _Toc355085220][bookmark: _Toc355407812][bookmark: _Toc357522157][bookmark: _Toc369571833][bookmark: _Toc369588437][bookmark: _Toc369596522][bookmark: _Toc369597118][bookmark: _Toc369602473][bookmark: _Toc369937684][bookmark: _Toc386861096][bookmark: _Toc416055525][bookmark: _Toc433773462][bookmark: _Toc443794601][bookmark: _Toc315776349][bookmark: _Toc318706887][bookmark: _Toc318783636][bookmark: _Toc318784075][bookmark: _Toc318886102][bookmark: _Toc319121567][bookmark: _Toc319128012][bookmark: _Toc349108642][bookmark: _Toc349465182][bookmark: _Toc349467935][bookmark: _Toc349468043][bookmark: _Toc349468963][bookmark: _Toc350239081][bookmark: _Toc350332421][bookmark: _Toc350859498][bookmark: _Toc352044182][bookmark: _Toc352044805][bookmark: _Toc353004915][bookmark: _Toc353008524][bookmark: _Toc353596830][bookmark: _Toc353622355][bookmark: _Toc353623093][bookmark: _Toc353623241][bookmark: _Toc353674216][bookmark: _Toc354914683][bookmark: _Toc354971010][bookmark: _Toc354971398][bookmark: _Toc355085221][bookmark: _Toc355407813][bookmark: _Toc357522158][bookmark: _Toc369571834][bookmark: _Toc369588438][bookmark: _Toc369596523][bookmark: _Toc369597119][bookmark: _Toc369602474][bookmark: _Toc369937685][bookmark: _Toc386861097][bookmark: _Toc416055526][bookmark: _Toc433773463][bookmark: _Toc443794602][bookmark: _Toc315776350][bookmark: _Toc318706888][bookmark: _Toc318783637][bookmark: _Toc318784076][bookmark: _Toc318886103][bookmark: _Toc319121568][bookmark: _Toc319128013][bookmark: _Toc349108643][bookmark: _Toc349465183][bookmark: _Toc349467936][bookmark: _Toc349468044][bookmark: _Toc349468964][bookmark: _Toc350239082][bookmark: _Toc350332422][bookmark: _Toc350859499][bookmark: _Toc352044183][bookmark: _Toc352044806][bookmark: _Toc353004916][bookmark: _Toc353008525][bookmark: _Toc353596831][bookmark: _Toc353622356][bookmark: _Toc353623094][bookmark: _Toc353623242][bookmark: _Toc353674217][bookmark: _Toc354914684][bookmark: _Toc354971011][bookmark: _Toc354971399][bookmark: _Toc355085222][bookmark: _Toc355407814][bookmark: _Toc357522159][bookmark: _Toc369571835][bookmark: _Toc369588439][bookmark: _Toc369596524][bookmark: _Toc369597120][bookmark: _Toc369602475][bookmark: _Toc369937686][bookmark: _Ref384369406][bookmark: _Toc386861098][bookmark: _Toc416055527][bookmark: _Toc433773464][bookmark: _Toc443794603][bookmark: _Toc355597105][bookmark: _Toc357582797]Vendor Questions
[bookmark: OLE_LINK1]It is the Vendor’s responsibility to remedy any ambiguity, inconsistency, error or omission within this document before submitting their Response. Vendors shall submit all requests to the contact above no later than 5:00 p.m. on the closing date stated in Section 2.  An official written CTS response will be provided for Vendor questions received by this deadline. Written responses to Vendor questions will be posted on the CTS web site at: http://watech.wa.gov/procurement-announcements
3.3 [bookmark: _Toc59620226][bookmark: _Toc459304051]Vendor Complaints Regarding Requirements and Specifications
[bookmark: _Toc59620227][bookmark: _Ref81035197][bookmark: _GoBack]Vendors may submit specific complaints in writing to the RFP Coordinator, if Vendor believes requirements exist that unduly constrain competition. The complaint must be made in writing to the RFP Coordinator before the Response due date.  The complaint must state how the requirement unduly constrains competition and provide the relevant facts, circumstances and documentation. The solicitation process may continue.

3.4 [bookmark: _Toc459304052]Response Contents
The Response must contain information responding to all mandatory requirements, a signed certification and assurances, and must include the signature of an authorized Vendor representative on all documents required in the appendices.
The Response should be submitted in two (2) separate files containing what is listed below. This separation of documentation protects the integrity of the State’s evaluation process. No mention of the cost response may be made in Volume 1.
File entitled --Volume 1:
· Vendor’s cover letter explicitly acknowledging receipt of all RFP revisions issued, if any; and
· The Response to the Vendor requirements 
File entitled--- Volume 2:
· The Responses to the financial requirements 
· The cost response in a completed Cost Model 
· Vendor’s signed and completed Certifications and Assurances
· Vendor’s exceptions and/or proposed revisions to the Contract 
· Vendor’s MWBE Certification (Appendix C), if applicable
Failure to provide any requested information in the prescribed format may result in disqualification of the Vendor.
3.5 [bookmark: _Toc59620229][bookmark: _Toc346106388][bookmark: _Ref81035235][bookmark: _Toc459304053]Response Requirements
[bookmark: _Ref324301774][bookmark: _Toc315776341][bookmark: _Toc318706879][bookmark: _Toc318783628][bookmark: _Toc318784067][bookmark: _Toc318886094][bookmark: _Toc319121559][bookmark: _Toc319128004][bookmark: _Toc349108631][bookmark: _Toc349465171][bookmark: _Toc349467924][bookmark: _Toc349468032][bookmark: _Toc349468952][bookmark: _Toc350239070][bookmark: _Toc350332407][bookmark: _Toc350859484][bookmark: _Toc352044168][bookmark: _Toc352044791][bookmark: _Toc353004901][bookmark: _Toc353008510][bookmark: _Toc353596816][bookmark: _Toc353622341][bookmark: _Toc353623068][bookmark: _Toc353623227][bookmark: _Toc353674202][bookmark: _Toc354914669][bookmark: _Toc354970996][bookmark: _Toc354971384][bookmark: _Toc355085208][bookmark: _Toc355407801][bookmark: _Toc357522146][bookmark: _Toc369571820][bookmark: _Toc369588424][bookmark: _Toc369596509][bookmark: _Toc369597105][bookmark: _Toc369602460][bookmark: _Toc369937671][bookmark: _Toc386861091][bookmark: _Toc353623075]The signature block in Appendix A, Certifications and Assurances, must be signed by a representative authorized to bind the company to the offer.
[bookmark: _Toc353623078][bookmark: _Ref355077469][bookmark: _Ref57030295][bookmark: _Toc353623076]Vendor must respond to each Requirement. Failure to comply with any applicable item may result in the Response being disqualified. In each requirement title is a designation indicating how the Response will be evaluated, as set forth in Section 5.
3.6 [bookmark: _Toc59620230][bookmark: _Toc459304054][bookmark: _Toc59620231]Delivery of Responses
All proposals must arrive via an attachment to e-mail to the RFP Coordinator at the email address above, on the proposal due date and time stated in Section 2. Responses arriving in in the RFP Coordinator’s in-box after the time stated in Section 2 will be disqualified.  The "receive date/time" posted by CTS’ email system will be used as the official time stamp but may not reflect the exact time received.
Vendors should allow sufficient time to ensure timely receipt of the proposal by the RFP Coordinator.  Late Responses will not be accepted and will be automatically disqualified from further consideration.  
CTS assumes no responsibility for delays caused by Vendor’s e-mail, network problems or any other party.  Zipped files cannot be received by CTS and cannot be used for submission of Responses.    
3.7 [bookmark: _Toc59620233][bookmark: _Toc459304055]Proprietary or Confidential Information
Any information contained in the Response that is proprietary or confidential must be clearly designated. Marking of the entire Response or entire sections of the Response as proprietary or confidential will not be accepted nor honored. CTS will not accept Responses where pricing is marked proprietary or confidential, and the Response will be rejected.
To the extent consistent with chapter 42.56 RCW, the Public Disclosure Act, CTS shall maintain the confidentiality of Vendor’s information marked confidential or proprietary. If a request is made to view Vendor’s proprietary information, CTS will notify Vendor of the request and of the date that the records will be released to the requester unless Vendor obtains a court order enjoining that disclosure. If Vendor fails to obtain the court order enjoining disclosure, CTS will release the requested information on the date specified.
The State’s sole responsibility shall be limited to maintaining the above data in a secure area and to notify Vendor of any request(s) for disclosure for so long as CTS retains Vendor’s information in CTS records. Failure to so label such materials or failure to timely respond after notice of request for public disclosure has been given shall be deemed a waiver by Vendor of any claim that such materials are exempt from disclosure.
3.8 [bookmark: _Toc59620234][bookmark: _Toc459304056]Waive Minor Administrative Irregularities
CTS reserves the right to waive minor administrative irregularities contained in any Response. Additionally, CTS reserves the right, at its sole option, to make corrections to Vendors’ Responses when an obvious arithmetical error has been made in the price quotation. 
3.9 [bookmark: _Toc59620235][bookmark: _Toc459304057]Errors in Response
Vendors are liable for all errors or omissions contained in their Responses. Vendors will not be allowed to alter Response documents after the deadline for Response submission. CTS is not liable for any errors in Responses.
3.10 [bookmark: _Toc459304058]Administrative Clarifications
CTS reserves the right to contact Vendor for clarification of Response contents. 
3.11 [bookmark: _Ref470925804][bookmark: _Toc59620236][bookmark: _Toc459304059]Amendments/Addenda
CTS reserves the right to change the Schedule or other portions of this RFP at any time. Any changes or corrections will be by one or more written amendment(s), dated, and attached to or incorporated in and made a part of this solicitation document. If there is any conflict between amendments, or between an amendment and the RFP, whichever document was issued last in time shall be controlling. 
3.12 [bookmark: _Ref470433652][bookmark: _Toc59620237][bookmark: _Toc459304060]Right to Cancel
With respect to all or part of this RFP, CTS reserves the right to cancel or reissue at any time without obligation or liability.
3.13 [bookmark: _Ref87845565][bookmark: _Toc459304061]Contract Requirements
To be responsive, Vendors must indicate a willingness to enter into a Contract substantially the same as the Contract in Appendix B, by signing the Certifications and Assurances located in Appendix A. Any specific areas of dispute with the attached terms and conditions must be identified in the Response and may, at the sole discretion of CTS, be grounds for disqualification from further consideration in the award of a Contract.	
Vendor must explain why each item proposed as additional contract terms is in CTS’ best interest as a customer and how it will support CTS’ business objectives. Under no circumstances is a Vendor to submit their own standard contract terms and conditions as a response to this solicitation.
Instead, Vendor must review and identify the language in Appendix B that Vendor finds problematic, state the issue, and propose the language or contract modification Vendor is requesting. CTS expects the final Contract signed by the ASV to be substantially the same as the contract located in Appendix B.
Where terms and conditions cannot be changed and may have negative consequences on the quality of goods and services or their supply, Vendors are required to recommend methods of mitigating or limiting these negative consequences.
The final contract executed by the parties must satisfy CTS’s obligations with respect to performance-based contracting as directed in Executive Order 10-07.  The parties may negotiate performance-based elements, in addition to those in Appendix B, for inclusion into the final contract.  
The foregoing should not be interpreted to prohibit either party from proposing additional contract terms and conditions during negotiation of the final Contract.
The ASV will be expected to execute the Contract within three (3) Business Days of its receipt of the final Contract. If the selected Vendor fails to sign the Contract within the allotted three (3) days’ time frame, CTS may elect to cancel the award, and award the Contract to the next ranked Vendor, or cancel or reissue this solicitation.
3.14 [bookmark: _Hlt412367810][bookmark: _Hlt465753362][bookmark: _Hlt419871097][bookmark: _Toc386861101][bookmark: _Toc416055530][bookmark: _Toc433773467][bookmark: _Toc443794606][bookmark: _Toc59620238][bookmark: _Toc459304062][bookmark: _Ref296487208][bookmark: _Toc297099954][bookmark: _Toc324326667][bookmark: _Toc326479589][bookmark: _Toc327845572][bookmark: _Toc333282685][bookmark: _Toc343319991][bookmark: _Toc353087139][bookmark: _Toc353089015][bookmark: _Toc353163648][bookmark: _Toc367070994]Incorporation of Documents into Contract
This solicitation document and the Response will be incorporated into any resulting Contract.
3.15 [bookmark: _Ref441490138][bookmark: _Toc441979859][bookmark: _Toc443794609][bookmark: _Toc59620241][bookmark: _Toc459304063][bookmark: _Ref349703914][bookmark: _Toc350230594][bookmark: _Toc353004928][bookmark: _Toc353008537][bookmark: _Toc353596843][bookmark: _Toc353622368][bookmark: _Toc353623106][bookmark: _Toc353623254][bookmark: _Toc353674229][bookmark: _Toc354914692][bookmark: _Toc354971019][bookmark: _Toc354971407][bookmark: _Toc355085230][bookmark: _Toc355407822][bookmark: _Toc357522167][bookmark: _Toc369571843][bookmark: _Toc369588447][bookmark: _Toc369596532][bookmark: _Toc369597128][bookmark: _Toc369602483][bookmark: _Toc369937694][bookmark: _Toc386861105][bookmark: _Toc416055533][bookmark: _Toc433773470]Minority and Women’s Business Enterprises (MWBE)
[bookmark: _Toc352548974][bookmark: _Toc352549064]CTS strongly encourages participation of minority and women businesses. Vendors who are MWBE certified or intend on using MWBE certified Subcontractors are encouraged to identify the participating firm on Appendix C. No minimum level of MWBE participation is required as a condition of receiving an award and no preference will be included in the evaluation of Responses in accordance with chapter 39 RCW. For questions regarding the above, contact Office of MWBE at (360) 753-9693.
3.16 [bookmark: _Toc315776358][bookmark: _Toc318706900][bookmark: _Toc318783649][bookmark: _Toc318784088][bookmark: _Toc318886115][bookmark: _Toc319121580][bookmark: _Toc319128025][bookmark: _Toc349108660][bookmark: _Toc349465200][bookmark: _Toc349467953][bookmark: _Toc349468061][bookmark: _Toc349468981][bookmark: _Toc350239099][bookmark: _Toc350332439][bookmark: _Toc350859516][bookmark: _Toc352044200][bookmark: _Toc352044823][bookmark: _Toc353004933][bookmark: _Toc353008542][bookmark: _Toc353596848][bookmark: _Toc353622373][bookmark: _Toc353623111][bookmark: _Toc353623259][bookmark: _Toc353674234][bookmark: _Toc354914697][bookmark: _Toc354971024][bookmark: _Toc354971412][bookmark: _Toc355085235][bookmark: _Toc355407827][bookmark: _Toc357522172][bookmark: _Toc369571848][bookmark: _Toc369588452][bookmark: _Toc369596537][bookmark: _Toc369597133][bookmark: _Toc369602488][bookmark: _Toc369937699][bookmark: _Toc386861110][bookmark: _Toc416055534][bookmark: _Toc433773471][bookmark: _Toc443794610][bookmark: _Toc59620242][bookmark: _Toc459304064]No Obligation to Contract/Buy
CTS reserves the right to refrain from Contracting with any and all Vendors. Neither the release of this solicitation document nor the execution of a resulting Contract obligates CTS to make any purchases. CTS reserves the right to cancel the procurement at any time during the procurement or resulting contract negotiation process. 
3.17 [bookmark: _Toc315776360][bookmark: _Toc318706902][bookmark: _Toc318783651][bookmark: _Toc318784090][bookmark: _Toc318886117][bookmark: _Toc319121582][bookmark: _Toc319128027][bookmark: _Toc349108662][bookmark: _Toc349465202][bookmark: _Toc349467955][bookmark: _Toc349468063][bookmark: _Toc349468983][bookmark: _Toc350239101][bookmark: _Toc350332441][bookmark: _Toc350859518][bookmark: _Toc352044202][bookmark: _Toc352044825][bookmark: _Toc353004935][bookmark: _Toc353008544][bookmark: _Toc353596850][bookmark: _Toc353622375][bookmark: _Toc353623113][bookmark: _Toc353623261][bookmark: _Toc353674236][bookmark: _Toc354914699][bookmark: _Toc354971026][bookmark: _Toc354971414][bookmark: _Toc355085238][bookmark: _Toc355407830][bookmark: _Toc357522175][bookmark: _Toc369571852][bookmark: _Toc369588456][bookmark: _Toc369596541][bookmark: _Toc369597137][bookmark: _Toc369602492][bookmark: _Toc369937703][bookmark: _Toc386861113][bookmark: _Toc416055537][bookmark: _Toc433773474][bookmark: _Toc59620243][bookmark: _Toc443794613][bookmark: _Toc459304065]Non-Endorsement and Publicity
In selecting a Vendor to supply Software/Services to the state of Washington, the State is neither endorsing Vendor’s Products, nor suggesting that they are the best or only solution to the State’s needs. By submitting a Response, Vendor agrees to make no reference to CTS or the state of Washington in any literature, promotional material, brochures, sales presentation or the like, regardless of method of distribution, without the prior review and express written consent of CTS.
3.18 [bookmark: _Toc59620246][bookmark: _Toc459304066]Optional Vendor Debriefing
Only Vendors who submit a response may request an optional debriefing conference to discuss the evaluation of their Response. The requested debriefing conference must occur on or before the date specified in the Schedule (Section 2). The request must be in writing (fax or e-mail acceptable) addressed to the RFP Coordinator.
The optional debriefing will not include any comparison between the Response and any other Responses submitted. However, CTS will discuss the factors considered in the evaluation of the requesting the Response and address questions and concerns about Vendor’s performance with regard to the solicitation requirements.
3.19 [bookmark: _Toc315776364][bookmark: _Toc318706906][bookmark: _Toc318783655][bookmark: _Toc318784094][bookmark: _Toc318886121][bookmark: _Toc319121586][bookmark: _Toc319128031][bookmark: _Toc349108666][bookmark: _Toc349465206][bookmark: _Toc349467959][bookmark: _Toc349468067][bookmark: _Toc349468987][bookmark: _Toc350239105][bookmark: _Toc350332445][bookmark: _Toc350859522][bookmark: _Toc352044206][bookmark: _Toc352044829][bookmark: _Toc353004939][bookmark: _Toc353008548][bookmark: _Toc353596854][bookmark: _Toc353622379][bookmark: _Toc353623117][bookmark: _Toc353623265][bookmark: _Toc353674240][bookmark: _Toc354914703][bookmark: _Toc354971030][bookmark: _Toc354971418][bookmark: _Toc355085242][bookmark: _Toc355407834][bookmark: _Toc357522179][bookmark: _Toc369571856][bookmark: _Toc369588460][bookmark: _Toc369596545][bookmark: _Toc369597141][bookmark: _Toc369602496][bookmark: _Toc369937707][bookmark: _Toc386861117][bookmark: _Toc416055541][bookmark: _Toc433773478][bookmark: _Toc443794617][bookmark: _Toc59620247][bookmark: _Toc459304067]Protest Procedures
[bookmark: _Toc353163650][bookmark: _Toc367070996]Vendors who have submitted a Response to this solicitation and have had a debriefing conference may make protests. Upon completion of the debriefing conference, a Vendor is allowed five (5) Business Days to file a formal protest of the solicitation with the RFP Coordinator. Further information regarding the grounds for, filing and resolution of protests is contained in Appendix D, Protest Procedures.
3.20 [bookmark: _Toc459304068]Vendor Assumption and Dependencies
CTS will rely upon representations made in the Response. If the Vendor chooses to identify assumption or dependencies on which it has based its proposal, CTS retains the right to determine if the Vendor’s assumptions/dependencies render the Response non-responsive.
3.21 [bookmark: _Toc459304069]Selection of Apparently Successful Vendor
All Vendors responding to this solicitation will be notified by mail or e-mail when CTS has determined the ASV. The ASV will be the respondent who: (1) meets all the requirements of this RFP; and (2) receives the highest number of total points as described herein. 





[bookmark: _Toc275035547][bookmark: _Toc276993346][bookmark: _Toc278784990][bookmark: _Ref296848713][bookmark: _Toc297099957][bookmark: _Toc324326670][bookmark: _Toc326479592][bookmark: _Toc327845575][bookmark: _Toc333282688][bookmark: _Toc343319994][bookmark: _Toc353087142][bookmark: _Toc353089018][bookmark: _Toc353163651][bookmark: _Toc367070997]SECTION 4—REQUIREMENTS
COMPLIANCE WITH ALL SECTIONS OF SECTION 3 IS REQUIRED. FAILURE TO FOLLOW THESE ADMINISTRATIVE REQUIREMENTS MAY RESULT IN IMMEDIATE DISQUALIFICATION

4.1 [bookmark: _Toc459304070](M) Vendor Profile(s)
The following detail about the Vendor’s organization is required to ensure that it can meet CTS’ requirements. The Vendor working on its behalf shall each provide the following information:
1. The legal entity — for example, a private or public corporation — together with its name and registered address.
The total number of years the legal entity has been in business and, if appropriate, the number of years under the present business name.
4.2 [bookmark: _Toc416055546][bookmark: _Toc433773483][bookmark: _Toc443794622][bookmark: _Ref531423853][bookmark: _Toc532807266][bookmark: _Ref87323098][bookmark: _Toc459304071] (M) Vendor Licensed to do Business in Washington 
Within thirty (30) days of being identified as the ASV, Vendor must be licensed to conduct business in Washington, including registering with the Washington State Department of Revenue. The Vendor must collect and report all applicable taxes. The Vendor must submit Vendor’s Unified Business Identification (UBI) number within 30 days of being identified as the ASV. 
4.3 [bookmark: _Toc416055547][bookmark: _Ref417783518][bookmark: _Ref417783661][bookmark: _Ref418476701][bookmark: _Toc433773485][bookmark: _Ref507578638][bookmark: _Toc508589156][bookmark: _Ref530306355][bookmark: _Toc532807267][bookmark: _Toc459304072](M) Use of Subcontractors 
CTS will accept Responses that include third party involvement only if the Vendor submitting the Response agrees to take complete responsibility for all actions of such Subcontractors. Vendors must state whether Subcontractors are/are not being used, and if they are being used, Vendor must list them in response to this subsection. CTS reserves the right to approve or reject any and all Subcontractors that Vendor proposes. Any Subcontractors engaged after award of the Contract must be pre-approved, in writing, by CTS.
Specific restrictions apply to contracting with current or former state employees pursuant to chapter 42.52 RCW. Vendors should familiarize themselves with the requirements prior to submitting a Response.
4.4 [bookmark: _Hlt418476710][bookmark: _Toc416055548][bookmark: _Toc433773486][bookmark: _Toc443794625][bookmark: _Toc532807268][bookmark: _Toc459304073](M) Prior Contract Performance
Vendor must submit full details of all Terminations for Default for performance similar to the Software/Services requested by this RFP experienced by the Vendor in the past five (5) years, including the other party’s name, address and telephone number. Vendor must describe the Vendor has experienced no such Terminations for Default in the past five years, so declare. If Vendor has been suspended or debarred by the Department of Enterprise Services, so declare and provide details surrounding the suspension/debarment. 
CTS will evaluate the information and may, at its sole discretion, reject the Response if the information indicates that completion of a Contract resulting from this RFP may be jeopardized by selection of the Vendor.
4.5 [bookmark: _Toc459304074](M) Performance Based Contracting
The Vendor must acknowledge that any subsequently awarded contract will be performance based and ensure that payment is tied to successful performance of the tasks and Deliverables stated in the resulting contract. 


[bookmark: _Toc365040037]Optional Phase 2
 
[bookmark: _Hlt470489261][bookmark: _Hlt412370350][bookmark: _Hlt470506813][bookmark: _Toc365040038]4.6	(MS 30) Team Interviews
CTS at its sole discretion may elect to select the top scoring finalists for an interview as part of the evaluation process.  If CTS elects to hold interviews, it will contact the top scoring Vendors. Vendors must assure that all members of the proposed team are available. Representations made by the Vendor during the interview will be considered binding. The Vendor’s project team must be available for interviews in Olympia, WA on the dates stated in Section 2.   Please indicate availability. 

 4.7       (M) Client References
CTS at its sole discretion may elect to check the references provided for the top scoring vendor as part of the evaluation process.  CTS reserves the right to disqualify a vendor and move to the next top scoring vendor if a vendor receives a negative reference.
All responding Vendors shall provide as references the names, addresses, telephone numbers, e-mail addresses, and contact person for three (3) representative customers.  References must be for projects that are of a similar size and scope of the project anticipated in this RFP. 
The Services purchased by these clients should be similar to those requested by this RFP. 
References must not be from a person, company or organization with any special interest, financial or otherwise, in the Vendor.
CTS may, at its discretion, contact other Vendor clients for references. CTS will use a Client Reference Form to check references.  
To the extent a Response may give rise to confidentiality obligations, CTS will not sign an NDA to receive the information. Instead, please respond with sufficient information to enable CTS to evaluate and contact the Client Reference.  CTS expects the contact information to be provided, and will not coordinate contacting a reference through the Vendor. 
In the event that one of the provided references is a member of the evaluation team, CTS will contact the Vendor for an alternate reference. The alternate reference shall be provided timely and must be available during the evaluation period.
CTS will make one (1) attempt to contact the client and obtain a reference, CTS will leave voicemail, and send an email and it is acceptable if a return call is received within the timeframe set forth in Schedule – Section 2.  If a contact cannot be made, the reference will be disallowed. It is the Vendor’s responsibility to provide CTS with references that will be timely and available during the evaluation period set forth in Schedule – Section 2. CTS reserves the right to eliminate from further consideration in this RFP process any Vendor who, in the opinion of CTS, receives an unfavorable report from a Vendor. CTS also reserves the right to contact other Vendor Purchasers for additional references for consideration. 



SECTION 5-- EXPERIENCE, SKILLS, AND APPROACH
COMPLIANCE WITH ALL SECTIONS OF SECTION 3 IS REQUIRED. FAILURE TO FOLLOW THESE ADMINISTRATIVE REQUIREMENTS MAY RESULT IN IMMEDIATE DISQUALIFICATION

[bookmark: _Toc365040039][bookmark: _Toc459304075]5.1 	(M) Minimum Requirements
[bookmark: _Toc109726296][bookmark: _Toc174511667]Describe in detail how your organization meets each Minimum Requirement listed below. 
1. Demonstrated successful track record with respect to providing consulting services relating to enterprise architecture and enterprise systems development as set forth in this RFP.  
2. A minimum of ten (10) years of consulting experience and project management experience.  
3. Excellent communication skills, including creating and presenting executive summaries to executive level leadership, which may include Legislators and executives on the Technology Services Board of the State of Washington.
4. Confirmed by ServiceNow as a Global, Solutions-Master, Solutions-Preferred, or Solutions-Authorized partner or subcontracting with vendors that have these certifications.
5. Experienced and adept at agile project planning and delivery methods.   

5.2 (MS 25) Specific Experience with ServiceNow Consulting Services or Public Sector Engagements for Comparable Portal Solutions

Describe in detail your organization and proposed staff’s experience and expertise with ServiceNow, particularly in custom application development or Public Sector Engagements to deliver portal solutions. 

Describe a minimum of one (1) but no more than three (3) organizational engagements provided for public sector entities. Private sector engagements may be substituted for public sector engagements so long as at least three engagements are provided. 

At a minimum, please include the following information for each engagement:

a. Name of institution;
b. Nature of engagement, including whether the engagement was a custom application or portal built on ServiceNow
c. Identification of whether the entity was public or private sector;
d. Brief description of the work performed and the objective of the engagement;
e. Details surrounding consulting services provided;
f. Number of consultants involved;
g. Time frame of consulting services were provided;
h. Major problems and resolutions; and
i. And other information that may be relevant. 

Please address each subpart in full. If confidentiality obligations prohibit providing specific information, please provide redacted information sufficient to enable CTS to evaluate the Response. 

5.3	(MS 10) Methodology and Approach to Providing the Services 

Please provide the proposed overall methodology and approach recommended for the provisioning of the Scope of Services as set forth herein, including any specific tasks that would need to be accomplished for producing the Deliverables.

5.4 	(MS 15) Methodology and Approach to Providing the Deliverables

Below are anticipated Deliverables for the first Statement of Work. Please provide a statement of your understanding of the Deliverables, and include a Statement of Work that addresses the items to be produced, activities needed, and any additional areas that should be addressed to meet the high level description below. 

This project will use the Agile methodology. The Agile methodology does not force programs to 
establish their full scope, requirements, and design at the start, but assumes that these will change over time. Even so, CTS shall maintain a big picture, long-term view and focus on the next release for this phase of the work. 

Please include your description, using the Agile Methodology, of how you would meet the following:

Deliverables 1 – 3 The following Deliverables are paid work product to be completed within the first two weeks of the Engagement.  
· Deliverable 1 The Parties will identify the Scope of the engagement and plan the work, collaborating on a mutually agreeable product backlog to consist of user stories and tasks that describe the work to be performed. Vendor shall use Jira tool for backlog, in addition to any other mutually agreed upon formats. 

· Deliverable 2- A Work Plan and approach will be identified; and
· Deliverable 3- A Schedule. .
Deliverable 4 - Build and test of workflow(s) on ServiceNow Helsinki that accommodates approximately 25 screens of customer input for a business formation process that matches a target persona of a Construction Contractor in the process of opening a business.

Deliverable 5 – Implement a mutually-agreeable theme. A theme is a group of presentation-layer specifications that work like a template to create a cohesive design for the site.  Rather than implementing a custom look and feel for the POC, which could be incredibly time-consuming and result in a lot of back and forth to achieve acceptance, the engagement requires that the service supplier will implement a pre-built theme that supplies some polished look and feel to the POC. 

Deliverable 6 - As requested by CTS, the Vendor will be available on a time and materials basis for presentations, reporting, and debriefings as may be required after the Delivery and Acceptance of any Deliverable. Such engagements may include attendance at Executive Steering Meetings, Legislative Hearings, and will be at the sole discretion of CTS. No work will be performed without prior written instruction detailing the number of hours and CTS’ expectations. All such engagements shall be at the hourly rate provided by the Vendor in the Cost Model.


5.4     (M) Agile Development Requirements 

Please provide a description of the following:

1. A reasonable set of rights and responsibilities for both parties to adhere to throughout the project. These rights and responsibilities will provide the foundation for how they will collaborate together. 
2. How Vendor will allow CTS to monitor its work and work products. 
3. Provide a minimal set of deliverable documentation, particularly user documentation, operations documentation, support documentation, and high-level systems overview documentation. 
4. Any other relevant information with respect to experience and use of Agile Development. 

5.5  (MS 25) Candidate Resumes

Include resumes and relevant experience of key staff and management personnel that will be involved in the engagement. Candidates proposed must have three or more years work experience performing consulting services for which they are being proposed.  Resumes shall be no more than five pages per proposed candidate. 

The Vendor must commit that the candidates proposed in its proposal will perform the contracted services. The Vendor by submitting a proposal agrees that it will not remove the selected candidates without the prior approval of CTS. If removal is permitted, the Vendor agrees that it will submit the name of the proposed replacement, who must meet the qualifications/experience requirements, for CTS’ review and approval before that individual is assigned responsibility for the services of any Statement of Work entered as a result of this RFP.  CTS may at their sole discretion, without cause, and at any time during the term of the SOW require immediate replacement of a Contractor’s employee(s). 

5.6	(M) Reporting and Oversight
In addition to any Deliverables stated in a Statement of Work, the Vendor shall:

a. Provide bi-weekly product demonstrations (unless otherwise agreed to) to the CTS Program Manager and Executive Sponsor on progress achieved.  Reporting should be supplied against schedule, billable hours expended, and expected hours to complete currently assigned tasks.  This report shall state specific tasks assigned, progress made, problems encountered and activities for the upcoming reporting period. 

b. Be available to work on-site at a state facility in Olympia, WA or in Seattle, WA with the project team.

c. Participate in person, unless otherwise agreed, in team meetings, stand-ups, and status meetings as requested by the CTS Program Manager.  This participation enables knowledge transfer and review of deliverables. 

d. Review work plans provided by the CTS Program Manager and/or designee.  The Work Plan will establish the specific expectations and activities of the work performed. 


5.8  (M) Demonstration of Availability

Please explain the capacity and readiness to perform the services immediately upon execution of the resulting contract and within an accelerated time frame.   




SECTION 6- FINANCIAL QUOTE

Submission of a Response to CTS indicates that the Vendor has read, understands and will comply with EACH of the Mandatory requirements listed in the Financial Quote Requirement Section.

6.1 [bookmark: _Toc459304076]Overview
[bookmark: _Ref57082320][bookmark: _Toc67801962][bookmark: _Toc80407861]CTS seeks to acquire Services and products that best meet the State’s needs at the lowest cost and best value.  Prices must include all aspects needed for the provision of the Services described in this RFP.  Failure to identify all costs in a manner consistent with the instructions in this RFP is sufficient grounds for disqualification.
6.2 [bookmark: _Toc365040041][bookmark: _Toc459304077][bookmark: _Toc80407862]Vendor Cost Proposal Form
Vendor must include in its Response a completed Cost Proposal Form for the Fixed Price Planning Deliverable and Hourly Rate sections contained in Appendix E.  The Cost Proposal Form will be the basis for evaluation of the Financial Response as specified in Section 7.
6.3 [bookmark: _Toc365040042][bookmark: _Toc459304078] Responses
[bookmark: _Toc526303047][bookmark: _Ref66530412][bookmark: _Toc67801965]Responses must be complete and include pricing for all tasks and deliverables.  All costs for items necessary to perform the services described in the Statement of Work must be presented.  Vendor’s Responses to Cost Proposal Form, Appendix E will be the basis of evaluation of the Financial Proposal as specified in Section 7. Where there is no charge or rate, enter N/C (no charge) or zero (0) on the Cost Proposal Form, as applicable. If the Vendor fails to provide a price, the State will assume the item is free. If the Vendor states “no charge” for an item in the model, the State will receive that item free for the period represented in the model.
6.4 [bookmark: _Toc98833521][bookmark: _Toc365040043][bookmark: _Toc459304079]Taxes
Vendor must collect and report all applicable state taxes as set forth in Section 4.4, Vendor Licensed to do Business in Washington.
6.5 [bookmark: _Toc98833524][bookmark: _Ref99515491][bookmark: _Toc365040044][bookmark: _Toc459304080]Presentation of All Cost Components
All elements of recurring and non-recurring costs must be identified and included prices set forth in the Vendor Cost Proposal Form (Appendix E). This must include, but is not limited to, all taxes, administrative fees, labor, travel time, consultation services, and supplies needed for the provisioning of the Services described within this RFP.
Please do not include travel fees. CTS shall reimburse Vendor for travel and other expenses in accordance with the then-current rules and regulations set forth in the Washington State Administrative and Accounting Manual (http://www.ofm.wa.gov/policy/contents.asp) 
Vendor shall provide a detailed itemization of expenses, including description, amounts and dates, and receipts for amounts of fifty dollars ($50) or more when requesting reimbursement under the authorizing SOW.
6.6 [bookmark: _Toc163614337][bookmark: _Toc365040045][bookmark: _Toc459304081][bookmark: _Ref87693457][bookmark: _Toc98833532]Price Protection
For the entire initial term of the Contract, the Vendor must guarantee to provide the Services at the proposed hourly rates unless a Contract amendment is mutually negotiated.  




SECTION 7- EVALUATION
7.1 [bookmark: _Toc459304082]Overview
The Vendor who meets all of the RFP requirements and receives the highest number of total points as described below will be declared the ASV and enter into contract negotiations with CTS.
[bookmark: _Toc109726309][bookmark: _Toc365040048]7.2	Administrative Screening
Responses will be reviewed initially by the RFP Coordinator to determine on a pass/fail basis compliance with administrative requirements as specified in Section 3, Administrative Requirements. Evaluation teams will only evaluate Responses meeting all administrative requirements.
[bookmark: _Toc109726310][bookmark: _Toc365040049]7.3	Mandatory Requirements 
Responses meeting all of the administrative requirements will then be reviewed on a pass/fail basis to determine if the Response meets the Mandatory requirements. Only Responses meeting all Mandatory requirements will be further evaluated.
The State reserves the right to determine at its sole discretion whether Vendor’s response to a Mandatory requirement is sufficient to pass. If, however, all responding Vendors fail to meet any single Mandatory item, CTS reserves the following options: (1) cancel the procurement, or (2) revise or delete the Mandatory item.
[bookmark: _Toc109726311][bookmark: _Toc365040050]7.4	Qualitative Review and Scoring
Only Responses that pass the administrative screening and Mandatory requirements review will be evaluated and scored based on responses to the scored requirements in the RFP.  Responses receiving a “0” on any Mandatory Scored (MS) element(s) will be disqualified.

[bookmark: _Ref87322114]7.5	Evaluation of Step 2 
1. Section 4- Mandatory Requirement review by Evaluation team. 
1. Section 5, Experience and Skill Qualifications Evaluation  
Each scored element in the Experience and Skill Qualifications Requirements section of the Response will be given a score by each technical evaluation team evaluator. Then, the scores will be totaled and an average score for each Vendor will be calculated as set forth below. This will be used in the calculation of Vendor’s total score, as set forth in Section 7.8, Vendor Total Score.
Evaluation points will be assigned based on the effectiveness of the Response to each technical requirement. For example, if a response is worth 10 points, a scale of zero to ten will be used, defined as follows:
	0
	Unsatisfactory
	Capability is non-responsive or wholly inadequate.

	1-3
	Below Average
	Capability is substandard to that which is average or expected as the norm.

	4-6
	Average
	The baseline score for each item, with adjustments based on the evaluation team’s reading of the Response.

	7-9
	Above Average
	Capability is better than that which is average or expected as the norm.

	10
	Exceptional
	Capability is clearly superior to that which is average or expected as the norm.



CTS will review all mathematical computations and will allocate 500 points to the Vendor with the highest Vendor Average TRS.  The point value for every other bid will be calculated using the ratio of the each Vendor’s Average TRS to the highest Vendor’s Average TRS.  This ratio will be multiplied by the 500 points allocated for Experience and Skill Qualification Requirements to arrive at the total score for each Vendor.

	Vendor’s Average TRS              x  85 points  =      Vendor’s Total TRS
Highest Vendor’s Average



These scores will be carried over in the calculation of the Vendor Total Score as explained below.

b)	Financial Proposal Evaluation
The financial evaluation team will calculate the financial score for the Financial Proposal section of the Response using Vendor’s Cost Proposal Form. That number will represent the Lowest/Vendor’s Total Proposal set forth below. 
	Lowest Total Fixed Price Proposal             x 10 = Fixed Price Score
Vendor’s Total  Fixed Price Proposal

	Lowest Total Hourly rate Proposal             x 5 = Hourly Rate Score
Vendor’s Total  Hourly Rate Proposal



7.6	Step 3 Evaluations (Optional)

             Interviews
CTS may, after evaluating the written proposals, elect to schedule interviews of the top scoring finalists. 
Final points for the interviews will be calculated by an average of the individual scores as set forth below. This will be used in the calculation of Vendor’s total score, as set forth in Section 7.8, Vendor Total Score.


	Sum of Evaluators’ Phase II Scores  =  Vendor’s Avg. Phase II Score
Number of Evaluators



	Vendor’s Avg. Phase II Score          x 30  =  Phase II Score
Highest Avg. Phase II Score



[bookmark: _Toc67220580][bookmark: _Toc98833539][bookmark: _Toc109726312][bookmark: _Toc365040051]7.7	Allocation of Points
[bookmark: _Toc322774510][bookmark: _Toc322831962][bookmark: _Toc322857879][bookmark: _Toc322858571][bookmark: _Toc438538520][bookmark: _Ref525552917][bookmark: _Ref525613962][bookmark: _Ref526142250][bookmark: _Ref526142429][bookmark: _Ref526143099][bookmark: _Toc526303065][bookmark: _Toc67220582][bookmark: _Ref87691925][bookmark: _Toc98833540][bookmark: _Toc109726313]The scores for Response will be assigned a relative importance for each scored section. The relative importance for each section is as follows:
	[bookmark: _Hlk270062881]PHASE I
· Vendor Requirements, including Experience and Skill Qualifications (Section 5)
· Financial Proposal (Section 6)
	
85 points
15 points


	Phase I Subtotal
	100 points

	PHASE II- optional for CTS
Interviews
	
30 points

	Phase II Subtotal
	30 points

	TOTAL
	130 points



[bookmark: _Toc365040052]7.8	Vendor Total Score
[bookmark: _Toc526303066][bookmark: _Ref57622705][bookmark: _Toc67220583]Vendors will be ranked using the Vendor’s Total Score for its Response, with the highest score ranked first and the next highest score ranked second, and so forth. Vendor’s Total Score will be calculated as follows:
	Total Score = (TRS) + (Financial Score) + (Optional Phase 2 Score) 


[bookmark: _Toc98833541][bookmark: _Toc109726314][bookmark: _Toc365040053]7.9	Selection of Apparently Successful Vendor
[bookmark: _Toc526303062][bookmark: _Toc67220581][bookmark: _Toc98833538]The Vendor with the highest Vendor total score will be declared the ASV.  CTS will enter into contract negotiations with the ASV. Should contract negotiations fail to be completed as described in Section 7.8, CTS may immediately cease contract negotiations and declare the Vendor with the second highest score as the new ASV and enter into contract negotiations with that Vendor. This process will continue until (1) the Contract is signed, (2) no qualified Vendors remain, or (3) CTS cancels the award or solicitation consistent with this RFP. 
[bookmark: _Toc80407875][bookmark: _Toc365040054]7.10 	Contract Negotiations
Upon selection of an Apparently Successful Vendor (ASV), CTS will enter into contract negotiations with the ASV. Vendors must be willing to enter into a Contract in substantially the same form and the same terms and conditions as the Contract in Appendix B.  The Apparently Successful Vendor will be expected to complete contract negotiations within one (1) calendar day of announcement of the ASV. The Apparently Successful Vendor will be expected to execute the Contract within five (5) calendar days of its receipt of the final contract.  If the selected Vendor fails or refuses to sign the Contract within the allotted five (5) calendar day time frame, CTS may immediately cease contract negotiations and elect to cancel the award.  CTS may then award the Contract to the next ranked Vendor, or cancel or reissue this solicitation.  Vendor’s submission of a Response to this solicitation constitutes acceptance of these Contract requirements.


[bookmark: _Toc459304083][bookmark: _Toc459304084]  APPENDIX A

CERTIFICATIONS AND ASSURANCES
Issued by the State of Washington

We make the following certifications and assurances as a required element of the Response, to which it is attached, affirming the truthfulness of the facts declared here and acknowledging that the continuing compliance with these statements and all requirements of the RFP are conditions precedent to the award or continuation of the resulting Contract.
The prices in this Response have been arrived at independently, without, for the purpose of restricting competition, any consultation, communication, or agreement with any other offeror or competitor relating to (i) those prices, (ii) the intention to submit an offer, or (iii) the methods or factors used to calculate the prices offered. The prices in this Response have not been and will not be knowingly disclosed by the offeror, directly or indirectly, to any other offeror or competitor before Contract award unless otherwise required by law. No attempt has been made or will be made by the offeror to induce any other concern to submit or not to submit an offer for the purpose of restricting competition. However, we may freely join with other persons or organizations for the purpose of presenting a single proposal or bid.
The attached Response is a firm offer for a period of 30 days following the Response Due Date specified in the RFPQ, and it may be accepted by CTS without further negotiation (except where obviously required by lack of certainty in key terms) at any time within the 30 day period. In the case of protest, your Response will remain valid for 60 days or until the protest is resolved, whichever is later.
In preparing this Response, we have not been assisted by any current or former employee of the state of Washington whose duties relate (or did relate) to the State's solicitation, or prospective Contract, and who was assisting in other than his or her official, public capacity. Neither does such a person nor any member of his or her immediate family have any financial interest in the outcome of this Response. (Any exceptions to these assurances are described in full detail on a separate page and attached to this document.)
We understand that the State will not reimburse us for any costs incurred in the preparation of this Response. All Responses become the property of the State, and we claim no proprietary right to the ideas, writings, items or samples unless so stated in the Response. Submission of the attached Response constitutes an acceptance of the evaluation criteria and an agreement to abide by the procedures, compliance with Mandatory and all other administrative requirements described in the solicitation document.
We understand that any Contract awarded, as a result of this Response will incorporate all the solicitation requirements. Submission of a Response and execution of this Certifications and Assurances document certify our willingness to comply with the Contract terms and conditions appearing in Appendix B, or substantially similar terms, if selected as a contractor. It is further understood that our standard contract will not be considered as a replacement for the terms and conditions appearing in Appendix B of this solicitation.
We (circle one) are / are not submitting proposed Contract exceptions (see Subsection 3.13, Contract Requirements).
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[bookmark: _Toc459304085]PROPOSED CONTRACT





Posted separately on the CTS Web site at: http://cts.wa.gov/procurement/procurement.aspx
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APPENDIX C
[bookmark: _Toc459304086](If Applicable) MWBE Participation Form 

[bookmark: _Toc354971098][bookmark: _Toc354971486][bookmark: _Toc355085309][bookmark: _Toc355407898][bookmark: _Toc357522209][bookmark: _Toc369571887][bookmark: _Toc369588491][bookmark: _Toc369596576][bookmark: _Toc369597172][bookmark: _Toc369602527][bookmark: _Toc369937738]Minority and Women's Business Enterprises (MWBE)
Participation Form



MWBE participation is defined as: Certified MBEs and WBEs bidding as prime contractor, or prime contractor firms subcontracting with certified MWBEs.  For questions regarding the above, contact Office of MWBE, (360) 753-9693.  
In accordance with WAC 326-30-046, CTS goals for acquisitions have been established as follows:  12% MBE or WBE.

	MBE FIRM NAME
	*MBE CERTIFICATION NO.
	PARTICIPATION %

	
	
	

	
	
	

	
	
	

	
	
	

	WBE FIRM NAME
	*WBE CERTIFICATION NO.
	PARTICIPATION %

	
	
	

	
	
	



*Certification number issued by the Washington State Office of Minority and Women's Business Enterprises.










Name of Vendor completing this Certification: ______________________________________________



	MWBE
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APPENDIX D
[bookmark: _Toc459304087]PROTEST PROCEDURE 


A Vendor who is aggrieved in connection with the solicitation or award of a contract, who has submitted a response and participated in a debriefing conference, may submit a written protest to the Chief Legal Services Officer at Consolidated Technology Services, 1500 Jefferson Street SE, 5th Floor, Olympia WA 98501 or Rebekah.ohara@cts.wa.gov. 

Grounds
Protests may be based only on alleged bias on the part of an evaluator, mathematical error in the computation of the score, or failure to follow the process or standards stated in the related procurement document. 

Timing
A protest shall be presented to CTS in writing no later than 5 business days after the post award debrief has occurred. The written letter shall state the grounds for the protest and state the relevant facts, circumstances and documents in support of the Vendor’s position.  

Process
In conducting its review, CTS will consider all available relevant facts. CTS will resolve the protest in one of the following ways:
1. Find that the protest lacks merit and upholding the agency's action.
2. Find only technical or harmless errors in the agency's acquisition process, determining the agency to be in substantial compliance, and rejecting the protest; or
3. Find merit in the protest and provide options to the agency, including:
a. Correcting errors and reevaluating all Responses;
b. Reissuing the solicitation document; or
c. Making other findings and determining other courses of action as appropriate.

Except as stated otherwise below, the Chief Legal Services Officer will review protests on behalf of the agency. The agency will deliver its written decision to the protesting vendor within five business days after receiving the protest, unless more time is needed. The protesting vendor will be notified if additional time is necessary. Exempt Purchases under $100,000 shall be reviewed only by the Chief Legal Services Officer, whose opinion is final. 

Vendors may appeal the Chief Legal Service Officer’s determination, on Exempt Purchases over $100,000, by submitting an appeal in writing to the Director. An appeal shall be filed no later than 5 business days after Chief Legal Service Officer’s decision. Decisions made by the Director or designee are final.

In the event the Chief Legal Service Officer has a conflict of interest, the protest or appeal will be managed by a CTS senior level manager appointed by the Deputy Director. This individual must not be involved with the business that is the subject matter of the protest appeal.





APPENDIX E
(MS 15) COST PROPOSAL FORM 

A.  (M) Hourly Rates
Please list the title of each staff position and hourly rate (add more lines if needed) of resources to support additional scope and/or phases resulting from contract amendments:

	Staff Position
	Hourly Rate

	
	$

	
	$




B. (M) Statement of Work 1 Deliverables
Based on the Statement of Work submitted with your Response, please identify the following:
	Deliverables 

	Vendor Resources
	Hourly Rate
	
	Projected Hours (Not To Exceed, 

	Deliverables 1 – 3 The following Deliverables are paid work product to be completed within the first two weeks of the Engagement.  
· The Parties will identify the Scope of the engagement and plan the work, collaborating on a mutually agreeable product backlog; 
· A Work Plan and approach will be identified; and
· A target Schedule will be created for the engagement.
	
	$
	
	

	Deliverable 4 - Build and test of workflow(s) on ServiceNow Helsinki that accommodates approximately 25 screens of customer input that demonstrates a business process for a target persona.
	
	$
	
	

	Deliverable 5 – Implement a mutually agreeable theme. 
	
	$
	
	

	Deliverable 6 - As requested by CTS, the Vendor will be available on a time and materials basis for presentations, reporting, and debriefings as may be required after the Delivery and Acceptance of any Deliverable. Such engagements may include attendance at Executive Steering Meetings, Legislative Hearings, and will be at the sole discretion of CTS. No work will be performed without prior written instruction detailing the number of hours and CTS’ expectations. All such engagements shall be at the hourly rate provided by the Vendor in the Cost Model.
	
	$
	
	

	Other Recommended Deliverables – Please suggest
	
	$
	
	

	
	
	
	
	


b. 



APPENDIX F
[bookmark: _Toc328065328][bookmark: _Toc355264978][bookmark: _Toc416185645][bookmark: _Toc459304088]
A Few Critical Things to Keep in Mind
When Responding to an RFP for
Consolidated Technology Services

This document is explanatory only and has no consequence on the processes stated in any particular procurement. Please do not submit this checklist, it is merely a resource. 

1.	_______	Read the entire document. Note critical items such as: mandatory requirements; supplies/services required; submittal dates; number of copies required for submittal; funding amount and source; contract requirements (i.e., contract performance security, insurance requirements, performance and/or reporting requirements, etc.).

2.	_______	Note the procurement officer's name, address, phone numbers and e-mail address.  This is the only person you are allowed to communicate with regarding the RFP and is an excellent source of information for any questions you may have.

3.	_______	Take advantage of the “question and answer” period. Submit your questions to the RFP Coordinator by the due date listed in the Schedule of Events and view the answers given in the formal “addenda” issued for the RFP. All addenda issued for an RFP are posted on the State’s website and will include all questions asked and answered concerning the RFP.

4.	_______	Follow the format required in the RFP when preparing your response. Provide point-by-point responses to all sections in a clear and concise manner. Make sure to address each subpart.

5.	_______	Provide complete answers/descriptions. Read and answer all questions and requirements. Don’t assume the State or evaluator/evaluation committee will know what your company capabilities are or what items/services you can provide, even if you have previously contracted with the State. The proposals are evaluated based solely on the information and materials provided in your response.

6.	_______	Check the State’s website for RFP addenda. Before submitting your response, check the State’s website at http://cts.wa.gov/procurement/procurement.aspx  to see whether any addenda were issued for the RFP.

7.	_______	Review and read the RFP document again to make sure that you have addressed all requirements and have followed all of the instructions. Once you have done that, read the RFP document again. 

8.	_______	Submit your response on time. Note all the dates and times listed in the Schedule of Events and within the document, and be sure to submit all required items on time. Late proposal responses are never accepted.

9.        ______  	Address each mandatory/mandatory scored item.  Any time you see an “M” or “MS”- make sure to respond, even in the financial sections. For Mandatory items, A statement, “(Vendor Name) has read, understands, and fully complies with this requirement” is acceptable.

