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Request for Proposal No. 23003

Submittal Questions Matrix for 
Technical/Experience


Offerors shall submit responses to the Submittal Questions Matrix (SQM).  

Responses are limited to 2500 characters per question.  “See Attached” response shall not be accepted.  Attachments shall not be accepted.

There are 24 SQM questions for a total of 100 points. A distribution of point breakdown is available on the next page.


	Evaluation Subcategory
	SQM Number
	Points Possible

	General Requirements
	1
	4

	General Requirements
	2
	2

	General Requirements
	3
	4

	General Requirements
	4
	2

	General Requirements
	5
	4

	General Requirements
	6
	4

	General Requirements
	
	20

	Customer Service
	7
	3

	Customer Service
	8
	3

	Customer Service
	9
	4

	Customer Service
	10
	4

	Customer Service
	11
	6

	Customer Service
	
	20

	Marketing
	12
	8

	Marketing
	13
	4

	Marketing
	14
	8

	Marketing
	
	20

	Networking
	15
	2

	Networking
	16
	3

	Networking
	17
	2

	Networking
	18
	3

	Networking
	19
	4

	Networking
	20
	6

	Networking
	
	20

	Reporting
	21
	6

	Reporting
	22
	4

	Reporting
	
	10

	Other Responsibilities
	23
	5

	Other Responsibilities
	24
	5

	Other Responsibilities
	
	10

	Total
	
	100



ATTACHMENT A-1		1		                                 RFP NO. 23003
Submittal Questions Matrix (SQM)
	SQM #
Evaluation Category 

	General Requirements

	SQM #1
General Requirements

	Offeror(s) shall address their primary understanding of the Hawaii State Procurement Code and the Federal Acquisition Regulations.  Offeror(s) shall briefly describe their experience with both codes and how they stay up to date on changes and trends.

	Offeror Response:
	[bookmark: Text1]





     



	SQM #
Evaluation Category 
 
	General Requirements

	SQM #2
General Requirements

	Offeror(s) shall address their understanding of the North American Industry Classification System (NAICS) as well as the Federal Small Business Administration (SBA).  Offeror(s) shall briefly describe: Their experience with NAICS codes, working with the SBA and their understanding of how NAICS codes fit into the federal definitions of small businesses. 

	Offeror Response:
	[bookmark: Text2]     






	SQM #
Evaluation Category 

	General Requirements

	SQM #3
General Requirements

	Offeror(s) shall have a clearly defined management structure and adequate staffing to meet the needs of this proposal. Offeror(s) shall describe their management structure as it relates to approval of work and projects. 

	Offeror Response:
	[bookmark: Text3]     



	SQM #
Evaluation Category 

	General Requirements

	SQM #4
General Requirements

	Offeror(s) shall describe their staff and team by responding to the questions below and listing staff expertise, experience and qualifications.  

· What is the type of backgrounds of staff/team members assigned to provide all services?
· Are staff members assigned to clients, or do clients work with different personnel for each project?
· What is the average turnover of employees?
· How are your clients managed?  How does your staff communicate with clients?
· How is a project handled if the assigned project personnel leaves before the project is completed?
· What types of training do you provide to improve your staff’s communication skills and increase their technical knowledge?
· Describe your policies and procedures for individual performance appraisal system.


	Offeror Response:
	[bookmark: Text4]     




	SQM #
Evaluation Category/Subcategory 

	General Requirements

	SQM #5
General Requirements

	Offeror(s) shall provide the name(s) and title(s) of staff that will be used to fulfill the various needs that will be developed through this procurement as well as their expertise, experience and qualifications to handle the different needs and/or difficulties associated with implementing the initiative as stated in the scope of work.

	Offeror Response:
	[bookmark: Text5]





     



	SQM #
Evaluation Category 

	General Requirements

	SQM #6
General Requirements

	Offeror(s) shall describe its quality control process as it relates to the decision-making processes. 

· How will you evaluate the quality of your work internally? 
· What is your process for getting feedback from clients?
· How will you test the effectiveness of documentation with customers?


	Offeror Response:
	[bookmark: Text8]     











	SQM #
Evaluation Category/Subcategory 
	A. Customer Service

	SQM #7
Technical
Customer Service

	The Offeror will be responsible for acting as the customer service office for the small business assistance initiative. Please describe your company’s daily business operations and location. Include hours of operation, parking, capacity and accessibility to the public.

	Offeror Response:
	[bookmark: Text11]     



	SQM #
Evaluation Category/Subcategory 
	A. Customer Service

	SQM #8
Technical
Customer Service

	The Offeror will be responsible for managing the State Small Business Office webpage. Please describe what resources/tools will be used to create the webpage and what resources/tools will be used to advertise and make the webpage accessible.   

	Offeror Response:
	     



	SQM #
Evaluation Category/Subcategory 
	A. Customer Service

	SQM #9
Technical
Customer Service

	The Offeror will be responsible for maintaining communications with interested and participating small businesses. Please list the tools and describe how your company intends to leverage these tools to achieve a consistent message. Be sure to include frequency measures for leads and participants.

	Offeror Response:
	     





	SQM #
Evaluation Category/Subcategory 
	A. Customer Service

	SQM #10
Technical
Customer Service

	The Offeror will be responsible for handling disputes pertaining to small businesses. Please describe your company’s approach toward diffusing difficult and/or emotional phone calls or walk in visits. Include specifically, how your company would respond to a small business who is under investigation and wants to know who accused them and what the findings are.

	Offeror Response:
	     




	SQM #
Evaluation Category/Subcategory 
	A. Customer Service

	SQM #11
Technical
Customer Service

	The Offeror will be responsible for handling the day to day customer service inquiries from small business vendors, the public and the procurement workforce. Please describe your company’s approach toward handling email and in person disputes, include the procedure(s) for escalation of problems that arise during a dispute.

	Offeror Response:
	     




	SQM #
Evaluation Category/Subcategory 

	B. Marketing

	SQM #12
Technical/Experience
Marketing

	The Offeror will be required to provide a marketing plan for all proposed marketing campaigns. Please describe your company’s marketing strategy, targeted at a small business market to adopt a new product.

	Offeror Response:
	[bookmark: Text18]     






	SQM #
Evaluation Category/Subcategory 

	B. Marketing


	SQM #13
Technical/Experience
Marketing
	Describe your company’s process for keeping up to date with new marketing trends? List all resources currently used.

	Offeror Response:
	[bookmark: Text19]     



	SQM #
Evaluation Category/Subcategory 

	B. Marketing


	SQM #14
Technical/Experience
Marketing
	After each marketing campaign, the Offeror will be responsible for conducting an after action assessment. Please describe your company’s approach towards an after action assessment, including what the intended takeaways would be for each party. 

	Offeror Response:
	     




	SQM #
Evaluation Category/Subcategory 

	C. Networking

	SQM #15
Technical/Experience
Networking

	The Offeror will be responsible for identifying and engaging other existing small business advocates in the small business community. Please describe your company’s perceived current standing in the small business community and its relationship with prominent small business advocates including the SBA.

	Offeror Response:
	[bookmark: Text20]     




	SQM #
Evaluation Category/Subcategory 

	C. Networking

	SQM #16
Technical/Experience
Networking

	The Offeror will be responsible for aggregating small business advocates into a Small Business Network. Please describe your company’s approach toward identifying and soliciting other advocate agencies for assistance.

	Offeror Response:
	[bookmark: Text21]     



	SQM #
Evaluation Category/Subcategory 

	C. Networking

	SQM #17
Technical/Experience
Networking

	There is currently no central repository of small business resources in the State. Please describe how your company would present all resources for the maximum benefit of a new small business.

	Offeror Response:
	[bookmark: Text22]     



	SQM #
Evaluation Category/Subcategory 

	C. Networking

	SQM #18
Technical/Experience
Networking

	The Offeror will be responsible for aggregating small business resources. Describe what resources your company currently recommend and what tools/services will be used to discover new resources.

	Offeror Response:
	[bookmark: Text23]     





	SQM #
Evaluation Category/Subcategory 

	C. Networking

	SQM #19
Technical/Experience
Networking

	The Offeror will be responsible for developing and delivering trainings, workshops and seminars for the small business community. Please describe at least two examples of similar offerings your company has provided in the past. Include attendance and how success, if any, was measured.

	Offeror Response:
	     



	SQM #
Evaluation Category/Subcategory 

	C. Networking

	SQM #20
Technical/Experience
Networking

	The Offeror will be responsible for developing and delivering trainings, workshops and seminars for procurement workforce in the State. Please describe your company’s approach for training employees on new the processes and procedures they have to implement. Include how your company intends to measure the success of the trainings.   

	Offeror Response:
	     




	SQM #
Evaluation Category/Subcategory 

	D.  Reporting


	SQM #21
Technical/Experience
Reporting

	In order to provide accurate reporting, it is important to collect the right metrics. Please list and justify all the metrics that are important to proving the success of the initiative. The list should be broken down by the services outlined in the scope of work (i.e. Customer Service, Marketing).

	Offeror Response:
	[bookmark: Text29]     



	SQM #
Evaluation Category/Subcategory 

	D.  Reporting


	SQM #22
Technical/Experience
Reporting

	The Offeror will be responsible for maintaining and reporting on multiple sources of metrics. Please describe your company’s approach in managing multi source data integration and what tools will be used to track metrics throughout the initiative.

	Offeror Response:
	     




	SQM #
Evaluation Category/Subcategory 

	E. Other Responsibilities

	SQM #23
Technical/Experience
Other Responsibilities 
	The Offeror will be responsible for representing the entire small business community. Please describe the steps that will be taken to ensure fair representation of all small businesses and mitigate conflicts of interest.  

	Offeror Response:
	[bookmark: Text33]     





	SQM #
Evaluation Category/Subcategory 

	E. Other Responsibilities

	SQM #24
Technical/Experience
Other Responsibilities 
	The Offeror will be responsible reviewing, maintaining and disposing of confidential information from vendors. Please describe your company’s approach to ensuring the security of sensitive information and maintaining the confidence of customers through risk management.  

	Offeror Response:
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