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Appendix A – Offeror Response Form
RFP-13-020-SW
RFP Title: Sealed Offers for Consulting Services to Develop Uniform Chart of Accounts (UCOA)
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1.0 Proposal Transmittal Letter
Offerors must submit a Proposal Transmittal Letter, as prescribed in this section, with their Proposal.  The Proposal Transmittal Letter must be on the Offeror's official business letterhead and shall contain the following:

1. Contact Person - The name of a duly authorized person that the State is to contact regarding Offeror’s Proposal, and that person’s address, telephone/fax numbers, and e-mail address.
2. RFP Exceptions - A statement that the Offeror understands and shall comply with all RFP requirements, provisions, terms, and conditions (including the General Conditions AG-008 103D effective 10/17/2013).  If an Offeror is unable to comply with one or more of the RFP requirements, provisions, terms, or conditions, this must be stated and all exceptions listed and fully described in Section 9.0 of this Appendix. 

3. Offeror Assumptions - A statement on whether the Proposal contains any Offeror Assumptions and identifying and describing each such Offeror Assumption in the Cost Proposal.  If no Offeror Assumptions are included in the Proposal, a statement to that effect must be made.
4. Subcontracting - A statement that indicates whether the products and services shall be provided solely by the Offeror or whether a subcontractor(s) shall assist. The Offeror’s use of subcontractor(s) requires the prior written approval of the State Contract Administrator.

5. Offeror and Subcontractor Financials - A listing of the financial statements provided for the previous three (3) years. The Proposal shall include the following:
Included in “Attachment 1: Offeror and Subcontractor Financials” of the Proposal, Offeror’s and subcontractor(s)’ Financials, shall be the audited financial statements and related disclosure of the Offeror and each subcontractor (if any), for the previous three (3) years. As with trade secrets or other proprietary data, an Offeror may request in writing that the financial information be kept confidential. Otherwise, contents of all Proposals shall be made public as provided in “RFP, Section 3.7, Confidential Information,” after all parties sign a Contract. Also included in “Attachment 1: Offeror and Subcontractor Financials” shall be the Offeror’s Dun & Bradstreet report and financial institution information that documents the financial status of the Offeror and each subcontractor (if any). 

6. If subcontractor(s) will be used, append a statement to the transmittal letter from each subcontractor, signed by an individual authorized to legally bind the subcontractor and stating:

· The general scope of work to be performed by the subcontractor.
· The subcontractor’s willingness to perform for the indicated.
2.0 Offeror Form OF-1

The Offeror must complete Offeror Form OF-1 listed on the following page:
Procurement Officer

State Procurement Office
State of Hawaii

Honolulu, Hawaii96813

Dear Procurement Officer:

The procurement conducted for the specified goods and/or services are pursuant to Hawaii Revised Statutes (HRS) Chapter 103D and its Hawaii Administrative Rules (HAR). The undersigned has carefully read and understands the terms and conditions specified in the Specifications, Special Provisions, and the AG General Conditions, Form AG-008 103D, effective 10/17/2013, attached hereto; and hereby submits the following offer to perform the work specified herein, all in accordance with the true intent and meaning thereof.  The undersigned further understands and agrees that by submitting this offer, 1) Offeror is declaring that offer is not in violation of Chapter 84, Hawaii Revised Statutes, concerning prohibited State contracts, and 2) Offeror is certifying that the price(s) submitted was (were) independently arrived at without collusion.

Offeror is:   


 FORMCHECKBOX 
   Sole Proprietor      FORMCHECKBOX 
*Partnership      FORMCHECKBOX 
   *Corporation       FORMCHECKBOX 
*Joint Venture 


 FORMCHECKBOX 
*Other      



*State of incorporation or organization:      
	Hawaii General Excise Tax License I.D. No. 
	     

	

	Federal I.D. No. 
	     

	

	Payment address 

(other than street address below):

	     


	
   City, State, Zip Code: 
	     

	

	Business address (street address): 
	     

	   City, State, Zip Code:
	     

	
	
	Respectfully submitted:

	     
	(x)
	

	Date:
	
	Authorized (Original) Signature

	     
	
	     

	Telephone No.:
	
	Name and Title (Please Type or Print)

	     
	**
	     

	Fax No.:
	
	Exact Legal Name of Company (Offeror)

	     
	
	

	E-mail Address:
	
	

	
	
	

	**If Offeror is a “dba” or a “division” of a corporation, furnish the “dba” or “division” name of the corporation:

	     


3.0 Executive Summary
The Executive Summary shall condense and highlight the contents of the Proposal in such a way as to provide a broad but clear and understandable summary of the entire Proposal.

NOTE:  Any additional descriptive or marketing material may be added to the end of the Proposal in PDF file attachments but will not be used for scoring.
4.0 Administrative Requirements Response

Administrative Requirements of the RFP are listed in the table below. The Offeror must complete the table below and indicate its response to each requirement accordingly. The Offeror must answer affirmatively to all requirements and provide supporting documentation, where requested. Any requirement that is left blank will equate to a "No" response and potentially make the Proposal nonresponsive. 

Table 1. Administrative Requirements

	
#
	Requirement
	Offeror Response

Yes/No (Y/N)

	1
	Upon request of the State, the Offeror shall conduct Presentations and Discussions with representatives of the State to clarify its Proposal, to validate understanding of the State’s requirements, and promote understanding of the Offeror’s Proposal (see RFP “Section 5.2, Presentations and Discussions with Priority Listed Offerors”).
	

	2
	Upon request of the State, the Offeror shall provide a Best and Final Offer (BAFO) Proposal to the State (see RFP “Section 3.15, Best and Final Offer”). If a BAFO is not submitted, the prior offer will be considered as the BAFO.
	

	3
	The Offeror shall be in compliance with the requirements of HRS § 103D-310(c) and HAR § 3-122-112.  The State will verify compliance on Hawaii Compliance Express (HCE).
Refer to “Section 5.4, Responsibility of Offerors” for instructions to register for Hawaii Compliance Express (HCE), which is utilized for verification of compliance.

Contract Administrator will conduct periodic checks to confirm Contractor(s) maintain compliance on the HCE throughout the term of the contract, including any extensions. If Contractor(s) Certificate of Vendor Compliance shows Not Compliant or Expired status in HCE, the State has the right to remove the Contractor(s) from the Contract or exercise any other remedies which may be  available to the State.
	


5.0 Offeror Qualifications

5.1 Offeror Minimum Qualifications

Offeror Minimum Qualifications are listed in the table below. The Offeror must complete the table below and indicate its response to each requirement accordingly. The Offeror must answer affirmatively to all minimum requirements. Any requirement that is left blank will equate to a "No" response and potentially make the Proposal non-responsive. 

Table 2. Offeror Minimum Qualifications

	
#
	Requirement
	Offeror Response

Yes/No (Y/N)
	If Yes, 
Client Reference(s)

	1
	Offeror has experience working with governmental accounting and reporting requirements (e.g., State, federal, and Consolidated Annual Financial Reports (CAFR)) in a government organization with a total budget (operating and capital) of at least $500 million within the last ten years.
	
	

	2
	Offeror has experience working with governmental accounting and reporting requirements (e.g., State, federal, and CAFR) in a K-12 organization with a total budget (operating and capital) of at least $500 million within the last ten years.
	
	


For requirements 1 – 2 above, list client references that support the requirement. References in “Section 5.3, Offeror References,” must include at a minimum the references used in this section to meet the Offeror Minimum Qualifications.

5.2 Offeror Desirable Qualifications

Offeror Desirable Qualifications are listed in the table below. The Offeror must complete the table below and indicate its response to each requirement accordingly. 

Table 3. Offeror Desirable Qualifications
	
#
	Requirement
	Offeror Response

Yes/No (Y/N)
	If Yes, 
Client Reference(s)

	1
	Offeror has experience working with governmental accounting and reporting requirements (e.g., State, federal, and CAFR) for a government and/or K-12 organization located in the State of Hawaii.
	
	

	2
	Offeror has experience assessing and refining / restructuring Chart of Accounts (COA) for a government and/or K-12 organization with a total budget (operating and capital) of at least $1 billion within the last ten years.
	
	


5.3 Offeror References
The Offeror and each subcontractor (if any) shall complete the Offeror Experience Reference Summary table below – at least three (3) client references shall be provided.   Additionally, the Offeror Experience Reference Form which is included in “Appendix B, Offeror Response Form Attachments” should be completed for each of these client references, and included in “Attachment 2: Offeror References” and “Attachment 3: Subcontractor References.”  As documented in these attachments, the State will review the Offeror’s Proposal to determine whether the Offeror meets the Offeror Qualification requirements contained in “Section 5.1, Offeror Minimum Qualifications.”  Failure to meet an Offeror Minimum Qualification requirement may result in the Proposal being deemed nonresponsive and rejected.
The State reserves the right to contact any of the listed references to inquire about the Offeror’s performance in providing the services.
Offeror Experience Reference Form Summary
Table 4. Offeror Experience Reference Listing

	Reference 1

	Vendor Name: 


	Vendor Contact/Name:

	Services/ Project Dates:


	Vendor Contact Phone:

	Customer Organization:
	Customer Contact Name:



	
	Customer Contact Phone:



	
	Customer Contact E-Mail:



	Reference 2

	Vendor Name: 


	Vendor Contact/Name:

	Services/ Project Dates:


	Vendor Contact Phone:

	Customer Organization:
	Customer Contact Name:



	
	Customer Contact Phone:



	
	Customer Contact E-Mail :



	Reference 3

	Vendor Name: 


	Vendor Contact/Name:

	Services/ Project Dates:


	Vendor Contact Phone:

	Customer Organization:
	Customer Contact Name:



	
	Customer Contact Phone:



	
	Customer Contact E-Mail:




5.4 Offeror Background and Experience
This section shall include the background of the Offeror (and each subcontractor, if any), its size and resources, details of corporate experience relevant to this Project and a list of other current or recent related projects. 

5.4.1 Description of Projects
Include a description of projects previously performed by the Offeror that are relevant to this Project and demonstrate the Offeror's qualifications and experience, including customer name, brief description of the project, time period of the project and the computer environment used.  Projects provided in this section are not limited to the projects previously provided in “Section 5.3, Offeror References.”

5.4.2 Certification of No Conflict of Interest

Hawaii law forbids a direct or indirect conflict of interest of a company or its employees in selling to the State. The Offeror shall answer and/or provide the following:

· Do any possible conflicts of interest in the sale of items or providing services to the State, by any of the Offeror’s officers or employees exist?  (A yes or no answer is required.)
· If the possibility of a conflict does exist, provide a list of those conflicts and the nature of the perceived conflicts on a separate page. The Offeror may be disqualified where a conflict of interest exists.
5.4.3 Pending Legal Actions

· Are there, or have there been within the last 15 years, any lawsuits or other legal proceedings against the Offeror that pertain to any of the services which are a part of the Offeror’s Proposal?  (A yes or no answer is required.)
· If so, provide a copy of the complaint and any judgment or other resolution, stating with specificity the background, circumstances and outcome.
· Has the Offeror initiated any actions or protests relating to any State contract award or bid?
· If so, provide a copy of the complaint or protest and any judgment, or other resolution stating with specificity the background, circumstances and outcome.
· Are there any pending legal action(s), judicial or otherwise, and if so, please provide a copy of the complaint and a summary of the status of the action.
5.5 Project Organization and Staffing
5.5.1 Project Organization Chart

Include a project organization chart, showing the chain of authority and responsibility of the Offeror's personnel.  All personnel to be assigned to the Project are to appear on the organization chart. The names, work locations, and total number of personnel shall be included.

Contractor will be required to obtain State approval for changes in Key Personnel (as identified in RFP “Section 2.2.5.1, Key Personnel”. 

5.5.2 Offeror Staffing Plan Description
Provide descriptive information for personnel, indicating their titles, major areas of responsibility and location during the Project and percentage of onsite time.  Provide a staffing plan, including number of hours per staff person per month. Include assumptions used to estimate the number and level of staff for each major task in the work plan. 

5.5.3 State Staffing Plan

Provide a State staffing plan, including number of hours, per staff person, per month.  Include assumptions used to estimate the number and level of staff for each major task in the work plan.
5.5.4 Project Team

Describe how the Offeror’s Project Team will integrate and interface with the State Project Team including communication mechanisms for both onsite and offsite Offeror and subcontractor personnel. Include the percentage of onsite effort vs. offsite effort for the Project.

5.5.5 Staff Resumes

Included in “Attachment 4: Offeror and Subcontractor Staff Resumes” of the Proposal, shall be a resume for all Key Personnel (as identified in “RFP, Section 2.2.5.1 Key Personnel”) who appear on the organization chart. Resumes shall highlight experiences on specific projects that may be relevant to this Project. Resumes should contain information relating to each person's experience, education, and skills. This should include, but is not necessarily limited to, educational institutions attended, specific degrees, dates of employment, names of employers, and position titles. 

5.5.6 Staff References

Include for all Key Personnel (as identified in RFP, Section 2.2.5.1 Key Personnel”), at least three (3) references as “Attachment 5: Offeror and Subcontractor Staff References” using the form provided in “Appendix B, Offeror Response Form Attachments.”
6.0 Consulting Services Requirements
6.1 Consulting Services Requirements

6.1.1 Consulting Services Approach

This section shall provide a description of Consulting Services for execution of the Project with the objective of demonstrating the Offeror’s understanding of the tasks involved to produce each of the Deliverables defined in “RFP, Section 2.2.3, Project Tasks and Activities”, “RFP, Section 2.2.4 UCOA Design Document Requirements,” and “RFP, Section 2.2.6 Project Deliverables.” This section shall contain a description of how the Offeror proposes to carry out these tasks and why the approach was selected. At a minimum, the following considerations shall be included:

· The Offeror's approach and strategy for designing a UCOA for the State, including the following:
· Description of proposed approach to UCOA design and what responsibilities the State will have during these efforts.
· Rationale and assumptions for recommending the proposed approach and strategy.
· Description of how UCOA best practices will be incorporated into the overall design.
· Include any relevant examples of UCOAs developed by Offeror for government or K-12 clients.

· The Offeror's approach and strategy for conducting the assessment of State’s current COA, including the following: 
· Approach to working with departments, divisions, agencies and any other State personnel to assess the specific organizational requirements, identify those functions that are currently being utilized, identify those functions/criteria that are not currently available, feasible or functional, but would be desired in the current operations.  
· The Offeror's approach and strategy for working with the State’s “Fit-Gap” contractors to demonstrate how the UCOA structure would be implemented in the application and meet the State’s reporting requirements (e.g. CAFR, K-12 specific reports).
· The identification of specific and significant business processes, policies, procedures, and organizational change considerations the State will need to address when migrating to the new UCOA.
· The approach and strategy for addressing the reporting requirements in a K-12 environment with specific emphasis, at a minimum, on grants management requirements (e.g., Race-to-the-Top).
· The Offeror’s project management approach, including the following:
· Offeror’s Project Management Methodology.

· Offeror’s Quality Management Approach - This approach shall include a description of internal Quality Assurance process for Deliverables.

· Availability of templates and/or other tools from prior government and/or K-12 clients to accelerate the implementation.
6.1.1.1 Work Plan and Schedule

Additionally, this section shall include as “Attachment 6: Detailed Work Plan”, a detailed work plan for the tasks required to produce each of the Deliverables delineated in the Implementation Services. A work plan is crucial to allow the State to gauge the Offeror's understanding of the tasks at hand, the resources required, critical-path tasks, project milestones, Deliverables and the reasonableness of the project timeline. The Offeror shall describe the timing and logistics of the development of the UCOA and the key tasks involved. 

A proposed implementation timeline is provided in “RFP, Section 2.2.7, Proposed Project Timeline and Considerations.” The Offeror can provide its Proposal in alignment with this timeline, or an alternate timeline description may be provided as the Offeror deems appropriate along with rationale and benefit to the State for each change. 

Milestones and Deliverables must be identified in the Offeror’s detailed work plan (included as part of proposal) which shall include a minimum of five levels of work breakdown structure (WBS). Additionally, the schedule should include timelines for review and comment on Deliverables by the State; subsequent time for correction by Contractor; and approval of revised Deliverables. 
6.1.2 Detailed UCOA Design Document Requirements Response

Detailed UCOA Design Document Requirements are listed in “RFP, Section 2.2.4, UCOA Design Document Requirements.” When responding to these requirements, Offerors must complete the response table below.
Table 5. Permissible Response Codes for UCOA Design Document Requirements

	Response Code
	Description

	Y – Yes
	Requirement will be met.

	N – No
	The responsibility identified in the requirement cannot be met.


A “No” response without providing a comment may cause the Proposal to be rejected.

Table 6. Requirements Response Table

	
#
	Requirement
	Yes/No (Y/N)
	Comments

	1
	Addresses functional areas, including but not limited to:

• Legislative Appropriation (e.g., Means of Financing (MOF), operational and capital improvement projects)

• Executive Budget (e.g., preparation, execution, allotment, and reporting)

• Human Resource Administration (e.g., salaries, vacation accruals, sick leave accruals)

• Financial Reporting (e.g., variance, periodic and annual)

•Accounting (e.g., payroll, checks, encumbrances, CAFR, departmental reporting, SEFA, investments, cash management).
	
	

	2
	Provides an account structure and hierarchy which facilitates roll-ups for financial reporting and cost allocation functionality.
	
	

	3
	Provides the ability to aggregate data across and/or within organization (i.e. all cell phone costs for the organizational unit or for all State departments).
	
	

	4
	Provides the ability to meet Statewide budget and financial reporting requirements.
	
	

	5
	Allows departments, divisions, agencies and other State organizations the flexibility to drill down to meet individual and specific business and reporting requirements.   
	
	

	6
	Provides the structural levels required for financial statement reporting and flexibility to meet department, division and other specific requirements, including but not limited to:

• CAFR

• Month-end Closing

• Budget Variance Reporting
	
	

	7
	Provides a coding system with various components to meet complex reporting requirements (e.g. CAFR, SEFA, month-end closing, year-end closing, budget to actual reporting, grants, projects) across the organization.
	
	

	8
	Easily convertible and flexible and can be implemented in the leading enterprise accounting financial systems in the current market.
	
	

	9
	Addresses current (and any known future) GAAP and GASB requirements.
	
	

	10
	Supports summary and detailed budget reporting (e.g. budgeted disbursements to actual disbursements; budgeted receipts to actual receipts).
	
	

	11
	Supports financial transaction reporting (actual data) to meet the State and individual departments reporting requirements.
	
	

	12
	Supports the provision of the level of detail required for complex grant reporting, such as Race to the Top (e.g. number of teachers assigned to a specific school).
	
	

	13
	Provides recommended values for codes included in UCOA design (where applicable).
	
	


7.0 Certification

The Proposal shall include in this section a certification that:

· The prices and cost data were arrived at independently, without consultation, communication, or agreement with any other Offeror or competitor.
· Unless otherwise required by law, the prices and cost data that were submitted have not been knowingly disclosed by the Offeror, directly or indirectly, to any other Offeror or competitor prior to the award of the Contract.
· No attempt was made or will be made by each Offeror to induce any other person or firm to submit or not to submit a price for the purpose of restricting competition.
8.0 Confidential Information

As referenced in RFP “Section 3.7, Confidential Information”, the Offerors’ Proposals and all information, data, and other material provided by the Offeror to the State shall be subject to the HRS Chapter 92F Uniform Information Practices Act. In this section, the Offeror shall designate in writing to the Procurement Officer those portions of its Proposal that contain trade secrets or other proprietary data that are to remain confidential subject to Section 3-122-58, HAR. The Offeror shall state in its written communication to the Procurement Officer, the reasons for designating the material as confidential. The Offeror shall submit the material designated as confidential in such manner that the material is clearly marked “confidential” and readily separable from the rest of Offeror’s Proposal in order to facilitate inspection of the non-confidential portion of the Proposal.

Offerors should note that they cannot designate their prices (anything in the Cost Proposal form) as confidential.
9.0 Exceptions

Should the Offeror take any exception to the RFP specifications, requirements, terms (General Conditions (AG-008 103D effective 10/17/2013), SPO General Provisions (dated 4/2013) and the Special Provisions, the Offeror shall list such exceptions in this section of the Offeror’s Proposal. The Offeror shall reference the RFP, General Conditions, or SPO General Provisions section where the exception is taken, a description of the exception taken, and the proposed alternative, if any.  The Offeror shall also provide the rationale and the benefits to the State for each exception. The State reserves the right to accept or not accept any exceptions.

No exceptions to statutory requirements of the General Conditions (AG-008 103D effective 10/17/2013) shall be considered.
Table 7. RFP Exceptions

	Item Number
	Reference (Section, Page, and Paragraph)
	Exception Description
	Offeror Proposed Alternative, Rationale, and Benefits of Alternative to the State

	
	
	
	Proposed Alternative:

Rationale:

Benefits to State:




10.0 Cost


Offerors shall propose all inclusive firm-fixed prices (FFP), time and materials (T&M) prices, and hourly rates as required in this section. These prices and hourly rates shall be inclusive of all federal, state and local taxes and all fees, staff position costs, and expenses required for completion of the services. The Cost Workbook in “Appendix C, Cost Workbook” shall be completed by the Offeror. The Cost Proposal shall be provided in “Attachment 7: Cost Proposal” and be provided separately from the rest of the Offeror's Proposal. Cost information shall not be provided in any other Proposal section.

Offerors shall propose costs for:

· Consulting Services (FFP) 
The Offeror shall submit the completed Cost Workbook that summarizes the Offeror’s pricing. The Offeror shall indicate hourly rates for each of the personnel assigned to the Project. These same hourly rates shall be used for unanticipated tasks.

The Offeror shall submit a Payment Schedule as part of its Proposal that details payment amounts for each Deliverable identified as a Payment Milestone that the Offeror completes and that the State signs-off on (see Payment Schedule on Tab 4 in “Appendix C, Cost Workbook.”). The Payment Milestones in the Offeror’s Payment Schedule shall correspond to the Payment Milestones that are detailed in the proposed Project Work Plan (see “Section 6.1.1.1, Work Plan and Schedule”). Payments for each Deliverable in the Payment Schedule shall be subject to a five percent (5%) retainage as permitted by HRS §103-32.1.  

See RFP “Section 3.5, Tax Liability” for description of tax liability requirements.
11.0 Proposal Checklist

The Offeror must address ALL sections and attachments and provide, in sequence, the information and documentation as required (referenced with the associated proposal page numbers) in the table below: 

Table 8. Proposal Checklist

	Proposal Pages (to be completed by Offeror)
	Section/Attachment
	RFP Reference

	
	Section 1.0:  Proposal Transmittal Letter
	Sec. 3.11

	
	Section 2.0   Offeror Form OF-1
	Sec. 3.11

	
	Section 3.0:  Executive Summary
	Sec. 3.11

	
	Section 4.0:  Administrative Requirements Response
	Sec. 3.11

	
	Section 5.0:  Offeror Qualifications
	Sec. 3.11

	
	Section 6.0:  Consulting Services Requirements
	Sec. 3.11

	
	Section 7.0:  Certification
	Sec. 3.11

	
	Section 8.0:  Confidential Information
	Sec. 3.11

	
	Section 9.0:  Exceptions
	Sec. 3.11

	
	Section 10.0:  Cost
	Sec. 3.11

	
	Section 11.0:  Proposal Checklist
	Sec. 3.11

	
	Attachment 1:  Offeror and Subcontractor Financials
	App. A, Sec. 1.0

	
	Attachment 2:  Offeror References
	App. A, Sec. 5.3

	
	Attachment 3:  Subcontractor References
	App. A, Sec. 5.3

	
	Attachment 4:  Offeror and Subcontractor Staff Resumes
	App. A, Sec. 5.5.5

	
	Attachment 5:  Offeror and Subcontractor Staff References
	App. A, Sec. 5.5.6

	
	Attachment 6: Detailed Work Plan
	App. A, Sec. 6.1.1.1

	
	Attachment 7: Cost Proposal
	App. A, Sec.10.0
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