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Statement of Work - Scope of Services

1 BACKGROUND INFORMATION, STATEMENT OF WORK AND SCOPE OF SERVICES

1.1 [bookmark: _Toc402347343]BACKGROUND INFORMATION

Individuals that file for and are paid unemployment insurance (UI) benefits, trade readjustment assistance (TRA), reemployment trade adjustment assistance (RTAA), pandemic emergency unemployment compensation (PEUC), federal pandemic unemployment compensation (FPUC), lost wages assistance (LWA) disaster unemployment assistance (DUA) and pandemic unemployment assistance (PUA) are informed that those benefits are considered income subject to federal and state income tax obligations.  The individual may elect to have federal and state income tax deducted and withheld from their payment of benefits.

As required, the UI Division must mail Form 1099g to all recipients of UI, TRA, RTAA, PEUC, FPUC, LWA, DUA or PUA benefits by the end of January for benefits paid in the preceding calendar year.  Since the number of recipients of UI benefits exceeds 250 per calendar year, the Internal Revenue Service (IRS) requires that form 1099g “Certain Government Payments” information be transmitted to them electronically.

Before the end of the calendar year, the 1099g form processing is coordinated with the Enterprise Technology Services Division (ETS) and FAST Enterprises.  It takes ETS and FAST Enterprises about 3 - 5 working days to complete the extraction and processing of the 1099g information but before that can be done, the information extracted must be validate by the UI Division.

At the end of the calendar year, ETS and FAST extracts and compiles the benefit information paid during the preceding calendar year.  The information is sorted by SSN order.  It then eliminates individuals who were paid benefits of $10.00 or less as they are not reportable.  The information is then compiled into a summary report of totals and a detailed SSN report which is used to validate the extracted information.  Once the information is validated, ETS and FAST are informed to process an alpha listing for local offices, print the 1099g forms in zip order, print blank forms and create an IRS file for transmission to the Internal Revenue Service.

The printed forms 1099g are transferred to the UI Division where the output is reviewed and any damage or misprinted 1099s are recreated.  Our ADP section was responsible to fold and stuff the 1099g forms into envelopes and meter the articles for mailing by the US Postal Service.  The ADP section was also responsible for delivering the articles for bulk mailing to the US Postal Service before the due date.

Individuals receiving UI, TRA, RTAA, PEUC, FPUC, LWA, DUA or PUA benefits primarily reside in Hawaii but there are others that reside in another state, Canada, Puerto Rico, the Virgin Islands, or Washington DC.  Recipients could also relocate to a foreign country after receiving UI benefits from Hawaii.  As such, the mailing of form 1099g for those that reside in Canada or out of the country must be done separately due to the postage cost.

ETS and FAST will place the IRS file on the Axway server which is later submitted by our Electronic Data Processing Services Office (EDPSO).  This information is also added to our HUI benefit system for claimants to view online.

2. [bookmark: _Toc402347344]STATEMENT OF WORK/ SCOPE OF SERVICES

The DLIR UI (State) wishes to engage a Contractor to consolidate the ETS and FAST benefit information into one file; produce, print, and mail Form 1099-G for benefit payments made to UI recipients under the requirements of IRS Publication 1220, Specifications for Electronic Filing of Forms 1097, 1098, 1099, 3921, 3922, 5498, and W-2G.  The contractor shall print form 1099g in zip order, print 1,000 blank 1099g forms for UI local office use and create an IRS file in the specified format for electronic transmission to the Internal Revenue Service.  The contractor shall use DLIR-UI’s USPS permit imprint and provide imprinted envelopes for mailing.

The contractor shall create and provide a consolidated alpha listing of all UI recipients being sent form 1099g, for local offices use and reference.  

The Contractor must be an Oahu based organization and perform all the required tasks and functions within the entity’s workplace.  The workplace must be open for inspection by the State PM.  

Contractor shall be responsible for providing the DLIR UI with all the functions required for printing and preparing the 1099g forms for distribution and mailing.  This service should also include validation of proper and accurate mailing of the 1099g forms.

The 1099g production count for CY 2021 is estimated to be approximately 250,000 pieces.

The DLIR UI have been receiving notifications from some individuals that they were victims of identity theft.  These individuals have claimed and attested that they did not file a claim for unemployment benefits and was not the recipient of said unemployment benefits which may include regular UI, FPUC, PEUC, EB-20 and PUA benefits.  Under guidance from the US Department of Labor (USDOL), these individuals benefit and tax information may be removed from the IRS electronic transmission file or if submitted, shall be amended to reflect zeros for benefits paid and/or taxes withheld.  The contractor shall be notified by the DLIR UI of these individuals and the contractor shall be responsible for removing these claimants from the IRS electronic transmission file and shall not be mailed the 1099g form, or if mailed, shall mail an amended 1099g form reflecting zeros for benefits paid and/or taxes withheld.
2.1 CONTRACTOR/OFFEROR QUALIFICATION 
· Experience. Offeror must have a minimum three (3) years of experience doing business in the State of Hawaii, as well as utilizing the following:
· Seamless Acceptance Full-Service Mailer
· Programming:  Using industry approved software to perform; document processing; electronic documents generation; Certified CASS, NCOALink, and PAVE; update, modify data; perform custom programming to correct data files; update 1099-G IRS file with PUA data
· Laser printing:  Able to print 250,000 1099g in a timely manner.
· Inserter: Able to insert 250,000 1099g in a timely manner.
· References. Offeror will list at least three (3) references, preferably in the State of Hawaii, for whom the Offeror has performed production and printing services that are similar in nature and volume as specified herein, that will qualify Offeror to perform the project. The UI Division reserves the right to contact the references provided and reserves the right to reject any bid submitted by an Offeror who has not performed production and printing services that are similar in nature and volume as required in this request or whose performance on other jobs for this type of service has been proven unsatisfactory. 
· Local Representative. Offeror shall have and identify a local representative in the State of Hawaii. The local representative must have an office location in the State of Hawaii, from where he/she conducts his/her business during normal working hours and from where he/she will be accessible to requests or complaints for the length of the contract. Local representative shall meet with the Unemployment Insurance Division and be available, accountable, and be responsible for the fabricating, printing and mailing out the Form 1099-G for the entire duration of contract. 

2.2	Responsibilities/Processes/Deliverables:

1. The duration of this agreement is effective January 1. 2022 through March 15, 2022, unless modified or terminated upon mutual consent of all parties 

2. Contractor shall produce a communication plan to include key individuals, communication and frequency method on project status.
  
3. Contractor shall provide a project plan detailing the specified deliverable and requirements on meeting the deliverables.

4. DLIR UI will provide the Contractor a list of individuals, in a format agreed upon between the DLIR UI and Contractor, that are confirmed victims of identity theft no later than January 15, 2022.  

5. Upon receiving this list, the Contractor shall remove those individual’s records and information from the IRS electronic transmission file. 

6. Contractor shall print, produce and mail form 1099g to those individuals that are on the IRS electronic transmission file.  Form 1099g shall be mailed no later than January 31, 2022.

7. Contractor shall return the IRS electronic transmission file to the DLIR UI no later than March 15, 2022 as the DLIR UI must transmit this electronic file to the IRS no later than March 31, 2022.
3. [bookmark: _Toc402347345]WORK PLAN AND REQUIREMENTS

3.1 [bookmark: _Toc402347346]WORK PLAN

The purpose of the plan is to ensure the proper coordination of all organizations and activities. The plan shall include but not be limited to identification of specific phases, tasks and activities, schedules, deliverables, identification of personnel responsibilities, and other information required to ensure successful implementation and completion.

3.2 [bookmark: _Toc402347347]TIMELINE

Projected Completion Date:  March 15, 2022

[bookmark: _Toc402347348]3.3	PROJECT MANAGER REQUIREMENTS
	
Contractor shall designate a Project Manager (PM) for this Project to be responsible for all work performed under this engagement. The PM shall have technical and operational decision-making authority.

The PM shall work with the STATE PM to make sure all project requirements are met. The PM shall provide verbal and written progress reports.

[bookmark: _Toc402347351]3.4	QUALIFICATION REQUIREMENTS OF FIRM AND STAFF
	
Contractors shall provide a comprehensive description of its ability to meet the staffing requirements outlined in this engagement. 

· Knowledge and experience in preparation, coordination, programming and processing of 1099g documents as required by the Internal Revenue Service (IRS) and State of Hawaii, Dept. of Taxation (DOTAX).

[bookmark: _Toc402347352]3.5	PRICE STRUCTURE REQUIREMENTS
	
Price structure must be outlined per requirements and by each phase (if applicable).  A Total Sum Bid must be 	given for the project and should be broken down into costs related to the requirements of this engagement.  


4. CONFIDENTIALITY

DLIR-UI information contains Personal Identifiable Information (PII).  “PII” as defined in HRS §487N-1, means an individual’s first name or first initial and last name in combination with any one or more of the following data elements, when either the name or the data elements are not encrypted: (1) Social Security Number; (2) Driver’s license number or Hawaii identification card number; or (3) Account number, credit or debit card number, access code, or password that would permit access to an individual’s financial account. For purposes of this scope of work, the individual's first name or first initial and last name in combination with the individual's SSN are considered PII. 

Under Hawaii Revised Statutes (HRS) §383-144, governing the use and misuse of confidential information. SSA-Provided Information shall only be accessed and handled by authorized personnel, strictly for the purpose of this scope of work. Authorized personnel shall not disclose the information provided by DLIR-UI for any purpose. At the end of the contract, the files shall be returned to DLIR-UI or destroyed.

Only authorized Contractor personnel shall have access to the Unemployment Insurance data and shall not disclose PII information for any purpose other than the scope of work in this contract.  Access to the information system is restricted to authorized personnel whose duties or responsibilities require access. Public access to the information system is strictly prohibited. 

Transmission of PII information must be encrypted, and password protected. All methods of transmissions must be pre-approved by DLIR.  Access to secure digital folders containing PII information shall be accessible only to personnel authorized by the DLIR-UI CA or her designated representative. 

5. [bookmark: _Toc402347353]RESPONSIBILITY OF CONTRACTOR
	
Contractor shall, upon award of the contract, furnish proof of compliance with the requirements of §3-122-112, Hawaii Administrative Rules (HAR):
	Chapter 237, tax clearance;
	Chapter 383, unemployment insurance;
	Chapter 386, workers’ compensation;
	Chapter 392, temporary disability insurance;
	Chapter 393, prepaid health care; and
	One of the following:
Be registered and incorporated or organized under the laws of the State (hereinafter referred to as a “Hawaii business”); or
Be registered to do business in the State (hereinafter referred to as a “compliant non-Hawaii business”).
Refer to the Award of Contract provision herein for instructions on furnishing the documents that are acceptable to the State as proof of compliance with the above-mentioned requirements.
	Refer to http://hawaii.gov/spo/statutes-and-rules/admin-rules  

6. [bookmark: _Toc402347354]CONTRACT ADMINISTRATOR (CA)
	
The CA or its designee shall chair status meetings, oversee scheduling of DLIR UI resources, receive all deliverables, and monitor and assess selected Contractor’s performance. For purposes of this engagement, the CA is:

	Ms. Wendy Maher
	UI Program Specialist VI
	Unemployment Insurance Division
Program Development, Coordination and Evaluation Services Office
	830 Punchbowl Street, Room 325
	Honolulu, HI 96813
	Telephone: (808) 586-9234
	Fax: (808) 586-9077

[bookmark: _Toc402347355]6.1 STATE PROJECT MANAGER (PM)
	
The STATE PM is responsible for project implementation, and assessing Contractor performance. The STATE PM shall serve as the DLIR UI primary liaison with the Contractor during all phases of the Statement of Work – Scope of Services. The STATE PM shall be responsible to secure the necessary information and/or decisions to facilitate the resolution of project issues in a timely manner. The DLIR UI PM for this engagement is:

Jessica Wright, 
UI Program Specialist III
Unemployment Insurance Division
Program Development, Coordination and Evaluation Services Office
830 Punchbowl Street, Room 325
Honolulu, HI 96813
Telephone: (808) 586-4339
Fax: (808) 586-9077

7. [bookmark: _Toc402347356]PERMITS, CERTIFICATES, AND LICENSES

The Contractor shall obtain and pay for all permits, certificates, and licenses required and necessary for the performance of the work specified herein, shall post all notices required by law, and shall comply with all laws, ordinances, and regulations bearing on the conduct of the work specified.

[bookmark: _Toc402347359]7.1 COMPLIANCE WITH FEDERAL REGULATIONS 

Pursuant to 29 CFR Part 97, Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments certain specific provisions (Part 97.36) must be included and complied with by the selected Contractor if the contract is paid with federal funds. Provisions of 29 CFR Part 97 are available at: http://www.dol.gov/oasam  

The Contractor shall comply with all business registration requirements prior to commencing work under this Statement of Work – Scope of Services. Failure to comply with the requirements of this paragraph may be grounds for a proposal to be rejected or the contract to be terminated.

7.2 Software Product Upgrades

If the IRS revises or changes form 1099g, the Contractor shall enhance or upgrade the software product to meet the new specifications outlined by the IRS for the production, printing and mailing of form1099g as part of the services at no additional cost to the State.  Contractor shall notify State of said enhancements via email or telephone, if it is determined that such enhancements require notification.  Any necessary database modifications and/or migrations shall be made for the State at no charge.

7.3 General Conditions

Attorney General form AG-008 103D General Conditions is incorporated by reference and is made a part of this Agreement for the Statement of Work – Scope of Services for the Form 1099-G solution between the DLIR and Contractor.

PRINTING, BINDING, AND STATIONERY WORK. As provided by Section 103D-1003, H.R.S., as amended, all printing, binding, and stationery work for the State or County shall be performed within the State, including all preparatory work, presswork, bindery work and any other production related work and all requests for bids or contracts for this work shall so stipulate; provided, that whenever it is established that this work cannot be performed within the State or that the lowest price for which the work can be procured within the State exceeds the bid or charge or a mainland manufacturer of such by fifteen percent (15%), the work or any part thereof so affected may be performed outside the State.



8. Signatures.

(1) Authorized Signatures.  The signatories below warrant and represent that they have the competent authority on behalf of their respective organization to enter into the obligations stated in this Statement of Work – Scope of Services, and 

(2) Facsimile Signatures.  The use of facsimile or electronic image copies of the ink signatures on this page is considered legally sufficient.


For:


____________________________               ___________
Name:			                                          Date
	Employer Name:
	Address:
	City, State, Zip Code



For the Department of Labor and Industrial Relations, Unemployment Insurance Division


____________________________               ____________
Arthur A. Barba                                                      Date
Acting Administrator
Unemployment Insurance Division
830 Punchbowl Street, Room 325
Honolulu, HI 96813
Phone: 808-586-9069
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