
	[image: image2.png]



	STATE OF MONTANA

REQUEST FOR PROPOSAL (RFP)

FOR INFORMATION TECHNOLOGY


	RFP Number:

RFP10-1704P
	RFP Title:

DEPARTMENT OF REVENUE (DOR) SCANNING/IMAGING SOLUTION

	RFP Response Due Date and Time:

FRIDAY, NOVEMBER 13, 2009
2:00 p.m., Local Time
	Number of Pages:  54


	ISSUING AGENCY INFORMATION

	Procurement Officer:

Penny Moon
	Issue Date:

October 13, 2009

	State Procurement Bureau

General Services Division

Department of Administration

Room 165, Mitchell Building

125 North Roberts Street

P.O. Box 200135

Helena, MT 59620-0135
	Phone: (406) 444-2575

Fax: (406) 444-2529

TTY Users, Dial 711

Website:  http://vendor.mt.gov/


	INSTRUCTIONS TO OFFERORS

	Return Sealed Proposal to:

State Procurement Bureau

General Services Division

Department of Administration

Room 165, Mitchell Building

125 North Roberts Street

P.O. Box 200135

Helena, MT 59620-0135
	Mark Face of Envelope/Package:

RFP Number:  RFP10-1704P
RFP Response Due Date:  11/13/09


	
	Special Instructions:
     

	IMPORTANT: SEE STANDARD TERMS AND CONDITIONS


	OFFERORS MUST COMPLETE THE FOLLOWING

	Offeror Name/Address:
	Authorized Offeror Signatory:
(Please print name and sign in ink)

	Offeror Phone Number:
	Offeror FAX Number:


	Offeror E-mail Address: 

	OFFERORS MUST RETURN THIS COVER SHEET WITH RFP RESPONSE


TABLE OF CONTENTS


PAGE

Instructions to Offerors
3
Schedule of Events
4
Section 1:  Project Overview and Instructions
5

1.0
Project Overview
5
1.1
Contract Term
5
1.2
Single Point of Contact
5
1.3
Required Review
5

1.4
General Requirements
6

1.5
Submitting a Proposal
6

1.6
Cost of Preparing a Proposal
7
Section 2:  RFP Standard Information
8

2.0
Authority
8

2.1
Offeror Competition
8

2.2
Receipt of Proposals and Public Inspection
8

2.3
Classification and Evaluation of Proposals
8

2.4
State’s Rights Reserved
10

2.5
Department of Administration Powers and Duties
10

2.6
Compliance with State of Montana IT Standards
10
Section 3:  Scope of Project
12

3.0
Introduction
12

3.1
Project Overview
12

3.2
Project Workflow/System Requirements
13

3.3
Vendor Services
17

3.4
DOR Responsibilities
21

3.5
Final Acceptance
22

3.6
Volumes
23

3.7
Business Requirements
24

3.8
Project Timeline
24
Section 4:  Offeror Qualifications/Informational Requirements
26

4.0
State’s Right to Investigate and Reject
26

4.1
Offeror Qualifications/Informational Requirements
26
Section 5:  Cost Proposal
28

5.0
Budget Overview
28

5.1
Required Pricing Information
28

5.2
Payment Schedule
29
Section 6:  Evaluation Process
30
6.0
Basis of Evaluation
30
6.1
Evaluation Criteria
31
Appendix A - Standard Terms and Conditions
32
Appendix B - Information Technology Contract
35
Appendix C - DOR Contractor Form for Confidentiality and Disclosure of Information
42
Appendix D – Requirements Matrix
44
INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

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. 

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.

Use the forms provided, i.e., cover page, sample budget form, certification forms, etc.

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.
The following items MUST be included in the response to be considered responsive.

Failure to include any of these items may result in a nonresponsive determination.

Signed Cover Sheet.

Signed Addenda (if appropriate).

Point-by-Point response to all sections and subsections (per Section 1.5.1).

Response to Appendices A and B (per Section 1.5.1).
Complete answers to all requirements of Sections 3, 4, and 5.

Correctly executed State of Montana “Affidavit for Trade Secret Confidentiality” form if claiming information to be confidential or proprietary (per Section 2.2).

SCHEDULE OF EVENTS

EVENT
DATE
RFP Issue Date
October 13, 2009

Deadline for Receipt of Written Questions
October 21, 2009

Deadline for Posting Written Responses to State's Website
October 30, 2009

RFP Response Due Date
November 13, 2009
SECTION 1:  PROJECT OVERVIEW AND INSTRUCTIONS
1.0
PROJECT OVERVIEW

The STATE OF MONTANA, Department of Revenue (hereinafter referred to as “DOR” or “the State”) is seeking a contractor to provide a scanning/imaging solution to help DOR increase efficiencies of paper processing. A more complete description of the supplies and/or services sought for this project is provided in Section 3, Scope of Project. Proposals submitted in response to this solicitation must comply with the instructions and procedures contained herein.

1.1
CONTRACT TERM

The contract term is for a period of approximately 19 months beginning December 1, 2009 and ending June 30, 2011. Renewals of the contract, by mutual agreement of both parties, may be made at one-year intervals, or any interval that is advantageous to the State. This contract, including any renewals, may not exceed a total of ten years, at the option of the State.

1.2
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and the selection is announced by the procurement officer, offerors are not allowed to communicate with any state staff or officials regarding this procurement, except at the direction of Penny Moon, the procurement officer in charge of the solicitation. Any unauthorized contact may disqualify the offeror from further consideration. Contact information for the single point of contact is as follows:

Procurement Officer: Penny Moon

State Procurement Bureau

PO Box 200135

Helena MT 59620-0135

Phone: (406) 444-3313

Fax: (406) 444-2529

E-mail: pmoon@mt.gov  
1.3
REQUIRED REVIEW


1.3.1
Review RFP.  Offerors should carefully review the instructions; mandatory requirements, specifications, standard terms and conditions, and contract set out in this RFP and promptly notify the procurement officer identified above in writing or via e-mail of any ambiguity, inconsistency, unduly restrictive specifications, or error which they discover upon examination of this RFP. This should include any terms or requirements within the RFP that either preclude the offeror from responding to the RFP or add unnecessary cost. This notification must be accompanied by an explanation and suggested modification and be received by the deadline for receipt of written or e-mailed inquiries set forth below. The State will make any final determination of changes to the RFP. 


1.3.2
Form of Questions.  Offerors with questions or requiring clarification or interpretation of any section within this RFP must address these questions in writing or via e-mail to the procurement officer referenced above on or before Wednesday, October 21, 2009. Each question must provide clear reference to the section, page, and item in question. Questions received after the deadline may not be considered.


1.3.3
State’s Response.  The State will provide an official written response by Friday, October 30, 2009 to all questions received by October 21, 2009. The State’s response will be by formal written addendum. Any other form of interpretation, correction, or change to this RFP will not be binding upon the State. Any formal written addendum will be posted on the State’s OneStop Vendor Information website with the posting of the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed. Offerors must sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 
1.4
general requirements


1.4.1
Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, offeror agrees to acceptance of the standard terms and conditions and contract as set out in Appendices A and B of this RFP. Much of the language included in the standard terms and conditions and contract reflects requirements of Montana law. Requests for additions or exceptions to the standard terms and conditions, contract terms, including any necessary licenses, or any added provisions must be submitted to the procurement officer referenced above by the date for receipt of written/e-mailed questions.  Any request must be accompanied by an explanation of why the exception is being sought and what specific effect it will have on the offeror’s ability to respond to the RFP or perform the contract. The State reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation. Any material exceptions requested and granted to the standard terms and conditions and contract language will be addressed in any formal written addendum issued for this RFP and will apply to all offerors submitting a response to this RFP. The State will make any final determination of changes to the standard terms and conditions and/or contract. 


1.4.2
Resulting Contract.  This RFP and any addenda, the offeror’s RFP response, including any amendments, a best and final offer, and any clarification question responses shall be included in any resulting contract. The State’s contract, attached as Appendix B, contains the contract terms and conditions which will form the basis of any contract between the State and the highest scoring offeror. In the event of a dispute as to the duties and responsibilities of the parties under this contract, the contract, along with any attachments prepared by the State, will govern in the same order of precedence as listed in the contract. 


1.4.3
Understanding of Specifications and Requirements.  By submitting a response to this RFP, offeror agrees to an understanding of and compliance with the specifications and requirements described in this RFP.

1.4.4
Prime Contractor/Subcontractors.  The highest scoring offeror will be the prime contractor if a contract is awarded and shall be responsible, in total, for all work of any subcontractors. All subcontractors, if any, must be listed in the proposal. The State reserves the right to approve all subcontractors. The contractor shall be responsible to the State for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the contractor. Further, nothing contained within this document or any contract documents created as a result of any contract awards derived from this RFP shall create any contractual relationships between any subcontractor and the State.


1.4.5
Offeror’s Signature.  The proposals must be signed in ink by an individual authorized to legally bind the business submitting the proposal. The offeror’s signature on a proposal in response to this RFP guarantees that the offer has been established without collusion and without effort to preclude the State of Montana from obtaining the best possible supply or service. Proof of authority of the person signing the RFP response must be furnished upon request.


1.4.6
Offer in Effect for 120 Days.  A proposal may not be modified, withdrawn or canceled by the offeror for a 120-day period following the deadline for proposal submission as defined in the Schedule of Events, or receipt of best and final offer, if required, and offeror so agrees in submitting the proposal.

1.5
Submitting a PrOPOSAL


1.5.1
Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP, with tabs separating each section. A point-by-point response to all numbered sections, subsections, and appendices is required. If no explanation or clarification is required in the offeror’s response to a specific subsection, the offeror shall indicate so in the point-by-point response or utilize a blanket response for the entire section with the following statement:

“(Offeror’s Name)” understands and will comply.

An offeror making the statement “Refer to our literature…” or “Please see www…….com” may be deemed nonresponsive or receive point deductions. If making reference to materials located in another section of the RFP response, specific page numbers and sections must be noted. The Evaluator/Evaluation Committee is not required to search through literature or another section of the proposal to find a response.
1.5.2
Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions. The State may also choose to not evaluate, may deem nonresponsive, and/or may disqualify from further consideration any proposals that do not follow this RFP format, are difficult to understand, are difficult to read, or are missing any requested information.


1.5.3
Multiple Proposals.  Offerors may, at their option, submit multiple proposals, in which case each proposal shall be evaluated as a separate document.


1.5.4
Budget Instructions.  Offerors must respond to this RFP by following the required pricing information found in Section 5. This information will serve as the primary representation of each offeror’s cost/price, and will be used extensively during proposal evaluations. Additional information should be included as necessary to explain in detail the offeror’s cost/price. 

1.5.5
Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and nine copies to the State Procurement Bureau. In addition, two electronic copies on CD or memory stick in WORD format must also be submitted. If any confidential materials are included, per the requirements of Section 2.2.2, they must be submitted on a separate CD or memory stick. Proposals must be sealed and labeled on the outside of the package to clearly indicate that they are in response to RFP10-1704P. Proposals must be received at the receptionist’s desk of the State Procurement Bureau prior to 2:00 p.m., local time, Friday, November 13, 2009. Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.
1.5.6
Late Proposals.  Regardless of cause, late proposals will not be accepted and will automatically be disqualified from further consideration. It shall be the offeror’s sole risk to assure delivery at the receptionist's desk at the designated office by the designated time. Late proposals will not be opened and may be returned to the offeror at the expense of the offeror or destroyed if requested.

1.6
COST OF PREPARING A PROPOSAL


1.6.1
State Not Responsible for Preparation Costs.  The costs for developing and delivering responses to this RFP and any subsequent presentations of the proposal as requested by the State are entirely the responsibility of the offeror. The State is not liable for any expense incurred by the offeror in the preparation and presentation of their proposal or any other costs incurred by the offeror prior to execution of a contract.


1.6.2
All Timely Submitted Materials Become State Property.  All materials submitted in response to this RFP become the property of the State and are to be appended to any formal documentation, which would further define or expand any contractual relationship between the State and offeror resulting from this RFP process.

SECTION 2:  RFP STANDARD INFORMATION

2.0
AUTHORITY

This RFP is issued under the authority of section 18-4-304, MCA (Montana Code Annotated) and ARM 2.5.602 (Administrative Rules of Montana). The RFP process is a procurement option allowing the award to be based on stated evaluation criteria. The RFP states the relative importance of all evaluation criteria. Only the evaluation criteria outlined in this RFP will be used.

2.1
Offeror Competition 
The State encourages free and open competition among offerors. Whenever possible, the State will design specifications, proposal requests, and conditions to accomplish this objective, consistent with the necessity to satisfy the State’s need to procure technically sound, cost-effective services and supplies.

2.2
Receipt of Proposals and Public Inspection

2.2.1
Public Information.  All information received in response to this RFP, including copyrighted material, is deemed public information and will be made available for public viewing and copying shortly after the time for receipt of proposals has passed with the following three exceptions: (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the State; and (3) other constitutional protections.  See section 18-4-304, MCA.  The State will make a copier available for interested parties to use at $0.10 per page. The interested party is responsible for the cost of copies and to provide personnel to do the copying.

2.2.2
Procurement Officer Review of Proposals.  Upon opening the proposals received in response to this RFP, the procurement officer in charge of the solicitation will review the proposals and separate out any information that meets the referenced exceptions in Section 2.2.1 above, providing the following conditions have been met:

· Confidential information is clearly marked and separated from the rest of the proposal.

· The proposal does not contain confidential material in the cost or price section.

· An affidavit from an offeror’s legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets. Counsel must use the State of Montana “Affidavit for Trade Secret Confidentiality” form in requesting the trade secret claim. This affidavit form is available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.

Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees. Offerors must be prepared to pay all legal costs and fees associated with defending a claim for confidentiality in the event of a “right to know” (open records) request from another party.

2.3
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.3.1
Initial Classification of Proposals as Responsive or Nonresponsive.  All proposals will initially be classified as either “responsive” or “nonresponsive,” in accordance with ARM 2.5.602. Proposals may be found nonresponsive at any time during the procurement process if any of the required information is not provided; the submitted price is found to be excessive or inadequate as measured by criteria stated in the RFP; or the proposal is not within the plans and specifications described and required in the RFP. If a proposal is found to be nonresponsive, it will not be considered further.

2.3.2
Determination of Responsibility.  The procurement officer will determine whether an offeror has met the standards of responsibility in accordance with ARM 2.5.407. Such a determination may be made at any time during the procurement process if information surfaces that would result in a determination of nonresponsibility. If an offeror is found nonresponsible, the determination must be in writing, made a part of the procurement file and mailed to the affected offeror.

2.3.3
Evaluation of Proposals.  An evaluator/evaluation committee will evaluate the remaining proposals and recommend whether to award the contract to the highest scoring offeror or, if necessary, to seek discussion/negotiation or a best and final offer in order to determine the highest scoring offeror. All responsive proposals will be evaluated based on stated evaluation criteria. In scoring against stated criteria, the State may consider such factors as accepted industry standards and a comparative evaluation of all other qualified RFP responses in terms of differing price, quality, and contractual factors. These scores will be used to determine the most advantageous offering to the State. If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.3.4
Completeness of Proposals.  Selection and award will be based on the offeror’s proposal and other items outlined in this RFP. Submitted responses may not include references to information located elsewhere, such as Internet websites or libraries, unless specifically requested. Information or materials presented by offerors outside the formal response or subsequent discussion/negotiation or “best and final offer,” if requested, will not be considered, will have no bearing on any award, and may result in the offeror being disqualified from further consideration. 

2.3.5
Achieve Passing Score.  Any proposal that fails to achieve 60% of the total available points for Sections 3.2 to 3.8 will be eliminated from further consideration. A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.

2.3.6
Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration.  After receipt of all proposals and prior to the determination of the award, the State may initiate discussions with one or more offerors should clarification or negotiation be necessary. Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer. In either case, offerors should be prepared to send qualified personnel to Helena, Montana, to discuss technical and contractual aspects of the proposal. Oral presentations and product demonstrations, if requested, shall be at the offeror’s expense. 

2.3.7
Best and Final Offer.  The Best and Final Offer is an option available to the State under the RFP process, which permits the State to request a best and final offer from one or more offerors if additional information is required to make a final decision. Offerors may be contacted asking that they submit their best and final offer, which must include any and all discussed and/or negotiated changes. The State reserves the right to request a “best and final offer” for this RFP, if any, based on price/cost alone.

2.3.8
Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/ evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification, and rationale for the decision. The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring in the evaluator's/evaluation committee’s recommendation of the responsive and responsible offeror that achieves the highest score and is, therefore, the most advantageous to the State.

2.3.9
Request for Documents Notice.  Upon concurrence with the evaluator's/evaluation committee's recommendation, the procurement officer will issue a “Request for Documents Notice” to the highest scoring offeror to obtain the required documents/information, such as insurance documents, contract performance security, an electronic copy of any requested material, i.e., RFP response, response to clarification questions, and/or best and final offer, and any other necessary documents. Receipt of the “Request for Documents Notice” does not constitute a contract and no work may begin until a contract signed by all parties is in place. The procurement officer will notify all other offerors of the State's selection.

2.3.10
Contract Execution.  Upon receipt of all required materials requested in the “Request for Documents Notice," a formal contract utilizing the contract attached as Appendix B and incorporating the Standard Terms and Conditions attached as Appendix A, as well as the highest scoring offeror's response to the RFP, will be provided to the highest scoring offeror for signature. The highest scoring offeror will be expected to accept and agree to all material requirements contained in the contract and set out in Appendices A and B of this RFP. If the highest scoring offeror does not accept all material requirements, the State may move to the next highest scoring offeror, or cancel the RFP. Work under the contract may begin when the contract is fully executed, i.e., when the contract is signed by all parties.

2.4
STATE’S RIGHTS RESERVED
While the State has every intention to award a contract as a result of this RFP, issuance of the RFP in no way constitutes a commitment by the State of Montana to award and execute a contract. Upon a determination such actions would be in its best interest, the State, in its sole discretion, reserves the right to:

· Cancel or terminate this RFP (section 18-4-307, MCA);

· Reject any or all proposals received in response to this RFP (ARM 2.5.602);

· Waive any undesirable, inconsequential, or inconsistent provisions of this RFP which would not have significant impact on any proposal (ARM 2.5.505);

· Not award if it is in the best interest of the State not to proceed with contract execution (ARM 2.5.602); or

· If awarded, terminate any contract if the State determines adequate state funds are not available (section 18-4-313, MCA). 

2.5
DEPARTMENT OF ADMINISTRATION POWERS AND DUTIES

The Department of Administration is responsible for carrying out the planning and program responsibilities for information technology (IT) for state government. (Section 2-17-512, MCA) The Chief Information Officer is the person appointed to carry out the duties and responsibilities of the Department of Administration relating to information technology. The Department of Administration shall:

· Review the use of information technology resources for all state agencies;

· Review and approve state agency specifications and procurement methods for the acquisition of information technology resources; and 

· Review, approve, and sign all state agency IT contracts and shall review and approve other formal agreements for information technology resources provided by the private sector and other government entities.

2.6
COMPLIANCE WITH STATE OF MONTANA IT STANDARDS

The offeror is expected to be familiar with the State of Montana IT environment. All services and products provided as a result of this RFP must comply with all applicable State of Montana IT policies and standards in effect at the time the RFP is issued. The offeror must request exceptions to State IT policies and standards in accordance with Section 1.4 of this RFP. It will be the responsibility of the State to deny the exception request or to seek a policy or standards exception through the Department of Administration, Information Technology Services Division (ITSD). Offerors are expected to provide proposals that conform to State IT policies and standards. It is the intent of ITSD to utilize the existing policies and standards and not to routinely grant exceptions. The State reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation.
The links below will provide information on State of Montana IT strategic plans, current environment, policies, and standards.  

State of Montana Information Technology Strategic Plan

http://itsd.mt.gov/stratplan/statewide/default.mcpx
State of Montana Information Technology Environment

http://itsd.mt.gov/techmt/compenviron.mcpx
State of Montana IT Policies

http://itsd.mt.gov/policy/policies/default.mcpx
State of Montana Software Standards

http://itsd.mt.gov/policy/software/default.mcpx
SECTION 3:  SCOPE OF PROJECT

3.0
Introduction
The goal of this project is to implement a quality system that meets the requirements set forth in this RFP within budget and time constraints, while utilizing proven methodology to control, monitor and communicate project milestones. The Montana Department of Revenue (DOR) is aware that the vendor will have a multitude of solution options to choose from and would like to allow for flexibility in presenting these options. For that reason, this RFP is “open-ended” in the sense that DOR is looking to the vendor to provide a suggested solution in an “a la carte” fashion. DOR would like to be able to choose the portions of a proposed solution that will work within the existing system and the project budget.
DOR is responsible for the confidentiality and security of tax information. The vendor selected will be required to comply with DOR and Internal Revenue Service (IRS) requirements to allow authorized access to tax returns or tax information and to maintain confidentiality.  These requirements include all vendor staff and/or sub-contractors working with or are exposed to confidential information.  Examples of the requirements include: signature of DOR Contractor Form for Confidentiality and Disclosure of Information; Montana State Fingerprint Check; DOR on-line disclosure training; and any contract with DOR will likely require IRS approval to ensure federal tax information (FTI) is safeguarded.  An example of the DOR Contractor Form for Confidentiality and Disclosure of Information is attached as Appendix C.
3.1
Project Overview
The Processing Retention Operations (PRO) Bureau, Information Technology and Processing Division of DOR, has an immediate need to implement a scanning/imaging system solution to facilitate more timely and automated data capture along with more efficient handling of paper returns and other documents to improve the department business processes in the areas of compliance, tax processing, and information technology.

The desire is to incorporate the use of imaging technology with current computer systems to enhance and improve the processing of information received in the form of paper documents and remittances from the public.  This represents the next logical step in the continued implementation of both the Integrated Revenue Information System (IRIS) (built with the GenTax product) and the Property Valuation Assessment System (PVAS) (built with the ORION product) by adding imaging and workflow functionality to increase automation of data capture, remittance processing, and document handling and storage.

Current requirements are deposit of revenue within 24 hours of receipt and individual income tax refund requests processed within 45 days of receipt.  The department currently meets and/or exceeds these requirements and expects to continue to do so.  The expectation of implementation of a scanning/imaging technology solution is to capture all incoming data earlier in the process flow eliminating manual paper handling.  One point access for department staff of images of tax, payment, and/or property assessment documentation will streamline work efforts and again reduce manual paper handling and storage.

The department currently utilizes Viking Software to Key From Paper (KFP) for the large majority of paper tax documentation.  The department desires a solution to automate data capture as much as possible by advanced imaging technology.  The initial need is to enable Optical Character Recognition (OCR)/Intelligent Character Recognition (ICR) of specific tax forms as identified in Section 3.2.  The department also desires to enable Key From Image (KFI) of high volume tax forms (ex. IIT, CLT-4, CLT-4S, Partnership) in Phase 2.  The ultimate goal is to rollout all tax forms to OCR/ICR, where it makes sense and form modifications can be made, or to KFI.  

The department also enters property assessment related data from paper forms directly into ORION. The department desires to incorporate advanced imaging technology for these forms to increase accuracy and timely data capture in Phase 3. The ultimate goal is to rollout any forms to OCR/ICR, where it makes sense and form modifications can be made, or to KFI.

The department currently utilizes existing remittance hardware, NCR 7780 and Wausau Financial Systems software to image and process the majority of paper tax payments. The department desires a solution to enable participation in the state electronic deposit initiative, also known as Check 21.  In doing so check payments would no longer need to be manually transported directly to the state bank.

The department is responsible for the administration, security and confidentiality of state tax documentation, in both physical and electronic formats.  Imaging and workflow will greatly enhance the department’s ability to protect confidential taxpayer information of tax documents and payments. Imaging of documents should also provide improved document disaster recovery.  The department anticipates initial benefits of more timely data capture, improved customer service due to the ability to immediately access imaged documents, reduced manual hand-offs of documents, and improved payment deposit time turn around.  Over time, the department anticipates that this technology will improve compliance and reduce fraud, along with decreasing the need for temporary staff during peak tax processing season.

3.1 Response Guideline: Describe understanding of and willingness to deliver the needs as described in this section and acknowledge reading, understanding, and willingness to deliver the needs and information provided in all the included sections of this RFP. 

3.2
Project Workflow/System Requirements

3.2.1
Scanning.  The current process for tax filers is represented in the workflow diagram below:
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Many of these steps are currently manual. The scanning solution must address the needs of the current DOR tax form processing while streamlining its process. Furthermore, the future scanning and imaging needs of the Property tax division will need to be taken into consideration (this process is covered in Section 3.2.8). DOR requires assistance with forms redesign to enable data capture. Design documentation and specifications should also be provided to DOR for approval and future use. 

3.2.2
Mail Processing.  The DOR currently uses an OPEX Model 51 for mail opening.  DOR will consider, as an option, the expansion of the Model 51 to include a scanning module with imaging and workflow software.  If proposed, the vendor will need to include support and maintenance costs for the current Model 51 and the expanded scanning hardware and software for the first full year of production.

3.2.3
Data Capture.  DOR envisions that within the next three years all tax forms whenever possible will be redesigned to capture data through OCR/ICR.  Currently, all paper returns are captured through KFP.  DOR expects that tax forms received in paper format will move through a process of KFP to KFI, then OCR/ICR whenever possible depending upon required form structure restrictions.  At Phase 1, DOR expects the solution will perform advanced OCR/ICR on the Annual Wage Withholding Tax Reconciliation return (MW3), along with all accompanying W2 and/or 1099 documents and the Annual Mineral Royalty Withholding Tax return (RW3), along with all accompanying 1099 documents.  DOR also expects that all major forms (IIT, CLT-4, CLT-4S, and Partnership) that make sense will also be KFI in Phase 2.  Forms can be located at: http://mt.gov/revenue/formsandresources/forms.asp.
DOR currently uses Viking software to perform Key From Paper.  The vendor has the following options:

1)
Fully replace the existing system with a consolidated data capture process that will perform the KFP, KFI, and OCR/ICR processing.

2)
Continue to use the existing system to perform KFP and provide a new data capture process to perform the KFI and OCR/ICR processing.

3)
Upgrade the existing system to enhance the data capture process to also include the functionality of KFI and OCR/ICR processing.

4)
Recommend other solution to enable data capture OCR/ICR, KFI, and KFP that may be more efficient and cost effective for the department. 

Any option will require support and maintenance of the hardware and software proposed and/or maintained.   The export of data file (flat file) to GenTax and other system as needed should be built into the workflow for both image and data processing. 

3.2.4
Remittance Processing.  The department currently uses a NCR 7780 Transport with Wausau Financial Services remittance software to process vouchers and checks.  Currently pass 1 and pass 2 are performed utilizing the hardware and software. A remittance data file is exported to GenTax. The images are stored on the local remittance servers on a jukebox and accessed via a web access.  The department currently has ten concurrent use web access licenses.  The desire is for the scanning/imaging solution to enable the export of images to GenTax and/or other system as needed. The department also desires to implement electronic deposit. The vendor has the following options:

1)
Fully replace the existing transport and the remittance software.

2)
Continue to use the existing transport and replace the remittance software.

3)
Continue to use the existing transport and remittance software but provide any needed upgrades and enhancements to enable export of image files.

4)
Recommend other solution to enable remittance imaging and data processing that may be more efficient and cost effective for the department. 

Any option will require support and maintenance of both the hardware and software proposed and/or maintained.   The proposed solution must include any consumables needed for the first full year of production.  Consumable needs should be based on the expected volumes provided. The export of data file (flat file) to GenTax and/or other system as needed should be built into the workflow for both image and remittance processing.

3.2.5
Imaging/Document Management System.  DOR envisions that the majority of the document retrievals will be performed through their current integrated tax system (GenTax from Fast Enterprises) however there is a potential need for retrievals to be performed via other systems and/or options.  

The vendor must provide a document management system that will allow DOR to append to an existing imaged document, update current index values, add additional index values and separate existing image documents into multiple documents.

The imaging/document management system must maintain the following index values for each document (return):

· Taxpayer ID (SSN/FEIN)

· Document Locator Number (DLN) (unique)

· Tax Type

· Form Type 

· Tax Year

· State Tax ID (may be optional)

· Comment ID (optional)

If correspondence scanning is included in the solution, then the imaging/document management system must maintain the following index values for each piece of correspondence:

· Taxpayer ID (SSN/FEIN)

· Document Locator Number (unique)

· Letter ID (GenTax initiated)

· Correspondence Type (Taxpayer initiated) 

Index values for property assessment images will be similar to tax document index values. The department expects the Taxpayer ID to be Assessment code and/or Geocode.

The imaging/document management system must provide the following interfaces (through a nightly push of a flat file to a common location for GenTax retrieval):

· Return Index Values (for image retrieval)

· Updated Return Index Values

· Correspondence Index Values (either initiated from GenTax or taxpayer initiated) 

Based on the provided requirements, the vendor will need to determine if the system will need to contain any automated workflow (consideration for taxpayer generated correspondence).  

Vendor must provide an interface to GenTax for document retrieval.  GenTax will provide the call and provide the document’s DLN for retrieval. 

As an alternative option, the imaging/document management system may also submit image files through a nightly push of a flat file to a common location for GenTax or other system as needed. 

3.2.2-3.2.5 Response Guideline: DOR would like to have an idea of how much of the proposed system is going to be used from existing software/hardware and how much of the system will be developed from the ground up.  Explanations of how your system meets or will be built or modified to meet our needs will be very helpful.  Additionally, explanations of the areas where your system will not meet a requirement (please keep business requirements in Section 3.7 in mind) will also be helpful.  

Offeror options are:

1.
Propose existing system that meets the requirement.
2.
Propose existing system that will meet the requirement with a modification to a component that already exists.
3.
Propose a solution that does not meet the requirement.
4.
Propose a solution to build functionality that will meet the requirement.
5.
Other solution. Offeror must describe other solution.

Offeror is strongly encouraged to provide additional information on its ability to meet the requirements paying particular attention to those that are not in a meet (option #1) or build (option #4) status.  A listing of requirement comments by number will assist DOR in understanding offeror’s proposed solution abilities to meet our specific needs.

If the offeror’s solution does not meet a requirement (option #3) or must be modified or built to meet a requirement (option #2 and #4), or if the offeror states that their solution meets a requirement (option #1) but later it is determined that it does not, then the selected offeror must modify their solution in order to meet the requirement at no additional cost to DOR.  
If DOR finds that offeror has significantly misrepresented their proposed system by indicating that their system meets (option #1) many of the requirements when in fact their system does not meet those requirements, then DOR reserves the right to extend the project plan timeline and associated invoice payment dates to allow for additional development time and may reassess the impact the erroneous responses had on the RFP evaluation and selection process.

3.2.6
Image Storage.  The vendor will be expected to identify storage capacity needed for images and corresponding index values for their solution. DOR plans to retain five years of images with the assumption of a 20% increase per year in volume.  Images can be archived with drop out ink. Retention options along with purging options are desired as part of the solution. 
3.2.6 Response Guideline: DOR would like to have an idea of the storage size necessary for image storage. The offeror must describe its sizing recommendation for image retention based on document volumes identified in Section 3.6.  
3.2.7
Records Management System.  DOR currently maintains a central records storage repository for the majority of paper tax documentation for the statutorily required time.  Individual documents or groups of documents are requested for retrieval and then returned for re-file. DOR requires the ability to scan documents requested from the repository and to capture the appropriate indices and submit the requested imaged document(s) to the image storage solution, therefore avoiding the need to manually deliver documents and re-file the returned documents. These documents to be scanned have an assigned DLN and batch number.  There is currently no desire to back scan all paper documents in storage, only those requested from the repository.

3.2.8
Centralized/De-centralized Scanning and Property Tax Division.  DOR has employee representation across the state of Montana.  The desired imaging solution should provide a centralized image storage workflow solution.  A centrally located image scanner in PRO (Helena) is also desired however the ability to scan locally (de-centralized) must be included in the solution for tax documentation. Proposed solution must clearly separate costs of required hardware and software along with support and maintenance on a per location basis. DOR staff in other state office locations both in Helena and across the state may/will scan documents.

Once the Property Assessment forms are implemented in Phase 3, there will be a need for scanning/imaging and indexing capabilities in multiple locations. For the first rollout, the vendor should expect to have scanners up and running in eight to ten locations throughout the state for tax forms and correspondence. The highest priority locations are listed below:

1. Mitchell Building

2. Liquor Warehouse

3. Billings Field Tax Office

4. Bozeman Field Tax Office

5. Great Falls Field Tax Office

6. Missoula Field Tax Office

7. Hamilton Field Tax Office

8. Lewistown Field Tax Office
Further offices will be prioritized after initial rollout. The estimated volume for each of these sites is approximately 100 documents per day.

Local Capitol Complex building locations can be viewed at: http://mt.gov/govt/capitolcomplexmap.asp.
A complete list of office locations can be viewed at: http://mt.gov/revenue/abouttheagency/officelocations.asp.
The Property Assessment Forms are accessible online: http://mt.gov/revenue/formsandresources/forms.asp and volumes are listed below:

· 488 (RTC) @ 90,000 per year; 1 page, not duplex; 

· PPB-8 (PTAP) @ 60,000 per year; 5 pages, could be duplex; 

· PPB-8A (DAV) @ 10,000 per year; 5 pages, could be duplex; 

· PPB-8E (EPTAP) @ 40,000 per year; 5 pages, could be duplex; (this form is not accessible online)
The system should be scalable and able to include additional forms in the future. 

3.2.8 Response Guideline: Identify and describe a suggested solution for data capture, export, retrieval and storage for both centralized and decentralized scanning (including Property Tax Assessment documents) and associated costs. 
Describe your proposed workflow (i.e. images sent to SAN, indexed and then sent to GenTax or other system as needed; or alternatively, images and index information sent to GenTax or other system as needed and then stored on SAN) and highlight the pros and cons of the proposed workflow. Offeror must describe: 1.) DOR equipment (hardware and software) that will remain and be integrated into the proposed solution, 2.) DOR equipment rendered obsolete that will be replaced with new equipment, 3.) new equipment that will be required for the proposed solution.

3.3
VENDOR SERVICES 
3.3.1
Overview.  Below are the basic services expected from the vendor by the DOR. Any questions on work items or scope should be clarified up front. 

3.3.2
Project Management Deliverables.  The vendor must provide project management for the duration of the project and adhere to the proposed project schedule and provide weekly and monthly status reports that document, at a minimum, progress, outstanding issues, issue resolution, next steps and risks.

A proposed Project Plan must be used to create a consistent, coherent management plan of action to guide and control the execution of the project.  The plan must contain detail sufficient to give DOR an understanding of how the vendor will manage the project, document planning assumptions, facilitate communication, define key review points, and provide a baseline for schedule control.

· A detailed project schedule for all project milestones and deliverables must be provided. Suggested rollout/implementation timing (with tax time considerations and change management considerations) included. The schedule must be delivered and clearly demonstrate how the solution will be fully operational by the delivery date.

· A project methodology document must be provided explaining the vendor’s approach to gathering information and identifying process improvement opportunities.

· Weekly project status reports must be submitted to the project director and other Montana state project representatives as required. The reports must include at a minimum documentation of the progress, outstanding issues, issue resolution, next steps and risks.

· The vendor must provide a Risk Mitigation Plan that explains the risk mitigation methodology that guides risk mitigation decisions.  The plan must also include the methodology for issue logging, issue resolution, and a communication matrix for issue escalation.

· The vendor must utilize a formal change order management process.  The vendor must co-ordinate with the DOR project manager to provide a Change Management Plan that identifies the roles and responsibilities, policies, guidelines, processes and procedures necessary for controlling and managing changes.

3.3.2 Response Guideline: Identify and describe the suggested methodology for project management and full system development life cycle. Discuss how the methodology will be used by vendor to plan and design the solution.  Offeror must include descriptions of deliverables, plans, schedules, metrics, and other primary processes. 
Offeror must include an estimated schedule for the project. The schedule must include each of the proposed development phases (design, development, test, etc.) within each of the project phases (Section 3.8). Warranty periods must also be included. 
In order to control the scope of the project, the change order management processes must be very clearly defined and communicated by the offeror. Describe the methodology that will be used by the offeror to facilitate and control changes to the design of this system. Describe your experience in managing change on projects of this size and scope. 

3.3.3
System Analysis and Design.  The vendor must perform a detailed review and analysis of the requirements and develop the detailed specifications required to implement the proposed solution.  The documents requested must be prepared by the contractor and submitted to DOR for approval.  The vendor must complete the following tasks:

· Requirements Validation.  The vendor must validate and suggest business requirements for DOR’s form redesigns, process designs, and business rules as needed for specific form types.  Preparation for this document must include the scheduling and conducting of requirement sessions (e.g. JAD sessions) with subject matter experts, administrators and other appropriate personnel.  These requirements sessions will be used to validate/revise requirements for each form and each implementation phase.

· System Usage Analysis.  The vendor must analyze how the software can be best used to meet DOR’s requirements for forms processing and data capture. During the analysis, DOR’s process designs, business rules, and tax return forms are to be compared to the vendor’s software solution to determine how the forms should be redesigned and the software will be used and configured in order to minimize site specific code.

· Functional and Technical Designs.  The vendor must create the detailed system design for the forms that have been identified.  Any custom code required for this solution must be documented and included with these designs, including an interface plan.

3.3.4
Installation, Configuration and Implementation of the Proposed Hardware.  The vendor must work closely with DOR business and technical staff in meeting DOR’s processing, data capture, remittance, storage and retrieval, and technical requirements.  The vendor must demonstrate the hardware so that DOR staff can review and approve it.  Approved hardware must be rigorously tested.  The vendor must install, configure, test, and implement the proposed hardware to capture all data and images from the identified tax forms. 

3.3.5
Installation, Configuration and Implementation of the Proposed Software.  The vendor must work closely with DOR business and technical staff in meeting DOR’s processing, data capture, remittance, storage and retrieval, and technical requirements.  The vendor must demonstrate the configured software so that DOR staff can review and approve it.  Approved configurations must be rigorously tested.  The vendor must install, configure, test, and implement the proposed software to capture all data and images from the identified tax forms. 

3.3.5 Response Guideline: At a minimum, the offeror must convey acceptance of the requirements given in this section.  Offeror must fully describe the license structure of the proposed system.  Also, describe the ongoing operation of this license structure including at a minimum the degree to which the system is customizable by DOR.  If applicable, describe the process that will be used to release new versions and/or updates to the system and describe if those are mandatory or optional.  Describe the management of the license structure and advantages and potential risks of that structure to DOR.  Provide details on offeror’s experience with the proposed license structure.  Any aspects of price that may be related to or impacted by license structure must be included in the required pricing information described in Section 5.
3.3.6
Documentation Requirements.
3.3.6.1
Examples of documentation requirements are to include at a minimum:

· Architectural design

· Application data flow

· Data model

· Security matrix

3.3.6.2
System documentation to include:

· Security Manual

· Technical Manual

· Installation Guide

· Configuration Guide

· User Manual

· Administrator Manual

· Staff Manual

Vendor must provide detailed documentation defining the hardware and software requirements and specifications to successfully implement their proposed solution.  

3.3.7
Interfaces.  Solution to interface with: DOR’s tax processing and property tax systems (GenTax and ORION). Fast contractors will work in conjunction with vendor to design and create the GenTax interfaces. At a later point, DOR will designate the ORION interfaces. 

3.3.8
Testing Services.  Develop a test plan to include:

· Test Environment Set-up

· Creation of Test Data

· Test Planning for System, Integration, Security, and Performance Testing

· Creation of Test Scripts for System, Integration, Security, and Performance Testing

· Perform Unit Testing

· Perform System and Integration Testing

· Perform Stress/Volume Testing

· Perform Security Testing

· Perform Backup and Recovery Testing

· Work with DOR to Perform Acceptance Test Planning

· Work with DOR to Provide Test Data for User Acceptance Test

· Work with DOR to Develop all User Acceptance Test Scripts

· Assist with Acceptance Testing

· Train Testers Prior to Test Execution 

3.3.8 Response Guideline: DOR would like to know how you plan to manage the test cycles that must be conducted to ensure that the system meets the acceptance testing criteria. You must specify the resources expected to conduct these tests (DOR or offeror, specifying the roles individuals hold on the project). In addition, describe how your testing methodology will ensure the system meets acceptance testing criteria.

3.3.9
Technical and Business User Training.  DOR staff must receive training to acquire the necessary skills to effectively design, develop, support and operate the solution.  Amount of training to be proposed by the vendor; however, approximately 40-80 hours of training is anticipated for each group listed below.  The vendor is responsible for all training materials and must provide on-site classes for the following groups:

3.3.9.1
Technical support staff (approximately six to ten staff members). Training should include at a minimum:

· Mentoring activities (knowledge-transfer) throughout the project.

· Each component of the development software throughout the development life cycle as well as system interfaces.

· Administrative training which includes day-to-day support functions, security, system configuration, installation of the software (server and workstations), network, system startup, backup and recovery. 

· Forms redesign and document workflow. 

· Staff training on any custom code if used in the solution. 

3.3.9.2
Business managers (approximately six to ten staff members). Training should include at a minimum:

· Train-the-trainer

· Day-to-day business administrative functions

· Introduction of new scan jobs and changes to existing scan jobs

· Introduction of new forms for capture and changes to existing business rules

· Introduction of new forms for remittance processing and changes to existing business rules

· Introduction of new document workflows 

· Workflow modifications

· Report creation and generation

· Forms design (overview of best practices at an appropriate level for the business manager)

3.3.9.3
Data entry operators (approximately six to ten staff members). Training should include at a minimum, general user features including:

· Keyboard and mouse controls and options

· User customizable views

· User sign-in and sign-out

· Application navigation

· Document preparation

· Form Id Correction

· Low Confidence Corrections

· Business Rule Corrections

· Data Capture Over-Rides

· Addressing Error Messages 

3.3.9.4
Scanning operators (approximately four to seven staff members). Training should include at a minimum:

· Mentoring activities (knowledge-transfer) throughout the project

· Document preparation

· User sign-in and sign-out

· Keyboard and mouse controls and options

· Introduction of scan jobs

· Addressing error messages

· Workflow modifications

· Report creation and generation

· General day-to-day maintenance

3.3.9.5
Forms design and oversight (approximately four to seven staff members). Training should include at a minimum:

· Documented and hands-on training for ‘how to’ design documents for scanning: document format/layout requirements, OCR/ICR parameters; 1D and 2D barcode requirements; remittance document requirements if included in solution offered

· Train on best practices and identify lessons learned for both internal and external developed documents 

3.3.9 Response Guideline: Offeror must provide plans on training initiatives for all aspects and phases of the project. Provide examples of training materials created by your company which were used on projects of similar size and scope.

3.4
DOR Responsibilities
· Provide timely, formal signoffs for all deliverables throughout the project by all necessary parties.

· Perform assigned tasks as defined within the approved project schedule and plan.

· Provide a project manager who will manage the contract, deliverables, change requests, and all communication with the vendor.

· Designate appropriate staff for mentoring (knowledge-transfer).

· DOR’s project director will be responsible for final approval on all systems and deliverables.

· Provide a work environment which includes all necessary operational hardware, MS Office and other software, development workstations, server access, and network infrastructure to perform the goal of this project per agreed upon specifications. Vendor must provide an inclusive list detailing work site requirements in a timely fashion once the contract is awarded to avoid unnecessary project start-up delays.

· Work with the vendor to provide test data and assist in testing processes.

· Work with the vendor to establish deployment methodology.

· DOR’s project manager will be responsible for reviewing and accepting the introduction of new/modified project tasks into the approved project plan.

· Approve the use of any third party or commercial software used by developers or intended for use by the application.

3.5
Final Acceptance
Final acceptance is required in order to complete this contract and to verify that the proposed solution has met the requirements and needs set forth in this RFP. 

The State defines Final Acceptance and the start of the warranty period of the completed DOR system solution (all phases) as the State’s written acknowledgement that: 

· All acceptance criteria have been successfully met, changed or waived.

· The completed system solution has been in successful production for 90 consecutive days with an absence of problems or defects (as defined and determined by the State) of all the following types during that period:

· No occurrence of failure or defect that has mission critical impacts.

· No occurrence of failure or defect that is critical for business continuity.

· No occurrence of failure or defect that creates an instance where an entire application or part cannot be used.

· No occurrence of failure or defect where an acceptable workaround has not been provided.

· Also within the same 90 consecutive days:

· The system must have processed three month-end cycles, and at least one quarter-end cycle.

· The system must meet levels of system availability, application response time, and other performance criteria specified in this RFP.

3.5 Response Guideline: In order to protect the investment DOR makes in this project, DOR must be able to verify and document that the system meets the requirements and needs set forth in this RFP.  Describe your methodology for DOR to verify that the system has been successfully completed.  Include descriptions of processes that will be conducted by offeror and DOR staff and descriptions of processes and documentation the offeror will use to facilitate and complete this task.  Indicate your acceptance of the Final Acceptance criteria listed above.

3.6
Volumes

	 

Paper Tax Returns Processed in Calendar Year 2008

	 
	 
	
	
	

	 
	Tax form type description 
	2008 CY
	Estimated Ave # Pages
	Duplex pages

	Individual
	Form 2
	143,518 
	20
	15%

	
	2M 
	14,243
	5
	30%

	
	2EZ 
	19,193
	1
	no

	
	2EC
	4,986
	1
	no

	
	Amended
	14,504
	20
	5%

	
	Back Year
	17,207
	20
	5%

	
	 
	 
	 
	 

	 
	C-Corp.
	11,649
	35
	10%

	Corporate
	S-Corp.
	24,577
	35
	5%

	
	Partnership
	19,899
	45
	5%

	
	Fiduciary
	8,295
	15
	5%

	
	Back years
	10,022
	20
	5%

	
	 
	 
	 
	 

	 
	MW3
	41,316
	1
	no

	Reconciliation
	W2
	430,000
	1
	no

	
	1099 (w/MW3)
	135,000
	1
	no

	
	RW3
	175
	1
	no

	
	1099 (w/RW3)
	75,000
	1
	no

	
	 
	 
	 
	 

	 
	LFT
	6,416
	1
	no

	Misc. Taxes
	RVT
	700
	1
	no

	
	GIG, OTP
	1,241
	2
	no

	
	911, CCT, PSC, TDD, RTE
	2,997
	1
	no

	
	HUF, NFB
	430
	1
	no

	
	Nat Resource Taxes
	1,500
	1
	no

	
	UCH
	2,189
	2
	no

	
	CGR
	11,385
	1
	no

	
	COG
	555
	10
	no

	
	
	
	
	

	
	 
	 
	 
	 

	 
	Beer
	650
	1
	no

	Liquor Tax and License Forms
	Wine
	650
	1
	no

	
	Misc Liq Tax forms
	500
	1
	no

	
	Misc Liq License forms
	250
	1
	no

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	
	
	 
	 

	
	
	
	
	

	 
	
	
	
	

	Property Assessment Forms
	RTC (488)
	90,000
	1
	no

	
	PTAP (PPB-8)
	60,000
	5
	20%

	
	DAV (PPB-8A)
	10,000
	5
	20%

	
	EPTAP (PPB-8E)
	40,000
	5
	20%

	
	Potential to include up to 10 additional form types to be rolled out by end of Phase 3
	Estimated total 500,000
	variable
	tbd


Paper Remittance Documents Processed in Calendar Year 2008

· Estimated transaction volume (based on number of checks): 850,000
· Tax forms located at: http://mt.gov/revenue/formsandresources/forms.asp
Records Management Back Scanning of Requested Documents

· Estimated volume: 200 tax returns per day; 25 average number of pages; 15% average duplex pages
Correspondence Documents – Estimated Volumes 

· Centralized: 200 pages per day
· Decentralized: 100 pages per day
3.7
Business Requirements

The list of business requirements can be found in Appendix D, Requirements Matrix. This matrix lists all the requirements and indicates if they are mandatory or optional. Vendors must fill out Appendix D indicating how their solution will fulfill each requirement and return it with their RFP response.
3.8
Project Timeline

The following is a proposed implementation plan and milestone list that meets the timeframes and business objectives of DOR. It is assumed rollouts will be contained within the phases. This plan is provided as a guide to assist each vendor in structuring their own individual implementation plan. The proposed plan should be highly detailed and include time for testing of each implementation item. 

Phase 1 – Ends January 2010
· Install image capture scanner(s) in DOR building.
· Implement scanning/imaging hardware and software solution(s).
· Run Phase 1 tax forms through end-to-end process (MW3, RW3, W2, 1099) (included ICR/OCR data capture and potentially enhanced remittance processing).
· Implement and install data capture solution.
· Capture and archive image of requested/retrieved documents.
· Interface scanning/imaging solution with GenTax.
· System is fully tested and reliable.
· Continue developing scan-able tax forms in preparation for completion by end of Phase 3.

Phase 2 – Ends June 2010
· Continue developing scan-able tax forms in preparation for completion by end of Phase 3.
· Rollout additional forms to OCR/ICR or KFI.
· Implement and install any peripheral scanner(s) system and/or application software. 
· Implement and install remittance solution with electronic deposit capability.
· Install hardware and software for image capture in limited DOR office locations.  Images of tax documents to be forwarded for centralized processing/storage.

Phase 3 – Ends June 2011

· Phased implementation of tax forms identified in previous phase.

· Install hardware and software for image capture in remote DOR office locations and for backfile document requests.  Images of tax documents to be forwarded for centralized processing/storage.

· Interface remote capture application to centralized processing application for processing of tax documents.

· Implement and test ORION interfaces for data transfer to SQL Server database.

· Implement document imaging and workflow for correspondence.

SECTION 4:  OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

4.0
State’s Right to Investigate and reject

The State may make such investigations as deemed necessary to determine the ability of the offeror to provide the supplies and/or perform the services specified. The State reserves the right to reject any proposal if the evidence submitted by, or investigation of, the offeror fails to satisfy the State that the offeror is properly qualified to carry out the obligations of the contract. This includes the State’s ability to reject the proposal based on negative references.

4.1
OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

In order for the State to determine the capabilities of an offeror to provide the supplies and/or perform the services specified in Section 3 above, the offeror must respond to the following requests for information regarding its ability to meet the State's requirements. THE RESPONSE “(OFFEROR’S NAME)” UNDERSTANDS AND WILL COMPLY IS NOT APPROPRIATE FOR THIS SECTION.

NOTE: Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.

4.1.1
References.  Offeror shall provide a minimum of two references that are using supplies and/or services of the type proposed in this RFP. The references should include state or local government tax agencies where the offeror, preferably within the last three years, has successfully completed tax document and remittance scanning/imaging solution. At a minimum, the offeror shall provide the company name, the location where the supplies and/or services were provided; contact person(s), customer's telephone number, e-mail address, and a complete description of the service type, and dates the services were provided. These references may be contacted to verify offeror's ability to perform the contract. The State reserves the right to use any information or additional references deemed necessary to establish the ability of the offeror to perform the conditions of the contract. Negative references may be grounds for proposal disqualification.


4.1.2
Company Profile and Experience.  Offeror shall specify how long the individual/company submitting the proposal has been in the business of providing supplies and/or services similar to those requested in this RFP and under what company name. Offeror should provide a complete description of any relevant past projects, including the supply/service type and dates the supplies and/or services were provided. 


4.1.3
Method of Providing Services.  Offeror shall provide a work plan and the methods to be used that will convincingly demonstrate to the State what the offeror intends to do; the timeframes necessary to accomplish the work; and how the work will be accomplished to meet the contract requirements as more specifically detailed above in Section 3. 
4.1.4
Offeror Financial Stability.  Offerors shall demonstrate their financial stability to supply, install and support the services specified by: 1) providing financial statements, preferably audited, for the three consecutive years immediately preceding the issuance of this RFP, and 2) providing copies of any quarterly financial statements that have been prepared since the end of the period reported by its most recent annual report.

4.1.5
Local Presence.  A local project presence maintained in Helena, Montana is required for the duration of the contract. Local presence requirement is negotiable upon contract renewal. This could be workstation space located within a DOR business office offered at no cost to contractor or a local project office of contractor’s choice and contractor’s cost. Local presence must, at a minimum, include a project manager and project implementation specialist who can support both hardware and software.
DOR has this requirement due to ease of coordinating meetings and conduct issue resolution without the restrictions of time zones and the use of teleconferences. Project coordination and issue resolution are more productive if the parties involved can quickly call the meeting (within an hour) and meet face-to-face. Given the short timeframe for the initial implementation of this project, success will depend on the appropriate parties being able to resolve issues quickly.

4.1.6
Key Personnel.  The offeror must provide detailed information about the experience and qualifications of the key staff assigned to this project. This staff information must also include the role and responsibilities, their planned level of effort, and their anticipated duration of involvement with the project. Key staff roles may include but is not limited to:


· Project Manager

· Project Implementation Specialist

· Application Development Lead

· System Engineer

· Scanning/Imaging Hardware Lead

· Trainer

Resumes must be provided for all key staff and must include name, education, training, technical experience, functional experience, specific dates and names of employers, relevant and related experience, references, past and present projects with dates and responsibilities and any applicable certifications. References must include client name, title, company name, address, telephone number and, e-mail address.

The offeror must follow all state standards of conduct and state ethics laws concerning the placement of any staff on the project.  Offeror replacement of key staff shall be subject to the approval of DOR. Failure to coordinate and gain DOR approval prior to key staff replacement may be a material breach of contract and therefore subject to contract termination.

SECTION 5:  COST PROPOSAL

5.0
BUDGET OVERVIEW
The budget for this solution is unknown at this time as the final amount will be determined by the solutions offered/selected. 

Offerors must provide a detailed line-item budget for all hardware and software necessary to complete each phase of the project. 

Provide separate cost for hardware and software systems maintenance and support following the 12 month warranty period. The State reserves the option of choosing contractor provided maintenance (under a separate contract) or provide for these functions in-house. These costs will not be considered as part of the cost evaluation.
5.1
REQUIRED PRICING INFORMATION

The offeror must provide a separate cost sheet that includes a total firm fixed price for the DOR Imaging project solution and the cost breakdowns as detailed below:

5.1.1
Environment.  Non-Services Related Costs for scanning/imaging solution (i.e. hardware, software, etc.).  This should also include costs for ancillary system upgrades or changes to existing infrastructure required by proposed solution.

5.1.2
Staff Information.  The total number of proposed project full-time equivalent (FTE) and part-time staff costs by position and role.  This includes the fully loaded staff rates (inclusive of salary, benefits, and travel related costs) cost rollups by position and role. 

5.1.3
Project Management.  The amount of project management costs allocated to each of the proposed development phases (include warranty as a phase), and a total for the project as a whole.

5.1.4
Development.  The amount of development costs allocated to each of the proposed development phases (include warranty as a phase), and a total for the project as a whole.  Describe what services and tasks are included in this section of the cost proposal.
5.1.5
Testing.  The amount of testing costs allocated to each of the proposed development phases, and a total for the project as a whole.  

5.1.6
Total Training Costs.  This will include all costs associated with training including instructors and materials.

5.1.7
Help Desk Support.  This will include all costs associated with operating the support help desk until all warranty obligations have been met, changed or waived.

5.1.8
Warranty.  The amount of warranty costs allocated to each of the proposed development phases (include warranty as a phase), and a total for the project as a whole.  

5.1.9
Total Firm Fixed Price.  The total project cost of items 5.1.1 through 5.1.8.
5.1.10
Ongoing Service Rates.  Include a proposal for contracting services to assist DOR in the maintenance of this system for a 36-month time period following the warranty period.  Include hourly rates by role and experience level.  Also include a not-to-exceed percentage for services for an additional five years.

5.1.11
License Costs.   Include details for any license related costs.  This must include all aspects of ownership of the product and any new releases and/or updates to the application.

5.2
PAYMENT SCHEDULE 

Payment will be made upon implementation and State approval of:
· DOR acceptance of products and services of each milestone as defined in the contract awarded as a result of this RFP.

· Final acceptance (holdback).

The total firm fixed price includes all items listed in sections 5.1.1 through 5.1.8 and any cost of software and all associated license fees.  The offeror will invoice the State for achieved milestones which represent portions of the cost of the total project price upon State acceptance of each milestone.  The holdback will be tendered on a monthly basis during the 12 month warranty period.
SECTION 6: EVALUATION PROCESS
6.0
BASIS OF Evaluation

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of 1,500 points.

The Scope of Project, Company Profile, Experience, References, System Design, and Local Presence/Key Personnel portions of the offer will be evaluated based on the following Scoring Guide. The Financial Stability portion of the offer will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration. The Cost Proposal will be evaluated based on the formula set forth below.

Any response that fails to achieve a passing score per the requirements of Section 2.3.5 will be eliminated from further consideration. A "fail" for any individual evaluation criterion may result in proposal disqualification at the discretion of the procurement officer.

SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines: 

Superior Response (90-100%): A superior response is a highly comprehensive, excellent reply that meets all of the requirements of the RFP. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-89%): A good response meets all the requirements of the RFP and demonstrates in a clear and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted. 

Fair Response (60-74%): A fair response minimally meets most requirements set forth in the RFP. The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter.

6.1
Evaluation cRITERIA

Scope of Project 
60% of points for a possible 900 points
Category
Section of RFP
Point Value

A.
Project Overview
3.1
Pass/Fail

B.
Workflow/System Requirements
3.2
250
C.
Vendor Services
3.3
125


D.
Final Acceptance
3.5
75


E.
Business Requirements
3.7
200

F. 
Project Timeline
3.8
250
Company Profile, Experience, References
6% of points for a possible 90 points
Category
Section of RFP
Point Value

A.
References
4.1.1
10

(Complete Contact Information Provided)

B.
Years of Experience
4.1.2
30
C.
Past Projects 
4.1.2
50
System Design
9% of points for a possible 135 points
Category
Section of RFP
Point Value

A.
System Analysis and Design
3.3.3
45
B.
Proposed Hardware
3.3.4
45
C
Proposed Software
3.3.5
45
Local Presence/Key Personnel
5% of points for a possible 75 points
Category
Section of RFP
Point Value

A.
Local Presence
4.1.5
25
B.
Key Personnel
4.1.6
20
C.
Staff Qualifications
4.1.6
30
Financial Stability
Pass/Fail

Category
Section of RFP
Point Value

A.
Financial Stability
4.1.4
Pass/Fail

Cost Proposal
20% of points for a possible 300 points

Category
Section of RFP
Point Value

A.
Cost Proposal
5
300
Lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the points available based on their cost relationship to the lowest. Example: Total possible points for cost are 30. Offeror A's cost is $20,000. Offeror B's cost is $30,000. Offeror A would receive 30 points, Offeror B would receive 20 points ($20,000/$30,000) = 67% x 30 points = 20).

Lowest Responsive Offer Total Cost
x
Number of available points = Award Points
This Offeror's Total Cost

APPENDIX A:  STANDARD TERMS AND CONDITIONS

By submitting a response to this invitation for bid, request for proposal, limited solicitation, or acceptance of a contract, the vendor agrees to acceptance of the following Standard Terms and Conditions and any other provisions that are specific to this solicitation or contract. 

ACCEPTANCE/REJECTION OF BIDS, PROPOSALS, OR LIMITED SOLICITATION RESPONSES: The State reserves the right to accept or reject any or all bids, proposals, or limited solicitation responses, wholly or in part, and to make awards in any manner deemed in the best interest of the State. Bids, proposals, and limited solicitation responses will be firm for 30 days, unless stated otherwise in the text of the invitation for bid, request for proposal, or limited solicitation.

ALTERATION OF SOLICITATION DOCUMENT: In the event of inconsistencies or contradictions between language contained in the State’s solicitation document and a vendor’s response, the language contained in the State’s original solicitation document will prevail. Intentional manipulation and/or alteration of solicitation document language will result in the vendor’s disqualification and possible debarment.

AUTHORITY: The attached bid, request for proposal, limited solicitation, or contract is issued under authority of Title 18, Montana Code Annotated, and the Administrative Rules of Montana, Title 2, chapter 5.

CONFORMANCE WITH CONTRACT: No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract shall be granted without prior written consent of the State Procurement Bureau.  Supplies delivered which do not conform to the contract terms, conditions, and specifications may be rejected and returned at the contractor’s expense. 

DEBARMENT: The contractor certifies, by submitting this bid or proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency. If the contractor cannot certify this statement, attach a written explanation for review by the State.

DISABILITY ACCOMMODATIONS: The State of Montana does not discriminate on the basis of disability in admission to, access to, or operations of its programs, services, or activities. Individuals who need aids, alternative document formats, or services for effective communications or other disability-related accommodations in the programs and services offered are invited to make their needs and preferences known to this office.  Interested parties should provide as much advance notice as possible.

FACSIMILE RESPONSES: Facsimile responses will be accepted for invitations for bids, small purchases, or limited solicitations ONLY if they are completely received by the State Procurement Bureau prior to the time set for receipt. Bids, or portions thereof, received after the due time will not be considered. Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer and ONLY if they are completely received by the State Procurement Bureau prior to the time set for receipt. Responses to RFPs, or portions thereof, received after the due time will not be considered.
FAILURE TO HONOR BID/PROPOSAL: If a bidder/offeror to whom a contract is awarded refuses to accept the award (PO/contract) or fails to deliver in accordance with the contract terms and conditions, the department may, in its discretion, suspend the bidder/offeror for a period of time from entering into any contracts with the State of Montana.

FORCE MAJEURE: Neither party shall be responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the nonperforming party, so long as such party is using its best efforts to remedy such failure or delays.

LATE BIDS AND PROPOSALS: Regardless of cause, late bids and proposals will not be accepted and will automatically be disqualified from further consideration. It shall be solely the vendor’s risk to ensure delivery at the designated office by the designated time. Late bids and proposals will not be opened and may be returned to the vendor at the expense of the vendor or destroyed if requested.

PAYMENT TERM: All payment terms will be computed from the date of delivery of supplies or services OR receipt of a properly executed invoice, whichever is later. Unless otherwise noted in the solicitation document, the State is allowed 30 days to pay such invoices. All contractors will be required to provide banking information at the time of contract execution in order to facilitate State electronic funds transfer payments.

RECIPROCAL PREFERENCE: The State of Montana applies a reciprocal preference against a vendor submitting a bid from a state or country that grants a residency preference to its resident businesses. A reciprocal preference is only applied to an invitation for bid for supplies or an invitation for bid for nonconstruction services for public works as defined in section 18-2-401(9), MCA, and then only if federal funds are not involved. For a list of states that grant resident preference, see http://gsd.mt.gov/procurement/preferences.asp.

REFERENCE TO CONTRACT: The contract or purchase order number MUST appear on all invoices, packing lists, packages, and correspondence pertaining to the contract.

REGISTRATION WITH THE SECRETARY OF STATE: Any business intending to transact business in Montana must register with the Secretary of State. Businesses that are incorporated in another state or country, but which are conducting activity in Montana, must determine whether they are transacting business in Montana in accordance with sections 35-1-1026 and 35-8-1001, MCA. Such businesses may want to obtain the guidance of their attorney or accountant to determine whether their activity is considered transacting business.

If businesses determine that they are transacting business in Montana, they must register with the Secretary of State and obtain a certificate of authority to demonstrate that they are in good standing in Montana. To obtain registration materials, call the Office of the Secretary of State at (406) 444-3665, or visit their website at http://sos.mt.gov.

SEPARABILITY CLAUSE: A declaration by any court, or any other binding legal source, that any provision of the contract is illegal and void shall not affect the legality and enforceability of any other provision of the contract, unless the provisions are mutually dependent.

SHIPPING: Supplies shall be shipped prepaid, F.O.B. Destination, unless the contract specifies otherwise.

SOLICITATION DOCUMENT EXAMINATION: Vendors shall promptly notify the State of any ambiguity, inconsistency, or error which they may discover upon examination of a solicitation document.

TAX EXEMPTION: The State of Montana is exempt from Federal Excise Taxes (#81-0302402).

TECHNOLOGY ACCESS FOR BLIND OR VISUALLY IMPAIRED: Contractor acknowledges that no state funds may be expended for the purchase of information technology equipment and software for use by employees, program participants, or members of the public unless it provides blind or visually impaired individuals with access, including interactive use of the equipment and services, that is equivalent to that provided to individuals who are not blind or visually impaired. (Section 18-5-603, MCA.) Contact the State Procurement Bureau at (406) 444-2575 for more information concerning nonvisual access standards.

U.S. FUNDS: All prices and payments must be in U.S. dollars.

WARRANTIES:

Warranty for Services:

The contractor warrants that it performs all services using reasonable care and skill and according to its current description (including any completion criteria) contained in this contract.  State agrees to provide timely written notice of any failure to comply with this warranty so that the contractor can take corrective action.

For a period of 12 months from the date of final acceptance of software, the contractor warrants that:  (i) the unmodified software will provide the features and functions, and will otherwise conform to all published documentation including on the contractor's website; and (ii) the media upon which the software is furnished will be free from defects in materials and workmanship under normal use and service.
Warranty for Hardware:

The contractor warrants that hardware provided is free from defects in materials and workmanship and conforms to the specifications. 

The warranty period for provided hardware is a fixed period commencing on the date of final acceptance or applicable contract. If the hardware does not function as warranted during the warranty period and the contractor is unable to either: i) make it do so; or ii) replace it with one that is at least functionally equivalent, State may return it to the contractor for a full refund.
The parties agree that the warranties set forth above do not require uninterrupted or error-free operation of hardware or services unless otherwise stated in the specifications.

THESE WARRANTIES ARE THE STATE’S EXCLUSIVE WARRANTIES AND REPLACE ALL OTHER WARRANTIES OR CONDITIONS, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OR CONDITIONS OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE.
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DOR SCANNING/IMAGING SOLUTION
DOR10-1704P

1.
PARTIES
THIS CONTRACT is entered into by and between the State of Montana, Department of Revenue, (hereinafter referred to as “the State”), whose address and phone number are P.O. Box 5805, Helena, Montana 59604-5805 (406) 444-6900 and (insert name of contractor), (hereinafter referred to as the “Contractor”), whose address and phone number are (insert address) and (insert phone number).

THE PARTIES AGREE AS FOLLOWS:

2.
EFFECTIVE DATE, DURATION, AND RENEWAL

2.1
Contract Term.  This contract shall take effect on upon contract execution and terminate on June 30, 2011, unless terminated earlier in accordance with the terms of this contract. (Section 18-4-313, MCA)

2.2
Contract Renewal.  This contract may, upon mutual agreement between the parties and according to the terms of the existing contract, be renewed in one-year intervals, or any interval that is advantageous to the State. This contract, including any renewals, may not exceed a total of ten years. 
3.
COST/PRICE ADJUSTMENTS

Cost Increase by Mutual Agreement.  After the initial term of the contract, each renewal term may be subject to a cost increase by mutual agreement.

4.
SERVICES AND/OR SUPPLIES

Contractor agrees to provide to the State the following: scanning/imaging system solution to facilitate more timely and automated data capture along with more efficient handling of paper returns and documents; system technology to integrate with current hardware and software environment; proposed solution or solutions to meet requests and/or requirements as identified in Section 3, Scope of Project.  
5.
CONSIDERATION/PAYMENT
5.1
Payment Schedule.  In consideration for the scanning/imaging solution including hardware and software to be provided, the State shall pay according to the following schedule: to be negotiated at contract execution.
5.2
Withholding of Payment.  The State may withhold payments to the Contractor if the Contractor has not performed in accordance with this contract. Such withholding cannot be greater than the additional costs to the State caused by the lack of performance.

6.
ACCESS AND RETENTION OF RECORDS
6.1
Access to Records.  The Contractor agrees to provide the State, Legislative Auditor or their authorized agents access to any records necessary to determine contract compliance. (Section 18-1-118, MCA)


6.2
Retention Period.  The Contractor agrees to create and retain records supporting the scanning/imaging solution including hardware and software for a period of three years after either the completion date of this contract or the conclusion of any claim, litigation, or exception relating to this contract taken by the State of Montana or a third party.

7.
ASSIGNMENT, TRANSFER, AND SUBCONTRACTING
The Contractor shall not assign, transfer, or subcontract any portion of this contract without the express written consent of the State. (Section 18-4-141, MCA) The Contractor shall be responsible to the State for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor. No contractual relationships exist between any subcontractor and the State.

8.
HOLD HARMLESS/INDEMNIFICATION
The Contractor agrees to protect, defend, and save the State, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the Contractor's employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the State, under this agreement.

9.
REQUIRED INSURANCE
9.1
General Requirements.  The Contractor shall maintain for the duration of the contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by the Contractor, agents, employees, representatives, assigns, or subcontractors. This insurance shall cover such claims as may be caused by any negligent act or omission. 

9.2
Primary Insurance.  The Contractor's insurance coverage shall be primary insurance with respect to the State, its officers, officials, employees, and volunteers and shall apply separately to each project or location. Any insurance or self-insurance maintained by the State, its officers, officials, employees or volunteers shall be excess of the Contractor's insurance and shall not contribute with it.

9.3
Specific Requirements for Commercial General Liability.  The Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $1,000,000 per occurrence and $2,000,000 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns, or subcontractors. 

The State, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds; for liability arising out of activities performed by or on behalf of the Contractor, including the insured's general supervision of the Contractor; products, and completed operations; premises owned, leased, occupied, or used.

9.4
Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the state agency. At the request of the agency either: (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the State, its officers, officials, employees, or volunteers; or (2) at the expense of the Contractor, the Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.

9.5
Certificate of Insurance/Endorsements.  A certificate of insurance from an insurer with a Best's rating of no less than A- indicating compliance with the required coverages, has been received by the State Procurement Bureau, P.O. Box 200135, Helena, MT 59620-0135. The Contractor must notify the State immediately, of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc. The State reserves the right to require complete copies of insurance policies at all times.

10.
COMPLIANCE WITH WORKERS' COMPENSATION ACT
Contractors are required to comply with the provisions of the Montana Workers' Compensation Act while performing work for the State of Montana in accordance with sections 39-71-401, 39-71-405, and 39-71-417, MCA. Proof of compliance must be in the form of workers' compensation insurance, an independent contractor's exemption, or documentation of corporate officer status. Neither the contractor nor its employees are employees of the State. This insurance/exemption must be valid for the entire term of the contract. A renewal document must be sent to the State Procurement Bureau, P.O. Box 200135, Helena, MT 59620-0135, upon expiration.

11.
COMPLIANCE WITH LAWS
The Contractor must, in performance of work under this contract, fully comply with all applicable federal, state, or local laws, rules, and regulations, including the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973.  Any subletting or subcontracting by the Contractor subjects subcontractors to the same provision. In accordance with section 49-3-207, MCA, the Contractor agrees that the hiring of persons to perform the contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing the contract.

12.
INTELLECTUAL PROPERTY
All patent and other legal rights in or to inventions created in whole or in part under this contract must be available to the State for royalty-free and nonexclusive licensing. Both parties shall have a royalty-free, nonexclusive, and irrevocable right to reproduce, publish, or otherwise use and authorize others to use, copyrightable property created under this contract.

13.
PATENT AND COPYRIGHT PROTECTION

13.1
Third-Party Claim.  In the event of any claim by any third party against the State that the products furnished under this contract infringe upon or violate any patent or copyright, the State shall promptly notify Contractor. Contractor shall defend such claim, in the State's name or its own name, as appropriate, but at Contractor's expense.  Contractor will indemnify the State against all costs, damages, and attorney's fees that accrue as a result of such claim. If the State reasonably concludes that its interests are not being properly protected, or if principles of governmental or public law are involved, it may enter any action.  

13.2
Product Subject of Claim.  If any product furnished is likely to or does become the subject of a claim of infringement of a patent or copyright, then Contractor may, at its option, procure for the State the right to continue using the alleged infringing product, or modify the product so that it becomes noninfringing. If none of the above options can be accomplished, or if the use of such product by the State shall be prevented by injunction, the State will determine if the contract has been breached.
14.
CONTRACT PERFORMANCE ASSURANCE

14.1
Milestone Payments.  Payments to the Contractor will be based on completion and acceptance of each milestones to be negotiated at contract execution; example below.


14.2
Payment Holdbacks.  20% will be withheld from each milestone payment. The total amount withheld will be paid to the Contractor at the completion and acceptance of the final milestone.

	Milestone/Deliverable
Per RFP10-1704P
	Hold Back
	Payment % of Total

	Milestone 1: Phase 1 (Section 3.8)
	20% of approved invoice
	20%

	Milestone 2: Phase 2 (Section 3.8)
	20% of approved invoice
	20%

	Milestone 3: Phase 3 (Section 3.8)
	20% of approved invoice
	30%

	Milestone 4: Final Acceptance
	20% of approved invoice
	30%

	Warranty
	0%
	Holdback tendered over 12 months

	
	20% of approved invoice
	100%


15.
CONTRACT TERMINATION
15.1
Termination for Cause with Notice to Cure Requirement.  The State may terminate this contract for failure of the Contractor to perform any of the services, duties, or conditions contained in this contract after giving the Contractor written notice of the stated failure. The written notice must demand performance of the stated failure within a specified period of time of not less than 30 days. If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period.

15.2
Reduction of Funding.  The State must terminate this contract if funds are not appropriated or otherwise made available to support the State's continuation of performance of this contract in a subsequent fiscal period.  (See Section 18-4-313(4), MCA.)

16.
LIAISON AND SERVICE OF NOTICES
All project management and coordination on behalf of the State shall be through a single point of contact designated as the State's liaison. Contractor shall designate a liaison that will provide the single point of contact for management and coordination of Contractor's work. All work performed pursuant to this contract shall be coordinated between the State's liaison and the Contractor's liaison.

Terry Hutton will be the liaison for the State.

Montana Dept of Revenue, PO Box 5805, 
Helena, MT 59604-5805
Telephone: 406-444-7315
Fax: 406-444-1505
E-mail: thutton@mt.gov

 will be the liaison for the Contractor.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 

The State's liaison and Contractor's liaison may be changed by written notice to the other party. Written notices, requests, or complaints will first be directed to the liaison.

17.
MEETINGS
The Contractor is required to meet with the State's personnel, or designated representatives, to resolve technical or contractual problems that may occur during the term of the contract or to discuss the progress made by Contractor and the State in the performance of their respective obligations, at no additional cost to the State. Meetings will occur as problems arise and will be coordinated by the State. The Contractor will be given a minimum of three full working days notice of meeting date, time, and location. Face-to-face meetings are desired. However, at the Contractor's option and expense, a conference call meeting may be substituted. Consistent failure to participate in problem resolution meetings two consecutive missed or rescheduled meetings, or to make a good faith effort to resolve problems, may result in termination of the contract.
18.
CONTRACTOR PERFORMANCE ASSESSMENTS
The State may do assessments of the Contractor's performance. This contract may be terminated for one or more poor performance assessments. Contractors will have the opportunity to respond to poor performance assessments. The State will make any final decision to terminate this contract based on the assessment and any related information, the Contractor's response and the severity of any negative performance assessment. The Contractor will be notified with a justification of contract termination. Performance assessments may be considered in future solicitations.

19.
TRANSITION ASSISTANCE
If this contract is not renewed at the end of this term, or is terminated prior to the completion of a project, or if the work on a project is terminated, for any reason, the Contractor must provide for a reasonable period of time after the expiration or termination of this project or contract, all reasonable transition assistance requested by the State, to allow for the expired or terminated portion of the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the State or its designees. Such transition assistance will be deemed by the parties to be governed by the terms and conditions of this contract, except for those terms or conditions that do not reasonably apply to such transition assistance. The State shall pay the Contractor for any resources utilized in performing such transition assistance at the most current rates provided by the contract. If there are no established contract rates, then the rate shall be mutually agreed upon. If the State terminates a project or this contract for cause, then the State will be entitled to offset the cost of paying the Contractor for the additional resources the Contractor utilized in providing transition assistance with any damages the State may have otherwise accrued as a result of said termination.  

20.
CHOICE OF LAW AND VENUE
This contract is governed by the laws of Montana. The parties agree that any litigation concerning this bid, proposal or subsequent contract must be brought in the First Judicial District in and for the County of Lewis and Clark, State of Montana and each party shall pay its own costs and attorney fees. (See section 18-1-401, MCA.)

21.
SCOPE, AMENDMENT, AND INTERPRETATION
21.1
Contract. This contract consists of (insert number) numbered pages, any Attachments as required, RFP10-1704P, as amended and the Contractor's RFP response as amended. In the case of dispute or ambiguity about the minimum levels of performance by the Contractor the order of precedence of document interpretation is in the same order. 

21.2
Entire Agreement. These documents contain the entire agreement of the parties. Any enlargement, alteration or modification requires a written amendment signed by both parties.

22.
EXECUTION

The parties through their authorized agents have executed this contract on the dates set out below.

	STATE OF MONTANA
	

	DEPARTMENT OF REVENUE
	(INSERT CONTRACTOR’S NAME) 

	PO Box 5805
	(Insert Address)

	Helena, MT 59604-7701
	(Insert City, State, Zip)

	
	FEDERAL ID # 

	
	

	
	

	BY: 

	BY: 


	(Name/Title)
	(Name/Title)

	
	

	
	

	

	


	(Signature)
	(Signature)

	
	

	DATE:  

	DATE:  


	
	

	
	

	Approved as to Legal Content:
	

	
	

	

	

	Legal Counsel
(Date)
	

	
	

	Approved as to Form:
	

	
	

	

	

	Procurement Officer
(Date)
	

	State Procurement Bureau
	


APPENDIX C:  Contractor Form for 
Confidentiality and Disclosure of Information
Contractor Form for 
Confidentiality and Disclosure of Information
Information received, processed and maintained by the Montana Department of Revenue (DOR) comes from a variety of sources.  DOR and the State of Montana have a responsibility to the public to maintain a high degree of confidence that the information furnished to DOR and/or the state is protected against unauthorized use, inspection or disclosure.  As a contractor or other person to whom tax returns or tax information is or may be disclosed as authorized by DOR in connection with the processing, storage, transmission and reproduction of tax returns and return information, the programming, maintenance, repair, testing, and procurement of equipment, and/or providing of other services for purposes of tax administration, you have a responsibility to abide by the confidentiality and disclosure laws to assure that confidential taxpayer information is kept secure. 
DOR administers several tax laws that stipulate taxpayer confidentiality requirements and disclosure limitations.  These laws, in general, provide that disclosing taxpayer information is unlawful.  In addition, users are required to take appropriate measures to prevent inadvertent disclosure or unauthorized use of taxpayer information. 

You are to access only the data required to accomplish the specific purposes for which you are provided access and only to the extent authorized.  You cannot access your own or, unless required to accomplish your specific purpose, another’s tax return or personally identifiable tax information.  You must not share or discuss the information you access, or are provided with, to any others except for work-related reasons and, then, only with those in your company or within the Department of Revenue who are authorized to access this information.  You may not tell anyone whether a person or entity has or has not filed a tax return.  All questions regarding disclosure of taxpayer information should be directed to the Department of Revenue’s disclosure officer. 

There are various penalties for making an unauthorized disclosure of confidential tax information under Montana law.  A person convicted of making an unauthorized disclosure is subject to a fine up to $500 and if the offender is an employee of the state, the offender must be dismissed from employment and may not hold a public office or public employment in the state for a period of one year from the date of dismissal. 

Federal law requires, and DOR has entered into agreements with federal agencies that require, DOR to give certain notices to each contractor or other persons to whom tax returns or tax information is or may be disclosed as authorized by DOR in connection with the processing, storage, transmission and reproduction of tax returns and return information, the programming, maintenance, repair, testing, and procurement of equipment, and providing of other services for purpose of tax administration.  Federal law also requires these persons to give further written notice to their officers and employees.  The agreements DOR has entered into include the following notice requirements:
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Contractor Confidentiality Form

1. That tax returns or tax information disclosed to each officer or employee can be used only for a purpose and to the extent authorized by DOR in connection with the processing, storage, transmission and reproduction of tax returns and return information, the programming, maintenance, repair, testing, and procurement of equipment, and providing of other services for purposes of tax administration.

2. That further disclosure of any tax returns or tax information for a purpose or to an extent unauthorized by DOR for these purposes constitutes a felony, punishable upon conviction by a fine of as much as $5,000, or imprisonment for as long as five years, or both, together with the costs of prosecution (IRC 7213);

3. That further inspection of any tax returns or tax information for a purpose or to an extent not authorized by DOR for these purposes constitutes a misdemeanor, punishable upon conviction by a fine of as much as $1,000, or imprisonment for as long as one year, or both, together with costs of prosecution (IRC 7213A); 

4. That any such unauthorized further inspection or disclosure of tax returns or tax information may also result in an award of civil damages against any person who is not an officer or employee of the United States in an amount not less than $1,000 for each act of unauthorized inspection or disclosure or the sum of actual damages sustained by the plaintiff as a result of such unauthorized disclosure or inspection as well as an award of costs and reasonable attorneys fees (IRC 7431); and

5. That if such person is an officer or employee of the United States, a conviction of an offense referenced in paragraph (2) or (3) results in dismissal from office or discharge from employment.

As a condition for obtaining access to tax returns, tax information, and confidential and proprietary information, I represent that I have read and understand the foregoing confidentiality statement and agreement and agree to abide by the laws related to its protection and disclosure. 

________________________________

_____________________________

Contractor Printed Name



Date

_________________________________

_____________________________

Contractor Signature



Phone
_________________________________
_____________________________

Company





Position
APPENDIX D:  REQUIREMENTS MATRIX
	Req No.
	Business Requirement Description
	M/O
	Meets
	Meets with Mod
	Does Not Meet
	Will Build
	Other

	
	Input/Scanning
	M=Mandatory

O=Optional 
	
	
	
	
	

	1
	Mail Room-Potentially expand the use of the OPEX Model 51 to include scanning 
	O
	
	
	
	
	

	2
	Eliminate the need to include patch/document separator sheets during the document prep process
	O
	
	
	
	
	

	3
	Need the ability to scan in both simplex and duplex (single and double side pages)
	M
	
	
	
	
	

	4
	Must be able to scan documents with bi-tonal and color image (and have control over these options)
	M
	
	
	
	
	

	5
	Scan multiple size forms (legal, 81/2 x 11, coupon)
	M
	
	
	
	
	

	6
	Scan envelops
	O
	
	
	
	
	

	7
	Scan, and receive images and index values from remote off-site scanners 
	O
	
	
	
	
	

	8
	Receive images in batch file transfer (e.g. FTP)
	O
	
	
	
	
	

	9
	Handle various sizes/shapes/thickness including onionskin intermixed or attached to a return
	M
	
	
	
	
	

	10
	Support centralized and decentralized scanning
	M
	
	
	
	
	

	11
	Ability to handle full color, gray scale, black and white, photos, htmls, graphics
	M
	
	
	
	
	

	12
	Ability to handle associated property tax documentation (pictures, blueprints, architectural diagrams, maps)
	O
	
	
	
	
	

	13
	Ability to handle peak volume processing.  Please refer to Volumes Section 3.6
Remittance Peaks: 

· Mid-month and end of month each month

· Quarterly estimated taxes (each quarter with busiest quarter being Q2)

· Annual Payments (busiest time is Q2)

· All remittance should be processed within 24 hours of receipt

Tax document processing peaks:

· Mid-month (every month: medium volumes)

· Quarterly (each quarter: medium volumes)

· Annual: (WTH w/W2/1099 due Feb 28: heavy volume)

· Heaviest volumes are end of Q1 through Q2: specifically Feb1 through May31st 

IIT returns requiring refund to be processed by end of May
	M
	
	
	
	
	

	14
	Ability to identify and scan remittance payments (checks) that accompany full page returns and documents.  Once detected and scanned, the scanner should auto sort to separate pocket payments from tax records and documents
	M
	
	
	
	
	

	15
	Double feed and jam detection (including roll back abilities if needed)
	M
	
	
	
	
	

	16
	Able to detect a check that if either found in a non-remittance batch or that does not have an accompanying return or document
	M
	
	
	
	
	

	17
	Ability to spray a DLN on each document in a batch
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Image Enhancement
	
	
	
	
	
	

	18
	Ability to handle and correct image skew 
	M
	
	
	
	
	

	19
	Ability to automatically deshade
	O
	
	
	
	
	

	20
	Ability to automatically despeckle
	M
	
	
	
	
	

	21
	Ability to automatically orient images within a record
	O
	
	
	
	
	

	22
	Ability to remove lines, edges
	M
	
	
	
	
	

	23
	Ability to crop image
	M
	
	
	
	
	

	24
	Ability to rotate image
	M
	
	
	
	
	

	25
	Ability to compress image to G3/G4 storage compression
	M
	
	
	
	
	

	26
	Ability to monitor scanning resolution, image skew, image rotation, and cropping
	M
	
	
	
	
	

	27
	Ability to zoom 
	M
	
	
	
	
	

	28
	Ability to replace bad images
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Image/Data Capture
	
	
	
	
	
	

	29
	Ability to identify records within a batch without separator sheets by (form id, 1-d , 2-d, form layout)
	O
	
	
	
	
	

	30
	Ability to handle different formats of the same form within the same batch or job without separator sheets
	O
	
	
	
	
	

	31
	Ability to identify a check that does not have MICR
	O
	
	
	
	
	

	32
	Ability to remove blank images (back of a single sided form scanned in a duplex  batch)
	M
	
	
	
	
	

	33
	Ability to spray a sequence number or transaction identifier on each image in a batch 
	0
	
	
	
	
	

	34
	Ability to intermix records with and without payment without presorting 
	0
	
	
	
	
	

	35
	Ability to create multiple scanning jobs for each form type (singles, multiples, splits, various)
	M
	
	
	
	
	

	36
	Ability to handle all scanning jobs without separator sheets between each return
	O
	
	
	
	
	

	37
	Ability to rescan a specific item, page, or form without rescanning an entire batch
	M
	
	
	
	
	

	38
	Ability to support scan resolution of (average) 200dpi up to 300dpi (as needed)
	M
	
	
	
	
	

	39
	Ability to handle multiple images per transaction
	M
	
	
	
	
	

	40
	Ability to handle mixed form types within a batch
	O
	
	
	
	
	

	41
	Ability to retrieve a batch submitted for corrective actions for resubmission
	M
	
	
	
	
	

	42
	Ability to page forward and backward through records in any batch at any time through the data capture process
	M
	
	
	
	
	

	43
	Ability to allow manual or automatic exports of image files
	M
	
	
	
	
	

	44
	Ability to handle structured and unstructured form recognition
	O
	
	
	
	
	

	45
	Receive images in bulk transfer 
	M
	
	
	
	
	

	46
	Ability to Key From Image
	M
	
	
	
	
	

	47
	Ability to Key From Paper
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Data Recognition
	
	
	
	
	
	

	48
	Ability to capture data from front and back of document
	M
	
	
	
	
	

	49
	Ability to read 1-D and 2-D barcodes
	M
	
	
	
	
	

	50
	Ability to read micr (Magnetic Ink Character Recognition) (check fonts) (if part of solution)
	M
	
	
	
	
	

	51
	Perform OCR (Optical Character Recognition) off mutually agreed upon documents
	M
	
	
	
	
	

	52
	Perform ICR (Intelligent Character Recognition) (handwriting) off mutually agreed upon documents
	M
	
	
	
	
	

	53
	Perform OMSR (Optical mark sense recognition) (bubble) off returns
	M
	
	
	
	
	

	54
	Perform CAR/LAR recognition on checks (if part of solution)
	M
	
	
	
	
	

	55
	Ability to capture data from unstructured forms without a template
	O
	
	
	
	
	

	56
	Provide multiple recognition engines and custom voting algorithms to be configured to further improve read results
	M
	
	
	
	
	

	57
	Must be able to index records by multiple fields (minimum ten fields)
	M
	
	
	
	
	

	58
	Ability to assign confidence scores per form type, per field, and per character
	M
	
	
	
	
	

	59
	Ability to perform multiple table lookups for field validation (e.g. SSN/NAME, FEIN/Account #)
	M
	
	
	
	
	

	60
	Ability to apply business rules by form, data blocks, and field levels
	M
	
	
	
	
	

	61
	Ability to support double key verification
	M
	
	
	
	
	

	62
	Ability to configure multiple user displays per keying template
	O
	
	
	
	
	

	63
	Ability for IDR (Intelligent Document Recognition)
	0
	
	
	
	
	

	64
	Ability to read barcodes no matter the document orientation
	M
	
	
	
	
	

	65
	Ability to read scanlines no matter the document orientation
	M
	
	
	
	
	

	66
	Ability to key in Form ID corrections
	M
	
	
	
	
	

	67
	Ability to set purge rules
	M
	
	
	
	
	

	68
	Ability to insert/replace/add an image into a batch at any point in the data capture process (or provide clear method for finding document scanning issues within the data capture process)
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Remittance Processing
	
	
	
	
	
	

	69
	Perform Check only processing 
	M
	
	
	
	
	

	70
	Perform Singles processing 
	M
	
	
	
	
	

	71
	Perform Multiples processing (single doc/multi checks, multi docs/single check, multi docs/multi checks) 
	M
	
	
	
	
	

	72
	Add camera to capture back of documents (if included with enhanced remittance processing)
	M
	
	
	
	
	

	73
	Image after Endorsement/encoding sprayed (if included with enhanced remittance processing)
	M
	
	
	
	
	

	74
	Encode and Endorse (if included in solution option)
	M
	
	
	
	
	

	75
	Allow for out of Balance processing (if included in solution option)
	M
	
	
	
	
	

	76
	Deposit Reporting 
	M
	
	
	
	
	

	77
	Export of Images and Indices (desired whether using existing HW/SW or if included in another solution option)
	M
	
	
	
	
	

	78
	Export of Data (if included in solution option)
	M
	
	
	
	
	

	79
	Must provide for return/voucher data capture, either within the remittance process or within the data capture process (if included in solution option)
	M
	
	
	
	
	

	80
	Ability to process No Pay remittance vouchers (if included in solution option)
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	User Configurability
	
	
	
	
	
	

	81
	DOR must be able to scroll up and down and left and right on full image
	M
	
	
	
	
	

	82
	Application must highlight characters with low confidence scores
	M
	
	
	
	
	

	83
	DOR  cursor must default to the character that needs verified within the field
	M
	
	
	
	
	

	84
	Must support 10 key verification (embedded keypad) operation without requiring mouse controls
	M
	
	
	
	
	

	85
	Allow DOR keying verification if character confidence is below business requirement
	M
	
	
	
	
	

	86
	Ability to support right alignment for data display 
	M
	
	
	
	
	

	87
	Ability to support an undo function for last action performed by user
	O
	
	
	
	
	

	88
	Ability for DOR to override any data in any field on any form 
	M
	
	
	
	
	

	89
	DOR must be able to magnify an image or section of an image
	M
	
	
	
	
	

	90
	Must support Check 21 processing
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Image and Data Exporting
	
	
	
	
	
	

	91
	Ability to export image or data in XML, PDF, HTML, ASCII, Word, TIF, JPEG, TIFF, etc.
	M
	
	
	
	
	

	92
	Prebuilt workflow integration to leading Enterprise Content Management/Electronic Document Management Systems that include integrated document archive and retrieval (such as IBM Content Manager/On Demand, Filenet, etc.)
	O
	
	
	
	
	

	93
	Ability to transfer files using State of Montana secure file transfer service-Epass
	M
	
	
	
	
	

	94
	Receive requests for images from GenTax, send images to GenTax/Orion with remittance data, return date, initial and updated index data, and correspondence images and indices
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Interfaces
	
	
	
	
	
	

	95
	Data transfer capability to Orion (SQL Server)
	M
	
	
	
	
	

	96
	Data transfer capability to GenTax (Oracle)
	M
	
	
	
	
	

	97
	If the proposal includes the option to upgrade the OPEX 51 to address scanning, then an interface needs to be created between the OPEX equipment and the scanning/imaging equipment for workflow completion  
	M
	
	
	
	
	

	98
	Existing Remittance NCR7780 HW; Wausau Financial Systems SW (if included in solution option)
	M
	
	
	
	
	

	99
	Existing Viking data capture system; assumed upgraded (if this system is included in solution option)
	M
	
	
	
	
	

	100
	Ability to transfer individual files or full batches among business units. 
	O
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Reporting
	
	
	
	
	
	

	101
	Stats per individual employee (key strokes per second, minute, hour, time, average, daily, weekly, annual)
	M
	
	
	
	
	

	102
	Stats per job type
	M
	
	
	
	
	

	103
	Ability to export reports to Microsoft products (e.g. Excel, Word, PowerPoint, Access)
	O
	
	
	
	
	

	104
	Ability to provide online parameter-driven queries that provide users with information to facilitate daily operations
	M
	
	
	
	
	

	105
	The ability to create ad hoc reports with user-friendly reporting tool (e.g. drag and drop, point and click) that has a Windows based view
	M
	
	
	
	
	

	106
	The ability to store ad hoc report definitions in an online library
	O
	
	
	
	
	

	107
	The ability to copy and modify ad hoc reports in the library
	O
	
	
	
	
	

	108
	The ability to view ad hoc reports online
	O
	
	
	
	
	

	109
	The ability to schedule reports to run by date, time
	M
	
	
	
	
	

	110
	The ability to capture data to support the calculations of reports
	M
	
	
	
	
	

	111
	Ability to easily search for reports
	M
	
	
	
	
	

	112
	Ability to create ad hoc reports by time slices (e.g. year/month/day/hour) utilizing date ranges
	M
	
	
	
	
	

	113
	Ability to create ad hoc reports by tax type, form type, job type
	M
	
	
	
	
	

	114
	Ability to create ad hoc reports by user groups, individual users
	M
	
	
	
	
	

	115
	Ability to produce reports on inventories 
	M
	
	
	
	
	

	116
	Ability to produce reports on system metrics
	M
	
	
	
	
	

	117
	Ability to produce aging reports
	M
	
	
	
	
	

	118
	Ability to produce dashboard reports for executive views
	O
	
	
	
	
	

	119
	System should report down time, idle time, availability, etc.
	O
	
	
	
	
	

	120
	Actual and average time to key each document per job type summary reports per day of all jobs by system or as a whole unit 
	M
	
	
	
	
	

	121
	ICR, OCR, MICR, OMSR, 1-D, 2-D , LAR, CAR read rates per job type
	O
	
	
	
	
	

	122
	Stats of characters read with high confidence that were corrected by DOR
	M
	
	
	
	
	

	123
	Provide exception reporting for defined business exceptions
	O
	
	
	
	
	

	124
	Provide batch status report 
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Administration Functions
	
	
	
	
	
	

	125
	Ability to monitor the entire system online in real-time
	M
	
	
	
	
	

	126
	Ability to send alerts to designated workers when defined events occur (e.g. age, etc) 
	O
	
	
	
	
	

	127
	Ability to monitor work lists, groups, and individuals online
	M
	
	
	
	
	

	128
	Ability to monitor work lists by type, volume and age online
	M
	
	
	
	
	

	129
	Ability to automatically and manually assign work to predefined work groups or individuals based on configurable business rules
	M
	
	
	
	
	

	130
	Ability to automatically and manually redirect or level workload based on configurable business defined priorities and staff availability
	M
	
	
	
	
	

	131
	Ability to establish routing rules based on business rules maintained online
	M
	
	
	
	
	

	132
	Ability to set up work list by group or individual without programming
	M
	
	
	
	
	

	133
	Ability to prioritize work list based on configurable business rules
	M
	
	
	
	
	

	134
	Ability to establish user access by multiple work levels 
	M
	
	
	
	
	

	135
	Ability to export metrics into Microsoft Office products
	0
	
	
	
	
	

	136
	Ability to automatically or manually monitor image quality
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Capacity and Scalability
	
	
	
	
	
	

	137
	Capacity must plan for a 20% a year growth for five years
	M
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	Technical Requirement Description
	
	
	
	
	
	

	
	PC/Workstation
	
	
	
	
	
	

	138
	Prefer software to work with (monitor size; i.e.19 inch LCD display (setting 1280 x 1024 resolution))
	O
	
	
	
	
	

	139
	Compatible with Microsoft Office 2007
	M
	
	
	
	
	

	140
	Compatible with ESET NOD32 Antivirus v 4
	O
	
	
	
	
	

	141
	Compatible with Adobe Reader - version 7.0 and higher
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Server
	
	
	
	
	
	

	142
	Application is required to run on Montana DOR owned servers and must be located at Montana DOR site  
	M
	
	
	
	
	

	143
	Application must run on Windows Server 2008 64 bit
	M
	
	
	
	
	

	144
	Dell hardware is preferred (DOR is currently supplying, but if additional servers are needed, please suggest hardware  recommendations)
	O
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	Database
	
	
	
	
	
	

	145
	The process flow must be compatible with an Oracle Database (GenTax) (format must be able to be accepted by Oracle Database)
	M
	
	
	
	
	

	146
	The process flow and storage capacity must be compatible with SQL Server (ORION)
	M
	
	
	
	
	

	147
	MS Access cannot be used within application
	M
	
	
	
	
	

	148
	Images should not be over 400KB each
	O
	
	
	
	
	

	149
	The solution will recommend image storage needed 
	M
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	Security
	
	
	
	
	
	

	150
	Ability to provide role-based security levels
	M
	
	
	
	
	

	151
	Ability to manage and maintain all application and database security within Active Directory 
	M
	
	
	
	
	

	152
	Security patches must be able to be applied to this environment (servers and workstations) using Montana DOR's existing patch management process and timelines
	M
	
	
	
	
	

	153
	Contractor must provide a security matrix outlining application roles and detailing what functions are associated with each role
	M
	
	
	
	
	

	154
	Servers will be hardened in accordance with Microsoft recommendations.  All unnecessary services will be disabled  
	M
	
	
	
	
	

	155
	The system should have a "block" on it to be sure that a single user is not able to run a return from beginning to end (if not already included in role-based security levels) (separation of duties)
	M
	
	
	
	
	

	156
	An audit table/trail must be kept and accessible to specified roles
	M
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	AD Development
	
	
	
	
	
	

	157
	Business rules must be configurable
	M
	
	
	
	
	

	158
	Must be able to introduce new forms as needed. Form development must be configurable
	M
	
	
	
	
	

	159
	Software should be configurable to add new scan jobs, new forms and business rules without requiring extensive customized code
	O
	
	
	
	
	

	160
	Data Fields within system must be programmable (e.g. perform calcs ) without requiring custom code outside of the base software
	M
	
	
	
	
	

	161
	Allow capabilities to easily customize standard reports and/or create new reports 
	M
	
	
	
	
	

	162
	Require system to have application version controls (maintain history of modifications, who performed modifications and when (date))
	M
	
	
	
	
	

	163
	Must incorporate any site specific custom programming into the generally available product within nine months of implementation at the Department of Revenue   
	O
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	Miscellaneous
	
	
	
	
	
	

	164
	Must provide minimum of three environments (Production, Development and Test) 
	M
	
	
	
	
	

	165
	The Test and Development environments may be scaled down in size but must include full capabilities as the Production environment
	M
	
	
	
	
	

	166
	Application should support load balancing 
	M
	
	
	
	
	

	167
	The ability to fully recover all application system (data) after any system failure to the point of time of the failure
	M
	
	
	
	
	

	168
	A system response time (as measured by the time from which a transaction or request is entered by the user into the system until the point a response is sent by the system and displayed on the users' workstation screen) of 97% successfully completed transactions under one second while supporting a minimum of 140 concurrent users   
	M
	
	
	
	
	

	169
	System must be designed with no single points of failure.  If single points of failure are recommended, please explain why they are appropriate
	M
	
	
	
	
	

	170
	System must provide error logging and alert/alarm functions.  Vendor must describe the error logging and alert/alarm functions being proposed
	M
	
	
	
	
	

	171
	System must provide built-in monitoring tools for system performance
	M
	
	
	
	
	

	
	 
	
	
	
	
	
	

	
	Network
	
	
	
	
	
	

	172
	Application will be constructed to function in the most efficient manner minimizing network traffic and communication in a switched network environment
	M
	
	
	
	
	

	173
	Application will not require use of multicast or broadcast services
	M
	
	
	
	
	

	174
	Application will not require any non-network device (i.e. servers) to source route
	M
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Support
	
	
	
	
	
	

	175
	Contractor will provide ongoing support, maintenance and upgrade information as per contract agreement
	M
	
	
	
	
	

	176
	Contractor will provide support during the following peak processing periods during the first year after implementation:

Remittance Peaks: 

· Mid-month and end of month each month

· Quarterly estimated taxes (each quarter with busiest quarter being Q2)

· Annual Payments (busiest time is Q2)

· All remittance should be processed within 24 hours of receipt

Tax document processing peaks:

· Mid-month (every month: medium volumes)

· Quarterly (each quarter: medium volumes)

· Annual: (WTH w/W2/1099 due Feb 28: heavy volume)

· Heaviest volumes are end of Q1 through Q2: specifically Feb1 through May31st 

· IIT returns requiring refund to be processed by end of May. 
	M
	
	
	
	
	

	177
	Contractor will provide initial training for system users
	M
	
	
	
	
	

	178
	Contractor will provide testing support
	M
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