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INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

Follow the format required in the RFP when preparing your response. Provide responses in a clear and concise manner.

Provide complete answers/descriptions. Read and answer all questions and requirements. Proposals are evaluated based solely on the information and materials provided in your written response.

Use any forms provided, e.g., cover page, 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. Late proposals are never accepted.

The following items MUST be included in the response.

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

(
Signed Cover Sheet

(
Signed Addenda (if appropriate) in accordance with Section 1.4.3

(
Address all mandatory requirements in accordance with Section 1.6.3

(
Correctly executed State of Montana "Affidavit for Trade Secret Confidentiality" form, if claiming information to be confidential or proprietary in accordance with Section 2.3.1.

(
In addition to a detailed response to all requirements within Sections 3, 4, 5, and Appendix E, offeror must acknowledge that it has read, understands, and will comply with each section/subsection listed below by initialing the line to the left of each. If offeror cannot meet a particular requirement, provide a detailed explanation next to that requirement.
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SCHEDULE OF EVENTS

EVENT
DATE
RFP Issue Date
May 5, 2014
Pre-Proposal Conference
May 16, 2014
Deadline for Receipt of Written Questions
May 22, 2014
Deadline for Posting Written Responses to the State's Website
May 29, 2014
RFP Response due Date
June 13, 2014
Notification of Offeror Interviews/Product Demonstrations
June 30, 2014*
Offeror Interviews/Product Demonstrations
July 14 – 18, 2014*
Intended Date for Contract Award
September 3, 2014*
*The dates above identified by an asterisk are included for planning purposes. These dates are subject to change.
SECTION 1:  INTRODUCTION AND INSTRUCTIONS
1.1
INTRODUCTION
The STATE OF MONTANA, Legislative Services Division ("State") is seeking a contractor to provide a base system and full life cycle development services to integrate software and hardware to conduct current business processes on a modern technology platform that provides process efficiencies, system maintainability, and expanded functionality. The core data in this system is the state’s legal statutes, the Montana Code Annotated (MCA). A more complete description of the services to be provided is found in Section 3. 
1.2
CONTRACT PERIOD
The contract period is three year(s), beginning September 3, 2014, and ending September 2, 2019, inclusive. The parties may mutually agree to a renewal of this contract in one-year intervals, or any interval that is advantageous to the State. This contract, including any renewals, may not exceed a total of 10 years, at the State's option.

1.3
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and announced by the procurement officer, offerors shall not communicate with any state staff 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:

Procurement Officer: Penny Moon
Telephone Number: (406) 444-3313
Fax Number: (406) 444-2529
E-mail Address: pmoon@mt.gov 
1.4
REQUIRED REVIEW

1.4.1 Review RFP.  Offerors shall carefully review the entire RFP. Offerors shall promptly notify the procurement officer identified above via e-mail or in writing of any ambiguity, inconsistency, unduly restrictive specifications, or error that they discover. In this notice, the offeror shall include any terms or requirements within the RFP that preclude the offeror from responding or add unnecessary cost. Offerors shall provide an explanation with suggested modifications. The notice must be received by the deadline for receipt of inquiries set forth in Section 1.4.2. The State will determine any changes to the RFP. 

1.4.2 Form of Questions.  Offerors having questions or requiring clarification or interpretation of any section within this RFP must address these issues via e-mail or in writing to the procurement officer listed above on or before May 22, 2014. Offerors are to submit questions using the Vendor RFP Question and Answer Form available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575. Clear reference to the section, page, and item in question must be included in the form. Questions received after the deadline may not be considered.
1.4.3 State's Response.  The State will provide a written response by May 29, 2104 to all questions received by May 22, 2014. The State's response will be by written addendum and will be posted on the State's website with the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed. Any other form of interpretation, correction, or change to this RFP will not be binding upon the State. Offerors shall sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 

1.5
PRE-PROPOSAL CONFERENCE/CONFERENCE CALL
An optional Pre-Proposal Conference/Conference Call will be conducted May 16, 2014 at 10:00 a.m. Mountain Standard Time MST in Room 405, State Capitol, 1301 E 6th Ave, Helena, MT  59601. Offerors are encouraged to use this opportunity to ask clarifying questions, obtain a better understanding of the project, and to notify the State of any ambiguities, inconsistencies, or errors discovered upon examination of this RFP. All responses to questions during the Pre-Proposal Conference/Conference Call will be oral and in no way binding on the State. Participation in the Pre-Proposal Conference/Conference Call is optional; however, it is advisable that all interested parties participate.
If calling from the Helena area, call (406) 444-7956. If calling from outside the Helena area, call (888) 224-5889. The password for both numbers is 7100.
1.6
GENERAL REQUIREMENTS
1.6.1 Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, offeror accepts the standard terms and conditions and contract set out in Appendices A and B, respectively. Much of the language included in the standard terms and conditions and contract reflects the requirements of Montana law.

Offerors requesting additions or exceptions to the standard terms and conditions, or to the contract terms, shall submit them to the procurement officer listed above by the date specified in Section 1.4.2. A request must be accompanied by an explanation 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 to the standard terms and conditions and contract language with the highest scoring offeror during contract negotiation. 
The State shall identify any revisions to the standard terms and conditions and contract language in a written addendum issued for this RFP. The addendum will apply to all offerors submitting a response to this RFP. The State will determine any changes to the standard terms and conditions and/or contract. 

1.6.2 Resulting Contract.  This RFP and any addenda, the offeror's RFP response, including any amendments, a best and final offer (if any), and any clarification question responses shall be incorporated by reference in any resulting contract.
1.6.3 Mandatory Requirements.  To be eligible for consideration, an offeror must meet all mandatory requirements as listed in Section 5.1. The State will determine whether an offeror's proposal complies with the requirements. Proposals that fail to meet any mandatory requirements listed in this RFP will be deemed nonresponsive.

1.6.4 Understanding of Specifications and Requirements.  By submitting a response to this RFP, offeror acknowledges it understands and shall comply with the RFP specifications and requirements.

1.6.5 Offeror's Signature.  Offeror's proposal must be signed in ink by an individual authorized to legally bind the offeror. The offeror's signature guarantees that the offer has been established without collusion. Offeror shall provide proof of authority of the person signing the RFP upon State's request.
1.6.6 Offer in Effect for 120 Calendar Days.  Offeror agrees that it may not modify, withdraw, or cancel its proposal for a 120-day period following the RFP due date or receipt of best and final offer, if required.
1.7
SUBMITTING A PROPOSAL
1.7.1 Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP.  Proposals should be bound, and must include tabbed dividers separating each section.  Proposal pages must be consecutively numbered.

All subsections not listed in the "Instructions to Offerors" on page 3 require a response. Restate the section/subsection number and the text immediately prior to your written response.

Unless specifically requested in the RFP, 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 proposal, specific page numbers and sections must be noted. The evaluator/evaluation committee is not required to search through the proposal or literature to find a response.
The State encourages offerors to use materials (e.g., paper, dividers, binders, brochures, etc.) that contain post-consumer recycled content. Offerors are encouraged to print/copy on both sides of each page.

1.7.2 Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions. Further, the State may deem a proposal nonresponsive or disqualify it from further consideration if it does not follow the response format, is difficult to read or understand, or is missing requested information.
1.7.3 Multiple Proposals.  Offerors may, at their option, submit multiple proposals. Each proposal shall be evaluated separately.
1.7.4 Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and 11 copies to the State Procurement Bureau. In addition, offerors must submit two electronic copies on compact disc (CD) or universal serial bus (USB) flash drive in Microsoft Word and portable document format (PDF). If any confidential materials are included in accordance with the requirements of Section 2.3.2, they must be submitted on a separate CD or USB flash drive.
each Proposal must be sealed and labeled on the outside of the package clearly indicating it is in response to RFP14-2879P. Proposals must be received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, June 13, 2014. Offeror is solely responsible for assuring delivery to the reception desk by the designated time.
1.7.5 Facsimile Responses.  A facsimile response to an RFP will ONLY be accepted on an exception basis with prior approval of the procurement officer and only if it is received in its entirety by the specified deadline.  Responses to RFPs received after the deadline will not be considered.

1.7.6 Late Proposals.  Regardless of cause, the State shall not accept late proposals. Such proposals will automatically be disqualified from consideration. Offeror may request the State return the proposal at offeror's expense or the State will dispose of the proposal if requested by the offeror. (See Administrative Rules of Montana (ARM) 2.5.509.)
1.8
COSTS/OWNERSHIP OF MATERIALS
1.8.1 State Not Responsible for Preparation Costs.  Offeror is solely responsible for all costs it incurs prior to contract execution.
1.8.2 Ownership of Timely Submitted Materials.  The State shall own all materials submitted in response to this RFP.
SECTION 2:  RFP STANDARD INFORMATION

2.1
AUTHORITY

The RFP is issued under 18-4-304, Montana Code Annotated (MCA) and ARM 2.5.602. 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. The State shall use only the evaluation criteria outlined in this RFP.
2.2
Offeror Competition
The State encourages free and open competition to obtain quality, cost-effective services and supplies. The State designs specifications, proposal requests, and conditions to accomplish this objective.
2.3
Receipt of Proposals and Public Inspection
2.3.1 Public Information.  Subject to exceptions provided by Montana law, all information received in response to this RFP, including copyrighted material, is public information.  Proposals will be made available for public viewing and copying shortly after the proposal due date and time.  The exceptions to this requirement are:  (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 18-4-304, MCA.  The State provides a copier for interested parties' use at $0.10 per page.  The interested party is responsible for the cost of copies and to provide personnel to do the copying. 

2.3.2 Procurement Officer Review of Proposals.  Upon opening the proposals in response to this RFP, the procurement officer will review the proposals for information that meets the exceptions in Section 2.3.1, providing the following conditions have been met:

●
Confidential information (including any provided in electronic media) 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 the 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 shall pay all of its legal costs and related fees and expenses associated with defending a claim for confidentiality should another party submit a "right to know" (open records) request.
2.4
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.4.1 Initial Classification of Proposals as Responsive or Nonresponsive.  The State shall initially classify all proposals as either "responsive" or "nonresponsive" (ARM 2.5.602).  The State may deem a proposal nonresponsive if:  (1) any of the required information is not provided; (2) the submitted price is found to be excessive or inadequate as measured by the RFP criteria; or (3) the proposal does not meet RFP requirements and specifications.  The State may find any proposal to be nonresponsive at any time during the procurement process. If the State deems a proposal nonresponsive, it will not be considered further.

2.4.2 Determination of Responsibility.  The procurement officer will determine whether an offeror has met the standards of responsibility consistent with ARM 2.5.407. An offeror may be determined nonresponsible at any time during the procurement process if information surfaces that supports a nonresponsible determination. If an offeror is found nonresponsible, the procurement officer will notify the offeror by mail. The determination will be included within the procurement file.

2.4.3 Evaluation of Proposals.  An evaluator/evaluation committee will evaluate all responsive proposals based on stated criteria and recommend an award to the highest scoring offeror. The evaluator/evaluation committee may initiate discussion, negotiation, or a best and final offer. In scoring against stated criteria, the evaluator/evaluation committee may consider such factors as accepted industry standards and a comparative evaluation of other proposals in terms of differing price and quality. 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.

2.4.4 Completeness of Proposals.  Selection and award will be based on the offeror's proposal and other items outlined in this RFP. Proposals may not include references to information such as Internet websites, 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.
2.4.5 Achieve Minimum Score.  Any proposal that fails to achieve 60% of the total available points for Sections 3.2, 3.3, 3.4, 4.2.2, or 4.2.6 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.

2.4.6 Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration.  After receipt of proposals and prior to the recommendation of award, the procurement officer 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 their proposal. Oral presentations and product demonstrations, if requested, shall be at the offeror's expense. 

2.4.7 Best and Final Offer.  Under Montana law, the procurement officer may request a best and final offer if additional information is required to make a final decision. The State reserves the right to request a best and final offer based on price/cost alone. Please note that the State rarely requests a best and final offer on cost alone.
2.4.8 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 with the evaluator's/evaluation committee's recommendation.
2.4.9 Request for Documents Notice.  Upon concurrence with the evaluator's/evaluation committee's recommendation, the procurement officer will request from the highest scoring offeror the required documents and information, such as insurance documents, contract performance security, an electronic copy of any requested material (e.g., proposal, response to clarification questions, and/or best and final offer), and any other necessary documents. Receipt of this request 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.

2.4.10 Contract Execution.  Upon receipt of all required materials, a contract (Appendix B) incorporating the standard terms and conditions (Appendix A), as well as the highest scoring offeror's proposal, 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 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 signed by all parties.
2.5
STATE'S RIGHTS RESERVED

While the State has every intention to award a contract resulting from this RFP, issuance of the RFP in no way constitutes a commitment by the State 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 (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 that would not have significant impact on any proposal (ARM 2.5.505);

●
Not award a contract, if it is in the State's best interest 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 (18-4-313, MCA). 

SECTION 3:  PROVISION OF SERVICES
To enable the Legislative Services Division (LSD) to determine the capabilities of an Offeror to provide the services specified in this RFP, the Offeror must respond to the following regarding its ability to meet LSD’s requirements.
All subsections of Section 3 not listed in the "Instructions to Offerors" on page 3 require a response. Restate the subsection number and the text immediately prior to your written response.

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.
3.1
INTRODUCTION

LSD intends to acquire a base system and full life cycle development services to integrate software and hardware to conduct current business processes on a modern technology platform that provides process efficiencies, system maintainability, and expanded functionality. The core data in this system is the State’s legal statutes, the Montana Code Annotated (MCA). It is of utmost importance that the integrity of the MCA data be impeccably maintained throughout the project.

Section 3 of this RFP is divided into four parts:

3.1
Introduction

3.2
Project Management – tasks related to running the project through and between all stages of development and production

3.3
System Requirements – system business flows and requirements

3.4
Project Infrastructure and Architecture – items and tasks related to system environment and infrastructure and items and tasks related to system operations, maintenance, and support

Included with this RFP is a set of reference documents that will expand upon the needs and requirements included in Section 3 and that will provide additional information on LSD’s current business processes and volumes. The following reference information items are included as Appendices to this RFP and are either attached hereto or posted to the website: 

C – Acronyms and Terms – Terminology used in this RFP to describe the business environment and required functionality. 

D – Business Processes – Descriptions and workflows of the business processes addressed in this RFP.

E – Requirements Traceability Matrix (RTM)

F – Current Environment – Overview of the current technical environment 

G – Existing Structure – Includes diagrams and high level details of the mainframe and WordPerfect macro environments. 

H – Deliverables – List of expected deliverables with a brief description.

I – 2014 Bill Drafting Manual-Provides a detailed description of the Montana 2014 bill drafting procedures.
The vision for this system is:

· A unified system and MCA database as the source for all processed and produced information within the scope of this RFP.
· Ease of use via intuitive and user-friendly interfaces.
· Common workflow used for all bills, whether they originate electronically or on paper.
· Reduced paper processing (passing, storing, retrieving) by using workflows, scanned documents, and mobile technologies where feasible and desirable.
· An integrated system for all in-scope business processes.
· One base technology platform for all included business processes.
· Automated document and content retention.
· Documented, defined, and implemented process and business rules within the system.
This system must replace a number of systems posing significant risk to the organization.  Replacements of the following items are critical in scope project areas:

1. TextDBMS

2. WordPerfect

3. Publication Processes – numerous technologies, including Ventura and Folio, and many manual tasks that are time-consuming and error-prone

4. LAWS Status – The LAWS environment is comprised of a number of components. The front-end pieces must be replaced with this system. The database and web presentation must either be replaced or fully integrated to the new system by the offeror.

a. LAWS DB – Database – Oracle

b. LAWS STATUS-Front end (Oracle Forms, Reports, and PL/SQL)

c. LAWS WEB-A web application

i. http://laws.leg.mt.gov/legprd/law0203w$.startup?P_SESS=20131

d. Website – Displays data and information from queries into the LAWS DB

i. http://leg.mt.gov/css/default.asp  

A full description of the LSD business processes is provided in Appendix D.  This Appendix includes all details on functions included in each of the high-level categories below.  For purposes of this project, the primary business processes include but are not limited to:

· MCA Code Update and Interim Code Update Processes

· MCA Annotations Update Process

· MCA Online and MCA on CD-ROM Processes

· Session Laws Publication Processes

· Bill and Amendment Drafting Processes

· Bills with Fiscal Impact

· Fiscal Note Management

· Daily Journal Process

These additional business process areas are related to those above but are lower priority. If the new system does not accommodate these functional areas, some interfaces may be required to provide data to the existing business processes and information systems.

· Agenda Preparation and Vote System Processes

· Audio/Video Streaming and Archiving Processes

· Public Access Process

· Communications Office and Information Desk

· Sergeant’s Office Processes

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

3.2
PROJECT MANAGEMENT
The approach and methodology proposed by the offeror in response to this RFP must account for the components listed below. The offeror is expected to create and support all phases and associated deliverables and metrics as set forth by the Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK). A detailed description of this methodology is available from PMI (www.pmi.org).  

If the offeror is not using PMI’s PMBOK, the offeror must submit a matrix mapping how each PMI phase and deliverable is met by the proposed methodology. Any other proposed methodology must be described in detail.  If a blended “agile-like” methodology is proposed, the offeror must provide detailed information regarding the source and development of the methodology itself. Particular attention should be placed on how the methodology provides visibility into progress metrics during each project stage and how users are involved in the design process surrounding modification to the base/framework system.

3.2.1 Methodology.  The offeror’s proposal must provide detailed documentation that describes the proposed methodology and all deliverables, metrics, and documentation in a detail level that includes, at a minimum, the following discipline areas or an equivalent as identified by the offeror.
3.2.1.1 Project Stages.  Describe the work done in each stage, identify key personnel (by role) involved in each stage, describe metrics used to report progress, and provide details of how work will be conducted if any of these stages overlap due to a phased implementation schedule. 

· Initiate 

· Plan 

· Execute 

· Control 

· Close 

3.2.1.2 Project Management Activities.  The offeror must describe how each of these activities will be conducted, identify key personnel (by role) completing work on each activity, and describe how any overlapping or iterative activities will be managed and reported (for example, testing each iteration and/or phase).  

· Project Management

· System Requirements Specification

· Risk Management 

· Requirements Management 

· Configuration Management and Change Control 

· Communications 

· Training 

· Testing 

· Scope Management 

· Schedule Management

· Cost Management 

· Quality Management 

· Resources Management 

· System Development 

LSD requires specific progress, efficiency, and burn metrics to be provided for the schedule and cost management areas. These metrics will alert the joint project management team to areas that are running ahead or behind schedule. This information will allow the team to adjust resources, tasks, and plans to ensure the project meets expected delivery timelines and objectives. At a minimum, the offeror must define a plan for performance measurement for the cost and schedule areas. The plan must include the specific points in the project schedule when measurements will be taken and must define the measurement techniques that will be used to compare actual values to estimated values of each type. Measurement points should be frequent enough to allow adjustments to be made that will have a positive impact on the current project phase. The goal is to evaluate information during a work effort, not at the end when the effort is complete and cannot be changed.  The offeror must include an action strategy that defines the actions that will be taken when acceptable thresholds for each measurement have been breached. The offeror must include monthly reporting that includes the hours by major activity for each offeror resource working on the project.
LSD has established a SharePoint project site in a cloud hosted location that will be used to manage all project artifacts and information. This includes project documents, deliverables, requirements, testing and training materials, status, metrics and other such project artifacts. Contractor users will be provided access to this site as needed to manage work and deliverables.
3.2.1.3 Software Development Life Cycle.  The offeror must describe how the proposed methodology will address each of the system life cycle stages and identify the key personnel (by role) involved in the stage. Each of these stages must be easily identifiable in the proposed project schedule.  

· Planning

· Requirements Definition

· Gap Analysis

· Infrastructure

· Preliminary Architecture

· Database Design

· User Interface Design

· Resources (Hardware, Software, Staff)

· Design

· Programming

· Quality Assurance

· Test Planning (Implementation, Result Validation, Cycle Management)

· Unit Testing

· Module Integration

· Software Integration Testing

· Report and Interface Integration

· Report and Interface Testing

· System Integration

· System Testing

· Acceptance Planning

· Acceptance Testing

· Installation 

· Deployment

· Closeout

· Warranty

· System Maintenance

3.2.1.4 Development Phases.  LSD suggests that the offeror develop and implement the SSR project in two phases. As such, LSD has structured this RFP and the core requirements as they would fall into the suggested two-phase development structure. If the offeror chooses a different deployment schedule, it must incorporate every element included below into the new structure and must provide a detailed basis for the proposed change in development schedule when responding to this RFP.

LSD has performed priority analysis on these work units and has placed critical items in the first phase in order to reduce risk, manage workloads, and provide a continually building functionality base. This should be viewed as an “MCA centric” application. The features, functions, and work all drive the production, communication, and maintenance of the MCA. The two-phased approach is structured to build the environment, MCA conversion, codification, and publication components first;, the remaining project functionality is in phase two.  

The first phase will include all hardware, software, database conversion, and primary workflows (including interfaces) for codification and publication of the MCA. In general terms, and as defined in Appendix D, this includes:

· MCA Conversion of existing SGML-like formatted MCA data to XML format 

· MCA Code Update and Interim Code Update Processes

· MCA Annotations Update Process

· MCA Online and MCA on CD-ROM Processes

· Session Laws Publication Processes

The second phase will build upon the first by adding additional functional areas that are all built around the items created in phase one.  This includes:

· Bill and Amendment Drafting Processes

· Bills with Fiscal Impact

· Fiscal Note Management

· Daily Journal Process

· Additional possible business process areas if proposed:

· Agenda Preparation and Vote System Processes

· Audio/Video Streaming and Archiving Processes

· Public Access Process

· Communications Office and Information Desk

· Sergeant’s Office Processes

Each phase will have a complete life cycle of its own, including design, development, pilot, implementation, warranty, and acceptance.  

· Deliverables – all deliverables will be submitted to the LSD Project Manager. LSD will review and approve all deliverables for accuracy, ease of use, and completeness. LSD may use an Independent Verification and Validation (IV&V) company or resource to ensure that deliverables meet specifications and work as designed. Feedback to the contractor will be provided according to the Statement of Work. The contractor will update all deliverables, tools, and other materials in a timely and accurate fashion. All updated materials must be delivered to the LSD Project Manager.  See Section 3.2.11 for additional details.

· Pilot – Each development phase will have full testing cycles, including a pilot phase. The pilot phase must include converted data and must exercise the entire application, including stress testing and both inbound and outbound interfaces. Throughout the pilot phase, the contractor will provide reports on the testing that LSD can compare to the legacy system. These reports must provide everything required to validate all of the results of pilot testing that are also found on the legacy system. Before moving to production, each new component will be run through full system testing in addition to component testing.

· Knowledge transfer – LSD staff must be involved in all aspects of the project and system during all phases in order to provide detailed working knowledge of all components included in each phase.

· Support – The contractor will support all phases of delivery, including all life cycle tasks. This includes supporting the whole of phase one while developing and deploying all following phases. 

· Hardware/Software – The contractor must ensure that all hardware, software, devices, and network connectivity are in place and operational for system test, pilot, acceptance test, and production.

· Implementation – The offeror must provide an estimated implementation plan as part of its response to this RFP, which includes the transition from legacy business processing to the SSR system in phase one and the transition from legacy systems in following phases.

· Warranty – The phase one warranty must continue throughout the entirety of phase two and must conclude with the warranty period of the contract as a whole.  

· Acceptance – The contractor must submit acceptance requests for formalized acceptance by LSD at various points in the project, including development phase acceptance, final system acceptance, and warranty period acceptance. LSD will grant acceptance according to mutually agreed-upon (LSD and contractor) acceptance criteria and may withhold funds until acceptance is granted.

3.2.1.5 Sample Project Timeline.  The offeror must submit the structure, organization, and schedule (timeline) proposed for this project by way of a well-designed and thought-out Project Plan. This schedule and Project Plan must include the major and minor tasks of the project. The Project Plan should be delivered using a tool that allows for manipulation of dependencies, timelines, and task durations. Microsoft Project is an example of a tool with these features. The schedule must include each of the proposed project stages/phases outlined in Section 3.2.1.3. 
LSD would also like to see a high-level timeline similar to the example below. All plans should be based on an assumed project start date of October 1, 2014.
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Within one month of contract signing, the contractor is expected to submit a finalized delivery schedule to the LSD Project Manager. This will include updated dates and resource allocations based on the actual project start date and any modifications required to meet contract specifics. Acceptable implementation timelines must be developed by the contractor in collaboration with LSD staff, taking current business processes into account. For example, the 2015 Legislative Session starts in January 2015 and ends at the end of April 2015. The eight weeks prior to that date are very busy for the LSD technical and business staff, and some team members will be unavailable for various periods of time from January through July.

3.2.1 Response Guideline:  Identify and describe your suggested methodology for project management and the full system development and implementation life cycle. Include an explanation of how long you have been using this full system development and implementation life cycle methodology and why you recommend this implementation methodology for the SSR project. Ideally, the MCA will be converted first, and publication from the 2015 session will be done from the new system. This would lead into the 2017 session being conducted on the new system, starting with bill drafting in mid-2016.
Discuss how the methodology will be used to plan and design the SSR project. Samples of the various project plans (Stakeholder, Communications, Risk, etc.) are encouraged. 
State whether you will or will not follow the suggested two-phase development structure proposed in the RFP. 

LSD is particularly interested in how key personnel listed in Section 4.2.4 will be integrated into this section with the understanding that the individuals identified will be expected to be on the project for the specified duration for the tasks listed.  

3.2.2 Project Startup.  The offeror’s proposal must include an explanation of how the offeror will initiate the project and become intimately familiar with the requirements gathering that has been accomplished to date by LSD. The offeror must define and schedule a requirements review period. During this time, the entire project team (LSD and contractor) will review all requirements together to ensure that everyone fully understands the business requirements as set forth by this RFP. The Project Startup Phase must also include a full gap analysis between what the proposed solution provides and what LSD requires. The offeror must produce business process models for all LSD processes that touch on the requirements found in this RFP and its attachments.

LSD expects the requirement details to be flexible up to a defined point where a baseline is set. During the early months of the project, LSD will work with the contractor to resolve any areas that do not have a clear and agreed-upon implementation approach (note that while the requirements detail will evolve, the foundation and scope established by these business requirements will remain the same). The offeror’s proposal in response to this RFP must describe the design process that will be used by the offeror to refine requirements prior to construction\development.   

The offeror’s Project Plan must include a period of time for workflow design. In this effort, the existing processes that are conducted on paper, by WordPerfect macros, or using other systems are expected to be normalized as much as possible and redesigned to reflect the SSR system fields, nomenclature, efficiencies, and processing needs. This normalization and redesign effort must create a balance between the current workflows and processes that have been put in place and optimized with years of careful and diligent development and the features, functions and technology of the new system. In addition, detailed analysis of the use of standardized input forms, notifications, and reporting mechanisms must be included in this process. Preliminary business process documentation and analysis has been performed by LSD staff and will be used by the contractor in this detailed analysis and design process.

3.2.2.1 Establish Primary Project Site.  The offeror must select and establish the primary project site in Helena, Montana where Design, Development, and Implementation (DDI) Phase functions will be performed. The offeror must identify (approximately) the total number of hours and the percentage of the total hours of work to be performed at the primary project site.
The establishment of a local project office is critical to the success of the project as there is not sufficient space available at the Capitol to accommodate the contractor’s project team. After the 2015 Legislative Session has completed, work space may be provided by LSD for those individuals who need to play a key knowledge transfer role with LSD staff.
“Key milestone leads” must be located in the Helena, Montana, project office during the key portions of the milestone that they are responsible for coordinating, monitoring, and managing. Key milestone leads are the people who are assigned to oversee the major sections of the project as defined in the Statement of Work that coincides with the milestones of the holdback table as defined in the contract (Section 19.2).

LSD has included this requirement because of its past experiences with projects and the difficulty that occurred in trying to coordinate meetings and conduct issue resolution between 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 timeframe for the implementation of this project, success will depend on the appropriate parties being able to resolve issues quickly.

The following DDI functions must be performed at the Capitol or at the contractor’s primary project site:

· Contract Administration/Key Personnel

· Requirements Validation Walkthroughs

· Gap Analysis Sessions

· Design Sessions

· Demonstrations of Design Prototypes

· Deliverable Walkthroughs

· Conversion Mapping Walkthroughs

· System Testing Task Walkthroughs

· User Acceptance Testing Support

· Implementation Planning

· Training of LSD Staff

· Some or All Development

The offeror must disclose any work performed at a location other than the primary project site. For any work performed at a location other than the primary project site, the offeror must identify the specific location (city, state, country) and describe the type of work to be performed, the total hours for each type of work at that location, and the percent of the total hours for that type of work at that location.

At present, there is suitable office space available for lease in Helena, Montana but the offeror should confirm availability and cost prior to RFP response.

3.2.2.2 System Analysis and Programming Locations.  The contractor’s system analysis and programming resources must be located at the contractor’s local Helena, Montana facility, except as approved by LSD. The offeror must identify the location of any proposed work locations that are not in Helena, Montana.
During the DDI and Warranty Phases of the contract, activities related to system analysis and programming may be performed at a remote site selected by the contractor and approved by LSD. The offeror’s response must identify all remote locations and a description of the work that will be performed at each site. Any requirements development sessions must be held at the Helena facility unless otherwise approved by LSD.

3.2.2.3 Subcontractor Locations.  Any subcontractor location must be approved by LSD before operations begin at that location.
3.2.2.4 Requirements Validation, Gap Analysis, and Design Acceptance.  All of the deliverables of this phase must be separately and formally approved by LSD. Acceptance of the Requirements Validation, Gap Analysis, and Design Phase is defined as formal LSD acceptance of all phase deliverables, including but not limited to the updated RTM and the design document.
In order to protect LSD’s investment in this project, LSD must be able to verify and document that the deliverables of the Requirements Validation, Gap Analysis, and Design Phase meet the requirements and needs set forth in this RFP and any subsequent change documents. Acceptance is required in order to formally approve the results, outcomes, requirements, and deliverables of this phase and to approve the start of development based on those results. It also verifies that the system will meet the requirements and needs set forth in this RFP and any subsequent change documents.

Requirements Validation, Gap Analysis, and Design Acceptance will be judged for LSD by a group of LSD’s choosing and may include internal users, external users, and/or other State agency representatives selected by the LSD Project Manager and Project Director. If requested by LSD, the contractor must perform a formal walkthrough of the deliverables of this phase.  
3.2.2 Response Guideline:  LSD would like to know how you expect to transition into this project and if you have transitioned into a project of this size and scope in the past. LSD would like to know how you plan to work with the LSD team to get a greater understanding of the meaning of all of the information and requirements included in this RFP. Although LSD has diligently crafted this document, LSD is aware of the risks that can be incurred if there are misunderstandings of requirements or the meaning or intent of written words.  

LSD has requested onsite resources because of the importance of communication surrounding the requirements and gap analysis and the ability of the system to deliver the functionality that users must have to effectively and efficiently carry out their work. Describe how you will use methodology, startup activities, and resources to overcome the risk of misaligned requirements and processes.

3.2.3 Training.  The contractor must track and resolve all training-related tasks as listed below. This training will ensure that end users and LSD support staff are adequately trained in the project tasks and the SSR components and functions. If an iterative methodology is proposed, the offeror must describe how the need for almost continuous training will be handled and how the training will be accomplished during or upon completion of each iteration.
Training Requirements:

· Provide adequate time in the project schedule to accommodate training.

· Design and deliver onsite training to all users of the system including frontline, administrative, management, and technical support staff.

· Train users at transition points between system life cycle stages, including the onset of system testing and acceptance testing and as part of the implementation of any phase into a pilot or production state.

· Train LSD technical staff to be prepared to take control of the system following the warranty period.  This training is expected to be a continual process throughout the project, but must be included and defined in the training plan to ensure that both teams know the timing, purpose, and method of knowledge transfer. 

· Write and provide a training plan based on proven methodology and provide details about:

· A proposed training schedule.

· Training curricula.

· Means of delivering training (pre-course, online help guides, classroom, “hands on”, and distance learning activities, etc.). LSD is looking for solutions with online help, practice areas, and online tutorials that employees can utilize from their desks instead of at a central training location.

· Handouts and instructional aides.

· Instructor qualifications (résumé, experience, etc.)

· Training evaluation criteria.

· Post training support options.

· Provision of, and payment for, all labor, travel expenses, supplies, and materials necessary for the training. 

· Materials:

· Create, maintain, and update each of the users’ manuals, data flow diagrams, and system documentation (as defined in the system documentation section of this RFP) to ensure that new procedures, screens, etc., are included. 

· Create, maintain, and update all reference materials utilized in the LSD training program.

The contractor will be responsible for maintaining training materials and must ensure that they reflect all changes implemented in all phases. The offeror’s proposal in response to the RFP must include a process that allows for the design, testing, and acceptance of training materials, and means of modification.  

3.2.3 Response Guideline:  LSD would like to know how you plan to manage the training initiative for all aspects and phases of the project.  Describe your experiences in training staff and producing the materials as described in this section of the RFP. Provide examples of training materials created by your company that were used on projects of a similar size and scope. Describe tools used to construct help systems and training materials and specify any tools that LSD will need to purchase (and include in Section 5).

3.2.4 Testing Requirements.  The implementation of the system will go through many phases of testing by both the contractor, IV&V, and LSD teams. While User Acceptance Testing (UAT) is the primary responsibility of LSD, the contractor must play the primary role in building the UAT test plan and UAT criteria. Time must be built into the project schedule to adequately conduct, monitor, and evaluate the testing to ensure that the system conforms to all of the requirements LSD has documented for the system. This includes allocating time to develop the acceptance criteria for the requirements that are refined during the requirements review process mandated by Section 3.2.2. Before moving to production, each new component will be run through full system testing in addition to component testing.
Testing includes the testing of system security. Test plans and scripts must contain scenarios that test every aspect of security to ensure their proper functioning.  

3.2.4.1 System Performance During Testing.  By the end of each testing phase, the system will be expected to perform successfully, meeting all expected results as defined in the test plans and scripts, under all operational conditions in accordance with LSD requirements, manufacturer’s operating instructions, and the contractor’s technical and user specifications.  
Each project life cycle phase must pass defined test criteria according to test plans and test scripts before the LSD Project Director authorizes the contractor to proceed with the next phase in the project life cycle.  If, during the acceptance testing, the system fails to meet the requirements as defined by this RFP and any subsequent change documents, LSD may grant the contractor an opportunity to repair and/or modify the system and restart the testing. 

3.2.4.2 Related Expenses.  The contractor must provide and pay for its employees’ labor, travel, equipment (if supplied by the contractor), supplies, and materials necessary for the testing phases. LSD will pay the costs for LSD employees and any IV&V resources.
3.2.4.3 Testing Plan Outline.  The offeror’s response to this RFP must include an outline of a testing plan that has been used in another jurisdiction to implement a project of a similar size and scope. That plan must include sample tasks for the following stages, but is not limited to just those stages: 
· Unit Test
· System/Integration Test
· User Acceptance Testing
· Pilot Test Requirements 
· Parallel process test – a limited parallel test must be conducted in each phase for all business functions. A subset of chapters, titles, and/or bills will be selected and processed simultaneously through both systems. For processes not tied specifically to the MCA or a bill, LSD will identify a subset of items to be processed through both systems to verify functionality.

· To the degree feasible (as negotiated jointly by the offeror and LSD) the contractor will provide reports on the testing that will allow LSD to compare the new system to the legacy systems. These reports must provide everything required to validate that all of the results from pilot testing are also found on the legacy systems.

3.2.4 Response Guideline:  LSD 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 (LSD or contractor, specifying roles individuals hold on the project). In addition, describe how your testing methodology will ensure that the system meets acceptance testing criteria.  

If an iterative project methodology is proposed, provide detailed information and plans that describe how testing objectives will be met for each iteration, regression test of cumulative system components/features/functions, and the system as a whole.

3.2.5 System Acceptance.  System acceptance will be judged for LSD by a panel of internal and external user representatives selected by the LSD Project Manager and Project Director. Acceptance will be based upon the system’s ability to meet the functional and operational requirements as listed within the RFP and subsequent change documents, if any, and according to defined system acceptance criteria. System acceptance testing will include demonstration of adequate capacity, interaction, and performance of hardware, data communications, and software supplied by the contractor.
At the end of each phase, the contractor must submit a request for the acceptance of completed system components to the LSD Project Manager. The acceptance request will be submitted by the contractor along with supporting test result reports (summary and details of executed tests, defects, and retests) and system documentation as described in the system documentation section of this RFP.

Conclusive system acceptability for each phase will not be granted until the milestones proposed by the offeror have been completed and approved by the LSD Project Manager according to the agreed-upon acceptance criteria. The warranty period for each phase begins upon acceptance of that phase and includes all phases implemented prior to the phase currently being added to the suite of warranted phases. Acceptance at one phase does not preclude changes to accepted system components in order to meet the requirements of subsequent phases.  If those changes are within the scope of the project, they will be made at no cost to LSD. LSD acceptance at each phase will be based on cumulative development through that phase. Each phase will be tested and accepted as a whole by LSD. Non-acceptance of the phase as a whole will delay payments to the contractor until the phase is accepted. 

3.2.5 Response Guideline:  Large application development projects that are deployed using a phased release schedule can be difficult to staff and manage due to the vast array of work that must be completed, tested, and deployed simultaneously. Describe the acceptance methodology you will apply to this project in order to enable LSD to fully verify that all requirements in this RFP are met. Describe how you will support and warrant each phase during the cyclical life cycle stages of the project. Include a description of tasks and staffing and refer to sections in the proposed methodology that will support the project.

3.2.6 System Design Changes.  After LSD has accepted the offeror’s system design specifications, no substantial changes may be made to the system design unless system design change specifications are made in accordance with the procedure described below. Changes needed to accommodate later in-scope system development phases are not considered to be system changes.  

The offeror is encouraged to propose system design change specifications that will improve system functionality or performance. Use of the LSD SharePoint site to record change management activity is preferred.

If LSD and the contractor mutually agree to a change, and if the change falls outside of the project’s scope and costs have increased/decreased or the contract is otherwise affected, then LSD staff will modify the contract using the proposed change documentation. LSD will incorporate the change using a Contract Change Notice and\or an Advice of Change to Contract, which will be defined and clarified in the contract resulting from this RFP. However, system design changes that fall within the scope of the project or that are made for the correction of software faults or insufficient capacity must be corrected by the contractor at its own expense. 

If prices for the proposed change are not acceptable to LSD, then the necessary modifications or additional work will be subject to negotiation and/or competitive bidding.

At a minimum, the change process must involve a step for approval by the LSD Project Director. The contractor may not start, and LSD will not pay for, any work on proposed changes until LSD approval has been obtained.  Work that is initiated before approval will be included in the system at no cost to LSD.

3.2.6 Response Guideline:  LSD would like to know how you plan to manage any changes that may occur during the life cycle of the project. Please describe and include examples of your proposed change management methodology. Describe how that methodology meets the needs outlined in this section.  

3.2.7 Enhancements.  LSD has specified the functional and business requirements for the SSR project as thoroughly as possible while leaving room for joint refinement within the scope of the project. However, LSD expects that experience with the new system will reveal functional design enhancements or new capabilities that would be useful to LSD and that fall outside of the scope.  
Contemplated enhancements are for changes in functionality or capacity beyond those anticipated in this RFP.  They are not for correction of errors made by the contractor, for insufficient capacity, or for refinements within the project scope that are made jointly by the contractor/LSD development team, all of which must be corrected by the contractor at its own expense 

3.2.7.1 Enhancement Proposals.  The contractor or LSD may identify desirable system enhancements or extensions. The offeror is encouraged to propose enhancements to system functionality.  LSD also may desire certain extensions to the SSR project. LSD may choose to implement such extensions or enhancements under the contract resulting from this RFP, but reserves the right to contract separately for these services or complete them with LSD staff. 
In the event that an enhancement is proposed, the change management process proposed in response to this RFP (and clarified in the contract resulting from this RFP) must be followed by LSD and the contractor’s staff and must include at least the following procedure before work on the identified enhancement can begin:

The contractor must prepare a System Enhancement Proposal that provides at a minimum the following information for the proposed enhancement:

· Description of the enhancement, including impact if not done (use of the LSD SharePoint site to record change management activity is preferred)

· Scope

· Benefits and drawbacks

· Effects on current design

· Impacts on completed system components

· Costs

· Impacts to hardware and software (including capacity)

· Effects on LSD staffing and skill requirements

· Project schedule

· Training requirements

3.2.7.2 Enhancement Acceptance.  If LSD and the contractor mutually agree to the enhancement proposal, then the contract will be modified by LSD staff, incorporating the change using the change management process proposed in response to this RFP (and clarified in the contract resulting from this RFP). If costs associated with the proposed enhancement are not acceptable to LSD, then the necessary modifications or additional work will be open to negotiation and/or competitive bidding even if first proposed by the offeror.
The contractor may not start, and LSD will not pay for, any work on proposed changes until written LSD approval has been obtained. Work that is initiated before approval will be included in the system at no cost to LSD. 

3.2.7 Response Guideline:  In order to control the scope of this project, the change management processes must be very clearly defined and communicated by the offeror. Describe the methodology that you will use to facilitate and control changes to the design of this system. Describe your experience in managing change on projects of this size and scope. The description must include but is not limited to the information and needs described above and must outline the tasks that will be performed by LSD and/or the offeror’s staff.  Describe the acceptance methodology you will apply to the enhancement process.  

3.2.8 System Warranty.   As part of its response to this RFP, the offeror must provide in detail the full terms, provisions, and time periods associated with a 24-month system warranty period that is included with the purchase, including variances, if any, for warranty coverage provided for software and/or other specified subcategories of equipment. Warranty includes:
· Keeping key personnel available during the warranty period to provide software and database support for system functionality. Warranty service includes instances where the system is not performing to its required intent as defined in the RFP, proposal, contract, and design specifications.
· Correction of all defects in the system as provided in the contract and as identified by LSD at no cost to LSD.

· Acceptance criteria must be met in order for the final acceptance of the warranty to be granted.  The warranty period may be extended by LSD for functionality that is not performing to its required intent as defined in the RFP, proposal, contract, and design specifications until the contractor corrects all defects and the system operates without a defect for 90 days. 

· LSD requires the contractor to warranty the system it is contracted to produce. This warranty is in place to protect LSD from issues with the system in the early periods of its post implementation existence.  

· The contractor must make adequate staff available to existing releases with senior level developers that have at least six months of SSR experience for the duration of each warranty period. This will ensure that those phases that have been deployed into production do not suffer due to the contractor’s desire to implement future system releases.

· LSD expects each phase of the system to be fully supported and warranted through all subsequent phases and expects the entire system to be supported and warranted as a whole for two years after final acceptance. The offeror may propose alternate time periods and/or warranty structures and must explain in detail the reasoning behind the proposed structure.  

3.2.8 Response Guideline:  Describe your experience and provide examples of providing warranty services to systems of this size, scope, and implementation structure (phased or single deployment).

LSD is concerned that subsequent phase development may pull resources from the support of those phases that have been deployed to production. Describe in detail how your staffing matrix will meet LSD’s desire to support all phases of development as described in this section.

3.2.9 Final Acceptance.  Final acceptance is required in order to complete the contract and to verify that the SSR system has met the requirements and needs set forth in this RFP. 
LSD defines final acceptance and the start of the warranty period of the completed integrated system (all phases) as LSD’s written acknowledgement that: 

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

· The completed integrated system has been in successful production for 90 consecutive days with an absence of problems or defects (as defined and determined by LSD) 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 prior to or within the same 90 consecutive days  the system must have fully processed, at a minimum:

· One code update and publication cycle

· One complete  legislative session

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

3.2.9 Response Guideline:  In order to protect its investment in this project, LSD must be able to verify and document that the system meets the requirements and needs set forth in this RFP. Describe the methodology that you would propose to allow LSD to verify that the system has been successfully completed. Include descriptions of processes that you and LSD staff will conduct and descriptions of processes and documentation you will use to facilitate and complete this task. Indicate your acceptance of the Final Acceptance criteria listed above.

3.2.10 Roles and Responsibilities.  LSD expects its staff to participate fully in system design and development in order to ensure that the system meets LSD expectations and that LSD staff are intimately familiar with and able to support the system when it becomes operational. LSD will designate support staff, in addition to the LSD Project Director, to participate in the design, development, and implementation of the SSR system. LSD staff will not be expected to assist in the contractor’s work, but must be allowed to participate with the contractor’s team in all phases of design, development, and implementation in order to become intimately familiar with the system. LSD analysts must be allowed to participate in appropriate meetings of the contractor’s team addressing system design, development, and implementation. If these meetings occur outside of Helena, Montana then a teleconference (preferably video teleconference) must be arranged by the contractor. The contractor must allow additional LSD staff, designated by LSD, to monitor specific aspects of the project, including but not limited to database implementation, accounting, security, auditability, and data communications.  

In addition to the analytic staff, LSD intends to have IT staff participate in system development. The contractor must mentor LSD development staff in all aspects of system design and development so that LSD staff is in a position to take over the system at the end of the final contract warranty period. LSD staff must be considered part of the project team and will adhere to the contractor’s methodology and processes. The contractor must train LSD development staff in methodology and processes to be used and must recommend training for development tools proposed for the project (database, front-end, any other integration tools). The contractor must provide sufficient side-by-side development and supervision of module modifications for each LSD developer on the project. This mentoring period is not to exceed final system acceptance. To account for possible turnover, mentoring is expected for up to four different LSD developers over the contract period.

LSD reserves the right to hire an IV&V company to provide outside project oversight to ensure that the contractor follows approved project and life cycle methodologies. As part of the IV&V process, LSD reserves the right to apply code analyzers, profilers, and test support tools to verify that the contractor’s solution meets the technical and functional requirements contained in this RFP.  

The offeror must state whether or not it agrees with the roles identified in the table below and, if it disagrees, identify the reason and the modification or addition to any of the roles identified below in its response. 

Lead (L) means the party with primary responsibility and ownership for the effort. Such assistance includes the contribution of skills and resources to complete the project in accordance with the technical and functional requirements detailed in this RFP.

Support (S) means the party with supporting roles in the performance of the effort. Such assistance includes the contribution of skills and resources to complete the project in accordance with the technical and functional requirements detailed within this RFP.

	Roles and Responsibilities
	3rd Party IV&V *
	Contractor
	LSD

	I. Program Management 
	 
	 
	 

	A. Operate Program Management Office (PMO)
	 
	S
	L

	B. Manage Offeror component of Project Team
	 
	L
	S

	C. Manage LSD component of Project Team
	 
	S
	L

	II. Independent Validation and Verification (IV&V)
	 
	 
	 

	A. Perform project IV&V if LSD exercises its option for requiring this type of oversight.  If not, LSD will lead.
	L
	S
	S

	III.  Technology Management
	 
	 
	 

	A. Recommend technology platform that best meets LSD business needs and expense/service level expectations
	 
	L
	S

	B. Authorize and approve technology platform
	 
	S
	L

	C. Recommend policies and procedures
	 
	S
	L

	D. Authorize and approve policies and procedures
	 
	S
	L

	E. Define services and standards
	 
	S
	L

	F. Manage/track development requests and orders
	 
	S
	L

	IV. Planning/Requirements/Design
	 
	 
	 

	A. Design data structures
	 
	L
	S

	B. Design program modules
	 
	L
	S

	C. Determine and manage functional requirements
	 
	S
	L

	D. Recommend service level requirements
	 
	L
	S

	E. Authorize and approve requirements definition
	 
	S
	L

	F. Develop cost/benefit analysis
	 
	S
	L

	G. Obtain management authorization
	 
	S
	L

	V. Programming
	 
	 
	 

	A. Develop functional specifications
	 
	L
	S

	B. Create program code
	 
	L
	S

	C. Conduct unit testing of modules
	 
	L
	S

	D. Transfer programs to contractor quality assurance
	 
	L
	S

	E.  Develop version control methodology
	 
	L
	S

	VI. Software Integration and Testing 
	 
	 
	 

	A. Test system conformance to functional requirements
	 
	L
	S

	B. Test system conformance to usability standards
	 
	L
	S

	C. Conduct user acceptance testing
	 
	S
	L

	D. Ensure system conformance to naming/operational conventions
	 
	S
	L

	E. Review and approve quality assurance testing
	 
	S
	L

	F. Repair defects
	 
	L
	S

	VII. Implementation
	 
	 
	 

	A. Install local system components as needed
	 
	S
	L

	B. Train local system users
	 
	L
	S

	C. Provide in-person assistance during initial implementation period
	 
	L
	S

	D. Review and approve application implementation
	 
	S
	L

	E. Develop disaster recovery plan and procedures 
	 
	S
	L

	VIII. Data Base Administration
	 
	 
	 

	A. Perform data modeling
	 
	L
	S

	B. Create logical database design
	 
	L
	S

	C. Create physical database design
	 
	L
	S

	D. Determine data element naming conventions
	 
	L
	S

	E. Determine data element access levels
	 
	L
	S

	F. Monitor compliance with naming conventions
	 
	S
	L

	G. Determine logical views of database
	 
	L
	S

	H. Recommend DBMS/tools for implementation
	 
	L
	S

	I. Perform technical review of DBMS code
	 
	L
	S

	J. Monitor DBMS performance
	 
	L
	S

	K. Recommend DBMS performance optimization measures
	 
	L
	S

	L. Design database backup and recovery procedures
	 
	L
	S

	M. Develop database backup and recovery procedures
	 
	S
	L

	N. Assist in test-to-production application turnover
	 
	L
	S

	O. Provide technical support of DBMS as needed
	 
	L
	S

	IX. Data Conversion and Quality
	 
	 
	 

	A. Recommend data conversion strategies
	 
	L
	S

	B. Perform data conversion extract and minor cleaning
	 
	L
	S

	C. Perform data conversion transform, import, and loading
	 
	L
	S

	D. Perform data cleansing
	 
	L
	S

	E. Perform data validation
	
	S
	L

	X. Accounting and Reporting
	
	 
	 

	A. Assign user account codes
	
	S
	L

	B. Maintain tables of client account codes
	
	S
	L

	C. Maintain and allocate budget
	
	S
	L

	D. Track utilization
	
	S
	L

	E. Monitor cost center invoices
	
	S
	L

	F. Send invoices
	
	L
	S

	G. Respond to LSD’s stakeholder inquiries
	
	S
	L

	H. Report on project execution metrics
	
	S
	L

	I.   Provide status reports and metrics
	
	L
	S

	J.  Provide state agency status reports
	
	S
	L

	XI. Change Management Control
	 
	 
	 

	A. Establish change management controls 
	 
	L
	S

	B. Establish change requirements
	 
	L
	S

	C. Determine and manage risk
	 
	L
	S

	D. Determine change cost and impact
	 
	L
	S

	E. Schedule and conduct change management meetings
	 
	L
	S

	F. Authorize and approve change
	 
	S
	L

	G. Notify affected clients of change timing and impact
	 
	L
	S

	H. Implement change
	 
	L
	S

	I. Verify change met objectives and no negative impacts
	 
	L
	S

	J. Validate and report results of change
	 
	S
	L

	K. Perform quality control
	 
	S
	L

	XII. Security 
	 
	 
	 

	A. Establish security requirements and rights
	 
	S
	L

	B. Maintain physical security of assets
	 
	S
	L

	C. Conduct periodic security checks per requirements
	 
	S
	L

	D. Report security violations and weaknesses identified 
	 
	L
	S

	E. Resolve security violations
	 
	L
	S

	XIII.  Training and Knowledge Transfer
	 
	 
	 

	A.  Plan and execute training
	 
	L
	S

	B.  Provide training materials
	 
	L
	S

	C.  Knowledge Transfer
	 
	L
	S

	XIV.  Documentation
	
	
	

	A.  Provide user documentation
	
	L
	S

	B.  Provide technical documentation
	
	L
	S

	C.  Provide operations documentation
	
	L
	S

	D.  Provide training documentation
	
	L
	S


* If 3rd Party IV&V is not engaged, these roles and responsibilities will be LSD’s.

3.2.10 Response Guideline: Your response to 3.2.10 must describe acceptance of the roles and responsibilities as presented in this section or must clearly identify any deviation and describe why a modification is appropriate.  Describe how you will incorporate LSD staff into the project team in a way that will allow them to participate in all phases of design, development, and implementation and describe your responsibilities and the responsibilities of LSD in order for this to be achieved. 

Describe how you intend to mentor LSD development staff.  You should cite examples where you were required to perform in a similar fashion and should describe your responsibilities and the responsibilities of LSD in order for this to be achieved.

Describe your experiences in working with an IV&V company or similar situation, including examples of how you resolved perceived issues.

3.2.11 Deliverable Procedures.  LSD must approve the content and format of all deliverables prior to the contractor starting on the deliverable. LSD reserves the right to reject any deliverable that is not in the proper format or does not appear to completely address the function of the deliverable requirement. Deliverables standards are described in Section 3.2.12. The contractor is responsible for providing all additional documents and materials necessary to support its Information Systems Development Methodology (ISDM) at the appropriate time, whether itemized in these lists or not.
As the contractor provides deliverables, LSD will review the materials, software, or documents within 15 business days after the receipt date. The receipt date is not counted as one of the 15 days. If the material or document is determined to be in noncompliance, LSD will send written/email notification to the contractor’s project manager outlining the reason(s) for this determination. The contractor, at no expense to LSD, will bring work determined by LSD to be in noncompliance with the contract into compliance within 15 business days of notice and resubmit the deliverable to LSD, at which time LSD will have another 15 business days for review. If LSD accepts the deliverable or deliverable material or documents, an acceptance letter, signed by LSD, will be submitted to the contractor.

LSD will review deliverables in accordance with the work plan. The contractor must allow a minimum of 15 business days for review by LSD staff for most deliverables. Weekly status reports and monthly status reports are not subject to a 15-day review cycle and do not require a response from LSD.

Deliverables will be evaluated by LSD staff. An unacceptable deliverable at any time may result in an escalation for resolution of an acceptance issue to LSD and/or other State agency representatives and appropriate contractor management. Additionally, if the timeframes listed above are not met, escalation for issue resolution may be initiated. 

Upon receipt of a signed Deliverable Submittal Form indicating that LSD agrees that a deliverable is approved or a milestone has been met, the contactor may submit an invoice according to the payment schedule set forth in the Consideration and Payments Section of Appendix B, Contract.

3.2.11 Response Guideline:  At a minimum, the offeror must convey acceptance of the requirements given in this section. The offeror must provide a list and description of all deliverables that are anticipated as part of the work identified in this section. Expected deliverables are included in Appendix H.  Any difference in deliverable content, name, or overall approach should be addressed in this section.  The offeror is encouraged to provide examples of deliverables that have been created for similar projects that meet the intent of the deliverables required by this section.

Describe how software, materials, and document deliverables are provided to LSD and how acceptance of each item is related to, and managed with, the system test and acceptance sections (3.2.4, 3.2.5 and 3.2.9).

3.2.12 Deliverable Standards.  LSD requires a cooperative and participatory environment in which LSD may give immediate feedback on design concepts, web pages, reports, and documents. LSD hopes to speed development through this participatory process and minimize misunderstandings concerning business and technical requirements.
· The contractor must conduct participatory meetings with LSD staff as documents are drafted and business and systems requirements are being ascertained, including concept discussions, design prototyping, Joint Application Development (JAD) sessions, and meetings for requirements gathering and to receive LSD feedback on design and documents.

· The contractor must have open communication with LSD during the development of documents and the system. The contractor must provide document drafts and allow LSD review of programs, screens (web pages), and design concepts at any stage of development.

· The contractor must submit templates for deliverable documents and materials to the LSD Project Manager and Project Director for approval. During project initiation, LSD will work with the contractor to determine which deliverable templates will require review. LSD approval will be streamlined for items in which LSD was involved at earlier stages.

· The contractor must supply deliverables with proper spelling, punctuation, grammar, tables of contents, and indices where appropriate and with other formatting as deemed appropriate by LSD. The deliverable document must meet the business requirements it is intended to fulfill. Documents must be easily readable and written in language understandable by LSD staff knowledgeable in the area covered by the deliverable. LSD reserves the right to reject any deliverable that does not meet these standards. The contractor cannot consider any deliverable complete until it is formally accepted by LSD.

· All deliverables and correspondence produced in the execution of this RFP must be clearly labeled with, at a minimum, project name, deliverable title, deliverable tracking or reference number, version number, and date.

· The contractor must conduct walkthroughs of deliverables at stages during the development of documents and systems. A final walkthrough will be conducted at the delivery of the final deliverable.

3.2.12 Response Guideline: At a minimum, the offeror must convey acceptance of the requirements given in this section.

3.2.13 Issues, Enhancements, and Defects.  The contractor will be responsible for tasks relating to operations of the system until the last phase has passed final acceptance. LSD retains the right to assume the operational duties defined under this subsection, in whole or in part, at any time during the operational support period of this contract. However, if LSD decides to assume such duties, sufficient notice, to be negotiated between the contractor and LSD, must be given to the contractor to allow for a smooth exchange of duties.  
LSD and the contractor will work together to define severity classifications, or priorities, of operational support tasks and their associated required resolution time periods. Failure by the contractor to resolve operational support-related events, such as questions, service requests, or system-generated exceptions within the agreed-upon resolution time period may subject the contractor to liability for liquidated damages.

For issue evaluation purposes, priorities are defined as follows: 

1 = critical system failure – all of the system or a subsystem/module fails or is inoperable with no workaround available

2 = high – all of the system or a subsystem/module fails or is inoperable but a workaround is available

3 = medium – the defect does not result in failure, but causes the system to produce incorrect, incomplete, or inconsistent results or the defect impairs the system/data usability

4 = low – the defect can be easily worked around to produce desired results. There is no failure or impaired usability. Cosmetic defects fall into this category. 

The contractor must immediately notify the LSD Project Manager of any Level 1 issues and provide ongoing status. The offeror must include in its response the correlating response time period that it feels is appropriate for each priority level in order to ensure that operational support events are resolved within acceptable timelines. 

3.2.13.1 Help Desk.  The contractor must staff an internal help desk, or provide a dispatcher, for receipt of requests from SSR end users during LSD’s normal business hours from 8:00 a.m. through 5:00 p.m. MST during non-session periods and during session from 6:00 a.m. through 8 p.m. MST on weekdays and 7:00 a.m. through 1:00 p.m. MST on Saturdays, through the final warranty period. During high-volume periods of the legislative session, an on-call phone number must be provided for emergency assistance.
The offeror must identify in its proposal how it plans to accommodate help desk/dispatcher support and must provide the number of staff proposed to handle support. At a minimum, the contractor must:

· Utilize the LSD SharePoint application to manage all requests

· Establish the knowledge base within SharePoint

· Process all requests through the SharePoint application

· Triage incoming requests; elevate candidates for change following change plan

· Transition the help desk function to LSD staff at the end of the contract

· Adhere to the project change management plan for processing of requests

· Communicate effectively and in a timely manner for all requests and especially for those issues with priority 1 or 2 designation as defined in Section 3.2.13
The contractor must utilize the reporting system provided by LSD. A SharePoint list will be provided by LSD that can be modified to accommodate the needs of the team throughout the project. The contractor must populate and manage list items and must populate the resolution information that will help form a knowledge base for use by the entire team. The contractor is required to continue this process until final acceptance of the complete integrated SSR system. The contractor is expected to produce biweekly help desk statistics that include at a minimum:

· Number of new reports

· Aging Report-number of reports at various days old

· Number of closed reports, total and since last report

· Number of reports by priority, both open and completed

· Number of reports by type (hardware, software, system), both open and completed

· Number of reports by source (user error, training, requirement, design), both open and completed

· Number of reports to each technical staff member, both open and completed

· Trending of number of new and closed reports over time.

The contractor may request that the LSD Project Director grant an extension beyond the agreed-upon resolution time period, and the LSD Project Director may grant such an extension if the contractor has demonstrated due diligence in pursuing diagnosis and correction for the event question, service request, or system-generated exception. Resolution within the required time period, or possible extension thereof, does not reduce the contractor’s liability for liquidated damages. 

3.2.13 Response Guideline: At a minimum, the offeror must convey acceptance of the requirements given in this section.
3.3
SYSTEM REQUIREMENTS

LSD has expectations that the system as a whole will be an example of good design and development principles.  During business process analysis meetings, the SSR project team identified the primary set of requirements that must be met to achieve the goals of this project. These requirements have been categorized into three areas – MCA Update, Business Functions, and Interfaces. Each of these areas is described at a high level here, and these concepts are reflected in the RTM included with this RFP. The needs and concepts described here must be addressed by the proposed system according to the information provided in the RTM.  Any differences in terminology or business processing concepts used by the proposed system must be described by the offeror and mapped back to the RTM and the information provided in this RFP.

Important Note:  LSD created the requirements in this RFP using best effort to capture the known business requirements using a combination of “as-is” and “like to be” considerations. The goal is to modernize our technologies, and we fully understand that there may be better ways to meet the core business requirements than described.  Where appropriate or desirable, offeror is encouraged to suggest alternate solutions, methods, or approaches to meeting the business requirements in this RFP. LSD is willing to change internal processes when doing so makes sense to LSD, and the change(s) do not conflict with existing policy. The requirements in this RFP define “what we want” for offeror RFP response purposes. Actual “build to” requirements will be defined with the successful offeror.
This section describes the conceptual business model used to develop this RFP and associated system requirements matrix and is organized in four sections:

3.3.1 – Requirements Traceability Matrix – provides a break out of business and technical requirements that are within the scope footprint for this project.

3.3.2 – MCA Update – describes the business processes that are expected to be performed related to codification and resulting publications.

3.3.3 – Business Functions – describes the business processes that are expected to be performed related to the life cycle of a bill and session support activities.

3.3.4 – Interfaces – describes the interfaces that will be required and request information on the interaction that the new system will have with other applications or systems.

3.3.1 Requirements Traceability Matrix.  The functional requirements for the SSR project were developed by LSD project staff through interviews, surveys, meetings, and extensive research. The results have been combined to form Appendix E, the Requirements Traceability Matrix (RTM). It is expected that the contractor will perform a Requirements Validation with LSD business and subject matter experts to ensure both the completeness of the requirements and the contractor’s own comprehensive understanding of those requirements.  Part of this process is expected to be a modeling of the future business processes based on the functionality provided by the new system. LSD expects the contractor to use the RTM throughout the project to trace requirements and their delivery.

The RTM is the heart of this RFP and together with this document embodies what the new system must do to meet both the business requirements and the general system requirements. The business requirements define key system functions and set the scope of the project. The offeror must provide a “How Met” category (see below) for each requirement in the RTM and include an updated RTM in its response as an Excel spreadsheet attachment.

All of the RTM is locked (protected) except for the “How Met” column.

	3.3.1 Response Guideline: LSD requires disclosure of how much of the proposed system is going to be used from an existing code base 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, LSD’s needs are essential, as are explanations of the areas where your system will not meet a requirement.

	
	
	
	
	
	
	
	
	
	
	
	

	Using the column provided in the RTM, the offeror must acknowledge each requirement indicating how it proposes to meet that requirement.

	Meets
	Offeror’s proposed solution meets the requirement with zero to two hours of configuration and/or design, development, testing, and implementation time (combined). (“Configuration” as defined and used in this RFP does not include programming code changes.) Requirements that fall into this category will receive 100% of the available points for those requirements.

	Minor
	Offeror’s proposed solution will meet the requirement with a minor development effort (more than two hours, but less than or equal to 40 hours of design, development, testing, and implementation time combined). Requirements that fall into this category will receive 85% of the available points for those requirements.

	Moderate
	Offeror’s proposed solution will meet the requirement with a moderate development effort (more than 40 hours, but less than or equal to 80 hours of design, development, testing, and implementation time combined). Requirements that fall into this category will receive 70% of the available points for those requirements.

	Major 
	Offeror’s proposed solution will meet the requirement with a major development effort (more than 80 hours of design, development, testing, and implementation time). Requirements that fall into this category will receive 50% of the available points for those requirements.

	Not 
	Offeror’s proposed solution does not meet the requirement, and the offeror is not proposing modifying or building to meet the requirement. Requirements that fall into this category will receive none (0%) of the available points for those requirements.

	Diff 
	Offeror proposes a different solution. You must fully describe your different solution within the response to the RFP (not in the RTM) and why you believe that solution will meet LSD requirement(s). Include enough information for LSD to adequately determine if your proposed different solution meets the business need(s) and requirement(s). Depending on the results of LSD’s determination, requirements that fall into this category will be reassigned to one of the first four categories by LSD and will receive points accordingly.

	
	
	
	
	
	
	
	
	
	
	
	


	NOTE:
	

	1.
	If LSD determines that an offeror’s response to the RFP or the Oral Presentation and Product Demonstration contains significant misrepresentations concerning the conformance or level of effort of the proposed solution to the RFP requirements, LSD may reject the proposal and remove the proposal from further consideration.

	2.
	After the award of the contract, in the event a material breach or default by the contractor in the performance of the contract, including but not limited to LSD's discovery of misrepresentations that would have allowed LSD to remove the proposal from consideration prior to the award of the contract, LSD may pursue any remedy available to it, including but not limited to the following remedies:

	
	a. Terminate the contract and pursue the collection of damages from the contractor, including but not limited to the costs of recovery;

	
	b. Declare that the contractor is in default of the contract and collect liquidated damages as provided by the contract; or

	
	c. Declare that the contractor is in default of the contract and negotiate with the contractor to extend the project plan timeline and the associated invoice payment due dates.


3.3.2 MCA Update.  LSD has suggested implementation phases that place the MCA update process as the first business function that will be conducted on the new system. LSD is aware that this approach may require more work due to the starting point in the bill processing workflow. The existing processes for codification and publication are extremely complex, and completing these processes in a timely manner following the end of the legislative session is critical. In addition, LSD has a very limited number of staff available to perform these processes. The current processes for codification and publication using the mainframe are problematic. LSD would like to move onto the new platform for codification and publication work. 

It is important to note that the passed bills contain a well-documented and standard markup structure. This structure is roughly based on SGML, and the LSD team has strong knowledge surrounding the markup and processes related to the data. Thus it would be possible for packages or procedures to be written that transform those documents into the structure needed to incorporate these changes into the MCA contained in the new system.

MCA Update includes:

· MCA Code Update and Interim Code Update Processes

· MCA Annotations Update Process

· MCA Online and MCA on CD-ROM Process

· Session Laws Publication Processes

The offeror must describe how the system will be used to modify the data that is provided by the conversion process described in Section 3.4.6 to represent the bills passed in the 2015 Legislative Session. The project schedule must provide a detailed outline of the tasks and resources surrounding this work. The Business Process document included in Appendix D provides a detailed description of current processes and roles. The offeror must identify at what point the transition from existing processes to new processes will take place, which roles will be performing work, and the mitigation strategies for any risks this implementation suggestion introduces to this phase of the project.

The offeror may propose an alternate strategy for implementation of a new procedure for updating the MCA. In this case, the offeror must provide a detailed description of why this strategy is being proposed, the benefits and risks, and why this method is superior to the process described above.

3.3.2 Response Guideline:  LSD is aware that starting with the MCA update process may not be the typical installation path. However, this provides the most immediate transition to the new system. In response to this section, provide a description of how the bills resulting from the 2015 Legislative Session will be entered or loaded into the new system even though the bills/amendments were not drafted using the new system. 

Describe how you will work with LSD to develop procedures for any manual processes that may be needed to input bills into the system. In addition, if any programming is required to transform and load the data into the system it must be described in detail in response to this section. Describe the risks to the project that you feel are related to this phase of the project.  

3.3.3 Business Functions.  These sections describe the current processes and business functionality related to the full life cycle of a bill.  LSD expects the new system to deliver functionality that will accommodate all the processes in this document unless they are specifically identified as being outside the scope of the proposal.

Appendix I is the 2014 Bill Drafting Manual. This document provides a detailed description of current procedures and processes.
This project will replace the LSD’s existing WordPerfect-based macro environment. This is a full-featured application/customization built with WordPerfect scripting/macro language and should not be taken lightly. Although users may continue to use WordPerfect for word processing, this project will fully remove WordPerfect from the business functions within the scope of this project. This is a key point that should be kept in mind while reviewing the current business processes. The new system must provide a functional equivalent for macros used by any business process that is described as using or being performed by a macro. Appendix F contains a list of WordPerfect Macro functions currently in use. If desired for review, the contractor will be given file copies of the 150+ scripts included in the list. 
Contractor must build time into the project plan to observe the 2015 Legislative Session and shadow knowledge workers as bills are drafted and moved through the in-scope business processes described in this RFP.   In addition to providing a full understanding of our business processes, this experience and knowledge will provide a hands-on view into the day to day intricacies and unique situations that manifest during the session.
The contractor must work with LSD employees during a forms redesign process that will ensure that all paper forms can be generated from the SSR system and that the forms align with and contain format, content, and numbering requirements used with the SSR system and input windows to ensure that pertinent offline processes interface smoothly with SSR automated processing requirements. 

The contractor must work with LSD employees during each phase to ensure that all paper item request forms comply with SSR format, content, and numbering requirements when the related item information is input to the SSR system and to ensure that pertinent offline processes interface smoothly with SSR automated processing requirements.

3.3.3.1 Bill Processing.  A detailed description of all core business processes is included in Appendix D. The areas of particular note to this RFP section are:
· Bill and Amendment Drafting Processes

· Bills with Fiscal Impact

· Fiscal Note Management

· Daily Journal Process

The offeror must provide a detailed description of its bill processing functionality. The ideal response to this section will provide three views of bill processing in the new system. Each view would have an increasingly detailed picture of the information. For example, one high-level diagram of the processing as a whole, a set of diagrams with a focus on each business area, and then detailed descriptions, with images of the screens and system objects being described. 

3.3.3.2 Session Automation.  The Session Automation section describes the business processes that are expected to be performed related to the many activities that support the legislative session as a whole. The costs for this section should be identified separately in the pricing section of the RFP because LSD may choose to implement these functional areas as part of the SSR project or may choose not include them.
Session automation includes

· Agenda Preparation and Vote System Processes

· Audio/Video Streaming and Archiving Processes

· Public Access Process

· Communications Office and Information Desk

· Sergeant’s Office Processes

3.3.3 Response Guideline:  It is expected that the offeror will read the business process document in detail and address the current business processes in the new system. The RTM is one mechanism for evaluating system features. This section augments the RTM information and will be used to further evaluate the system for items such as integration, usability, and user friendliness. 

In addition to describing the system, identify which system features will meet LSD’s needs out of the box.  Those items that require customization should be noted with a suggested approach.

Clearly identify which input and output items will be replicated or addressed by the new system. Use the notes field to provide details on each item. Describe how this work has been done with other clients. Time for input/output analysis and redesign must be included in the project schedule and sited in this section.

3.3.4 Interfaces.  The legacy LSD systems have many critical constructs that are used to integrate all applications, databases, functions, and features that are used to support the legislative process. Although this project will replace a number of those items, it will not replace all of the systems and functions used by the Legislative Branch. The new system must continue to provide data to and receive data from any legacy components that are not replaced by this project. LSD staff is fully aware and able to define and explain these interface needs.

Any data sent or received electronically from any source for inclusion in the SSR system must meet data element specifications and file layouts required by the SSR system. The contractor must work with external source agencies to develop file formats and testing processes that work for both parties to ensure that files sent and received from other sources are in the proper formats This should ensure that no data integrity exceptions result from an upload of a file to the SSR database or image repository. When exceptions do occur, the SSR system must have alert, error, and communication processes that provide detailed information to both parties so that the error can very quickly be resolved.

Any inputs received electronically from any source for inclusion in the SSR system during both phases must meet data element specifications and file layouts required by the SSR system. The contractor must ensure that files received from other sources are in the proper formats so that no data integrity exceptions result from an upload of a file to the SSR database or image repository.

The contractor must perform full life cycle development activities for all interfaces needed for the system to meet the requirements defined in this RFP. Changes in the SSR system that are needed to adjust to changes in other systems with which it communicates or shares data are the contractor’s responsibility until the detail design is accepted for the phase in which the interface resides.  

The SSR system must interface with the following objects or entities and must update appropriate databases, when applicable, starting with the first pilot phase and continuing through final acceptance and warranty.

· Mobile App – Any information used in a mobile app provided by the contractor must be included in the project

· LAWS System – this Oracle system provides a broad range of information to internal users of the LAWS STATUS system and external users of the web application and website. As mentioned in Section 3.1, the front end of this system must be updated to a modern technology platform as part of this project. The business functionality provided by the LAWS suite must exist and the existing features and functionality (at a minimum) must be available after implementation. Depending on the system proposed, this may be a full replacement or a partial replacement and integration/interface with existing components. Any interfaces/integration to or from this area of the new system must be included in the project. For more details on the system and provided functionality visit:  http://leg.mt.gov/css/sessions/63rd/laws_session_info_help.asp 

· LAWS DB – Database – Oracle

· LAWS STATUS-Front end (Oracle Forms, Reports and PL/SQL)

· LAWS WEB-A web application

· http://laws.leg.mt.gov/legprd/law0203w$.startup?P_SESS=20131

· Website – Displays data and information from queries into the LAWS DB

· http://leg.mt.gov/css/default.asp  

· Offline MCA creation software – currently, LSD creates and sells CD-ROM versions of the MCA which contain the Folio application for robust search and navigation of the MCA. The system must create or interface data to the Folio replacement software and distribution media.

· Publishing Contractor – files must be created that can be sent to the publishing contractor (currently Thompson/Reuters and Lexus/Nexus) in final camera-ready form to create all published materials. This includes an entire copy of the MCA/Annotations and all other required publications.

· Index Contractor – files must be created and then sent to and received from the indexing contractor to create files used for final printing. This includes an entire copy of the MCA/Annotations and all other required publications.

· LSD Vote Systems – Both the House and Senate vote systems connect to the LAWS DB as a user. Data is both queries and written to LAWS DB from the vote systems.

· Preference Lists – Users connect via the web for maintenance of their accounts.

· Query Service – currently a number of external agencies have queries into the LAWS DB. This must be replicated or offered as a service. The Governor’s Office, DPHHS, and the Department of Revenue are examples.

· Department of Administration – The bill status tracking system is used by a number of agencies that access the included bill information.

3.3.4 Response Guideline:  The offeror must describe its experience with external business partners on complex interface processes, especially including experience with other state legislatures. Any experience with the interfaces listed above should be highlighted along with any experience with the business functions and technologies described by the interface areas in this section or in the RTM.

If any of these interfaces or “connections” are replaced by out-of-the-box system functionality, please describe the functionality in detail and provide example extracts, reports, or windows as appropriate.

3.4
INFRASTRUCTURE AND ARCHITECTURE

3.4.1
System and Architecture Standards.  The offeror must provide detailed technical specifications for devices and all other hardware required as part of the proposal. No alpha or beta test hardware will be accepted by LSD. The offeror must demonstrate analytically that the equipment to be used meets the capacity and performance requirements of the system. If, in the course of the contract, capacity or performance is found to fall short of operational requirements defined in this RFP, the contractor must modify the system to meet these requirements at the contractor’s expense.

As a summary, the offeror must fill in the spreadsheet below with all required hardware, software, database, operating system, or other required architecture components needed to fulfill the requirements in the RFP.  The following column descriptions should be used to populate the rows:

· Item/Title – provide a name for the required item;  include part numbers, versions, and details to allow LSD to explicitly identify the item

· Type – provide the type of item (e.g., hardware, software, operating system, etc.)

· Manufacturer – identify the company that makes the item (not a reseller, as LSD has purchasing agreements that will be used as needed)

· Quantity – identify the number of the item needed for the entire project including production deployment

· Price Per – provide an estimated cost per item

· Price Total – multiply the quantity by the price per item

· Purpose/Function – describe the purpose of the item or the function it serves in the project and/or system

· Notes/Clarifications – use this area to expand on details provided within the spreadsheet 
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The offeror must provide a detailed description in its response explaining its upgrade cycle and methodology to keep all proposed software on current versions throughout the project.  This must include details on upgrading all environments used as part of the project.

Network wiring within LSD facilities will be provided by LSD. The proposal must specify any wiring requirements.

Infrastructure Components

3.4.1.1 Operating System.  The contractor must:
· Recommend all needed operating systems for any machine or device interacting with the system.

· Assist, upon request, with the installation and configuration of all operating systems for any machine or device interacting with the system.

· Recommend upgrades on, and enhancements to, operating systems for any machine or device interacting with the system for the duration of the contract.

· Assist, upon request, with upgrade activities of operating systems for any device interacting with the system over the lifespan of the contract.

3.4.1.2 Database.  The contractor must:
· Recommend all needed database applications for the system.

· Assist, upon request, with the installation and configuration of all database applications utilized in any operation of the system.

· Provide status and metric reporting on the performance of the database.

· Recommend upgrades and enhancements on database applications over lifespan of the contract.

· Assist, upon request, with upgrade activities of the database platform over the lifespan of the contract.

· Provide primary diagnostic analysis on data performance issues.

· Provide the capability to analyze the database for any suboptimal implementation of data, indexing, and/or relationships.

3.4.1.3 Graphical User Interface.   The SSR user interface (both internal-facing and external-facing portions) must run consistently across multiple platforms and the three most widely used browsers nationwide.  
3.4.1.4 General Software Considerations.  The contractor must use modern, high-level programming languages, development and testing aids, and documentation aids.
Unless specifically agreed to by LSD, all software delivered to LSD must be the most recent production version supplied by the manufacturer at the time of the acceptance of the detail design. All updates of third party commercial software used in the system will be obtained by LSD and installed by the contractor, except by documented (written) mutual agreement between LSD and the contractor. No alpha versions of commercial software are allowed, and the use of beta versions of commercial software must receive prior written approval of the LSD Project Director.

The offeror must recommend all needed software for the system and business processing. The contractor must actively assist with the installation and configuration of all software utilized in any operation of the system, recommend upgrades and enhancements on software devices over the lifespan of the contract, and assist with upgrade activities on software over the lifespan of the contract.

3.4.1.5 Development Tools.  The offeror’s proposal must list the tools planned to be used for the project, a description of their use, and the maintenance requirements. The tools must include at a minimum an Integrated Development Environment (IDE) consisting of:
· Source Code Editor

· Compiler 

· Build Automation Tools

· Debugger

· Class Browser

· Object Inspector

· Version Control System

· Data Dictionary

· Webpage Designer

· Report Designer

· Query Facility

· Message Facility

· User Help Facility

3.4.1.6 Hardware.  The contractor must:
· Recommend all needed hardware for the system, including all peripheral devices (monitors, CPU, scanners, bar code readers, and printers used by SSR users, as well as other required peripherals) needed for business processing.

· Assist, upon request, with the installation and configuration of all system hardware and devices utilized in any operation of the system.

· Provide a mechanism for status and metric reporting on performance of hardware.

· Recommend upgrades and enhancements on hardware and peripheral devices during the lifespan of the contract.

· Assist, upon request, with upgrade activities on hardware over the lifespan of the contract.

3.4.1.7 Listing of Required Components.  The offeror must provide a complete list of LSD hardware, operating systems, IDE(s), web server software, application server software, browser software, programming languages, development tools, libraries, management tools, browsers, network infrastructure, and any other components that are required for the proposed solution to be successfully installed and maintained.

3.4.1 Response Guideline: The offeror must convey acceptance of the requirements given in this section. The offeror must describe its recommendation for LSD to obtain, install, and maintain operating systems, databases, devices, and any other proposed hardware and/or software for the life of the contract, including optional extensions.

The offeror’s response to this section must:

   • Identify a software solution and include whether it is commercial, custom, or a combination thereof.

   • Identify and include manufacturer’s documentation of any commercial software components that are proposed to be integrated.

   • Discuss why the software solution is preferred/recommended for the SSR project.

   • Incorporate how the solution meets the software requirements defined herein.

   • Suggest a relational DBMS solution for the SSR project and discuss how it will meet the needs stated.

   • Identify all development tools to be utilized in developing and implementing the SSR system.

   • Assess the section and describe any deficiencies or concerns regarding its proposed offering to LSD.

The offeror must describe the reliability, serviceability, integration capabilities, ability to scale, and expected lifespan of proposed devices, hardware, or software.

3.4.2 Custom Software.  Unless the offeror is proposing the use of its existing software as a COTS solution, all custom software developed by the offeror and used in this system must be open source or owned by LSD.  This includes specifications, source code, object code, and documentation. The license must include the right of LSD or its providers to use such software in this or any other LSD system for an unlimited period and in unlimited quantities. During the lifespan of the contract, the contractor must maintain and upgrade custom software as needed to operate this system. LSD must be licensed to modify all custom software provided by the contractor for this system for LSD use that is outside the scope or duration of the contract.
If the offeror proposes the use of some or all software with proprietary ownership by the offeror or others, then the offeror must provide support and upgrade plans and costs for all proprietary software for 10 years beyond the point of final acceptance of the system.

If the offeror proposes an existing system as the basis for the SSR system (COTS or otherwise) and new versions of the software, components, or tools are released prior to the end of the design phase for each development iteration, LSD may request and receive the latest versions of these tools to be used for development of all phases that have not passed through detailed design acceptance.

Within two years of final acceptance of the system, if the contractor enhances or corrects custom software used in the SSR system for its own use or for use by another customer, the contractor must notify the LSD Project Manager and Project Director of such an update of custom software within 30 days of completion of the update. If LSD chooses to explore the installation of the enhancement, a separate contract will be initiated for integration.

3.4.2 Response Guideline:  The 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 LSD. If you are proposing an existing system or COTS system, describe the process that will be used to release new versions and/or updates to the system and describe whether those are mandatory or optional. Describe the management of the license structure and advantages and potential risks of that structure to LSD. Provide details on your 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 price sheet(s) described in Section 5.

3.4.3 Items Provided by Contractor.  In addition to the application requirements stated elsewhere in this RFP, the offeror is asked to provide the following items as part of the cost of the proposed solution.  Items provided by the contractor include but are not limited to:

· Location(s) for contractor’s staff 

· Development tools for contractor’s staff, including appropriate network connections

· Computers, printer, scanners, and any other devices required for development

· Contracted services for contractor’s staff

· Development environment(s) for contractor’s staff

· Training manuals for contractor’s staff

· Operator manuals for contractor’s staff

· Technical manuals for contractor’s staff

· Completely commented source code (unless fully COTS)

· Other special licenses (e.g., middleware, development libraries, modules) for use by contractor’s staff

3.4.3 Response Guideline: At a minimum the offeror must convey acceptance of the requirements given in this section and describe any additional items not presented above.

3.4.4 Items Provided by LSD.  LSD acknowledges that there are certain items that it must provide in order to support the successful installation of the proposed solution. These include:
· The network infrastructure. The LSD network will be used to connect the various contractor and LSD office locations to the central site hosting the system. 

· Workstations, printers, and other devices for LSD employees that will be utilizing the proposed solution.

· Central hardware (i.e., servers, storage, etc.).

· Software and Tools

· Development tools for LSD staff

· Infrastructure software (Windows Server, Linux, etc.)

· All database server licenses required for the development, test, training, and production systems
· All imaging software licenses (if any)

· SSL certificate(s)

3.4.4 Response Guideline: The offeror must convey acceptance of the requirements given in this section and describe any additional items not presented above.

In order to keep ahead of LSD’s needs, you are encouraged to provide a list of hardware and software that LSD will need in order to move into parallel pilot testing and ultimately the production stages of the project. It is well understood that the exact details of this list can and probably will change over the lifespan of the contract. This initial list will be used for planning purposes only and it is not expected to remain unchanged over time.

3.4.5 Imaging and Workflow.  If the offeror proposes an imaging/electronic document management/workflow solution, it must be capable of a scaling process as part of roll out and adoption.  Although LSD envisions a processing environment that has less reliance on paper, the system must support the continued use of paper in certain processes, as chosen by LSD, to manage the migration to the new processes, system, and environment.

Ideally, all paper (as appropriate for business processes), communications, and other submissions will be scanned and appropriately indexed to allow for future retrieval within the SSR system. LSD must, however, still be able to retain, store, and retrieve the original hard copies of the document in case they are needed later.  

If the proposed system includes redaction abilities, the original layer document must be retained and all layers of the image must be secured and only viewable to those with appropriate rights. Redaction must truly hide the redacted information and prevent viewers from removing the redaction and/or copying and pasting redacted information into another document where it could be viewed.

3.4.5 Response Guideline:  The offeror must clarify how its proposed system ingests images and processes them using bar codes, workflow rules, and document management.  

If redaction is proposed as part of the system, the offeror must describe its experiences with redaction and redaction software together with a discussion for an implementation relative to the context of this RFP.
3.4.6 Conversion.  The MCA database is a very important part of this project and application.  Most business processes referenced in other sections include use, support, or creation of the MCA database.  Although specific requirements are identified in the RTM, the offeror’s response to this section should provide a comprehensive picture of the proposed system approach to data and documents.  The offeror must describe the method used to populate and use this information from both a technical and functional perspective.  
The offeror must describe the environment, storage, control, and use of statute documents and related data in the proposed system.  This should include details on not only the technical aspects of the documents/data, but the business functionality surrounding them as well.  The offeror must include screenshots of system areas that are described in this section.

The MCA is currently housed on the State of Montana mainframe in a number of Virtual Storage Access Method (VSAM) data sets.  The data is very clean and is very well organized.  The layout, data structure, and naming conventions surrounding the data sets are clear and well documented.  The documents that comprise the MCA are embedded with Standard Generalized Markup Language (SGML) “like” tags.  A high-level overview of the VSAM structure is provided in Appendix G.  The expectation is that current data will be converted and a history will naturally evolve as additional legislative sessions add to the system over time.  

Conversion of the MCA data must be flawless, or near flawless, with defects identifiable and easily corrected.  The SSR project will create a system responsible for supporting mission-critical business functionality.  This system cannot tolerate outages or delays that are caused by conversion issues.  Any significant disruption during the conversion effort or as a result of the conversion during the term of the contract is not acceptable and may be subject to liquidated damages.  

The offeror must include the deliverables listed below in the project schedule.  A detailed description of each of these items is included in Appendix H.  The offeror must also develop all conversion software, programs, modules, jobs, or any other items needed to transform and load data from the existing system to the new system.  The project schedule must include multiple iterations of conversion testing and fine-tuning. LSD staff will participate in review and refinement of the conversion plan and will review conversion output reports.  If LSD staff is expected to conduct any manual data-cleansing activities required to accommodate a successful conversion of legacy system data, it must be described in this section. 

Deliverables include: 

· Conversion Plan

· Conversion Cutover Plan

· Conversion Mapping Documents

· Conversion Anomalies Reports

· Conversion Manual Cleanup Logs

· Conversion Test Plan

· Conversion Test Scenarios

· Conversion Testing Results

· Completed Conversion Checklist

The contractor must document and implement a transition and conversion plan for the current (LSD) data after conducting a joint LSD/contractor detail analysis of current data and environment.  

The contractor must ensure that regular business functions are not disrupted by the conversion process and adhere to an agreed-upon conversion plan and protocols.  The conversion of LSD data requires the highly accurate transfer of critical data with either no interruption or a specifically scheduled interruption of service.  The contractor must coordinate and assist LSD/SITSD staff with the installation of any special or additional services or equipment that is required for the conversion.  

LSD will provide read-only access to existing systems to the contractor.  The contractor must then extract, manipulate, scrub, and otherwise prepare the data and then load the data into the SSR data structure.  Conversion processes must be accepted by the LSD Project Director as meeting acceptance criteria prior to progressing with pilot/production implementations.

3.4.6 Response Guideline:  In this section, the offeror must provide details on the proposed data structure, how that structure is used to support business functions, and how the LSD data will be loaded into that structure. Describe the level of experience that your proposed team has with converting data for large system integration projects and provide examples of your conversion experience with legislative statute data.  Examples from these projects are highly desirable.

The offeror must describe its recommended conversion strategy. The conversion strategy must include an approach for the development and successful execution of a conversion effort that should include at a minimum:

· Scope of conversion effort

· Data conversion alternatives

· Conversion methodology

· Resources and timelines

· All conversion deliverables required in this section 

The offeror is encouraged to provide examples of deliverables that have been created for other similar projects that meet the intent of the deliverables required by this section.

3.4.7 Environments.  In order to facilitate the development, test, training, and implementation phases, it will be necessary for the contractor to provide four complete system environments. These environments will be hosted at either SITSD’s Helena. Montana data center or within the LSD environment in the Capitol building. VPN or Citrix access will be available to the contractor’s project staff as needed. LSD is open to other possible environment configurations.

Updates to end-user systems must be managed from a central location.

3.4.7.1
Development System.  This system is to be used by developers to build the code and perform initial unit and integration testing. This environment will be provided by LSD and will be housed within the LSD environment. The contractor must:
· Recommend development environment configuration and capacity requirements.

· Document a complete system architecture plan, including proposed application and/or web servers.

· Utilize a development database with limited test records.

3.4.7.2 Test System.  This system is to be used by developers, contractor’s testers, and/or LSD testers for testing of code before it goes into production and for testing of the legacy data conversion process. This environment will be provided by LSD and will be housed within the LSD environment. The contractor must:
· Document a complete system architecture plan, including proposed application and/or web servers.

· Recommend test environment configuration and capacity requirements.

· Utilize a separate test database instance from the development system.

· Populate this environment with a more robust set of data than the development system (which does not have to contain a full copy of production data).

· Utilize a backup and restore system that will facilitate the ability to roll the environment (both the application and/or the data) to a previous state within a reasonable period of time relevant to the amount of data contained in the environment.

3.4.7.3 Training System.  This system is to be used by developers, contractor’s testers, and/or LSD testers for training purposes related to the use, operation, and maintenance of the system. This environment will be provided by LSD and will be housed within the LSD environment. The contractor must:
· Document a complete system architecture plan, including proposed application and/or web servers.

· Recommend training environment configuration and capacity requirements.

· Utilize a separate training database instance from the development system.

· Populate this environment with a more robust set of data than the development system (which does not have to contain a full copy of production data).

· Utilize a backup and restore system that will facilitate the ability to roll the environment (both the application and/or the data) to a previous state within a reasonable period of time relevant to the amount of data contained in the environment.

3.4.7.4 Production System.  This is the primary system to be used in production. This environment will be provided by LSD and will be housed within the LSD environment. The contractor must:
· Document a complete system architecture plan, including proposed application and/or web servers.

· Recommend production environment configuration and capacity requirements.

· Recommend hardware that provides for power, hard drive, and other such core component redundancy.

· Populate with full converted data.

· Provide complete backup/restore capabilities.

· Utilize a backup and restore system that will facilitate the ability to roll the environment (both the application and/or the data) to a previous state within a reasonable period of time relevant to the amount of data contained in the environment.

3.4.7.5 Version Control.  The contractor must:
· Utilize an electronic version control system to manage the development efforts being performed on objects in the system. 

· Notify all affected users that a software version update is required and the time such change will be administered if the contractor is expecting to make a change during regular LSD operating hours. 

· Use a version control system to manage the modification of source code.

· Document changes to code in the version control system in addition to “inline” documentation, although this may be at a higher or summary level of detail.

· Administer, test, document, and track all version changes and ensure receipt of remotely administered software version updates.

· Train LSD staff in the process, procedures, and use of the version control system, including administration, prior to the transfer of system responsibility to LSD.

The version control system must:

· Allow for check out and check in of objects, with descriptive comments required at each check in.

· Provide for documentation of which objects or code sets are in each migration or release of the application within and between the test, training, and production environments.

3.4.7 Response Guideline:  At a minimum, the offeror must convey acceptance of the requirements given in this section and describe its experience working within and managing multiple environments within the technical environment proposed for the SSR project.

Describe your experience in code and data migration management within and between the technical environments proposed for the SSR project.

3.4.8 System Performance Specification.  The system should perform without users having to wait for the system to complete processing before being able to continue their work.  Describe the system performance the proposed application has had at other installation sites.  Also describe what steps have been taken at other sites to improve performance where bottlenecks have been found.  The Offeror should propose performance metrics and a methodology for testing those metrics on the installed system.
3.4.8 Response Guideline:  Describe the method that will be used to verify that the system will perform under the stress of a legislative session.  The response to this section should provide a detailed description of the steps needed to meet or exceed the requirements for performance, measurement, validation, and mitigation if performance is below expectation.

3.4.9 Batch Processes.  The system may have mechanisms to perform batch processes as needed for the operation and upkeep of the system and data. The SSR system must run batch processes on a schedule without manual intervention or observation from users and must have front-end functionality that allows authorized end users to modify batch parameters when desired. 
3.4.9 Response Guideline:  At a minimum, the offeror must convey acceptance of the requirements given in this section and describe its approach to support of tasks in this section.

Additionally, the experience of the offeror’s proposed development team with the scheduling tool should also be described. Specifically, LSD would like to know not just if you, as a company, have this experience, but also whether the proposed development team has this experience.

3.4.10
Production Schedules.  The contractor must coordinate with LSD and external agencies to record, maintain, and track well-documented production schedules (daily, weekly, monthly, quarterly, etc.) required in order to process SSR production jobs. The contractor must recommend scheduling jobs in a manner that will reduce impact on end users (both SSR end users and end users of other affected systems).
3.4.10 Response Guideline: At a minimum, the offeror must convey acceptance of the requirements given in this section and describe its approach to support of tasks in this section.

3.4.11 Batch Process Monitoring and Reporting.   The contractor must provide a mechanism to monitor the progress and results of batch processing and utilize the software to document error situations, including notifying appropriate persons of the results of batch processing.
3.4.11 Response Guideline:  At a minimum, the offeror must convey acceptance of the requirements given in this section and describe its approach to support of tasks in this section.

Discuss whether you, as a company, and/or the proposed development team have experience with one or more tools/software that provide batch/offline job monitoring and reporting. Additionally, if the proposed solution has its own batch process monitoring and reporting functionality, it should be discussed here.

3.4.12 Backup and Recovery.  Backup and disaster recovery recommendations are required components in the proposed solution. The offeror must provide such recommendations to LSD.
3.4.12.1 Backup.  The offeror must describe the recommended steps to ensure the proposed solution is backed up and describe recommended actions that LSD should take to prepare for a disaster event.

3.4.12.2 Recovery.  The offeror must describe the steps required to recover the proposed solution from events such as a power failure or a system hardware failure. The contractor must fully participate in a recovery event regardless of the nature, location, or source of the event for the lifespan of the contract.
· Describe recommended actions LSD should take to protect the system from a disaster event (e.g., “Plug all relevant machines into uninterruptable power sources.”).

· Describe recommended actions LSD should take to recover from a disaster event.

· Describe capabilities of recovering data from a desktop failure event.

· Describe capabilities of recovering data from a server failure event.

3.4.12 Response Guideline:  The SSR system will be integrated into the LSD backup and recovery process as a whole.  To do that, the contractor will be expected to play a role in defining and designing the best way to ensure that the system, data, and processes remain intact when and if an event is encountered.

This section should be used to explain how the system can be recovered; provide examples of recovery plans and exercises done for other clients, and highlight the partnership you will have with LSD staff in establishing, testing, and supporting backup and recovery processes. 

3.4.13 System Documentation.  System documentation must be written and/or revised by the contractor to reflect the impact of the development for each phase of the SSR project. These documents are considered formal deliverables and will be processed following the deliverable process described Appendix H, Deliverables.  The contractor must give accurate, updated system documentation to LSD as a condition of acceptance prior to the start of the parallel pilot testing stage of the project.  Documentation will be owned by LSD upon acceptance.

Documentation must be in electronic form and must include but is not limited to:

· Comprehensive physical database diagrams (not just entity-relationship diagrams)

· Data dictionary entries covering data domains, tables, and attributes

· Functional and process decomposition diagrams, if created

· Data flow diagrams, if created

· User’s and procedure manuals

· Operations production schedules

· Disaster recovery plan

· System backup and recovery procedures

· Input/output layouts

· Program source code (if to be owned by LSD)

· Copies of test data files and test scripts/criteria

3.4.13 Response Guideline:  Offeror’s response to this section must identify and describe documentation for the full system development life cycle. Describe how documentation will be used to provide training, disaster recovery, and knowledge transfer services. The offeror is encouraged to provide examples of documentation as appropriate.

SECTION 4:  OFFEROR QUALIFICATIONS

All subsections of Section 4 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
4.1
State's Right to Investigate and reject
The State may make such investigations as deemed necessary to determine the offeror's ability to provide the supplies and/or perform the services specified.  The State reserves the right to reject a proposal if the information submitted by, or investigation of, the offeror fails to satisfy the State’s determination that the offeror is properly qualified to perform the obligations of the contract.  This includes the State's ability to reject the proposal based on negative references.

4.2
OFFEROR QUALIFICATIONS

To enable the State to determine the capabilities of an offeror to provide the supplies and/or perform the services specified in the RFP, the offeror shall respond to the following 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.)
4.2.1 References.  The offeror must provide a minimum of three references that are using supplies and/or services of the type proposed in this RFP. The references may include state or international governmental bodies where the offeror, preferably within the last three years, has successfully completed a contract to design, develop, and implement a large-scale application system similar to the one specified in this RFP.  At a minimum, the offeror must provide the company name, the location where the supplies and/or services were provided, contact person(s), customer’s telephone number and e-mail address, a complete description of the service type, and the dates the services were provided. These references may be contacted to verify the offeror’s ability to perform the contract. LSD 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.

4.2.2 Company Profile and Experience.  The offeror must 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. The offeror must provide a complete description of any relevant past projects, including the supply/service type and dates the supplies and/or services were provided.  The offeror must include a summary of any past or ongoing litigation that the individual/company has experienced related to projects similar to the one in this RFP.

4.2.3 Offeror Financial Stability.  The offeror must demonstrate its 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 in its most recent annual report.

4.2.4 Key Personnel.  The offeror must provide detailed information about the experience and qualifications of the key personnel assigned to this project. This staff information must also include the staff roles and responsibilities, their planned level of effort, and their anticipated duration of involvement with the project. Key personnel roles include but are not limited to:
· Project Manager – PMP or Prince2 certification preferred 
· Business Analyst

· Database Administrator

· Application Development Lead

· Key Milestone Leads

· System Architect

· Data Conversion Manager

· Trainer

Résumés must be provided for all key personnel 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 email address.  
LSD assumes that the proposal will present a staffing model that provides the best chance of completing the project successfully.  Although this RFP will not create a time and materials contract, LSD is asking for detailed information on key personnel as a mechanism to ensure that the people proposed and evaluated in your response will be the people delivering the work on the project.  This section should not be used to provide examples of staff that perform these roles within the offeror’s organizational structure.  The proposed key personnel are expected to be SSR project staff in the roles and at the level of effort listed in the response to this RFP.  

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

4.2.5 Oral Presentation/Product Demonstration/Oral Interview.  The offeror’s oral presentation will include a review of its proposal by section and is not to exceed four hours in duration. Prior to the demonstration, the offeror must provide LSD with a list of names of all personnel attending the demonstration with corporate position titles, tenure with the corporation, and relationship to the SSR project. The presentation will include:

· A demonstration of the COTS system as it applies to LSD.  This step will be utilized only if all offerors have a system to demonstrate.  If only a subset of offerors have a system, the evaluation of those systems would present an advantage to some offerors over others.

LSD reserves the right to interview only the two highest scoring offerors; to interview all offerors within 10% of the highest scoring offeror; to interview all offerors who are deemed to have a passing score prior to the interview process; or to conduct no interviews, at LSD’s discretion.

SECTION 5:  COST PROPOSAL

All subsections of Section 5 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
5.1
COST PROPOSAL

The budget for this system is $4,800,000.  Exceeding the maximum amount will disqualify the response from further consideration. 

The offeror must provide a detailed line-item budget for all phases of the project. 

The offeror must provide a separate cost for system maintenance following the 24-month warranty period. LSD reserves the option of choosing offeror-provided maintenance (under a separate contract) or providing for these functions in house. These costs will not be considered as part of the cost evaluation.

5.2
REQUIRED PRICING INFORMATION

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

5.2.1 Staff Information.  The total number of proposed project full-time equivalent (FTE) and part-time staff costs by position and role.  

5.2.2 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.
5.2.3 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.
5.2.4 Conversion.  The amount of conversion costs allocated to each of the proposed development phases and a total for the project as a whole.  

5.2.5 Testing.  The amount of testing costs allocated to each of the proposed development phases and a total for the project as a whole.  
5.2.6 Total Training Costs.  All costs associated with training, including instructors and materials.

5.2.7 Environment.  Non-service-related costs (i.e., hardware, firmware, etc.).  This should also include costs for ancillary system upgrades or changes to existing infrastructure required by the proposed system.
5.2.8 Help Desk.  All costs associated with operating the help desk until all warranty obligations have been met, changed, or waived.
5.2.9 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.  
5.2.10 Total Firm Fixed Price.  The total project cost of Sections 5.2.1 through 5.2.9.
5.2.11 Ongoing Service Rates.  The offeror must provide a proposal for contracting services to assist LSD in the maintenance of this system for a 24-month time period following the warranty period.  Describe the services proposed.  Describe how work would be conducted during this time period.  Describe aspects that must be considered and the methods that must be used by the offeror or LSD to estimate future costs for system maintenance/upgrades once the anticipated warranty has expired.  Include hourly rates by role and experience level.  
5.2.12 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 Response Guideline:  This section will be used to score the total fixed price for the proposed services.  In addition, each of the included sections will be used throughout the project to evaluate progress and efficiency based on actual cost compared to budgeted cost expenditure at defined points in the project.  LSD wants to understand the estimating methodology and how the offeror will use this budget as a control mechanism throughout the project.
5.3
PAYMENT SCHEDULE 

Payment will be made upon implementation and:
· LSD acceptance of products and services of each milestone as defined in the contract awarded as a result of this RFP.  Include milestones as part of the proposed project schedule and payment schedule.  Milestones should focus on “proof of life” deliverables, rather than paper deliverables, as much as possible.

· Final acceptance (holdback).

The total firm fixed price includes all items listed in Sections 5.2.1 through 5.2.9 and any cost of software and all associated license fees.  The offeror will invoice LSD for achieved milestones that represent portions of the cost of the total project price upon LSD acceptance of each milestone.  The holdback will be tendered on a monthly basis during the two-year warranty period.

SECTION 6: EVALUATION PROCESS
6.1
BASIS OF EVALUATION

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of 15,000 points plus an additional 1,000 bonus points.

The Project Management, System Requirements, Infrastructure and Architecture, References, Company Profile and Experience, Key Personnel, Oral Presentation/Product Demonstration/Oral Interview, and Bonus Points portions of the offer will be evaluated based on the following Scoring Guide. The Introduction and 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 2.4.5 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 based on 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 few 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.

6.2
EVALUATION CRITERIA

	
	Category
	Section of RFP
	Point Value

	
	
	

	
	Introduction
	Pass/Fail

	
	
	
	

	1. 
	Introduction
(Understanding, willingness, and acknowledgement provided)
	3.1
	Pass/Fail

	
	
	

	
	Project Management
	10% of points for a possible 1,500 points

	
	
	
	

	2. 
	Methodology
	3.2.1
	300

	3. 
	Project Startup
	3.2.2
	100

	4. 
	Training
	3.2.3
	100

	5. 
	Testing Requirements
	3.2.4
	100

	6. 
	System Acceptance
	3.2.5
	100

	7. 
	System Design Changes
	3.2.6
	100

	8. 
	Enhancements
	3.2.7
	100

	9. 
	System Warranty
	3.2.8
	100

	10. 
	Final Acceptance
	3.2.9
	100

	11. 
	Roles and Responsibilities
	3.2.10
	100

	12. 
	Deliverable Procedures
	3.2.11
	100

	13. 
	Deliverable Standards
	3.2.12
	100

	14. 
	Issues, Enhancements, and Defects
	3.2.13
	100

	
	
	
	

	
	System Requirements
	23% of points for a possible 3,400 points

	
	
	
	

	15. 
	Requirements Traceability Matrix
	3.3.1
	1,100

	16. 
	MCA Update
	3.3.2
	700

	17. 
	Business Functions
	3.3.3
	1,100

	18. 
	Interfaces
	3.3.4
	500

	
	
	
	

	
	Infrastructure and Architecture
	10% of points for a possible 1,500 points

	
	
	
	

	19. 
	System and Architecture Standards
	3.4.1
	200

	20. 
	Custom Software
	3.4.2
	100

	21. 
	Items Provided by Contractor
	3.4.3
	100

	22. 
	Items Provided by LSD
	3.4.4
	100

	23. 
	Imaging and Workflow
	3.4.5
	100

	24. 
	Conversion
	3.4.6
	100

	25. 
	Environments
	3.4.7
	200

	26. 
	System Performance Specification
	3.4.8
	100

	27. 
	Batch Processes
	3.4.9
	100

	28. 
	Production Schedules
	3.4.10
	100

	29. 
	Batch Process Monitoring and Reporting
	3.4.11
	100

	30. 
	Backup and Recovery
	3.4.12
	100

	31. 
	System Documentation
	3.4.13
	100

	
	
	

	
	References
	4% of points for a possible 600 points

	
	
	
	

	32. 
	Reference #1
	4.2.1
	200

	33. 
	Reference #2
	4.2.1
	200

	34. 
	Reference #3
	4.2.1
	200

	
	
	

	
	Company Profile and Experience
	11% of points for a possible 1,700 points

	
	
	
	

	35. 
	Company Profile and Experience
	4.2.2
	1,700

	
	
	
	

	
	Financial Stability
	Pass/Fail

	
	
	
	

	36. 
	Offeror Financial Stability
	4.2.3
	Pass/Fail

	
	
	
	

	
	Key Personnel
	8% of points for a possible 1,200 points

	
	
	
	

	37. 
	Staff Qualifications
	4.2.4
	600

	38. 
	Roles and Responsibilities
	4.2.4
	300

	39. 
	Staffing Model
	4.2.4
	300

	
	
	
	

	
	Oral Presentations/Product Demonstrations/Oral Interviews
	14% of points for a possible 2,100 points

	
	
	
	

	40. 
	Oral Presentation
	4.2.5
	300

	41. 
	Product Demonstration
	4.2.5
	1,100

	42. 
	Oral Interview
	4.2.5
	700

	
	
	
	

	
	Cost Proposal
	20% of points for a possible 3,000 points

	
	
	
	

	43. 
	Total Firm Fixed Price
	5.2.10
	3,000


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 200.  Offeror A's cost is $20,000.  Offeror B's cost is $30,000.  Offeror A would receive 200 points.  Offeror B would receive 134 points (($20,000/$30,000) = 67% x 200 points = 134).

Lowest Responsive Offer Total Cost
x
Number of available points = Award Points

This Offeror's Total Cost

Bonus Points
1,000 possible points

1,000 bonus points are available for functionality that was not specifically requested but that LSD determines would be a valuable addition to the project.
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.

DEBARMENT: 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 Contractor cannot certify this statement, attach a written explanation for review by the State.

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.

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/ProcurementServices/preferences.mcpx.

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.

APPENDIX B:  CONTRACT

SESSION SYSTEMS REPLACEMENT SOFTWARE AND IMPLEMENTATION SERVICES
(INSERT CONTRACT NUMBER)

THIS CONTRACT is entered into by and between the State of Montana, Legislative Services Division, (State), whose address and phone number are 1301 E 6th Ave, Helena, MT  59601, (406) 444-3064, and (insert name of contractor), (Contractor), whose address and phone number are (insert address) and (insert phone number).

1.
EFFECTIVE DATE, DURATION, AND RENEWAL

1.1
Contract Term.  The contract’s initial term is September 3, 2014, through September 2, 2017, unless terminated earlier as provided in this contract.  In no event is this contract binding on the State unless the State’s authorized representative has signed it.  The legal counsel signature approving legal content of the contract and the procurement officer signature approving the form of the contract do not constitute an authorized signature.

1.2
Contract Renewal.  The State may renew this contract under its then-existing terms and conditions (subject to potential cost adjustments described below in section 2) 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.  
2.
COST ADJUSTMENTS

After the contract’s initial term and if the State agrees to a renewal, the parties may agree upon a cost increase.  The State is not obligated to agree upon a renewal or a cost increase.  Any cost increases must be based on demonstrated industry-wide or regional increases in Contractor's costs.  Publications such as the Federal Bureau of Labor Statistics and the Consumer Price Index (CPI) for all Urban Consumers may be used to determine the increased value.  

3.
SERVICES AND/OR SUPPLIES

Contractor shall provide the State Session Systems Replacement Software and Implementation Services as fully detailed in the attached Statement of Work (SOW), RFP14-2879P as amended, and the Contractor’s proposal as amended.

4.
WARRANTIES
4.1
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.

4.2
Warranty for Software.  The Contractor agrees to provide to the Session Systems Replacement System and related services as more fully detailed in the Contractor’s response to RFP14-2879P, as amended, and the Statement of Work attached hereto..

4.3
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 specified in a statement of work 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.

5.
CONSIDERATION/PAYMENT
5.1  Payment Schedule.  In consideration of the Session Systems Replacement Software and Implementation Services to be provided, the State shall pay Contractor according to the following schedule:  (insert pay schedule).

5.2
Withholding of Payment.  The State may withhold disputed payments to Contractor under the subject statement of work (or where no statement of work exists, the applicable contract).  The withholding may not be greater than, in the aggregate, fifteen percent (15%) of the total value of the subject statement of work or applicable contract.  With respect to payments subject to milestone acceptance criteria, the State may withhold payment only for such specific milestone if and until the subject milestone criteria are met.  Contractor is not relieved of its performance obligation if such payment(s) is withheld.

5.3
Payment Terms.  Unless otherwise noted in the solicitation document, the State has 30 days to pay invoices, as allowed by 17-8-242, MCA.  Contractor shall provide banking information at the time of contract execution in order to facilitate the State’s electronic funds transfer payments.

5.4
Reference to Contract.  The contract number MUST appear on all invoices, packing lists, packages, and correspondence pertaining to the contract.  If the number is not provided, the State is not obligated to pay the invoice.

6.
COOPERATIVE PURCHASING
Under Montana law, public procurement units, as defined in 18-4-401, MCA, have the option of cooperatively purchasing with the State of Montana.  Public procurement units are defined as local or state public procurement units of this or any other state, including an agency of the United States, or a tribal procurement unit.  Unless the bidder/offeror objects, in writing, to the State Procurement Bureau prior to the award of this contract, the prices, terms, and conditions of this contract will be offered to these public procurement units.  However, the State Procurement Bureau makes no guarantee of any public procurement unit participation in this contract.

7.
ACCESS AND RETENTION OF RECORDS
7.1
Access to Records.  Contractor shall provide the State, Legislative Auditor, or their authorized agents access to any records necessary to determine contract compliance. The State may terminate this contract under section 21, without incurring liability, for the Contractor’s refusal to allow access as required by this section.  (18-1-118, MCA.)


7.2
Retention Period.  Contractor shall create and retain all records supporting the Session Systems Replacement Software and Implementation Services for a period of eight years after either the completion date of this contract or termination of the contract.  

8.
ASSIGNMENT, TRANSFER, AND SUBCONTRACTING
Contractor may not assign, transfer, or subcontract any portion of this contract without the State's prior written consent.  (18-4-141, MCA.)  Contractor is 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 Contractor.  No contractual relationships exist between any subcontractor and the State under this contract.

9.
HOLD HARMLESS/INDEMNIFICATION
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 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 Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the State, under this contract.

10.
LIMITATION OF LIABILITY
Contractor's liability for contract damages is limited to direct damages and further to no more than twice the contract amount.  Contractor shall not be liable for special, incidental, consequential, punitive, or indirect damages.  Damages caused by injury to persons or tangible property, or related to intellectual property indemnification, are not subject to a cap on the amount of damages.

11.
REQUIRED INSURANCE
11.1
General Requirements.  Contractor shall maintain for the duration of this 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 Contractor, agents, employees, representatives, assigns, or subcontractors.  This insurance shall cover such claims as may be caused by any negligent act or omission.  

11.2
Primary Insurance.  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 Contractor's insurance and shall not contribute with it.

11.3
Specific Requirements for Commercial General Liability.  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 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 Contractor, including the insured's general supervision of Contractor, products, and completed operations, and the premises owned, leased, occupied, or used.

11.4
Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the State.  At the request of the State 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 Contractor, Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.

11.5
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.  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.

12.
COMPLIANCE WITH WORKERS' COMPENSATION ACT
Contractor shall comply with the provisions of the Montana Workers' Compensation Act while performing work for the State of Montana in accordance with 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 Contractor nor its employees are State employees.  This insurance/exemption must be valid for the entire contract term and any renewal.  Upon expiration, a renewal document must be sent to the State Procurement Bureau, P.O.  Box 200135, Helena, MT 59620-0135.

13.
COMPLIANCE WITH LAWS
Contractor shall, in performance of work under this contract, fully comply with all applicable federal, state, or local laws, rules, and regulations, including but not limited to, 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 Contractor subjects subcontractors to the same provision.  In accordance with 49-3-207, MCA, Contractor agrees that the hiring of persons to perform this 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 this contract.

14.
DISABILITY ACCOMMODATIONS
The State 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.
15.
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.  (18-5-603, MCA.) Contact the State Procurement Bureau at (406) 444-2575 for more information concerning nonvisual access standards.

16.
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 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.
17.
INTELLECTUAL PROPERTY/OWNERSHIP
17.1
Mutual Use.  Contractor shall make available to the State, on a royalty-free, non-exclusive basis, all patent and other legal rights in or to inventions first conceived and reduced to practice, or created in whole or in part under this contract, if such availability is necessary for the State to receive the benefits of this contract.  Unless otherwise specified in a statement of work, both parties shall have a royalty-free, nonexclusive, and irrevocable right to reproduce, publish, or otherwise use copyrightable property created under this contract.  This mutual right includes (i) all deliverables and other materials, products, modifications that Contractor has developed or prepared for the State under this contract; (ii) any program code, or site- related program code that Contractor has created, developed, or prepared under or primarily in support of the performance of its specific obligations under this contract; and (iii) manuals, training materials, and documentation.  All information described in (i), (ii), and (iii) is collectively called the "Work Product".
17.2
Title and Ownership Rights.  The State retains title to and all ownership rights in all data and content, including but not limited to multimedia or images (graphics, audio, and video), text, and the like provided by the State (the "Content"), but grants Contractor the right to access and use Content for the purpose of complying with its obligations under this contract and any applicable statement of work.  

17.3
Ownership of Work Product.  Contractor shall execute any documents or take any other actions as may reasonably be necessary, or as the State may reasonably request, to perfect the State's ownership of any Work Product.

17.4
Copy of Work Product.  Contractor shall, at no cost to the State, deliver to the State, upon the State's request during the term of this contract or at its expiration or termination, a current copy of all Work Product in the form and on the media in use as of the date of the State's request, or such expiration or termination.
17.5
Ownership of Contractor Pre-Existing Materials.  Contractor retains ownership of all literary or other works of authorship (such as software programs and code, documentation, reports, and similar works), information, data, intellectual property, techniques, subroutines, algorithms, methods or related rights and derivatives  that Contractor owns at the time this contract is executed or otherwise developed or acquired independent of this contract and employed by Contractor in connection with the services provided to the State (the "Contractor Pre-existing Materials").  Contractor Pre-existing Materials are not Work Product.  Contractor shall provide full disclosure of any Contractor Pre-Existing Materials to the State before its use and to prove its ownership.  If, however,  Contractor fails to disclose to the State such Contractor Pre-Existing Materials, Contractor shall grant the State a nonexclusive, worldwide, paid-up license to use any Contractor Pre-Existing Materials embedded in the Work Product to the extent such Contractor Pre-Existing Materials are necessary for the State to receive the intended benefit under this contract.  Such license shall remain in effect for so long as such Pre-Existing Materials remain embedded in the Work Product.  Except as otherwise provided for in Section 17.3 or as may be expressly agreed in any statement of work, Contractor shall retain title to and ownership of any hardware it provides under this contract.
18.
PATENT AND COPYRIGHT PROTECTION

18.1
Third Party Claim.  If a third party makes a claim 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 shall indemnify the State against all costs, damages, attorney fees, and all other costs and expenses of litigation 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.  

18.2
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 non-infringing.  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 whether the contract has been breached.

19.
CONTRACT PERFORMANCE ASSURANCE

19.1
Milestone Payments.  The State shall pay Contractor based on completion and acceptance of each milestone defined below.


19.2
Payment Holdbacks.  15% will be withheld from each milestone payment.  The total amount withheld will be paid to Contractor at the completion and acceptance of the final milestone. The milestones and payment schedule will be determined during contract refinement.
	Milestone/Deliverable
	Hold Back
	Payment % of Total

	Milestone 1:
	15% of approved invoice
	%

	Milestone 2:
	15% of approved invoice
	%

	Milestone 3:
	15% of approved invoice
	%

	Milestone 4:
	15% of approved invoice
	%

	Milestone 5: 
	15% of approved invoice
	%

	Final Acceptance
	
	100%


19.3
Liquidated Damages.  Unless otherwise specified, milestones must be completed by the contractor in final form on the dates specified in the Contractor's Project Management Plan including written acceptance by the State.  The liquidated damages will be $1,000 per workday for each day the milestone or phase is late or unacceptable.

19.4
Contract Performance Security – Surety Bonds Only.  Contractor shall provide contract performance security based upon 100% of the contract total.  This security must be in the form of a surety bond licensed in Montana with a Best's rating of no less than A‑.  The surety bond must be supplied on the form designated by the State of Montana.  The required form entitled "Contract Performance Bond" is available at http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx.  THE ORIGINAL FORM MUST BE PROVIDED.  FACSIMILE, ELECTRONIC, OR PHOTOCOPIES ARE NOT ACCEPTABLE.
The contract performance security must be provided to the State of Montana within 10 working days from the Request for Documents Notice.  This security must remain in effect for the entire term of the contract.  A new surety bond must be issued to the State of Montana if this contract is renewed.

The original surety bond form has been provided to the following address:  State Procurement Bureau, P.O.  Box 200135, Helena, MT 59620-0135.

20.
CONTRACT OVERSIGHT

20.1
CIO Oversight.  The Chief Information Officer (CIO) for the State of Montana, or designee, may perform contract oversight activities.  Such activities may include the identification, analysis, resolution, and prevention of deficiencies that may occur within the performance of contract obligations.  The CIO may require the issuance of a right to assurance or may issue a stop work order.

20.2
Right to Assurance.  If the State, in good faith, has reason to believe that Contractor does not intend to, is unable to, or has refused to perform or continue performing all material obligations under this contract, the State may demand in writing that Contractor give a written assurance of intent to perform.  Contractor’s failure to provide written assurance within the number of days specified in the demand (in no event less than five business days may, at the State's option, be the basis for terminating this contract and pursuing the rights and remedies available under this contract or law.

20.3
Stop Work Order.  The State may, at any time, by written order to Contractor require Contractor to stop any or all parts of the work required by this contract for the period of days indicated by the State after the order is delivered to Contractor.  The order must be specifically identified as a stop work order issued under this clause.  Upon receipt of the order, Contractor shall immediately comply with its terms and take all reasonable steps to minimize the incurrence of costs allocable to the work covered by the order during the period of work stoppage.  If a stop work order issued under this clause is canceled or the period of the order or any extension expires, Contractor shall resume work.  The State Project Manager shall make the necessary adjustment in the delivery schedule or contract price, or both, and this contract shall be amended in writing accordingly.  
21.
CONTRACT TERMINATION
21.1
Termination for Cause with Notice to Cure Requirement.  The State may terminate this contract in whole or in part for Contractor’s failure to materially perform any of the services, duties, terms, or conditions contained in this contract after giving 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 calendar days.  If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period.  
21.2
Termination for Cause with Notice to Cure Requirement.  Contractor may terminate this contract for the State’s failure to perform any of its duties under this contract after giving the State written notice of the failure.  The written notice must demand performance of the stated failure within a specified period of time of not less than 30 calendar days. If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period.

21.3
Reduction of Funding.  The State must by law 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.  (18-4-313(4), MCA.)  If state or federal government funds are not appropriated or otherwise made available through the state budgeting process to support continued performance of this contract (whether at an initial contract payment level or any contract increases to that initial level) in subsequent fiscal periods, the State shall terminate this contract as required by law.  The State shall provide Contractor the date the State's termination shall take effect.  The State shall not be liable to Contractor for any payment that would have been payable had the contract not been terminated under this provision.  As stated above, the State shall be liable to Contractor only for the payment, or prorated portion of that payment, owed to Contractor up to the date the State's termination takes effect.  This is Contractor's sole remedy.  The State shall not be liable to Contractor for any other payments or damages arising from termination under this section, including but not limited to general, special, or consequential damages such as lost profits or revenues.
21.4
Noncompliance with Department of Administration Requirements.  The Department of Administration, under the provisions of 2-17-514, MCA, retains the right to cancel or modify any contract, project, or activity that is not in compliance with the Department's Plan for Information Technology, the State Strategic Plan for Information Technology, or any Statewide IT policy or standard in effect as of the date of contract execution.   In the event of such termination, the State will pay for products and services delivered to date and any applicable termination fee specified in the statement of work or work order.  Any modifications to this contract must be mutually agreed to by the parties.
22.
EVENT OF BREACH – REMEDIES

22.1
Event of Breach by Contractor.  Any one or more of the following Contractor acts or omissions constitute an event of material breach under this contract:

●
Products or services furnished fail to conform to any requirement; 

●
Failure to submit any report required by this contract; 

●
Failure to perform any of the other terms and conditions of this contract, including but not limited to beginning work under this contract without prior State approval or breaching Section 27.1 obligations; or

· Voluntary or involuntary bankruptcy or receivership.
22.2
Event of Breach by State.  The State’s failure to perform any material terms or conditions of this contract constitutes an event of breach.
22.3
Actions in Event of Breach.  
Upon the Contractor’s material breach, the State may:

●
Terminate this contract under section 21; or
●
Treat this contract as materially breached and pursue any of its remedies under this contract, at law, or in equity.
Upon the State’s material breach, the Contractor may:

· Terminate this contract after giving the State 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 calendar days.  If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period; or
· Treat this contract as materially breached and, except as the remedy is limited in this contract, pursue any of its remedies under this contract, at law, or in equity.
23.
FORCE MAJEURE
Neither party is 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 uses its best efforts to remedy such failure or delays.  A party affected by a force majeure condition shall provide written notice to the other party within a reasonable time of the onset of the condition.  In no event, however, shall the notice be provided later than five working days after the onset.  If the notice is not provided within the five day period, then a party may not claim a force majeure event.  A force majeure condition suspends a party’s obligations under this contract, unless the parties mutually agree that the obligation is excused because of the condition.  

24.
WAIVER OF BREACH

Either party’s failure to enforce any contract provisions after any event of breach is not a waiver of its right to enforce the provisions and exercise appropriate remedies if the breach occurs again.  Neither party may assert the defense of waiver in these situations.    

25.
CONFORMANCE WITH CONTRACT
No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract shall be granted without the State Procurement Bureau’s prior written consent.  Product or services provided that do not conform to the contract terms, conditions, and specifications may be rejected and returned at Contractor’s expense.  

26.  
LIAISONS AND SERVICE OF NOTICES
26.1
Contract Manager.  The State Contract Manager identified below is the State's single point of contact and shall perform all contract management under 2-17-512, MCA, on the State’s behalf.  Written notices, requests, complaints, or any other issues regarding this contract should be directed to the State Contract Manager.


 is the State's Contract Manager.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 


 is Contractor's Contract Manager.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 

26.2
Notifications.  The State's liaison and Contractor's liaison may be changed by written notice to the other party.  Written notices, requests, or complaints must first be directed to the liaison.  Notice may be provided by personal service, mail, or facsimile.  If notice is provided by personal service or facsimile, the notice is effective upon receipt; if notice is provided by mail, the notice is effective within three business days of mailing.  A signed and dated acknowledgement of the notice is required of both parties. 

26.3
Identification/Substitution of Personnel.  The personnel identified or described in Contractor's proposal shall perform the services provided for the State under this contract.  Contractor agrees that any personnel substituted during the term of this contract must be able to conduct the required work to industry standards and be equally or better qualified than the personnel originally assigned.  The State reserves the right to approve Contractor personnel assigned to work under this contract and any changes or substitutions to such personnel.  The State's approval of a substitution will not be unreasonably withheld.  This approval or disapproval shall not relieve Contractor to perform and be responsible for its obligations under this contract.  The State reserves the right to require Contractor personnel replacement.  If Contractor personnel become unavailable, Contractor shall provide an equally qualified replacement in time to avoid delays to the work plan.
27.
MEETINGS
27.1
Technical or Contractual Problems.  Contractor shall meet with the State's personnel, or designated representatives, to resolve technical or contractual problems occurring during the contract term 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.  The State may request the meetings as problems arise and will be coordinated by the State.  The State shall provide Contractor a minimum of three full working days notice of meeting date, time, and location.  Face-to-face meetings are desired; however, at Contractor's option and expense, a conference call meeting may be substituted.  Contractor’s consistent failure to participate in problem resolution meetings, Contractor missing or rescheduling two consecutive meetings, or Contractor’s failure to make a good faith effort to resolve problems may result in termination of the contract.

27.2
Progress Meetings.  During the term of this contract, the State's Project Manager shall plan and schedule progress meetings with Contractor to discuss Contractor’s and the State’s progress in the performance of their respective obligations.  These progress meetings will include the State Project Manager, the Contractor Project Manager, and any other additional personnel involved in the performance of this contract as required.  At each meeting, Contractor shall provide the State with a written status report that identifies any problem or circumstance encountered by Contractor, or of which Contractor gained knowledge during the period since the last such status report, which may prevent Contractor from completing any of its obligations or may generate charges in excess of those previously agreed to by the parties.  This may include the failure or inadequacy of the State to perform its obligation under this contract.  Contractor shall identify the amount of excess charges, if any, and the cause of any identified problem or circumstance and the steps taken to remedy the same.

27.3
Failure to Notify.  If Contractor fails to specify in writing any problem or circumstance that materially affects the costs of its delivery of services or products, including a material breach by the State, about which Contractor knew or reasonably should have known with respect to the period during the term covered by Contractor's status report, Contractor shall not be entitled to rely upon such problem or circumstance as a purported justification for an increase in the price for the agreed upon scope. 
27.4
State's Failure or Delay.  For a problem or circumstance identified in Contractor's status report in which Contractor claims was the result of the State's failure or delay in discharging any State obligation, the State shall review same and determine if such problem or circumstance was in fact the result of such failure or delay.  If the State agrees as to the cause of such problem or circumstance, then the parties shall extend any deadlines or due dates affected thereby, and provide for any additional charges by Contractor. This is Contractor’s sole remedy.  If the State does not agree as to the cause of such problem or circumstance, the parties shall each attempt to resolve the problem or circumstance in a manner satisfactory to both parties.
28.
TRANSITION ASSISTANCE
If this contract is not renewed at the end of this term, if the contract is otherwise terminated before project completion, or if particular work on a project is terminated for any reason, Contractor shall provide transition assistance for a reasonable, mutually agreed period of time after the expiration or termination of this contract or particular work under this contract.  The purpose of this assistance is 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.  The parties agree that such transition assistance is 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 Contractor for any resources utilized in performing such transition assistance at the most current contract rates.  If the State terminates a project or this contract for cause, then the State may offset the cost of paying Contractor for the additional resources Contractor utilized in providing transition assistance with any damages the State may have sustained as a result of Contractor’s breach.

29.
CHOICE OF LAW AND VENUE
Montana law governs this contract.  The parties agree that any litigation concerning this bid, proposal, or this 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.  (18-1-401, MCA.)

30.
TAX EXEMPTION  
The State of Montana is exempt from Federal Excise Taxes (#81-0302402).
31.
AUTHORITY
This contract is issued under authority of Title 18, Montana Code Annotated, and the Administrative Rules of Montana, Title 2, chapter 5.

32.  
SEVERABILITY 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 and materially dependent.
33.  
SCOPE, ENTIRE AGREEMENT, AND AMENDMENT
33.1
Contract.  This contract consists of (insert number) numbered pages, any Attachments as required, RFP14-2879P, as amended, and Contractor's response, as amended.  In the case of dispute or ambiguity arising between or among the documents, the order of precedence of document interpretation is the same.  

33.2
Entire Agreement.  These documents are the entire agreement of the parties. They supersede all prior agreements, representations, and understandings.  Any amendment or modification must be in a written agreement signed by the parties.

34.
WAIVER

The State's waiver of any Contractor obligation or responsibility in a specific situation is not a waiver in a future similar situation or is not a waiver of any other Contractor obligation or responsibility.

35.
EXECUTION

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

	STATE OF MONTANA
	(INSERT CONTRACTOR’S NAME) 

	Legislative Services Division
	(Insert Address)

	1301 E 6th Ave
	(Insert City, State, Zip)

	Helena, MT  59601
	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
	


Chief Information Officer Approval:

Contractor is notified that, under the provisions of 2-17-514, MCA, the Department of Administration retains the right to cancel or modify any contract, project, or activity that is not in compliance with the Agency's Plan for Information Technology, the State Strategic Plan for Information Technology, or any statewide IT policy or standard.

Chief Information Officer
(Date)
Department of Administration

APPENDIX C:  ACRONYMS AND TERMS
	Title
	Description
	Term Type

	Act
	Legislation that has been passed by both the Senate and the House of Representatives, enrolled, and approved by the Governor or passed over the Governor’s veto or without the Governor's approval.
	Glossary

	Adjournment
	Ending of a meeting or daily floor session. Adjournment of the Senate or the House of Representatives takes place at the close of each legislative day, with the hour and day of the next meeting set before adjournment.
	Glossary

	Adjournment Sine Die
	Ending of the current session of the Legislature. No future meeting date is set except as provided in law.
	Glossary

	Adoption
	Approval or acceptance; usually applied to motions, amendments, and resolutions.
	Glossary

	Amendment
	A change proposed or made to a bill or resolution. Amendments to bills and resolutions may be offered in a standing committee, in a conference committee, or on second reading during consideration by the Committee of the Whole.
	Glossary

	Appropriation
	Legislative authority for expenditure of state money for a specific purpose.
	Glossary

	ARM
	Administrative Rules of Montana
	Acronym

	BASE
	Base Amount for School Equity (school funding)
	Acronym

	Bill
	A proposed law that is sponsored by a legislator and presented to the Legislature for consideration. Also called legislation.
	Glossary

	BST
	Bill Status Tracking
	Acronym

	Call Of The Senate (House)
	A procedure used to compel attendance of absent members.
	Glossary

	Call To Order
	The action of the presiding officer that brings either house officially into session.
	Glossary

	Cat And Dog Bill
	A bill that makes a specific appropriation for a specific purpose that is not included in the general appropriations bill.
	Glossary

	Caucus
	A meeting of all members of a political party. The term also refers collectively to all members of a political party in a house.
	Glossary

	CD
	Compact Disc
	Acronym

	CFHHS
	Children, Families, Health, and Human Services (interim committee)
	Acronym

	CFR
	Code of Federal Regulation
	Acronym

	Chamber
	The official meeting place of the Senate or the House of Representatives.
	Glossary

	CHIP
	Children's Health Insurance Program
	Acronym

	Committee Of The Whole
	The convening of an entire legislative house into a committee for the transaction of business on second reading.
	Glossary

	Concurrence
	Agreement by one house to a proposal or action of the other house.
	Glossary

	Conference Committee
	A group of legislators appointed by the presiding officer in each house to resolve differences between the houses on a bill.
	Glossary

	Confirmation
	Approval by the Senate of a nomination for an appointment made by the Governor.
	Glossary

	Conflict Of Interest
	A conflict created by a personal interest of a legislator that affects the ability of that legislator to vote impartially or that gives rise to an appearance of impropriety. Under current ethics laws, a conflict of interest does not arise from legislation or legislative duties affecting the membership of a profession, occupation, or class.
	Glossary

	Constituent
	A person who lives in the district represented by a legislator.
	Glossary

	Convene
	To officially begin a meeting of a legislative body.
	Glossary

	COTS
	Commercial-Off-The-Shelf
	Acronym

	CSG
	Council of State Governments
	Acronym

	D of A
	Department of Administration
	Acronym

	DDI
	Design, Development, and Implementation
	Acronym

	DEQ
	Department of Environmental Quality
	Acronym

	District
	The geographic area of Montana represented by a legislator. Each district is designated by a number. A Senate district consists of two adjoining House of Representatives' districts.
	Glossary

	DNRC
	Department of Natural Resources and Conservation
	Acronym

	DOR
	Department of Revenue
	Acronym

	DOT
	Department of Transportation (also MDT)
	Acronym

	DPHHS
	Department of Public Health and Human Services
	Acronym

	Effective Date
	The date on which a law takes effect and becomes binding. Most laws take effect on October 1 following a session unless otherwise specified.
	Glossary

	ELG
	Education and Local Government (interim committee)
	Acronym

	Engrossing
	The incorporation of amendments and all appropriate technical corrections into the text of a bill.
	Glossary

	Enrolling
	The preparation of a bill in the form that it finally passes the Legislature for presentation to the Governor, filing with the Secretary of State, or referral to the people for a vote.
	Glossary

	EQC
	Environmental Quality Council
	Acronym

	ETIC
	Energy and Telecommunications Interim Committee
	Acronym

	Ex Officio
	By virtue of one's office or position.
	Glossary

	Fiscal Note
	A brief document that contains an analysis of a bill's dollar impact on state or local revenue, expenditures, or fiscal liability.
	Glossary

	Fiscal Year
	The 12-month period that is the basis for the state's budgeting and financial activities. The state fiscal year begins on July 1 and ends on June 30.
	Glossary

	FTE
	Full-Time Equivalent (employee)
	Acronym

	FWP
	Department of Fish, Wildlife, and Parks
	Acronym

	FY
	Fiscal Year
	Acronym

	GABA
	Guaranteed Annual Benefit Adjustment (state employee retirement)
	Acronym

	GF
	General Fund
	Acronym

	Hearing
	Public discussion scheduled by a standing committee for the purpose of gathering information on a bill.
	Glossary

	Initiative
	A process through which citizens may initiate the enactment or amendment of laws or the amendment of the constitution. If a specified percentage of the qualified electors sign a petition, the measure is placed on an election ballot for approval or rejection by the voters. If approved by the voters, the proposal becomes law. The process may also be used to call for a constitutional convention.
	Glossary

	Interim
	The period of time between regular legislative sessions.
	Glossary

	IDE
	Integrated Development Environment
	Acronym

	ISDM
	Information Systems Development Methodology
	Acronym

	IT
	Information Technology
	Acronym

	ITSD
	Department of Administration, Information Technology Services Division
	Acronym

	IV&V
	Independent Verification and Validation
	Acronym

	JAD
	Joint Application Development
	Acronym

	Journal
	The official chronological record of the proceedings in a house.
	Glossary

	LAC
	Legislative Audit Committee
	Acronym

	LAD
	Legislative Audit Division
	Acronym

	LAWS
	Legislative Automated Workflow System
	Acronym

	LAWS Status
	LAWS Status is the Oracle system used to house status information about bills​
	Glossary

	LAWS Web
	​LAWS Web is the internet pages used to present bill details to the public.  For the 2013 session: http://laws.leg.mt.gov/legprd/law0203w$.startup?P_SESS=20131
	Glossary

	LC
	Legislative Council (Each bill draft request is given an "LC" number in order of request.) The Legislative Services Division was called the Legislative Council (LC) when this numbering system was implemented.
	Acronym

	LCO
	Legislative Communications Office
	Acronym

	Legislator
	An elected member of either the Senate or the House of Representatives.
	Glossary

	Legislature
	The branch of government responsible for passing statutory laws. The Montana Legislature has two chambers: the Senate and House of Representatives.
	Glossary

	LEPO
	Legislative Environmental Policy Office (staffs the EQC, ETIC, and WPIC)
	Acronym

	LFA
	Legislative Fiscal Analyst
	Acronym

	LFC
	Legislative Finance Committee
	Acronym

	LFD
	Legislative Fiscal Division
	Acronym

	LJIC
	Law and Justice Interim Committee
	Acronym

	Lobbyist
	A person who is hired to engage in the practice of promoting or opposing the enactment of legislation before the Legislature or the members of the Legislature.
	Glossary

	LSD
	Legislative Services Division
	Acronym

	MACo
	Montana Association of Counties
	Acronym

	Majority Party
	The political party having the most members in a house.
	Glossary

	MCA
	Montana Code Annotated (the codified laws, or statutes of Montana
	Acronym

	Message From The Governor
	An official communication from the Governor that is recorded in the journal.
	Glossary

	Message From The Senate (House)
	An official communication from the opposite house that is recorded in the journal.
	Glossary

	Minority Party
	The political party having the second most members of a house.
	Glossary

	Minutes
	A record of the actions taken at a committee meeting that serves as the official and legally required record of the meeting.
	Glossary

	Montana Code Annotated
	The official codified, published version of the statutes of Montana that are of a permanent or general nature.
	Glossary

	Motion
	A formal proposal offered by a member.
	Glossary

	MPEA
	Montana Public Employees Association
	Acronym

	NCSL
	National Conference of State Legislatures
	Acronym

	OBPP
	Governor's Office of Budget and Program Planning
	Acronym

	OLIT
	Office of Legislative Information Technology
	Acronym

	OPI
	Office of Public Instruction
	Acronym

	ORPA
	Office of Research and Policy Analysis
	Acronym

	PDF
	Portable Document Format
	Acronym

	Per Diem
	Literally “for a day”. The term is used to refer to a payment that a legislator receives to defray expenses associated with attending official legislative meetings or for conducting official legislative business.
	Glossary

	PERS
	Public Employees' Retirement System
	Acronym

	PIP
	Primary Implementation Phase​
	Acronym

	PL/SQL
	 Procedural Language/Structured Query Language (Oracle)
	Acronym

	PMBOK
	Project Management Body of Knowledge
	Acronym

	PMI
	Project Management Institute
	Acronym

	PNWER
	Pacific Northwest Economic Region
	Acronym

	Point (Question) Of Order
	A motion of a member that calls attention to a potential violation of order or of the rules and requests a determination by the presiding officer as to whether or not a violation has occurred.
	Glossary

	Presiding Officer
	The person who presides over a committee or a house. The term is a gender-neutral term for "chairman".
	Glossary

	Previous Question
	A motion to close debate and bring the pending question to an immediate vote.
	Glossary

	Quorum
	The minimum number of members of a legislative body required to be present for valid transaction of business.
	Glossary

	RAT
	Revenue and Transportation (interim committee)
	Acronym

	Recess
	A break in a committee meeting or daily floor session of a house.
	Glossary

	Reconsideration
	A parliamentary process by which a motion or question that has been acted on may be brought back before the body.
	Glossary

	Referendum
	The submission of a proposed or enacted piece of legislation to the people for approval or rejection. The referendum may be initiated by the Legislature or by voters through a petition process.
	Glossary

	Regular Session
	The regularly scheduled session of the Legislature that begins in January of each odd-numbered year and lasts for up to 90 days.
	Glossary

	Requester
	The legislator or committee that asks that a bill or resolution be drafted.
	Glossary

	Resolution
	A document that expresses the opinion or will of the Legislature or a house of the Legislature, that requires an interim study, or that governs the business of the Legislature or a house of the Legislature. A resolution does not have the force of law.
	Glossary

	RFP
	Request for Proposal
	Acronym

	RTM
	Requirements Traceability Matrix
	Acronym

	SABHRS
	Statewide Accounting, Budgeting, and Human Resource System
	Acronym

	SAVA
	State Administration and Veterans' Affairs (interim committee)
	Acronym

	SGML
	Standard Generalized Markup Language
	Acronym

	SID
	Special Improvement District
	Acronym

	SME
	A SME is a subject matter expert.  The SME is someone who knows a lot about the business, functional or technical area.  Usually it is someone who is doing the work and is very familiar with the business reason for doing work a particular way.
	Acronym

	Special Session
	A meeting of the Legislature convened at the request of either the Governor or a majority of the members of the Legislature. A special session is limited to matters specified in the call of the special session.
	Glossary

	SPOC
	A SPOC is a single point of contact.  This person will be contacted as the first point of resolution on a topic area.  If they don't have the background to resolve an item, they will work with other people to resolve issues, answer questions or gather data from others. ​ By nature, a SPOC is also a SME, but has a role of working with other SMEs to get questions/issues resolved.
	Acronym

	Sponsor
	The legislator who introduces a bill or resolution and guides it through the legislative process.
	Glossary

	SSL
	Secure Sockets Layer (SSL) is a protocol for transmitting private documents via the Internet
	Acronym

	SSR
	Session Systems Replacement
	Acronym

	Standing Committee
	A committee established by a house’s rules to consider legislation in a specified subject area and to perform other duties.
	Glossary

	Statute
	A law passed by the Legislature. In Montana, statutes are compiled into the Montana Code Annotated (MCA).
	Glossary

	Substitute Bill
	An amendment that replaces the text of an entire bill. (To be valid, the substitute bill may not change the original purpose of the bill.)
	Glossary

	Table Or Lay On The Table
	A motion to set aside consideration of the pending question in such a way that its consideration may be resumed at the will of the body.
	Glossary

	Term Limits
	Constitutional limits on how long a legislator or other state official may serve in one office. Senators and representatives may serve no longer than 8 years in one chamber in a 16-year period.
	Glossary

	TextDBMS
	 A mainframe system used to store, update, and maintain the MCA
	Glossary

	Third Reading
	The point in the legislative process when legislators in each chamber take a final vote on a bill.
	Glossary

	TIF
	Tax Increment Financing District
	Acronym

	Title
	​A Title in the MCA is the highest level grouping, and when printed is contained in a volume.  A volume is a printed book containing multiple Titles.  Titles contain multiple chapters.  See online version for example: http://leg.mt.gov/bills/mca_toc/index.htm 
	Glossary

	Transmittal
	The act of sending a bill to the second chamber for consideration after it has been passed by the first chamber. Different types of bills have different transmittal deadlines in the legislative rules.
	Glossary

	TVMT
	Television Montana (legislative public affairs television and Internet broadcasting service)
	Acronym

	UAT
	User Acceptance Testing
	Acronym

	USB
	Universal Serial Bus
	Acronym

	USC
	United States Code
	Acronym

	Veto
	An action taken by the Governor to reject a bill passed by the Legislature.
	Glossary

	VPN
	 Virtual Private Network
	Acronym

	VSAM
	Virtual Storage Access Method
	Acronym

	WIC
	Women, Infants, and Children (program)
	Acronym

	WPIC
	Water Policy Interim Committee
	Acronym

	XML
	 Extensible Markup Language
	Acronym


APPENDIX D:  BUSINESS PROCESSES
Appendix D, Business Processes is posted to the website at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx.
APPENDIX E: REQUIREMENTS TRACEABILITY MATRIX (RTM)
Appendix E, Requirements Traceability Matrix is posted to the website at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx.
APPENDIX F: CURRENT ENVIRONMENT
Appendix F, Current Environment is posted to the website at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx.
APPENDIX G: EXISTING STRUCTURE
Appendix G, Existing Structure is posted to the website at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx.
APPENDIX H: DELIVERABLES
Appendix H, Deliverables is posted to the website at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx.
APPENDIX I: 2014 BILL DRAFTING MANUAL
Appendix I, 2014 Bill Drafting Manual is posted to the website at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx.
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