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IT Professional Technical Services 
Master Contract Program 

T#:902TSStatement of Work (SOW) 
For Technology Services 

Issued By 
 

Minnesota Department of Employment and Economic Development 
Unemployment Insurance Division 
 Correspondence Rewrite Project 

 
Service Category:  Web Design & Development 

 
The Unemployment Insurance (UI) Division of the Department of Employment and 
Economic Development (DEED) is seeking a vendor to redesign and rewrite notices 
and questionnaires used in administering the UI program.  Notices are communications 
used to inform customers while questionnaires are used to collect information.  These 
communications are distributed both online and by postal mail. 
 

“The UI Program provides temporary benefits to qualified persons out of 
work through no fault of their own. The purpose of the program is to help 
maintain the economic stability within a community. The UI fund is 
financed entirely by a special tax paid by employers.”  (www.uimn.org)   

 
In 2009 the program handled 363,000 new applications, the payment of $2.8 billion 
dollars in benefits, and the filing of 12.1 million wage detail records by 130,000 
employers.  The program mails over 5 million pieces of correspondence to customers 
each year.   
 
Customers (applicants, employers and employer agents) conduct their business 
primarily through an online self-service system.  Direct communication with UI staff is by 
exception.  The program provides information and instruction online or through notices 
sent by mail.  Information is collected from customers using questionnaires.  
Questionnaires are compiled from electronic files then presented to the customer online 
and by mail.   
 
When an individual applies for benefits they are asked a series of questions to establish 
their identity and determine eligibility for benefits.  Many responses generate a need to 
ask additional questions.  For example any answer other than “Layoff” to “Reason for 
separation…” will generate additional questions.   
 

http://www.uimn.org/


Rev. 0809 2 

 

 
 

Any “Yes” answer on the “Eligibility Information” screen will also generate additional 
questions. 

 
 
To be paid the applicant has to make a request each week; the applicant is asked a 
series of questions about their work search, availability and any income received.  
Depending on their responses they may be required to answer additional questions.   
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When an individual applies for benefits the employer is notified and asked for their input.  
The employer is asked questions similar to the applicant.  The process is the same, 
certain responses generate additional questions.   
 
There are approximately 40 different questionnaires just for why a person might quit 
their employment.  For example they may have quit because of child care, 
transportation, health, domestic abuse, incarceration, etc.  The first questions are the 
same for all 40 questionnaires.  The remaining questions are unique to the reason they 
gave for why they quit. (See attachments)   Questionnaires are designed to reflect the 
customer’s understanding of their situation.  It is important that individuals feel that they 
have been provided adequate opportunity to express themselves. 
 
Following are some of the challenges in collecting information from customers: 
 

Customers are expected to know basic program requirements and are held 
accountable for the information they provide.  The notices sent to customers are 
appealable documents.  It’s important that UI communications are clear and 
complete to avoid misunderstanding.  There are customers who look for loopholes to 
exploit.  Vague language or incomplete information gives validity to the defense that 
the customer didn’t know or understand.  Language has to hold up to legal scrutiny.   
 
UI communications are both informational and actionable.  Customers are expected 
to respond.  Responses need to be timely; delays can have negative results.  There 
are time limits for responding, limits are set in statute so there is no recourse.  How 
to respond has to be clear: online, mail or fax.  Usually there is more than one 
option.  Consequently some customers will use all three; submit the information 
online, by fax (repeatedly) and mail.  This duplication creates an unnecessary strain 
on resources. 
 
Customers need to understand when they don’t need to act.  Most communication 
contains a statement about the applicant’s right to appeal.  This confuses some 
applicants.  They think they are expected to appeal.  They receive a notice telling 
them that everything is in order, they will receive benefits, and there are no 
problems.  But they still ask the question, “Why do I need to appeal?”  Or worse, 
they file an appeal. 
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After completing an application applicants are mailed a “Determination of Benefit 
Account” (see attachment).  This notice includes the applicant’s weekly benefit 
amount, maximum benefit amount, benefit year and details of the applicant’s 
employment.  Many applicants find the document confusing.  Language is 
programmatic, concepts and terms are foreign. 
 
The applicant’s employer(s) are mailed a similar “Determination of Benefit Account” 
(see attachment).  Employers are asked to insure that wages were properly reported 
and are instructed on how to raise an issue of eligibility regarding the applicant.  The 
applicant’s weekly and maximum benefit amounts are determined based on the 
reported wages.  Errors need to be corrected quickly to avoid overpayments.  When 
the employer waits because they do not understand the need to raise an issue 
quickly, the applicant receives payment in error and an overpayment occurs. 
 
Any employer who has been notified that an applicant has filed for benefits may 
raise an issue (challenge eligibility) by logging into their online account (see 
attachment).  The process is similar to when the applicant applies for benefits.  The 
employer is presented with a series of questions which depending on their 
responses lead to more probing questions.  The process is intended to facilitate 
obtaining complete and accurate information so staff can make a timely (quick) 
determination.  However many employers have difficultly managing the “raise an 
issue” process.  As a result they are either late in raising the issue (resulting in an 
overpayment) or inadvertently they file an appeal; both cause a delay that potentially 
results in and overpayment and inefficient use of resources. 
 
The accuracy of information received from the customer is critical.  The reporting of 
weekly earnings by an applicant has been especially problematic.  Communicating 
what money needs to be reported and when can be challenging.  Applicants can 
work part time and received partial benefits.  Some payments are reportable others 
are not.  Report the gross, not the net.  Generally report income when earned not 
when received.  The reporting period is from Sunday through Saturday.  Inaccurate 
reporting is detrimental to the program and the customer.   
 
In order to receive benefits the applicant must request benefit payments each week 
they are unemployed.  During the request process applicants are required to answer 
questions similar to the screening questions used during the application; but now the 
questions are related to a single week.  Applicants find this process difficult.  
Frequently they overlook the need to report earnings and hours worked and they re-
report information that they already provided.  Applicants misunderstand how to 
correctly report earnings; they frequently report net instead of gross and report for 
the week paid instead of the week earned.    

 
Incorrect, insufficient or inconsistent information leads to wrong decisions and rebuttal 
(appeals).  Wrong decisions impair program performance, impact the customer, and 
strain resources.  Consequences include increased phone calls, delayed decisions and 
increased customer anxiety.  Improving communication will reduce customer anxiety, 
allowing applicants to focus on their work search, employers to focus on their business 
and staff to focus on value-added activities.   
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Methodology 
 
The selected vendor will evaluate, redesign and rewrite 20 notices sent to customers 
and all questionnaires.   
 
The notices to be rewritten will be selected by UI staff.  Notices are generally 1 to 4 
pages.  Examples include the “Determination of Benefit Account” notices sent to 
applicants and employers or the correspondence sent to new employers when they 
register (see attachments).  The vendor may be asked to rewrite additional notices 
beyond the 20 (contract modifications to be negotiated).   
 
There are over 40 different categories of questionnaires with up to 480 different 
variations.  Questionnaires range from 1 to 4 pages in length with an average of 5 to 15 
questions.  Questions are generally not wordy or complex; many may be acceptable as 
is or require only minor changes.  Questionnaires must be effective online and on 
paper. 
 
Methodology will follow a process of analysis, design then develop. The vendor will first 
identify user, business and language requirements.  The redesign and rewrite will not 
begin until this analysis is complete and requirements have been identified and 
approved by the Project Coordinator.   
 
The initial evaluation will focus on the 20 notices and the following questionnaires: 

Reporting earnings (applicant) 
Raising an issue (employer) 
Quits (applicant and employer) 
Discharges (applicant and employer) 

 
The evaluation must include usability testing with real users; preferably real users 
conducting real business.  Experience with previous evaluations has demonstrated 
there is significant value in this approach.  Scenario based testing should only be 
considered if it is determined by UI staff that recruiting customers conducting real 
business is not possible.     
 
UI Staff will work with the selected vendor in coordinating the usability testing, including 
identifying and scheduling test participants.  Workers affected by a mass layoff are one 
source; alternatively test subjects could be recruited through Minnesota Workforce 
Centers.  Employers and employer agents registered with UI could be contacted 
directly.  The challenge is that many conditions have to align.  Customers have to be 
identified who need to conduct that particular business at the time of the testing. 
 
Customers participating in evaluation activities will be provided an honorarium.  
Payment is to be provided by the vendor.  Cost proposals need to include a budget for 
this expense.     
 
For the purpose of this Request for Proposals the following activities are suggested.  
Changes in strategies may be required during the project but should be within this 
scope (if there is a material increase in scope, contract modifications will be negotiated).  
Proposals need to describe the vendor’s recommended strategy for conducting the 
evaluation.  
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Notices 

Paper copies of the notices will be used for the evaluation.  Proposals need to 
describe the vendor’s strategy for evaluating the readability, functionality and 
effectiveness of the notices.  Changes need to be evaluated before 
implementing.  Communication is to a very diverse audience.  Language has to 
be understandable by a broad customer base.  Consequently the evaluation will 
need to be broad in scope.  (It should be noted that the focus of this effort is on 
the English versions of our correspondence.  However, for many of our 
customers English is a second language.) 

 
Reporting earnings (applicant) 

Test 20 applicants requesting benefit payment who need to report earnings; 
recruit through Workforce Centers. 

 
Raising an issue (employer) 

Test 20 employers who need to raise an issue.  Conduct interviews, focus groups 
or surveys with employers and employer agents who have recently used the 
raise and issue function. 

 
Quits, Discharges and Separation Pay (applicant) 

Test 30 applicants (10 quits, 10 discharge, 10 separation pay) applying for 
benefits; recruit through Workforce Centers. 
 

Quits, Discharges and Separation Pay (employer) 
Conduct interviews, focus groups or surveys with employers and employer 
agents who have recently responded to quit, discharge and separation pay 
questionnaires. 

 
Once the evaluation is complete the vendor will create a Requirements Report 
summarizing the evaluation and defining business and user requirements.  
Requirements will be presented to the UI Project Team.  The vendor will work with the 
team to refine the requirements before proceeding with the work. 
 
Once the requirements report has been approved the vendor will redesign and rewrite 
the 20 notices and questionnaires included in the initial evaluation.  Language is 
frequently governed by policy or statute.  Information collected from the customer has to 
meet the business needs of the program. Currently some information is collected that is 
unnecessary, alternatively there is information not collected that should be.  
Consequently coordination with UI staff is critical to insure requirements are met and 
finished products meet the needs of the program.  Additionally the vendor is expected to 
verify the usability and effectiveness of the finished products.  This will require a final 
user evaluation.  Proposals need to describe how the vendor will meet these 
requirements and their strategy for the redesign and rewrite. 
 
Upon completion of this initial effort the vendor will submit a report summarizing the 
initiative along with a plan for proceeding with the remainder of the project.  It is 
expected that the lessons learned in the evaluation and initial redesign and rewrite will 
inform the remainder of the work.  In preparing this report the vendor will collaborate 
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with project staff.  After the report is complete the vendor will present their findings at a 
meeting with UI leadership.   
 
The vendor will continue the work on rewriting the questionnaires.  Throughout the effort 
the vendor will seek input from customers and UI staff.   While the initial evaluation will 
inform the overall effort, each group of questionnaires contains unique language.  
Evaluation strategies can be low intensity; full scale usability testing is not necessary.  
However some type of ongoing evaluation is necessary to insure the quality of the 
products.  Proposals need to describe the vendor’s strategy for soliciting user and staff 
input. 
 
All work needs to be reviewed by UI staff to insure it meets program requirements.  The 
vendor will submit work to the Project Coordinator for review and will edit based on 
recommendations.   
 
By the end of the project the vendor will have accumulated considerable knowledge 
specific to the UI program.  The vendor will create a “UI Communication and Language” 
guide.  The guide will include recommendations for effective communication in the UI 
program.  The focus will be on specific observations and suggestions related to UI.  Not 
a generic language or writing guide. 
 
  
 
Project Deliverables 
 
The vendor is responsible for the following in the redesign and rewrite of 
correspondence used in administering the UI program.  Satisfactory completion of each 
activity must be approved by the Project Coordinator. 
 
Activity Planning 

Meet with project staff at the beginning of each activity to plan the activity.  
Communicate with project staff throughout the project as needed. 
 

Activity Reporting 
Meet with project staff after each milestone to evaluate progress and to discuss 
findings.  Communicate with project staff throughout the project as needed. 
 

Project Implementation Plan 
During project initiation the vendor will meet with UI project staff to finalize the 
project strategy, methodologies, roles and responsibilities.  This is not an 
additional project negotiation.  Project methodology and deliverables will follow 
what was previously agreed upon in the contract (if there is a material increase in 
scope, contract modifications will be negotiated).  This is an effort to work out the 
details.  Upon completion of this meeting the vendor will submit a written 
summary of the plan to the Project Coordinator.  
 

Requirements Report 
The vendor will submit a written report defining business and user requirements.  
Work will not begin on redesigning or rewriting until requirements have been 
identified.    Requirements will be reviewed by project staff and edited by the 
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vendor based on recommendations before proceeding.  The report will include 
the following: 

Overview  
General observations 
Usability Evaluation  
Business Requirements 
User Requirements 
Plain Language Analysis 

 
Summary Report 

Upon completion of the rewrite of the 20 notices and initial questionnaires the 
vendor will submit a report summarizing the initiative along with a plan for 
proceeding with the remainder of the project.  After submitting the report to the 
Project Coordinator the vendor will facilitate a meeting with UI leadership to 
review the effort and plan to proceed with the remainder of the project. 

 
Questionnaires 

The vendor will produce redesigned and rewritten questionnaires that meet 
program requirements and are usable, readable and effective at gathering 
information from the customer.   

 
Notices 

The vendor will produce redesigned and rewritten notices that meet program 
requirements and are usable, readable and effective at providing information to 
the customer.   

 
“UI Communication and Language” guide 

The vendor will produce a detailed summary report of the lessons learned in UI 
communications.  The vendor will present the guide and a summary of the 
project in two meetings with UI staff. 

 
Project Milestones and Schedule (tentative) 
 
 Milestones Schedule  

Project Start Date:  11/15/2010 
Project Planning & Initiation 12/1/2010 
Evaluation and Analysis 1/15/2011 
Stage 1 Rewrite (20 notices,  2/15/2011 
4 questionnaires) 
Stage 2 Rewrite (remaining 4/15/2011 
questionnaires) 

 
Project Environment (State Resources) 
 
Staff descriptions:  
 

a) Number of people on the project: 5 - 8 
b) Project Coordinator Name: Kevin McDowell 
c) Basic organizational structure (organizational chart) of the project 
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Unemployment 

Insurance

Division Director

Program 

Performance and 

Outreach Unit 

Director

Project Manager

Vendor Project Team

 
 

d) Staff proficiency and experience (with methodology, tools, etc.) 
User centered design methodologies 
UI measures and metrics 
Project management 
Plain language 

 
Current support structures in place (e.g. hardware/ software applications, training group, 
tools, etc.), especially those with which the vendor might have to interface or integrate:   

 UI Employer and Applicant Self Service System 
 
Agency Project Requirements 
 
The vendor working on this project is required to comply will state data practice laws 
(Minn. Stat. § 13, and Minn. Rules § 1205).   
 
The vendor will comply with accessibility standards as outlined in MN Statute 16E.03 
Paragraph 9 and section 508 of the Rehabilitation Act, United States Code, title 
29, section 794d, as amended by the Workforce Investment Act of 1998, Public 
Law 105-220, August 7, 1998, and the Web Content Accessibility Guidelines, 2.0.   
 
The vendor must be physically available on site (Minnesota Twin Cities Area) for 
activities that require interaction with UI customers and staff. 
 
Meeting and interview rooms are available for use at Department Headquarters in 
downtown Saint Paul, MN and in Saint Cloud, Minnesota.  Workspace for vendor staff 
will not be provided. 
 
  



Rev. 0809 10 

 

Responsibilities Expected of the Selected Vendor  
 
Planning 

 Meet with Project Team to finalize the methodology and process 

 Provide professional guidance in planning the project that insure that the final 
product meets expectations 

 Insure that methodologies and processes are appropriate, achievable and 
meaningful 

 
Usability Testing 

 Determine appropriate demographics and participant profiles 

 Plan and coordinate the test schedule 

 Develop recruitment, scheduling and screening materials 

 Contact potential participants from the list provided by the Project Team, screen 
for qualifications and schedule testing 

 Provide the necessary equipment to conduct the testing 

 Set up the test environment (facilities, room, table, chairs, etc.) contusive to 
testing and observation 

 Accommodate UI Staff who will observe the testing  

 Provide payment of honorarium to participants 

 Conduct usability tests according to generally accepted industry practice and 
agreed upon methodology 

 Record test results for analysis 

 Debrief with UI staff observers after each session 
 
Analysis 

 Analyze data  

 Identify key issues  

 Identify solutions  

 Draft specific recommendations  
 
Reporting 

 Communicate with UI staff throughout the project 

 Actively solicit input from UI staff 

 Create professional written reports  
 
Other Responsibilities 

 Responders are encouraged to propose additional tasks or activities they believe 
would improve the project; however, significant variations or additions must be 
listed separately from the required items on the cost proposal 

 This Statement of Work does not obligate the state to award a contract or 
complete the project, and the state reserves the right to cancel the solicitation if it 
is considered to be in its best interest 

 
Required Skills (These are first scored as pass/fail requirements, if all 
requirements are addressed responses will be further evaluated) 
 

 Technical, business and legal writing (70 points) 

 Questionnaire development (70 points) 
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 Web design (70 points) 

 Plain language standards (70 points) 

 User centered design (70 points) 
 

Process Schedule 
 

Deadline for questions 10/25/2010, 4:00 pm Central Time 
Proposals due 10/29/2010, 2:30 pm Central Time 
Anticipated proposal evaluation begins 11/1/2010, 9:00 am Central Time 
Anticipated proposal evaluation & decision 11/12/2010, 2:00 pm Central Time 

 
Questions 
 
Any questions regarding this Statement of Work should be submitted via mail or e-mail 
by 10/25/2010, 4:00 pm Central Time: 
  
 Kevin McDowell, Project Coordinator 
 Dept of Employment and Economic Development 

First National Bank Building, Suite E200 
332 Minnesota Street 
St. Paul MN 55101 
 
Email: Kevin.McDowell@state.mn.us 
Phone: (651)259-7307 

 
SOW Evaluation Process  
 
Responses will be evaluated on “best value” (1000 possible points):  
  

35% (percent): Qualifications (350 pts) 
See “Required Skills” for distribution of points. 

 
30% (percent): Price (300 pts) 

Best price receives 100% of the points; all other proposals receive points 
relative to the best price proposal. 

 
20% (percent): Project Plan (200 pts) 

Vendor’s plan to complete the project. 
 
7.5% (percent): Time to complete (75 pts) 

Proposed timelines reflect the vendor’s best case scenario for achieving 
the project objectives. 

 
7.5% (percent): References (75 pts) 

Three references, each worth 25 pts.   
 

All responses received by the due date and time will be considered.  Late responses will 
not be considered. 
 
Proposals will be reviewed and scored by UI staff.  The proposals with the highest 
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scores will be reviewed by project management for final selection.  At the discretion of 
project management vendors may be interviewed in making the final selection. 
 
Response Requirements 
 

Three (3) original copies of the proposal (loose bound) 
 
One (1) original copy of the price bid and target group status, sealed in a separate 
envelope (do not include with proposals) 
 
Conflict of interest statement as it relates to this project  
 
Required forms to be returned or additional provisions that must be included in 
proposal  
a) Affirmative Action Certificate of Compliance (if over $100,000) 

http://www.mmd.admin.state.mn.us/doc/affaction.doc 
b) Affidavit of non-collusion    

http://www.mmd.admin.state.mn.us/doc/noncollusion.doc  
c) Immigration Status Certification (if over $50,000) 

http://www.mmd.admin.state.mn.us/doc/immstatcert.doc  
d) Location of Service Disclosure 

http://www.mmd.admin.state.mn.us/Doc/ForeignOutsourcingDisclosureCertificati
on.doc 

e) Certification Regarding Lobbying   
http://www.mmd.admin.state.mn.us/doc/lobbying.doc  

f) Veteran-Owned/Service Disabled Veteran-Owned Preference Form 
http://www.mmd.admin.state.mn.us/doc/vetpref.doc  

 
Proposal Format and Content 
 
Cover Page:  

 
[Date] 
[Company name and contact information] 
[Title] “UI Correspondence Rewrite Project” 
To:  Kevin McDowell, Project Coordinator 

Minnesota Department of Employment and Economic Development 
First National Bank Building, Suite E200 
332 Minnesota Street 
St. Paul, MN  55101 

From: [Company representative, title and contact information] 
 

Qualifications: 
 

 Description of the organization 
 
Key Personnel 

 

 Knowledge and experience in each required skill 

 Experience working on similar initiatives 

http://www.mmd.admin.state.mn.us/doc/affaction.doc
http://www.mmd.admin.state.mn.us/doc/noncollusion.doc
http://www.mmd.admin.state.mn.us/doc/immstatcert.doc
http://www.mmd.admin.state.mn.us/Doc/ForeignOutsourcingDisclosureCertification.doc
http://www.mmd.admin.state.mn.us/Doc/ForeignOutsourcingDisclosureCertification.doc
http://www.mmd.admin.state.mn.us/doc/lobbying.doc
http://www.mmd.admin.state.mn.us/doc/vetpref.doc
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 Education 

 Accomplishments 

 Role in this project 
 

Project Plan: 
 

Describe methodologies and strategy to complete project objectives and meet 
project requirements. 
 

Timeline: 
 

 Milestones Schedule Deliverables 
 

References (3): 

 Contact Name 

 Company Name 

 Location 

 Phone 

 Email 

 Relationship 

 Describe the services provided 
 

Cost Proposal: (submit separate from the Project Proposal) 
 
Include the following: 
 
Total Project Cost 

 
Cost break down 

Project planning 
Evaluation 
Notices redesign and rewrite 
Questionnaires redesign and rewrite 
Honorarium 
 

Proposal Submission Instructions  
 
All responses must be in writing and delivered to: 
 
 Kevin McDowell, Project Coordinator 
 Dept of Employment and Economic Development 

First National Bank Building, Suite E200 
332 Minnesota Street 
St. Paul MN 55101 

 
All proposals must be received not later than 2:30 p.m., Central Time, 10/29, 2010.  
DEED, Attn:  Kevin McDowell, First National Bank Building, 332 Minnesota Street, Suite 
E200, St. Paul MN 55101.  Late responses will not be considered. 
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General Requirements 
 
Proposal Contents 
By submission of a proposal, Responder warrants that the information provided is true, 
correct and reliable for purposes of evaluation for potential award of this work order.  
The submission of inaccurate or misleading information may be grounds for 
disqualification from the award as well as subject the responder to suspension or 
debarment proceedings as well as other remedies available by law. 
 
Liability  
Indemnification and Hold Harmless 
The Contractor must indemnify, save, and hold the State, its agents, and employees 
harmless from any claims or causes of action, including attorney’s fees incurred by the 
State, arising from the performance of this contract by the Contractor or the Contractor's 
agents or employees.  This clause will not be construed to bar any legal remedies the 
Contractor may have for the State's failure to fulfill its obligations under this contract. 
 
Disposition of Responses 
All materials submitted in response to this SOW will become property of the State and 
will become public record in accordance with Minnesota Statutes, section 13.591, after 
the evaluation process is completed.  Pursuant to the statute, completion of the 
evaluation process occurs when the government entity has completed negotiating the 
contract with the selected vendor.  If the Responder submits information in response to 
this SOW that it believes to be trade secret materials, as defined by the Minnesota 
Government Data Practices Act, Minn. Stat. § 13.37, the Responder must: clearly mark 
all trade secret materials in its response at the time the response is submitted, include a 
statement with its response justifying the trade secret designation for each item, and 
defend any action seeking release of the materials it believes to be trade secret, and 
indemnify and hold harmless the State, its agents and employees, from any judgments 
or damages awarded against the State in favor of the party requesting the materials, 
and any and all costs connected with that defense. This indemnification survives the 
State’s award of a contract.  In submitting a response to this RFP, the Responder 
agrees that this indemnification survives as long as the trade secret materials are in 
possession of the State.  
 
The State will not consider the prices submitted by the Responder to be proprietary or 
trade secret materials. 
 
Conflicts of Interest 
Responder must provide a list of all entities with which it has relationships that create, or 
appear to create, a conflict of interest with the work that is contemplated in this request 
for proposals.  The list should indicate the name of the entity, the relationship, and a 
discussion of the conflict. 
 
The responder warrants that, to the best of its knowledge and belief, and except as 
otherwise disclosed, there are no relevant facts or circumstances which could give rise 
to organizational conflicts of interest.  An organizational conflict of interest exists when, 
because of existing or planned activities or because of relationships with other persons, 
a vendor is unable or potentially unable to render impartial assistance or advice to the 
State, or the vendor’s objectivity in performing the contract work is or might be 
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otherwise impaired, or the vendor has an unfair competitive advantage.  The responder 
agrees that, if after award, an organizational conflict of interest is discovered, an 
immediate and full disclosure in writing must be made to the Assistant Director of the 
Department of Administration’s Materials Management Division (“MMD”) which must 
include a description of the action which the contractor has taken or proposes to take to 
avoid or mitigate such conflicts.  If an organization conflict of interest is determined to 
exist, the State may, at its discretion, cancel the contract.  In the event the responder 
was aware of an organizational conflict of interest prior to the award of the contract and 
did not disclose the conflict to MMD, the State may terminate the contract for default.  
The provisions of this clause must be included in all subcontracts for work to be 
performed similar to the service provided by the prime contractor, and the terms 
“contract,” “contractor,” and “contracting officer” modified appropriately to preserve the 
State’s rights. 
 
Preference to Targeted Group and Economically Disadvantaged Business and 
Individuals 
In accordance with Minnesota Rules, part 1230.1810, subpart B and Minnesota Rules, 
part 1230.1830, certified Targeted Group Businesses and individuals submitting 
proposals as prime contractors shall receive the equivalent of a six percent preference 
in the evaluation of their proposal, and certified Economically Disadvantaged 
Businesses and individuals submitting proposals as prime contractors shall receive the 
equivalent of a six percent preference in the evaluation of their proposal.  Eligible TG 
businesses must be currently certified by the Materials Management Division prior to 
the solicitation opening date and time. For information regarding certification, contact 
the Materials Management Helpline at 651.296.2600, or you may reach the Helpline by 
email at mmdhelp.line@state.mn.us.  For TTY/TDD communications, contact the 
Helpline through the Minnesota Relay Services at 1.800.627.3529. 

 
VETERAN-OWNED PREFERENCE. 
In accordance with Minn. Stat. § 16C.16, Subd. 6c and § 16C.19, eligible certified 
veteran-owned small businesses will receive a 6 percent preference on the basis of 
award for this RFB.  The preference is applied only to the first $500,000 of the 
response.   
 
Eligible veteran-owned small businesses should complete the Veteran-Owned 
Preference Form in this solicitation.  Only eligible and certified, veteran-owned small 
businesses that provide the required form, will be given the preference. 
 
Eligible veteran-owned small businesses are certified small businesses of which the 
principal place of business is in Minnesota and that are majority-owned and operated by 
a veteran and are certified by the United States Department of Veterans Affairs as a 
veteran-owned small business. 
 
Eligible veteran-owned small businesses must be currently (at the time of solicitation 
due date) certified by the U.S. Department of Veterans Affairs prior to the solicitation 
opening date and time to receive the preference. 
 
Information regarding certification by the United States Department of Veterans Affairs 
may be found at http://www.vip.vetbiz.gov . 
 

mailto:mmdhelp.line@state.mn.us
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Foreign Outsourcing of Work Prohibited 
All services under this contract shall be performed within the borders of the United 
States.  All storage and processing of information shall be performed within the borders 
of the United States.  This provision also applies to work performed by subcontractors at 
all tiers. 
 
Statement of Work does not obligate the state to award a work order or complete the 
assignment, and the state reserves the right to cancel the solicitation if it is considered 
to be in its best interest.  The Agency reserves the right to reject any and all proposals.  
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VETERAN-OWNED PREFERENCE FORM 
 

In accordance with Minn. Stat. § 16C.16, Subd. 6c and § 16C.19, eligible certified veteran-owned 
small businesses will receive a 6 percent preference on the basis of award for this RFB.  The 
preference is applied only to the first $500,000 of the response.   
 
Eligible veteran-owned small businesses are certified small businesses of which the principal place 
of business is in Minnesota and that are majority-owned and operated by a veteran and are 
certified by the United States Department of Veterans Affairs as a veteran-owned small business 
 

Check this box if you are claiming the veteran’s preference.   Provide a screen print of the 
Department of Veterans Affairs website showing you are certified.  

 
Eligible veteran-owned small businesses must be currently certified by the U.S. Department of 
Veterans Affairs prior to the solicitation opening date and time to receive the preference. 
 
Information regarding certification by the United States Department of Veterans Affairs may be 
found at http://www.vip.vetbiz.gov . 
 
Provide this form with your response.  If you do not return this form with the box checked, you will 
not be considered for this preference. 
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Employer Determination of Benefit Account  ATTACHMENT
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Applicant Determination of Benefit Account ATTACHMENT 
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Employer Registration ATTACHMENT 
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Employer Raise an Issue ATTACHMENT 

Employer Home Page – New Functionality

New security roles may need to be assigned to use the new functionality…  

Search: Determinations, Issues and Account Notices

View – Raise An Issue – Appeal

 

Search: Determinations, Issues and Account Notices

View – Raise An Issue – Appeal
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Raise An Issue

 

 

Raise An Issue (Questionnaire)
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Pending Eligibility Issue
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 ATTACHMENT 
Quit, Child Care  
There are approximately 40 different issues subtypes for Quit issues.  The questions 
are presented both online and on paper.  The following examples are drafts from 2008. 
 
Applicant Questionnaire 
Page 1 is the cover sheet, pages 2 to 4 are the questions.  Questions on page 2 to the 
beginning of page 3 are standard for all Quit issues.  The remaining questions are 
specific to the subtype “Child Care.” 
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Employer Questionnaire ATTACHMENT 
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