
SITE RFP 

SITE Master Contract Program
Background

The State of Minnesota’s Department of Administration and the Office of MN.IT Services (MN.IT) are introducing the SITE (Seeking IT Expertise) Program as a successor to the existing 902TS Master Contract Program.  This program serves as one of several avenues for State of Minnesota agencies and other local units of government to contract for IT-related services.  The purpose of this master contract program is to provide a streamlined approach for state agencies and other governmental units to secure highly-skilled contractors via a fast and intuitive process.  At the same time, this program provides a continuously open, application-based opportunity for vendors large and small to access state business. 

By completing this application, which serves as the State’s Request for Proposal, interested vendors will compete to secure a master contract with the State of Minnesota that enables them to conduct work in the categories approved.  While the receipt of a master contract is not a guarantee of work, it will enable the master contract holders to be eligible for opportunities in the service areas in which they are approved.

Services performed under this program will include work in the following IT service categories:
· ADABAS Natural Developer^ 

· Analyst

· Architecture

· Business Continuity

· Cúram Application Tester^ 

· Cúram Architect^

· Cúram Business Analyst^

· Cúram Developer^ 

· Cúram Project Manager^

· Cúram Trainer^

· Cúram/Oracle Data Dictionary Specialist^

· Database Administration/Development

· Desktop Application & Support

· Developer/Programmer

· E-Commerce

· Geographic Information Systems (GIS)

· Mainframe Computing

· Middleware Developer^

· Middleware Operations Support Analyst^

· Modeling

· On-site Instructor-led IT Training^

· Program/Project Management

· Quality Assurance

· Security

· Server Support & Development

· Systems Analyst

· Telecommunications

· Training Tool Development^

· Web Application Design & Development Modeling

^ Category added to the program May 1, 2015
Note: This program is for IT-related professional services and is not a contract for hardware or software.
Program Administration

All work under the program will be initiated using a work order issued against a master contract.   The receipt of a master contract is not a guarantee of work.  In some cases, depending on the estimated value of the services, an agency may directly select an approved contractor to perform work without engaging in a competitive process beyond that which was conducted to initiate the master contract program.  In other cases, a competitive process will take place in which the issuing governmental entity will issue a solicitation to which eligible master contract holders will submit a response.  Depending on the dollar amount involved, an agency may either issue a solicitation directly to a number of vendors or post notice of the opportunity on the MN.IT website.  The specific competitive requirements of the program are as follows:

	Dollar Level
	Degree of Competition Required

	$0-$25,000
	Direct selection of eligible vendor is allowed

	$25,001-$100,000
	Solicitation is sent to at least 5 eligible vendors

	$100,001-$2,000,000
	MN.IT posts solicitation, and all eligible vendors may respond


As part of this application process, responders will be asked to submit hourly rates for each category of service for which the responder has applied, with the exception of the On-site Instructor-led IT Training category.  These hourly rates will reflect the maximum amount a vendor would charge for work in a specific category.  Please note the pass/fail requirement below regarding the monetary cap for these hourly rates.  As the program progresses, the state reserves the right to alter the category caps to reflect the average of the contracted maximum rates.  Vendors whose maximum hourly rates exceed the average by 75% will not be considered for this program.  Further, in the event the average decreases, the state reserves the right to remove vendors from the program whose price exceeds the average beyond 75%.
During the process in which master contract holders compete for work orders, price will be a significant factor in the evaluation process.  For work orders under $25,000, hourly rates will be negotiated based on the particulars of the services involved.

Scope

Dates: This program is expected to run from April 16, 2014 through April 15, 2019.  The state anticipates that master contracts will be written to span the full five year period.  While there are no monetary caps predetermined for the duration of the contract period, no single work order/project may exceed $2 million without prior approval of program staff.  Unless an exception is granted, projects in excess of $2 million will be procured via a Request for Proposal process that is open to competition beyond the participants in this program.
Eligible users: This program is available for use by State of Minnesota executive branch state agencies along with other government units eligible under the State’s cooperative purchasing venture (CPV) established pursuant to Minnesota Statutes §16C.03, subdivision 10. Entities eligible to participate under the state’s cooperative purchasing are described in Minnesota State Statutes.

 
MINIMUM APPLICATION REQUIREMENTS

A. Minimum requirements
1. Applications failing to meet the following minimum requirements will not be considered for further evaluation:

a. Documented acceptance of all the contract  terms and conditions

b. Completion of all required fields in the application

c. The following required form must be submitted along  with the application:
i. Affidavit of non-collusion  
http://www.mmd.admin.state.mn.us/doc/noncollusion-2.doc 
2. Categories of services will not be approved and sent for review unless the following criteria are met:

a. Must be able to provide references for a minimum of two separate engagements performed within the past five years in each category selected in the application.

b. Except for On-site Instructor-led IT Training, the State has established an average rate for each of the categories based, in part, on the current master contract program rates. Vendor rates for individual categories cannot exceed 75% above the average rate at time of application.

B. Master Contract Terms

All program participants will be presented with a uniform master contract for purposes of equity and ease in program administration.  No substantive alterations to the contract will be considered, so it is important that you carefully review the master contract prior to taking the time to complete your application.

A copy of the proposed master contract is available on the program website.

Not all of the terms of the master contract will be addressed, so it is important that you and/or your attorney read through the document in its entirety.  A few items to note include the following:

1) Indemnification/Liability - Many contractors seek to negotiate indemnification/liability language.  For this reason, the master contract is silent as to those terms with the intention that this subject area will be addressed at the work order level.  

2) Insurance - An important aspect of this program is to streamline the procurement process by creating a process in which contractors can begin work as quickly as possible after an agency has identified the need for the service.  As a result, it is critical to address as much of the contractual and administrative matters in a proactive manner, as early as possible.   This is a primary reason why insurance compliance is required up front.  Please review the insurance requirements contained within the master contract and be aware that this insurance is required as part of program participation and is closely monitored to assure continued compliance throughout the program.

3) Program Activity - Another important requirement of this program is that the contractors maintain an acceptable level of activity during the contract term.  It is the goal and expectation of the State that all master contract holders will participate in competing for work orders and that all participants will experience an equitable allocation of work.  The state will monitor all contracting activity under this program and actively address instances in which a contract holder is not pursuing work under the program or is not successful in obtaining work.  Contractors are encouraged to work with the SITE program administrator if there are issues or reasons that the contractor believes are inhibiting activity in the program.  If activity requirements are not met, the contract holder is subject to removal from the program.  Specific terms addressing suspension/termination for lack of activity can be found in the sample Master Contract.

4) SWIFT Registration – If selected to enter into a master contract under this program, your company will need to be registered in SWIFT, the State’s accounting and procurement system.  Opportunities beyond this master contract program are also viewable through the SWIFT portal.  For more information about vendor registration in SWIFT see the Vendor Registration page.

 Click here indicating you have read and agreed to the Master Contract Terms.  If you do not agree with these terms your application will receive no further consideration. 
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SITE MASTER CONTRACT PROGRAM APPLICATION 

A. General Information (* indicates a required field)
1. Provide details on the name of the company applying:
a. *Enter the legal name of your company:      
b. *Enter the name of your company as you would like it to appear on the website:      
2. Provide the legal address for your company:
a. *Street address:      
b. *City:      
c. *State:      
d. *Zip code:      
3. *Are you registered in SWIFT:  
4. If Yes, SWIFT Vendor ID:      
a. Provide a single individual to whom the State may direct questions during the RFP process – all correspondence will be sent to this individual:
b. *Contact first name:      
c. *Contact last name:      
d. *Email address:       
e. *Phone number:      
5. Provide the URL for your company's web site:      
6. *Provide a general email address for your company:      
7. *Provide a general phone number for your company:      
8. Provide a primary contact the state may use for your company – if awarded a contract this information will be displayed on the program website for customers:
a. *First name:      
b. *Last name:      
c. *Email address:      
d. *Phone number:      
e. Cell phone number (if applicable):      
9. Provide a secondary contact the state may use for your company (optional but strongly encouraged) – if awarded a contract this information will be displayed on the program website for customers: 
a. First name:      
b. Last name:      
c. Email address:        

d. Phone number:      
e. Cell phone number (if applicable):      
10. Provide at least one, up to two email addresses for solicitation notices - if awarded a contract this information will be used to send notices about requests that you are eligible to respond to: 

a. *First email address:      
b. Second email address:      
11. Provide the following contact information for your company Authorized Representative to be listed in the contract, if awarded:
a. *First name:      
b. *Last name:      
c. *Title:      
d. *Street address:      
e. *City:      
f. *State:      
g. *Zip code:      
h. *Phone number:      
i. *Email address:      
12. Provide the following contact information for your company leadership (CEO, President, etc.):

a. *First Name:      
b. *Last Name:      
c. *Title:      
d. *Email address:      
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B. Service Categories Selected

	Category – for a description of the category under the program click on the category title 
	Being Applied For
	Maximum Hourly Rate (whole $’s only)

	ADABAS Natural Developer^
	
	   

	Analyst
	
	   

	Architecture
	
	   

	Business Continuity
	
	   

	Cúram Application Tester^
	
	   

	Cúram Architect^
	
	   

	Cúram Business Analyst^
	
	   

	Cúram Developer^
	
	   

	Cúram Project Manager^
	
	   

	Cúram Trainer^
	
	   

	Cúram/Oracle Data Dictionary Specialist^
	
	   

	Database Administration/Development
	
	   

	Desktop Application & Support
	
	   

	Developer/Programmer
	
	   

	E-Commerce
	
	   

	Geographic Information Systems (GIS)
	
	   

	Mainframe Computing
	
	   

	Middleware Developer^
	
	   

	Middleware Operations Support Analyst^
	
	   

	Modeling
	
	   

	On-site Instructor-led IT Training^
	
	NA

	Program/Project Management
	
	   

	Quality Assurance
	
	   

	Security
	
	   

	Server Support & Development
	
	   

	Systems Analyst
	
	   

	Telecommunications
	
	   

	Training Tool Development^
	
	   

	Web Application Design & Development
	
	   


^ Category added to the program May 1, 2015

C. Company Status
1. *Select the appropriate structure of your company:  
a. 
b.  if other was selected, define:      
2. *Check the box to select the most appropriate business class for your company. To verify Small Business, TG or ED status or certification, refer to the MMD website at or call the division’s Helpline at 651.296.2600:  
3. Veteran-Owned Preference (preference points will be applied at the work order level)
  BY CHECKING THIS BOX, you are claiming the veteran-owned preference afforded by Minn. Stat. § 16C.16, subd. 6a.  By making this claim, I verify that: 
a. My company’s principal place of business is in Minnesota; and
b. The United States Department of Veteran’s Affairs verifies my company as being a veteran-owned small business.  

4. *How many employees (W2) do you have?      
5. Insert approximate percentage as applicable to placements from your company:

a. *Employees  (W2)    %
b. *Contracted Resources    %
6. Resident Vendor Status -  I hereby certify that the company listed in this application:

a. Is authorized to conduct business in the State of Minnesota on the date a solicitation for a contract is first advertised or announced.  (This includes a foreign corporation duly authorized to engage in business in Minnesota.)  
b. Has paid unemployment taxes or income taxes in the State of Minnesota during the 12 calendar months immediately preceding submission of the bid or proposal for which any preference is sought.  
c. Has a business address in the State of Minnesota.  
d. Agrees to submit documentation, if requested, as part of the bid or proposal process, to verify compliance with the above statutory requirements.  
 BY CHECKING THIS BOX, you are certifying your compliance with the requirements set forth above and claiming Resident Vendor status in your bid or proposal submission.  (Required if you have answered “Yes” to the questions above and wish to claim Resident Vendor Status)
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D. Evaluation Criteria

1. Evaluation Process - The State will evaluate all completed proposals submitted by each vendor. During the evaluation process, proposals will be considered work in progress and be held as non-public data. Only State personnel assigned to evaluate the proposals will have access to the proposals during the evaluation process. Upon completion of the evaluation process, all responses will become public information. At any time during the proposal evaluation process, the State may request clarification of proposals. The State reserves the right to hold individual meetings with respondents prior to final selection to clarify proposals.

2. Evaluation Criteria - To be considered for a master contract, vendors must submit complete responses to all the information requested. The evaluation process will consist of two phases. First, responses will be evaluated on a pass/fail basis with respect to identified requirements. (Note: price is a pass/fail element by category. Responders whose highest rate provided exceeds the average by 75% or more in any given category will not be approved for work in that area.) Those proposals having successfully passed the pass/fail elements, and thus rendered responsive, will be further evaluated for inclusion in the master contract program based 90% on qualifications and 10% on proposal content.  Applications that do not receive an average of 50 (fifty) or more points will not be accepted.  In the event a vendor application does not receive the required 50 points, the vendor may reapply 3 (three) months from the date of notice that the application was not accepted.  If the resubmission again does not meet the 50 point minimum criteria, the vendor may not apply for 1 (one) year from the date of notice that the resubmission was not accepted.  Price as well as more specific qualifications will be evaluated further when solicitations are issued for specific engagements. 
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E. Narrative Responses 

(These may either be submitted as a separate attachment to your application or competed within the application document)
1. Provide a narrative of your company’s history that emphasizes its activities relevant to this RFP, including a brief overview of related work you have performed in the service categories to which you have selected. (1 page or less preferred)
2. Describe your internal HR process for recruiting resources that may be used as part of program, including whether you employ a full-time dedicated technical recruiter, and if applicable, identify that individual by name and title. If you are a sole proprietor, or do not recruit additional resources, describe how you identify work opportunities and assure a successful match between the service provider and the contracting organization. (1 page or less preferred)
3. Provide a narrative describing your company’s dispute resolution process in the event of a disagreement with the client related to work performance.  (1 page or less preferred)  
4. Provide a narrative identifying and describing the criminal background checks, if applicable, your company conducts prior to hiring an employee or contracting with an individual to provide services.  If applicable, identify the company(ies) that provides your criminal background checks. If not done, indicate if your company is willing to implement criminal background checks if awarded a contract. (1 page or less preferred)  
5. Provide a breakdown accounting for disbursement of the hourly rate charged to a client.  Detail the percentage of the hourly rate that is distributed to the placement, the percentage amount for overhead, profit, etc.   Provide an example below. (1 page or less preferred)
THE BALANCE OF THIS PAGE HAS BEEN INTENTIONALLY LEFT BLANK

F.  References

(These may either be submitted as a separate attachment to your application or competed within the application document)
For each category that you answered “YES” to in Section B, you must provide 2 (two) references using the format listed below.  Be sure to identify the category that the references are being provided for.  
We ask that you provide enough information so that we can determine, by what you submit, if you have provided all these services for the customers noted in the contact information. We are interested in a thorough description of services provided by the people you placed at the companies noted in your response.  The description should include a brief background of the project so we can garner the scope of the work and some examples of the specific tasks that were completed.
The same reference may be used for multiple categories, however the description of the work performed must be specific to the category being applied for, not generic references across multiple categories.

REFERENCE FORMAT (1 page or less preferred per reference)
1. Category Name: 

2. Name of the company where work was performed:


3. Dates the work was performed:

4. Contact Name:


5. Contact Phone Number or Email address:


6. Description of the work performed during the engagement: 
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