REQUEST FOR PROPOSALS

% Utah Division of Purchasing
and General Services

UTAH DIVISION OF PURCHASING
State Mail Work Order and Invoicing System

WA19002

This Request for Proposals (RFP) is issued by the Utah Division of Purchasing & General
Services (the State) to seek competitive Proposals for the State Mail Work Order and Invoicing
System, WA19002 (the Project). A complete and responsive Proposal will contain all required
elements detailed in this Request for Proposals (“RFP”). This RFP is issued and administered
pursuant to authority provided in Utah Code § 63G-6a-Part 7 and the applicable administrative
rules. The Contract will be procured using an agile approach in the selection process, taking into
consideration the price and evaluation criteria identified herein, following the process identified in
this RFP.

The State of Utah Department of Technology Services is conducting this RFP then the
Department of Technology Services has the authority to allow any and all State of Utah Executive
Branch Agencies and political subdivisions of the State of Utah the ability to participate in any
contract resulting from this RFP in the event a procurement need arises.

Allowing additional Executive Branch Agencies to participate in a contract resulting from this RFP
will require a contract amendment and participation will be limited to the procurement items or
scope of work identified in this RFP. All technology contract amendments will be issued in
accordance with State of Utah Technology Governance Act § 63F-1- 205, Utah Procurement
Code, and Utah Administrative Rule R33-12-502.

Following Definitions apply to this solicitation:

“Contract” means an agreement(s) for a procurement following the evaluation of this Request
for Proposals.

“Offeror” means a person who submits a proposal in response to a request for proposals.
“SMDS” means the State of Utah’s State Mail & Distribution Services program.

“Interface” means a one-way communication between the proposed solution and the
referenced system

EXECUTIVE SUMMARY



The State’s Background

State Mail & Distribution Services (SMDS) is part of the Utah Division of Purchasing & General
Services. SMDS provides mail preparation and distribution services to State agencies and public
entities between Ogden, Utah and Spanish Fork, Utah. Services include intelligent inserting,
automated inserting, folding, tabbing, address printing, presorting, and mail design.

The purpose of this project is to obtain a work order processing and invoicing system for mail
collection, preparation, processing, and postage, allowing to efficiently and accurately account for
mail preparation and distribution services. This will include billings to internal State of Utah agencies
as well as other public entities within the State of Utah. The awarded Offeror will need to be able to
maintain the system for the length of the contract.

Problem Statement

Currently, the State Mail & Distribution Services is using a home-grown, antiquated system that is
labor-intensive to process work orders and invoice customers. The manual entry requirements of
the system include issues relating to data entry error and duplicate transactions.

Expectation of Deliverables:

e State Agencies and public entities within the State of Utah using the SMDS will be invoiced

accurately.
0 This will include interfacing with the State’s FINET financial system.

e The system will reduce the amount of manual entry required by the current system and
process.

o The system will have barcoding (3 of 9 barcodes) capability.
The system will interface with Pitney Bowes Business Manager.

o A customer portal will allow customers to view invoices and request State Mail Account
Cards (SMAC).

e The system will provide multiple reporting capabilities that will allow users to provide
information to management, customers, and legislators as necessary.

The Project Goals are as follows:

The State Mail & Distribution Services program wants to enter into a contract with an Offeror that
will provide a solution that is able to meet the SMDS'’s identified deliverables (see Expectations of
Deliverables) and any State and/or Federal mail services requirements.

PROCUREMENT PROCESS

Proposal Acceptance

The Proposal shall consist of a Technical Proposal and Price Proposal. The Technical Proposal
contents are set forth in in Attachments D-1, D-2, and D-3. The Proposal evaluation will be based
on both Pass/Fail criteria and a combined evaluation of price and technical evaluation criteria.
Offerors will also be evaluated on their interviews with the State. The Price Proposal contents are
set forth in Attachment C.

Pre-Proposal Meeting

A pre-proposal meeting will be held on: Thursday, June 14, 2018 at 9:00 AM MDT via a Google
Meeting.



For admittance to the Google Meeting please email waphayrath@utah.gov by 12:00 PM MDT
Wednesday, June 13, 2018.

This meeting will be optional to attend because it will be recorded and posted as an amendment
to this RFP. However, in order to submit a response Offerors must watch the recorded video as
important information regarding the RFP will be discussed. Any new or additional information
included at the pre-proposal meeting will be considered an amendment to the RFP and Offerors
will be held accountable to that new information.

Examination of RFP

It is the sole responsibility of the Offerors to examine, with appropriate care and diligence prior to
submitting its response to the RFP, the RFP and all conditions which may in any way affect its
response or performance under the Contract (if awarded).

Number of Anticipated Contract

The State intends to award a single contract to the Offeror that as the highest total combined
score.

Project Budget

The anticipated budget for the term of the projectis $125,000. The State may amend the awarded
contract at any time to additional funds not contemplated at the time of this solicitation, including
receiving additional funds for the awarded Offeror’s value add-ons, additional federal or state
funding, etc. Offeror shall provide options for performance-based incentives during the
Clarification Phase that clearly identifies milestones and performance metrics.

Anticipated Schedule

The following is the anticipated schedule for this procurement. The Division reserves the right to
alter these dates. All deadlines are prevailing (Daylight or Standard) Mountain Time.

ACTIVITY DATE
RFP issued June 8, 2018 3:00 PM MDT
Offeror Pre-Proposal Meeting June 14, 2018 at 9:00 AM MDT

Deadline for Questions during the Question and Answer | June 19, 2018 at 3:00 PM MDT
Period

RFP Offeror Submittals Due Date June 26, 2018 at 3:00 PM MDT
Interviews June 28, 2018 time TBA
Identification of Potential Awarded Offeror June 28, 2018
Clarification Kick Off Meeting (on site) July 10, 2018 at 2:00 PM MDT
Signing of Contract July 17, 2018

Anticipated authorization to proceed

Offerors are required to meet the dates set for the meetings and the information submittal
outlined in the summary sheet. Failure to meet these dates may result in the proposal being
considered non-responsive.

Additional Information

Offerors should review the following documents that are a part of the solicitation documents, as



these documents may become part of the awarded contract:
e State Mail process
e State Mail transactions metrics

o Weekly Risk Report (WRR) document

Offer Forms

Offers shall include the following Offer Forms completed accurately, in the format provided and
according to any instructions contained within the form. Failure to follow Offer Form instructions
may result in disqualification.

Section that
Attachment Form Describes Value
Form
Attachment A RFP C(_)ver Page, Declaration & IV.1l.a Pass / Fall
Checklist
Attachment B Key Personnel Proposal Form IV.1.b Pass / Fall
Attachment C Price Proposal Form IV.1l.c Pass / Fall
Attachment D Prolect_ Capability Submittal (LE, RA, VA) IV.1.d Pass / Fail
Checklist and Format
Attachment D1 | Level of Expertise (LE) Plan Iv.1.d Value
Attachment D2 | Risk Assessment (RA) Plan v.1d Value
Attachment D3 | Value Added (VA) Plan v.1.d Value

Submitting a Response

All proposals must be submitted electronically through SciQuest. It is the Offeror's responsibility
to ensure that they have completed all requirements, read and reviewed all documents,
submitted all required information, uploaded all required forms, and submitted their proposal
prior to the closing time. Even if an Offeror completes all sections, but does not submit their
proposal, the State will not be able to receive their proposal and they will be deemed non-
responsive.

All proposals are due no later than 3:00 PM MDT on Tuesday, June 26, 2018. Late proposals
shall not be accepted.

All materials submitted become the property of the State unless otherwise requested by the
Offeror in writing at time of submission.



Materials may be evaluated by anyone designated by the State as part of the evaluation
committee.

All costs incurred in the preparation and presentation of the proposal response will be paid
entirely by the Offeror. Any costs incurred in making necessary studies or designs for the
preparation will be paid entirely by the Offeror.

M. PROPOSAL EVALUATION

To determine which proposal provides the best value to the conducting procurement unit, the
evaluation committee shall evaluate each responsive and responsible proposal that has not been
disqualified from consideration under the provisions of Part 7 of Utah Code 63G-6a, using the
criteria described in this RFP.

An evaluation committee will evaluate and score the responses to the RFP based on the
information provided in each response and the State’s evaluation of the Offeror' understanding of
the objectives of this project. The State may elect to contact listed references to gather information
specific to their past history with the Offeror’'s firm.

Proposals will be reviewed based on the five criteria listed below. These points have been
evaluated as critical qualifications to the success of the project.

No. Rating Criteria % Weighting
1 Level of Expertise Plan (LE) 35
2 Risk Assessment Plan (RA) 10
3 Value Added Plan (VA) 10
4 Interview 15
5 Price Proposal Form 30

Scoring Methodology

Offerors responses to all of the rating categories, except price, will be scored using the following
methodology:

1 = Fail, the proposal fails to address some or all of the requirements; fails to accurately
address some or all of the requirements, or fails to demonstrate they can perform

2 = Unsatisfactory, the proposal addresses the requirements or criteria in the RFP
unsatisfactorily

3 = Satisfactory, the proposal addresses all requirements or criteria in the RFP
satisfactorily

4 = Good, the proposal addresses all requirements or criteria in the RFP and may
exceed some



5 = Excellent, the proposal addresses all requirements in the RFP and exceeds them

For purposes of this solicitation, the requirements are Offerors must demonstrate in
Attachments D1, D2, and D2 experience and high performing results with supporting or
verifiable metrics.

Offerors that have demonstrated experience but was poor performing results with
supporting metrics will receive a 1 or 2.

Offerors that have no experience or experience with no demonstrated or verifiable
metrics will receive a 3.

Offerors that have experience and demonstrated high performing results with supporting
or verifiable metrics will receive a 4 or 5.

The evaluation team will provide a score using the above mentioned methodology using the
following:

1 point — Offeror has demonstrated experience but was poor performing with supporting
metrics (this equals a 1 or 2)

5 points — Offeror has no experience or experience with no demonstrated or verifiable
metrics (this equals a 3)

10 points — Offeror has experience and is high performing with supporting or verifiable
metrics (this equals a 4 or 5)

Evaluation of the Price Proposal Form will be the Offeror will the lowest cost proposal will
receive all 10 points available. The State reserves the right to reject any Proposal if it
determines that the Price Proposal is significantly unbalanced to the potential detriment of the
State.

Description of Submittal Process and Evaluation Process

Questions Regarding Solicitation
All guestions must be submitted through SciQuest during the Question and Answer period.

The Question and Answer period closes on date and time specified on SciQuest. All
guestions must be submitted through SciQuest during the Question and Answer period.
Answers from the State will be posted on SciQuest. Questions may include notifying the
State of any ambiguity, inconsistency, scope exception, excessively restrictive
requirement, or other errors in this RFP. Questions are encouraged.

Questions may be answered individually or may be compiled into one document.

Questions may also be answered via an addendum. An answered question or an
addendum may modify the specification or requirements of this RFP. Answered questions
and addenda will be posted on SciQuest. Offerors should periodically check SciQuest for
answered questions and addenda before the closing date. It is the responsibility of the
Offerors to submit their proposals as required by this RFP, including any requirements
contained in an answered question and/or addenda.



Submittal Process

To ensure that a proposal is complete and addresses all key RFP issues, proposals must
adhere to the following format.

Proposals shall be organized into the following sections, in the order listed, and inclusive of
all requested information:

a) RFP Cover Page, Declaration and Checklist - Offerors will prepare and submit the
RFP Cover Page, Declaration and Checklist — Using Attachment A, complete the
forms.

b) Key Personnel — Using Attachment B, complete the Key Personnel Proposal Form.
The Offerors shall provide the name of the Primary Project Lead (the personnel must
be the person who will be interviewed if shortlisted) that the Offerors propose to
provide services pursuant to a resultant contract.

c) Price Proposal Form — Using Attachment C, complete the Price Proposal Form. The
price proposal form must identify the total price proposal for the solution that the
Offeror is offering to solve the issue of the Agency described in this RFP. The total
price does NOT include value add-ons.

d)

Project Capability (PC) Submittal - The Project Capability Submittal has three
components; Level of Expertise Plan (LE), Risk Assessment Plan (RA), and Value-
Added Plan (VA). See Attachments D, D1, D2 and D3.

(i)
(ii)

(i)

(ii)

Purpose of PC Submittal

Assist Division in prioritizing Offerors submittals based on their expertise and
ability to understand and deliver the deliverables for the project.

Provide high performing Offerors the opportunity to differentiate themselves from
their competitors due to their experience and expertise by using verifiable
performance metrics and previous performance results.

PC Submittal Format Requirements

PC submittal must NOT contain any names that can be used to identify who the
Offerors are (such as firm names, personnel names, Project names, or product
names).

A PC proposal template is included in this RFP. This document must be used
by all Offerors. Offerors are NOT allowed to re-create, re-format, or modify the
template in any manner. Offerors must type their responses on the Word
template provided.

(iii) Failure to comply with any of the PC format requirements may result in

disqualification.

(iv) The PC submittal shall not contain any marketing information. The submittal

should be used to prove to The State that the Offeror has expertise for the
specific project being proposed on.

Overview of the Level of Expertise Plan - The Level of Expertise Plan is to allow
Offerors to differentiate themselves based on their technical capability and
understanding of The State’s specific needs. Offerors should identify high
performance claims based on their expertise and experience supported by




V.

f)

Award

verifiable performance metrics that show the capability to this specific project
environment and requirement. All cost associated with technical capabilities
listed in the LE plan must be included in the price proposal form. (See
Attachments C and D1).

iv.  Overview of the Risk Assessment Plan - Offerors should list and prioritize major
risk items that are caused by other stakeholders on this project that could cause
the Offeror’'s “vision” or “plan” to deviate or not meet the expectations of the
client (i.e. risks that the Offeror does not control). This includes sources, causes
or actions that are beyond the scope of the contract that may cause cost
increases, delays, change orders, or dissatisfaction to The State. Do not include
in this submittal any risks caused by a lack of the Offeror's technical
competency. The risks should be described in simple and clear terms so that
non-technical personnel can understand the risk. Offerors must also explain
how they will mitigate, manage, and/or minimize the risk. The supporting
performance information can include how many times the risk was previously
mitigated, and the impact on the performance on the project in terms of
customer satisfaction (see Attachment D2).

v.  Overview of the Value-Added Section - The purpose of the Value-Added Plan
is to provide Offerors with an opportunity to identify any value-added options or
ideas that may benefit The State. These options or ideas may also be referred
to as additional or optional services. Where applicable, the Offeror should
identify: 1) what The State may have excluded or omitted from its scope; and 2)
how these options orideas have been successful through verifiable performance
information of previous projects. The Offeror should list the cost and time impact
of its options or ideas. The ideas identified in the Value-Added Plan must NOT
be included in the Offeror’s Price Proposal Form. (See Attachment C and D3).

Interviews - The Offerors will be required to participate in an interview. The State
selection committee will interview only the Offeror’s project lead. Interviews may
be held either in person or via an electronic method (by telephone, google hangout,
etc.) The date of the interview is listed in this solicitation, Offerors should plan
accordingly.

Clarification Phase - The potential best-value Offeror will be required to perform the
Clarification Phase functions outlined in Attachment E. The intent of this period is to
allow the potential best-value Offeror an opportunity to clarify their proposal, address
any issues or risks, allow the State to add any concerns, and to prepare a
Clarification Phase document. If the State cannot come to an agreement with the
potential best-value Offeror then the State may move onto the next best-value
Offeror.

After the evaluation and final scoring of proposals is completed, the State shall award the
contract as soon as practicable (subject to the requirements of Utah Code Section 63G-6a-708)
to the eligible responsive and responsible Offeror, subject to Utah Code Section 63G-6a-709(2),
provided the RFP is not canceled in accordance with Utah Code Section 63G-6a-709(2)(b).



The State will notify each Offeror of The State’s selection in writing.

a. The State reserves the right to reject any or all proposals and to award to more than
one Offeror and to other than the lowest-priced Offeror. The decision of the RFP
award(s) by The State is final.

b.  The State at its sole discretion may decide to take no procurement action as a result
of the RFP and/or may re-issue all or portions of the RFP.

c. The State reserves the right to accept or reject without consideration proposals that
do not address the full requirements of the RFP or that do not reach the designated
address and contact before the proposal due date and time identified.

The final award(s) is dependent upon the Offeror's Scope of Work (SOW) being acceptable to
The State. Proposal responses and contents provided by the Offeror will be considered
contractual obligations. Any existing agreements with the selected Offeror are construed as
representative of minimum terms and conditions between The State and the Offeror. Any new or
unique requirements as a result of the RFP response can be added or amended, at The State’s
sole option, to the existing agreements. It should be understood that obligations of confidentiality
will be an important condition of any resulting contractual arrangement. The selected Offeror and
all employees performing duties on this project will be required to keep all aspects of this project
in confidence.

The awarded Offeror’s performance will be tracked through the Weekly Risk Report System (See
Attachment F).

Length of Contract

It is anticipated that the awarded contract will have a term of ten (10) years.



ATTACHMENT A — RFP COVER PAGE, DECLARATION AND CHECKLIST

Offeror's Name:

The Offeror must complete and submit this Attachment. This Attachment shall be the cover page
for the Offeror’s Proposal.

Offeror's Name:

Address:

City:

State:

Country:

Post Code:

Point of Contact for this RFP:

Phone:

Email;

The following documents are required for this proposal (please mark off each document to
acknowledge that you have completed and submitted the document in the proper format):

] Attachment A RFP Cover Page, Declaration & Checklist

|| Attachment B Key Personnel Proposal Form

] Attachment C Price Proposal Form

|| Attachment D Project Capability Submittal (LE, RA, VA) Checklist and
Format

L] Attachment D (2) Level of Expertise (LE) Plan
|| Attachment D 2) Risk Assessment (RA) Plan

L] Attachment D 3 Value Added (VA) Plan



ATTACHMENT B — KEY PERSONNEL PROPOSAL FORM

CRITICAL TEAM COMPONENT:

Project Lead:




ATTACHMENT C - PRICE PROPOSAL FORM

Total Cost* for entire project for duration of the contract:

*Do not include costs associated with Attachment D(2) — Risk Assessment Plan or Attachment
D(3) Value Added Plan.



ATTACHMENT D — PROJECT CAPABILITY SUBMITTAL CHECKLIST AND FORMAT

The Offeror must complete and submit this checklist along with the Project Capability (PC)
Submittal. This PC Submittal Checklist is not counted in the 6-page PC Submittal limit. Failing to
answer or answering “No” to any of the questions below may result in disqualification. Offerors
may delete the example on attachments D1, D2, and D3 in order to meet the 2 page maximum
requirement.

1. Isyour PC Submittal (attachments D1, D2, & D3) a total of 6 pages [] Yes [] No
or less (2 pages maximum per document)?
2. Do you understand that your PC Submittal will NOT contain any [] Yes [] No
names, past projects, or information that may be used to identify
who your firm is?
3. Do you understand that you have to use the PC Submittal [] Yes [] No
templates provided in this RFP and that you are NOT allowed to
re-create the PC Submittal Templates (cannot alter font size, add
colors, add pictures, etc.) or handwrite your responses? [l Yes [] No
4. Do you understand that the contents of PC Submittal will become
part of the Contract? [] Yes [] No

5. Do you understand that your Proposal may be disqualified if you
fail to meet any of the above requirements?



ATTACHMENT D (1) - LEVEL OF EXPERTISE (LE) PLAN

This template MUST be used. The Level of Expertise Plan should identify the Offeror’s capability
to meet the project’s reguirements with a plan that meets the projects goals. The capability
claims should be prioritized (list the most important claims first). The Offeror may add or delete
Level of Expertise Claim table templates, but do not exceed the 2-page limit for this section.
Do NOT include any identifying information in your Level of Expertise Plan. Information listed
under the “Documented Performance” line may describe where the Offeror has used the approach
or solution previously, and what the results were in terms of verifiable metrics. Offerors may delete
the example when completing this document.

Example:

Level of Expertise Claim:

Documented Performance:

Level of Expertise #1 Claim:

Documented Performance:

Level of Expertise #2 Claim:

Documented Performance:

Level of Expertise #3 Claim:

Documented Performance:

Level of Expertise #4 Claim:

Documented Performance:

Level of Expertise #5 Claim:

Documented Performance:

Our project manager has a significant amount of experience in
similar projects with very high performance.

He has successfully developed five similar invoicing systems in the
last four years with a current customer satisfaction of 10.0 [out of
max 10.0] and 90% reduction in manual entry and data entry errors




ATTACHMENT D (2) — RISK ASSESSMENT (RA) PLAN

This template must be used. The Risk Assessment Plan should address the risks that the Offeror
does NOT control. The risks should be prioritized (list the greatest risks first). The Offeror may
add or delete Risk table templates, but do not exceed the 2-page limit for this section. Do NOT
include any identifying information in the Risk Assessment Plan. Information listed under the
“Documented Performance” line may describe where the Offeror has used the approach or
solution previously, and what the results were in terms of verifiable metrics. These instructions
and the example below may be deleted from this form. Offerors may delete the example when
completing this document.

Example:

Changes to requirements by State or Federal mandates may not address

the deliverables identified by the client.
Risk Description:

The Offeror has worked within statutory requirements and will have an

Solution: agile approach to meet the specific clients deliverables and the
mandates.

Documented

Performance:

The project manager has experienced this issue over the past few years
and has used an agile approach 15 times in the last 3 years. The solution
resulted in less than 1% change orders and 100% of the clients on these
15 projects rated our performance at 10 out of 10.

Risk #1 Description:

Solution:

Documented
Performance:

Risk #2 Description:

Solution:

Documented
Performance:




ATTACHMENT D (3) - VALUE ADDED (VA) PLAN

This template must be used. The Value-Added Plan should identify any value-added options or
ideas that may benefit The State. The value-added claims should be prioritized (identify the
most important claims first). The Offeror may add or delete Value Added Claim table templates,
but do not exceed the 2-page limit for this section. Do NOT include any identifying information
in the Plan. Information listed under the “Documented Performance” line may describe where the
Offeror has used the approach or solution previously, and what the results were in terms of
verifiable metrics. Offerors may delete the example when completing this document.

Example:

ltem Claim:

How will this add value?

Documented
Performance:

Cost Impact (%):

ltem #1 Claim:

How will this add value?

Documented
Performance:

Cost Impact (%):

ltem #2 Claim:

How will this add value?

Documented
Performance:

Cost Impact (%):

Mobile application development for on-route users

If a user is out on a delivery, a mobile application will allow them
access to the system without their having to find a computer, or
laptop to log into.

This approach has been used in 4 similar projects saving the client
$10,000 in man-hours and equipment.

5% Schedule Impact (%): 10%

Schedule Impact (%):

Schedule Impact (%):




ATTACHMENT E — CLARIFICATION PHASE GUIDE

1. OVERVIEW

a.

The Clarification Phase is not a negotiation phase. Offerors will not be permitted to
modify their cost/fee/financial rates, project durations, or project team unless the State
requests changes. The Clarification Phase is started by the notification of the potential
best value Offeror and ended by the final presentation to the State after all issues have
been addressed. If the State is not satisfied during the Clarification Phase, or upon
completion of the Clarification Meeting, the State may consider another Offer for
potential award (this Offeror would also have to participate in a Clarification Meeting).
If the State is satisfied with the potential best-value Offer, the State will proceed to
Award a Contract.

The Clarification Phase is carried out prior to the signing of the contract. At the end of
the project, the State will evaluate the performance of the Offeror based on these
factors, so it is very important that the Offeror pre-plans the project with risk mitigation.
It is the Offeror’s responsibility to ensure it understands the scope of the project and
to clearly identify what it is delivering. It is the State’s responsibility to ensure that it
conveys any potential concerns and issues before the contract is signed. It is the
Offeror’s responsibility to manage and mitigate the risk of the project.

The Clarification Phase provides the Offeror with an opportunity to identify their scope
with a detailed specification and a simplified list of their tasks and financial streams.
The State has the right to accept or reject this proposal. The State also has the right
to identify its perceived risks, concerns, and issues which it will require the Offeror to
mitigate and manage. The major products of the Clarification Phase include the scope
of the project, the simplified Risk Assessment Plan (RA), the breakout of the project
and costs in a weekly risk report (WRR). The pre-planning should include all
coordination and identification of all risks that cannot be controlled by the Offeror/
Offeror.

In many cases, one of the Offeror's biggest risks (in terms of delivering the service
with high satisfaction) is the client. Therefore, it is in the Offeror's best interest to
identify any issues or concerns with a risk mitigation plan during the Clarification
Phase.

2. PRE-PLANNING AND COORDINATION

a.

b.

Offerors may be required to provide The State with supporting documentation for any
information listed in their submittals before entering the Clarification Phase.

The State requires that the Offeror attend a Kick-Off Meeting to present its proposal,
the simplified financial schedule, Risk Assessment Plan (RA), and to identify additional
issues or concerns that The State may have. It is also an opportunity to meet all
participants who may be a stakeholder in the project. The Offeroris required to perform
the following functions as part of, or in preparation for, this Kick-Off Meeting:

i. Ensure that The State has invited all The State stakeholders and participants
to the meeting (including client, sub Offerors, designer / AE, interested
parties, etc.).

ii. Presentthe scope of services ("what is in" and "what is out").

iii. Present the simplified funding schedule and Risk Management Plan (RMP).
This includes risks and potential mitigation to the risks.

E-10f3



iv. Identify client responsibilities.
v. Present the Weekly Risk Report (WRR) format.
vi. Field questions and concerns from client stakeholders.
vii. Listen to concerns, issues, and comments from The State stakeholders.
viii. Propose a schedule to finalize Clarification Phase and the contract
documents.

Once the Clarification Kick-off Meeting is held, and if The State is comfortable with
the Offer, the Clarification Phase begins. The Offeror may be required to complete
the following:
i. Reuvisit the site/buildings/campus to do any additional investigating.

ii. Coordinate with all parties that will be involved with the project.

iii. Resolve concerns and issues they have with mitigating actions.

iv. Finalize the Clarification Documents (contract, WRR, financial schedule,

RMP, project scope.)

3. CLARIFICATION DOCUMENT

The final Clarification Document will include the following:

a.

Executive Summary - high level summary of scope documents that clearly
addresses what is in scope [being delivered] and what is out of scope for the
project.
Finalized scope documents which includes details on the how the tasks will be
completed.
Description of the end deliverable in terms of simplified metrics.
Risk Management Plan (RMP) - The Offeror will create a document identifying
risks that it does not control that could occur on this contract. This plan will also
have mitigation strategies. This plan also must include concerns from The State
and how the Offeror/ Offeror will minimize those concerns.
Detailed scope descriptions— A specific breakout of every action required for the
Offeror to perform the work. Including all activities required by the Offeror, client
and client stakeholders to perform the work.
Weekly Risk Report format (WRR)
Project financial summary.
i. The Offeror’s plan or proposed scope of work.
ii. A list of agreed/accepted Value-Added Options (with impact to price)
iii. A list of agreed upon Scope Changes or Additional Work with impact to
price.
Project and emergency contact list.
PowerPoint presentation that describes the scope of the project in terms of time,
deliverables and how the deliverables acceptance will be decided.

4. CLARIFICATION SUMMARY MEETING

a. The Clarification Summary Meeting is held at the end of the Clarification Phase and is
used to present a summary of what was developed and agreed upon during the
Clarification Phase. The final Clarification meeting is not a question and answer
session. The Offeror and The State stakeholders must not wait for the meeting to ask
guestions. All coordination and planning with The State should be done prior to the
meeting.
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b. The Offeror should give a presentation, which walks The State through the entire
project and summarizes all of the coordination and planning done during the
Clarification Phase. The Offeror should bring its team and all the documents specified
in the Clarification Document. The Offeror should come with documents explaining
what the State is responsible for in this project. The Offeror must convince The State
that they have minimized or mitigated all risks and will not be surprised once the project
begins. The Clarification meeting presentation (and meeting minutes, if applicable) will
become part of the contract along with the other documents from the Clarification
Document.

E-30f3



ATTACHMENT F — WEEKLY RISK REPORTING SYSTEM GUIDE

Overview

The Weekly Risk Reporting System (WRRS) is a companion to the Quality Control Plan that is
created by the best value Offeror during the Clarification Phase. The report serves as a tool for
The State in analyzing the performance of the Project based on risk. The WRRS does not
substitute or eliminate weekly progress reports or any other traditional reporting systems (that the
Offeror may do).

The purpose of the WRRS is to allow the Offeror to document and manage all risks that occur
throughout a project. Risk is defined as anything that might impact the project scope and
schedule. This includes risks that are caused by the Offeror (or entities subcontracted by the
Offeror), and risks that are caused by The State (scope changes, unforeseen conditions, etc.).
The State’s Project Manager may also require the Offeror to document risks that may impact The
State satisfaction.

Submission

The weekly report is an Excel file that must be submitted every week. The report is due every
week once the Contract Award is issued, until the Project is 100% complete (and final payment
is made). The Excel spreadsheet will be available from The State upon request.

The completed report must be saved using the date and name of the Project given by The State
(Format: YYMMDD_Project Name; For example, ‘HCM Project’ for the week ending Friday, Oct
7, 2018, should be labeled '181007_HCM Project’). Weekly Reports are to be emailed by Monday.

The weekly risk report consists of reporting the project performance metrics, scope changes or
unforeseen events that are risks to the project in terms of scope and deviations, or The State
satisfaction including any risks that could potentially develop into an issue. When a new risk is
identified, it is added to the risk log, along with the following: Identification date (date the risk was
identified), likelihood, impact, response plan for high risks which would include resolution due
date.

When a risk has become an issue, it is added to a project deviations log, along with the following:
Identification date (date the issue was identified), plan to resolve issue, resolution due date,
impact to critical path or schedule (in days), and impact to final price (in dollars).

As risks or issues arise that warrant attention, the Offeror should not wait to submit the risk report.
The Offeror must contact The State if there are any risks or potential risks identified that are or
could be rated at a high level. The Offeror is also required to provide a satisfaction rating based
on the identified risk or issue and their plan to mitigate the risk. The rating is based on a scale of
1-10 (10 being completely satisfied and 1 being completely dissatisfied). The Offeror may modify
its satisfaction ratings at any time throughout the Project. When a risk is eliminated or and issue
is resolved, the actual date of elimination or resolution must be listed.

The State will analyze the reports for accuracy and timeliness. The reports will be used in part by
The State to determine the overall final performance rating of the Offeror (and its team).
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ATTACHMENT H — ADDITIONAL INFORMATION

Property of the Division

All documents submitted by the Offeror in response to this RFP become the property of the Division
and will not be returned to the Offeror, except for the protected records as described below.
(Government Records Access and Management Act (GRAMA)).

Errors

If the Offeror identifies any mistake, error, or ambiguity in the RFP at any time during the
procurement process, it is the duty of the Offeror to notify the Division of the recommended
correction in writing.

Prohibited Activities

If the Offeror or anyone representing the Offeror offers or gives any advantage, gratuity, bonus,
discount, bribe, or loan of any sort to the State of Utah or any of its employees, agents or
representatives at any time during this procurement process the Division will immediately disqualify
the Offeror.

Addenda

The State reserves the right, in its sole discretion, to revise, modify, or change the RFP and/or
procurement process at any time before the Proposal Due Date. The Division issues such revisions
through issuance of an Addendum to the RFP. Any such revisions are bound into and included as
part of the Contract only if issued through an Addendum.

No Public Opening of Proposals

There will be no public opening of Proposals. After the specified time for submitting Proposals, all
Proposals will be electronically opened and reviewed for responsiveness to the requirements of the
RFP.

Late Proposals

The Division will not consider any late Proposals. Proposals received after the deadline for
submittal of Proposals will be returned to the Offeror, unopened.

Government Records Access and Management Act (GRAMA)

The Division will maintain a nonpublic process for the duration of this procurement. Pursuant to
Subsection 863G-2-305(6) of the GRAMA, all records related to this procurement, including, but
not limited to Statements of Qualifications (SOQs), evaluation, and Short-List procedures,
Proposals, evaluation, and selection procedures, and any records created during the evaluation
and selection process will remain nonpublic records until the Contract has been executed by all
necessary officials of the Design-Builder and the Division.

The Government Records Access and Management Act (GRAMA), Utah Code Ann., §63G-2-101
et seq., provides in part that certain records are protected if properly classified.

Offerors are responsible for determining which information, if any, they wish to be protected under
a Claim of Business Confidentiality, and are responsible for taking appropriate action to do so. An



entire proposal may not be protected under a Claim of Business Confidentiality.

To protect information under a Claim of Business Confidentiality, the Offeror must, at the time the
information is provided to the Division, include a Claim of Business Confidentiality Form. It is the
responsibility of the Offeror to complete Form in accordance with Subsection §63G-2-309.

If nothing in the Proposal is being protected under a Claim of Business Confidentiality, indicate on
Form by stating “NA” on the submitted form. If no Form is completed then the State will treat the
proposal is not containing any confidential information,

State Rights

The State may investigate the qualifications of any Offeror under consideration, may require
confirmation of information furnished by an Offeror, and may require additional evidence of
gualifications to perform the Work described in this RFP. The State reserves the right, in its sole
and absolute discretion, to:

A. Reject any or all Proposals.

Issue a new RFP.

Cancel, modify, or withdraw the entire RFP.

Cancel the award of any Contract before execution without liability.
Issue Addenda, supplements, and modifications to the RFP.
Modify the RFP process (with appropriate notice to Proposers).

Appoint an Evaluation and Selection Committee and evaluation teams to review
Proposals, and seek the assistance of outside technical experts in Proposal
evaluation.

G mmoow

H. Revise and modify, at any time before the Proposal Due Date, the factors it considers
in evaluating Proposals and to otherwise revise or expand its evaluation methodology.
The Division may extend the Proposal Due Date if such changes are deemed by the
Division, in its sole discretion, to be material and substantive.

l. Hold meetings and/or exchange correspondence with the Proposers responding to
this RFP to seek an improved understanding and evaluation of the Proposals. If
individual informational meetings are held, the Division affords all Proposers an
opportunity to participate in such meetings.

J. Seek or obtain data from any source that has the potential to improve the
understanding and evaluation of the Proposals.

K. Waive weaknesses, discrepancies, informalities, omissions or minor irregularities in
Proposals, and seek and receive clarifications to a Proposal.

L. Hold the Proposals under consideration for the duration of the Contract Award Period.

Refuse to consider a Proposal, once submitted, or reject a Proposal if such refusal or
rejection is based upon, but not limited to, the following:

a. Default on the part of an Offeror under previous contracts with the State;

b. Unsatisfactory performance of previous work by Offeror under previous contracts
with the State;

c. Debarment or suspension under Division or Federal regulations to the Offeror;

d. Any other reason affecting the Proposer’s ability to perform, or record of business
integrity; and/or

e. The Proposer is not otherwise qualified and eligible to receive an award of the



Contract under applicable laws and regulations.

Disclaimers

This RFP does not commit the State to enter into a Contract, nor does it obligate the State to pay for
any costs incurred in preparation and submission of Proposal(s) or in anticipation of a Contract. By
submitting a Proposal, a Proposer disclaims any right to be paid for such costs.

In no event is the State to be bound by, or liable for, any obligations with respect to the Work or the
Project until such time (if at all) as the Contract, in form and substance satisfactory to the State, has
been executed and authorized by the Division and approved by all required authorities.

Offerors are responsible to review Part 16 of the Utah Procurement Code and applicable rules to
understand the State’s protest process. Any protest not set forth in writing within the time limits
specified in Part 16 is null and void and will not be considered.

In submitting a Proposal in response to this RFP, the Proposer is specifically acknowledging these
disclaimers.

Proposal Revisions

During the clarification phase the State may enter into a discussion with the selected Offeror to
determine final costs based on the final scope of work approved by the State and the vendor.
During these discussions the selected Offeror’s total price may not go higher than originally priced.



Claim of Business Confidentiality

Name of Proposer:

Pursuant to Utah Code Ann. 8§ 63G-2-305(1) and (2), and in accordance with Utah Code Ann. §
63G-2-309, the undersigned asserts a claim of business confidentiality to protect the following
information submitted in response to this RFP.

This claim is asserted because this information requires protection as it includes:

O Reason A: Trade secrets as defined in Utah Code Ann. § 13-24-2(4) and referenced in
Utah Code Ann. § 63G-2-305(1).

O Reason B: Commercial information or non-individual financial information as defined in
Utah Code Ann. § 63G-2-305(2).

This statement of reasons supporting the claim of business confidentiality applies to the following
information in this response:

DOCUMENT PAGE 1 REASON (“A” or “B” above, plus a detailed explanation)

Signature Date

Printed Name and Title

Please use additional sheets if needed. Provide a redacted version of each document y marked
“REDACTED VERSION" on all pages.
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