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NEW YORK STATE EDUCATION DEPARTMENT
89 WASHINGTON AVE
ALBANY, NY 12234
MINI-BID # PBITS 21-002 
PMIS DATA CONSOLIDATION SERVICES
	CONTRACT CATEGORY:  PROJECT BASED INFORMATION TECHNOLOGY CONSULTING SERVICES 
GROUP:  73600 AWARD NUMBER:  22772
FIXED-PRICE BASIS ONLY
			Lot # 2

	DESIGNATED CONTACTS

	Primary 	Contact: Richard Duprey

E-mail address: 	PBITS@nysed.gov
	Secondary Contact: Jonathan Bottisti	

E-mail address: 	PBITS@nysed.gov

	Authorized User shall indicate if Procurement Lobbying Law/Restricted Period is in effect:  X Yes   |_| No
Where Procurement Lobbying Law is deemed applicable by the Authorized User, by signing, Contractor affirms that it understands and agrees to comply with the Authorized User’s policies and procedures relative to permissible contacts.  Information may be accessed at:  Procurement Lobbying:
NYSED's Procurement Lobbying Law Policy Guidelines webpage.


Questions Submission
Questions about this Mini Bid MUST be sent electronically to PBITS@NYSED.GOV no later than 10/29/2021. A Questions and Answers Summary will be posted to http://www.p12.nysed.gov/facplan/ on or about 11/8/2021.
Proposal Submission

Please complete, attach and deliver the documentation referenced in Section 4.0 Contractor Response to cau@nysed.gov.  The delivery deadline is 11/19/2021, 5:00 PM: Bids received after the deadline will be disqualified.
Please DO NOT send questions to CAU@NYSED.GOV.

	[bookmark: _Toc398823988][bookmark: _Toc473188043][bookmark: _Toc473268351]Contract Term, Extensions and No Cost Change Requests/Enhancements

	Tentative Start Date 3/1/2022 through 2/28/2023
.

	Authorized User’s Maximum Enhancement Budget Allowable Percentage 10% 
This figure is applied after the negotiations with Tentative Awardee and should not be included with the Contractor’s submission in response to this document.   






	[bookmark: _Toc398824000][bookmark: _Toc473188044][bookmark: _Toc473268352]MWBE Goals, Utilization and Staffing Plans

	Minority and Women-Owned Business Enterprise (M/WBE) Participation Goals Pursuant to Article 15-A of the New York State Executive Law

For purposes of this procurement, NYS Education Department hereby establishes an overall goal of 30% of the total contract amount for M/WBE participation, in any percentage combination for Minority-Owned Business Enterprises (“MBE”) participation and for Women-Owned Business Enterprises (“WBE”) participation based on the current availability of qualified MBEs and WBEs. All bidders must document good faith efforts to provide meaningful participation by MWBEs as subcontractors or suppliers in the performance of this Contract. Minority and Women-Owned Business Enterprise (M/WBE) participation includes any and all services, materials or supplies purchased from New York State certified minority and women-owned firms. Utilization of certified Minority and Women-Owned firms will be applied toward the goals. Bidders can achieve compliance with NYSED’s Minority and Women-Owned Business Enterprise goals as described below.

ACHIEVE FULL COMPLIANCE WITH PARTICIPATION GOALS (PREFERRED)
Bidders should submit subcontracting/supplier forms that meet or exceed NYSED’s participation goals for this procurement. All subcontracting/supplier forms must be submitted with the bid proposal. In addition, bidders must complete and submit M/WBE 100: Utilization Plan, M/WBE 102: Notice of Intent to Participate and EEO 100: Staffing Plan. Instructions and copies of these forms are located in the Submission Documents. All firms utilized must be certified with the NYS Division of Minority and Women Business Development before beginning any work on this contract. For additional information and a listing of currently certified M/WBEs, see the NYS Directory of Certified Minority and Women-Owned Business Enterprises.

The contact person on M/WBE matters is available throughout the application and procurement process to assist bidders in meeting the M/WBE goals. NYSED reserves the right to approve the addition or deletion of subcontractors or suppliers to enable bidders to comply with the M/WBE goals, provided such addition or deletion does not impact the technical proposal and/or increase the total cost of the bid proposal.

DOCUMENTATION OF GOOD FAITH EFFORTS
Bidders must undertake a good faith effort to solicit NYS Certified M/WBE firms as subcontractors and/or suppliers in fulfillment of this procurement. Means of solicitation may include but are not limited to: advertisements in minority centered publications; solicitation of vendors found in the NYS Directory of Certified Minority and Women-Owned Business Enterprises; and the solicitation of minority and women-oriented trade and labor organizations. Bidders will be required to certify and attest to their good faith efforts by completing NYSED’s Certification of Good Faith Efforts (Form M/WBE 105). See the M/WBE Submission Documents for detailed examples of and required forms to document good faith efforts.

NYSED reserves the right to reject any bid for failure to document “good faith efforts” to comply with the stated M/WBE goals.

IN THE EVENT BIDDERS CANNOT COMPLY WITH NYSED DESIGNATED PARTICIPATION GOALS, SAID BIDDERS MUST DOCUMENT THEIR “GOOD FAITH EFFORTS” TO COMPLY AND SUBMIT ONE OF THE FOLLOWING REQUESTS:

REQUEST A PARTIAL WAIVER OF PARTICIPATION GOALS
In order to request a partial waiver of the participation goals for this procurement, Bidders must provide documentation of their good faith efforts to obtain the use of certified M/WBE enterprises along with their bid proposal forms. The subcontracting forms must include the participation percentage(s) for which they seek approval. Bidders will be required to certify and attest to their good faith efforts. Bidders should submit a request for a partial waiver (Form M/WBE 101) and document their Good Faith Efforts (Form M/WBE 105) at the same time as the bid is submitted. Bidders must also complete and submit M/WBE 100: Utilization Plan, M/WBE 102: Notice of Intent to Participate and EEO 100: Staffing Plan. The M/WBE Coordinator is available throughout the procurement process to assist in all areas of M/WBE compliance.

REQUEST A COMPLETE WAIVER OF PARTICIPATION GOALS
In order to request a complete waiver of the participation goals for this procurement, Bidders must provide documentation of their Good Faith Efforts to obtain the use of certified M/WBE enterprises along with their bid proposal forms. Bidders will be required to certify and attest to their good faith efforts. Bidders should submit a request for a complete waiver on Form M/WBE 101 and document their Good Faith Efforts (Form M/WBE 105) at the same time as they submit their bid. The M/WBE Coordinator is available throughout the procurement process to assist in all areas of M/WBE compliance.

All payments to Minority and Women-Owned Business Enterprise subcontractor(s) must be reported to NYSED M/WBE Program Unit using M/WBE 103 Quarterly M/WBE Compliance Report. This report must be submitted on a quarterly basis and can be found at NYSED’s M/WBE Forms and Compliance Forms webpage.

Service-Disabled Veteran-Owned Business (SDVOB) Participation Goals Pursuant to Article 17-B of New York State Executive Law
Article 17-B of Executive Law was enacted to ensure that certified SDVOBs are provided opportunities for meaningful participation in the performance of state contracts. To this end, NYSED strongly encourages bidders to make maximum possible use of SDVOBs as subcontractors and/or suppliers under this contract, consistent with the requirements of State Finance Law and State procurement guidelines, as well as NYSED policies and procedures. Bidders should consider fulfilling the requirements of this contract through the participation of SDVOBs at a rate of 6%. For additional information about this program, including a list of SDVOBs, please visit the Office of General Services, Division of Service-Disabled Veterans’ Business Development website.

M/WBE AND EQUAL EMPLOYMENT OPPORTUNITIES REQUIREMENTS CONTRACTOR REQUIREMENT AND OBLIGATION UNDER NEW YORK STATE EXECUTIVE LAW, ARTICLE 15-A (PARTICIPATION BY MINORITY GROUP MEMBERS AND WOMEN WITH RESPECT TO STATE CONTRACTS)

In an effort to eradicate barriers that have historically impeded access by minority group members and women in State contracting activities, Article 15-A, of the New York State Executive Law §310-318, (Participation By Minority Group Members and Women With Respect To State Contracts) was enacted to promote equality of economic opportunities for minority group members and women.

The New York State Education Department (“NYSED”) has enacted its policies Equal Opportunity, Non-Discrimination and Affirmative Action and on Minority and Women-Owned Business Enterprise Procurements, consistent with the requirements as set forth under the provisions of Article 15-A (the “Article”) incorporated by reference, requiring Contracting Agencies to implement procedures to ensure that the “Contractor” (as defined under Article 15-A, §310.3 shall mean an individual, a business enterprise, including a sole proprietorship, a partnership, a corporation, a not-for-profit corporation, or any other party to a state contract, or a bidder in conjunction with the award of a state contract or a proposed party to a state contract, complies with requirements to ensure Equal Employment Opportunities for Minority Group Members and Women, in addition to providing Opportunities for Minority and Women-Owned Business Enterprises on all covered state contracts.

In keeping with the intent of the Law, it is the expectation of the Commissioner and the responsibility of all contractors participating in and/or selected for procurement opportunities with NYSED, to fulfill their obligations to comply with the requirements of the Article and its implementing regulations.

In accordance with these requirements, the contractor hereby agrees to make every good faith effort to promote and assist the participation of certified Minority and Women-Owned Business Enterprises (“M/WBE”) as subcontractors and suppliers on this project for the provision of services and materials in an amount at least equal to the M/WBE goal (Included in the procurement document) as a percentage of the total dollar value of this project. In addition, the contractor shall ensure the following:

1. All state contracts and all documents soliciting bids or proposals for state contracts contain or make reference to the following provisions:

a. The contractor will not discriminate against employees or applicants for employment because of race, creed, color, national origin, sex, age, disability, marital status, gender, religion, veteran status, sexual orientation, genetic disposition or carrier status and will undertake or continue existing programs of affirmative action to ensure that minority group members and women are afforded equal employment opportunities without discrimination.

For purposes of the Article, affirmative action shall mean recruitment, employment, job assignment, promotion, upgrading, demotion, transfer, layoff or termination and rate of pay or other forms of compensation.

b. The contractor shall request each employment agency, labor union, or authorized representative of workers with which it has a collective bargaining or other agreement or understanding, to furnish a written statement that such employment agency, labor union or representative will not discriminate on the basis of race, creed, color, national origin, sex, age, disability, marital status, gender, religion, veteran status, sexual orientation, genetic disposition or carrier status and that such union or representative will affirmatively cooperate in the implementation of the contractor’s obligation herein.

c. The contractor shall state in all solicitations or advertisements for employees, that, in the performance of the State contract, all qualified applicants will be afforded equal employment opportunities without discrimination because of race, creed, color, national origin, sex, age, disability, marital status, gender, religion, veteran status, sexual orientation, genetic disposition or carrier status.

2. The contractor will include the provisions of subdivision one of this section in every subcontract as defined under §310.14, except as provided under §312.6 of the Article, in such a manner that the provisions will be binding upon each subcontractor as to work in connection with the State contract.

3. Contractors or subcontractors shall comply with the requirements of any federal law concerning equal employment opportunity, which effectuates the purpose of this section.

4. Contractors and subcontractors shall undertake programs of affirmative action and equal employment opportunity as required by this section[footnoteRef:2]. In accordance with the provision of the Article, the bidder will submit, with their proposal, Staffing Plan (EEO 100). [2:  Notice – Contractors are provided with notice herein, NYSED may require a contractor to submit proof of an equal opportunity program after the proposal opening and prior to the award of any contract. In accordance with regulations set forth under Article 15-A §312.5, contractors and/or subcontractors will be required to submit compliance reports relating to the contractor’s and/or subcontractor’s program in effect as of the date the contract is executed.] 


5. Certified businesses (as defined under Article 15-A, §310.1 means a business verified as a minority or women-owned business enterprise pursuant to §314 of the Article) shall be given the opportunity for meaningful participation in the performance of this contract, to actively and affirmatively promote and assist their participation in the performance of this contract, so as to facilitate the award of a fair share of this contract to such businesses[footnoteRef:3]. [3:  Should the contractor identify a firm that is not currently certified as an M/WBE, it should request that the firm submit a certification application Empire State Development by the deadline for submission of proposals for eligibility determination. It is the responsibility of the contractor to ensure that a sufficient number of certified M/WBE firms have been identified in response to this procurement, in order to facilitate full M/WBE participation. ] 


6. Contractor shall make a good faith effort to solicit active participation by enterprises identified in the Empire State Development (“ESD”) directory of certified businesses. The contractor must document its good faith efforts as set forth in 5 NYCRR 142.8. This document, Contractors Good Faith Efforts, can be found in the M/WBE Submission Documents.

7. Contractor shall agree, as a condition of entering into said contract, to be bound by the provisions of Article 15-A, §316.

8. Contractor shall include the provisions set forth in paragraphs (6) and (7) above, in every subcontract in a manner that the provisions will be binding upon each subcontractor as to work in connection with this contract.

9. Contractor shall comply with the requirements of any federal law concerning opportunities for M/WBEs which effectuates the purpose of this section.

10. Contractor shall submit all necessary M/WBE documents and/or forms as described above as part of their proposal in response to NYSED procurement.

11. The percentage goals established for this RFP are based on the overall availability of M/WBEs certified in the particular areas of expertise identified under this RFP. These goals should not be construed as rigid and inflexible quotas which must be met, but as targets reasonably attainable by means of applying every good faith effort to make all aspects of the entire Minority and Women-Owned Business Program work.

12. Contractor shall ensure that enterprises have been identified (M/WBE 102) within the Utilization Plan, and the contractor shall attempt, in good faith, to utilize such enterprise(s) at least to the extent indicated in the plan, as to what measures and procedures contractor intends to take to comply with the provisions of the Article.

13. Contractor shall upon written notification from NYSED M/WBE Program Unit as to any deficiencies and required remedies thereof, the contractor, within the period of time specified, will submit compliance reports documenting remedial actions taken and other information relating to the operation and implementation of the Utilization Plan.

14. Where it appears that a contractor cannot, after a good faith effort, comply with the M/WBE participation requirements, contractor may file a written application with NYSED M/WBE Program Unit requesting a partial or total waiver (M/WBE 101) of such requirements setting forth the reasons for such contractor’s inability to meet any or all of the participation requirements, together with an explanation of the efforts undertaken by the contractor to obtain the required M/WBE participation.




	[bookmark: _Toc473188046][bookmark: _Toc473268354]Mini-Bid Proposal Validity

	All Contractor responses to Authorized User Mini-Bids must remain open and valid for at least 90 days from the Mini-Bid opening date, unless the time for awarding the Authorized User Agreement is extended by mutual consent of the Authorized User and the Contractor.  A Contractor’s Mini-Bid response shall continue to remain an effective offer, firm and irrevocable, subsequent to such 90 day period until either tentative award of the Authorized User Agreement by the Authorized User is made or withdrawal of the Contractor Submission in writing by the Contractor.  Tentative award of the Authorized User Agreement shall consist of written notice to that effect by an Authorized User to a successful Contractor, who shall thereupon be obligated to execute a formal Authorized User Agreement.  



	AUTHORIZED USER PROCUREMENT RIGHTS

	New York State reserves the following rights.  These reserved rights are applicable to an Authorized User’s Mini-Bid. The Authorized User may reserve additional rights in the Mini-Bid.

1. Reject any or all Contractor Submissions received in response to the Mini-Bid.
2. Withdraw the Mini-Bid at any time, in Authorized User’s sole discretion.
3. Make an award under the Mini-Bid in whole or in part.
4. Disqualify any Contractor whose conduct and/or Contractor Submission fails to conform to the requirements of the Mini-Bid.
5. Seek clarifications and revisions of Contractor Submission(s).
6. Prior to the Submission opening, amend the Mini-Bid specifications to correct errors or oversights, or to supply additional information, as it becomes available.
7. Prior to the Submission opening, direct Contractor to submit Contractor Submission modifications addressing subsequent Mini-Bid amendments.
8. Eliminate any mandatory, non-material specifications that cannot be complied with by all of the prospective Contractors.
9. Waive any requirements that are not material.
10. The Authorized User may utilize any and all ideas submitted in the Mini-Bids received.
11. Adopt all or any part of a Contractor’s Submission in selecting the optimum solution.
12. Negotiate with the Contractor(s) responding to this Mini-Bid within the Mini-Bid requirements to serve the best interests of the State. This includes requesting clarifications of any or all Contractors’ Submissions. 
13. All Contractor Submissions and accompanying documentation shall become the property of the Authorized User and shall not be returned.
14. Require clarification at any time during the Mini-Bid process and/or require correction of arithmetic or other apparent errors for the purpose of assuring a full and complete understanding of a Contractor’s Submission and/or to determine a Contractor’s compliance with the requirements of the Mini-Bid.
15. The Authorized User reserves the right to exclude any price lists that do not fall within the scope of the Mini-Bid.
16. Upon discovery of non-material completeness or conformance issues with a Contractor’s Submission, contact the Contractor to attempt to cure the issue prior to completion of the evaluation of the Contractor’s Submission.
17. OGS reserves the right to post information about Authorized User Contract usage of Centralized Contracts.



	[bookmark: _Toc398823964][bookmark: _Toc473188047][bookmark: _Toc473268355]Introduction

	This Mini-Bid is being distributed to the Contractors awarded under Lot # 2 to acquire Project Based Information Technology (IT) Consulting Services for NYSED, an Authorized User of OGS Centralized Contract Award 22772 on a fixed-price basis.
The purpose of this Mini-Bid is to obtain Proposals for Services as detailed in this document and any attachment(s) that may be included.




	[bookmark: _Toc398823967][bookmark: _Toc473188049][bookmark: _Toc473268357]Key Events and Dates


	Event
	Date
	Time

	Mini-Bid Release
	10/4/2021
	N/A

	Contractor Question Period End 
	10/29/2021
	5:00 PM

	Authorized User Answer Issuance Deadline
	11/8/2021
	N/A

	Mini-Bid Response Due Date
	11/26/2021
	5:00 PM

	Presentations
	1/18/2022
	N/A

	Tentative Project Start Date 
	3/1/2022
	N/A

	Please note: NYSED will not accept any Mini-Bid responses received after the Response Due Date.  



	[bookmark: _Toc398823968][bookmark: _Toc473188050][bookmark: _Toc473268358]Pre-Bid Conference

	Not Applicable



	[bookmark: _Toc398823969][bookmark: _Toc473188051][bookmark: _Toc473268359]Intent to Bid

	  Not Applicable



	Question and Answer Period

	Questions regarding the mini bid must be submitted by E-mail to PBITS@nysed.gov  no later than October 29th, 2021.  
Questions regarding this request should be identified as Program, Fiscal or M/WBE. 

A Questions and Answers Summary will be posted on or about November 8th, 2021.


	[bookmark: _Toc473188052][bookmark: _Toc473268360]Downstream Prohibition

	N/A
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	[bookmark: _Toc398823971][bookmark: _Toc473188054][bookmark: _Toc473267101][bookmark: _Toc478381567][bookmark: _Toc83903921] Project Background


The Office of Facilities within the New York State Department of Education (hereinafter referred to as NYSED) is responsible for managing public school capital building projects that require state aid.
To assist the office in this responsibility, it relies on its current Project Management Information System (hereinafter referred to as PMIS) that has been in use for over 30 years and written in Clipper with a dBase back-end for data storage, which is no longer being supported.
NYSED began internal work to replace the system with a new system developed in Java using Spring framework along with Hibernate and an Oracle database for storage.
A comprehensive system has been developed, to replace the existing Clipper system, needed to support and maintain the status and information associated with the following phases of the building project process:
1. Intake Project Submission
2. Tracking Submission
3. Review Submission 
4. Approval and Finalization
Data cleansing and migration of data is needed to complete the transition from the Clipper system to a web-based system.

	[bookmark: _Toc398823972][bookmark: _Toc473188055][bookmark: _Toc473267102][bookmark: _Toc478381568][bookmark: _Toc83903922]Project Purpose / Objectives


NYSED is issuing PBITS #21-002 to procure services that will perform data classification, cleansing and conversion of the Rest of State and NYC portions of the current legacy dBase system and load that data into their respective new Oracle databases for use by the replacement Java systems.

	[bookmark: _Toc398823975][bookmark: _Toc473188056][bookmark: _Toc473267103][bookmark: _Toc478381569][bookmark: _Toc83903923]Business Processes Impacted


Failure to cleanse and migrate the data from the legacy system could jeopardize approval of building projects for schools throughout the state and potentially impact the proper distribution of funds to completed projects.



	[bookmark: _Toc398823976][bookmark: _Toc473188057][bookmark: _Toc473267104][bookmark: _Toc478381570][bookmark: _Toc83903924]Customers / End Users Impacted


NYSED Facilities Planning staff; School districts throughout the state; Building Architects and Engineers.

	[bookmark: _Toc473267105][bookmark: _Toc478381571][bookmark: _Toc83903925]Existing System Description


As stated in section 1.1, the current PMIS system has been in use for over 30 years and written in Clipper with a dBase backend for data storage.
The system allows NYSED to manage projects by allowing intake and review of building projects requests. NYSED staff review the request, provide the school district with requirements for the project, enter the appropriate fiscal information and finally approve or deny the request. During approval a decision is made to see if the project is eligible for aid. If it found the project is eligible for aid, then it is required to supply and send information to NYSED’s State Aid Management System.
The data storage for the existing PMIS is also broken up into two data categories: Rest of state and NYC Data with the following volumes:
Rest of State Data:
· 55 Program Files
· 8 dBase tables approximately 131 MB that are not normalized or relational
· Main table contains 237 columns and approximately 80,000 records
NYC Data:
· 32 Program Files
· 7 dBase tables approximately 100 MB that are not normalized or relational
· Main table contains 217 columns and approximately 55,000 records
[bookmark: _Toc398823977][bookmark: _Toc473188058][bookmark: _Toc473267106][bookmark: _Toc473267450][bookmark: _Toc473268362][bookmark: _Toc478381572]
[bookmark: _Toc83903926]Detailed Project Scope
	[bookmark: _Toc82689580][bookmark: _Toc398823978][bookmark: _Toc473188059][bookmark: _Toc473267107][bookmark: _Toc478381573][bookmark: _Toc83903927] Project Requirements


[bookmark: _Toc473188060][bookmark: _Ref474246341][bookmark: _Ref474246354][bookmark: _Ref474246357][bookmark: _Ref474246401][bookmark: _Ref474246417][bookmark: _Toc478381574][bookmark: _Toc83903928] Minimum Bidder Qualifications
The Bidder responding to this Mini-Bid must meet the following minimum bidder qualifications:
Must be a current Contractor listed under OGS Award #22772, Lot # 2
Pricing may not exceed the “maximum Not-To-Exceed price” established by OGS Award 22772
Personnel requirements as described in Section 2.2

[bookmark: _Toc478381576][bookmark: _Toc83903929]Project Timeline
It is anticipated that a contract resulting from this Mini-Bid will be effective on or about the anticipated start date of 3/1/2022  and the contract term will span a period of approximately 12 months as shown in the tentative timeline below:
	Task
	Estimated Start Date
	Estimated Date of Completion

	Ongoing Project Reporting
	3/18/22
	2/17/23

	Project Management Documentation
	3/1/22
	3/28/22

	Rest of State Data Migration
	3/1/22
	8/15/22

	NYC Data Migration
	8/16/22
	1/30/23

	Project Summary Report
	1/31/23
	2/27/23



As indicated in the timeline above, NYSED has the preference that migration work for data marked as ‘Rest of State’ (Section 2.4.3) are given priority and completed before work begins on data marked as ‘NYC’ (Section 2.4.4).
[bookmark: _Toc478381577]Deliverables outlined in section 2.4.5 (Project Summary Documentation) should not be completed and submitted prior to the work outline in the previous sections has been completed.

[bookmark: _Toc83903930]Contractor Requirements

Project Kickoff Meeting
At the beginning of the contract, the Contractor shall participate in an on-site meeting with the NYSED Project Team. This meeting will be conducted at NYSED offices in Albany, NY. The objectives of this meeting include: 
introduce Contractor staff
establish the working relationship between Contractor and the NYSED Project Team
review the project schedules and plan for the work to begin
Project Work Environment
The Contractor is expected to work with the NYSED Project Team in an efficient and professional manner. The Contractor shall report to the designated NYSED Project Manager. 
The Contractor’s key personnel shall be available to work on-site at the NYSED Offices in Albany, NY during normal business hours. However, due to the uncertainty presented by COVID-19, remote work may be performed with prior written consent of the NYSED Project Manager.
The Contractor will be provided workspace, equipment (such as laptops) and access to the NYSED network. The Contractor is responsible to provide any additional needed equipment for its personnel including, but not limited to, items such as cell phones, offices supplies, etc.
Project Document Repository
NYSED will establish a JIRA project board along with Confluence web site that shall be the repository for all project related documents and tasks. The Contractor key personnel will be provided access to this site and shall be expected to post and maintain all project related documents and tasks there.
Change Management
The Contractor shall develop and maintain a plan to manage and coordinate proposed changes to the project work scope. No changes to the scope of work shall be undertaken without the prior, documented approval from the NYSED Project Manager.
Contractor’s Project Team
The contractor awarded under this Mini-Bid shall provide staffing in adequate numbers and with appropriate expertise to fulfil the duties of the project as outlined in this Mini-Bid.
The contractor shall submit resumes of staff hired under the terms of this contract for the NYSED Project Manager’s review prior to the start of work. The NYSED Project Team reserves the right to approve or disapprove the contractor’s proposed staffing.
Changes to the Contractor’s Project Team 
Any changes to the Contractor’s project team must be approved by the NYSED Project Manager. The Contractor shall provide for the continuity of the responsibilities of any position that must be reassigned or replaced with a qualified replacement made available within ten (10) business days, subject to the review and approval of the NYSED Project Team. Should the need arise to make substitutions for any member of the project team, the Contractor will promptly provide resumes of comparably experienced staff for the NYSED Project Team’s review and approval.

	[bookmark: _Toc398823979][bookmark: _Toc473188064][bookmark: _Toc473267112][bookmark: _Toc478381578][bookmark: _Toc83903931]Project Consulting Personnel Requirements

	Job Function / Description
	Minimum Qualification
	Preferred Qualifications

	Senior Project Manager

The Senior Project Manager will report to the NYSED Project Manager and have the following responsibilities:
Managing Contractor resources, deliverables and execute project oversight
Managing the project plan and schedule, cooridanting Contractor resources, ensuring the on-time delivery of project milestones
Performing the scheduling of project team and stakeholder meetings
Review of deliverable submission and sign-off prior to NYSED review and sign-off

	Minimum of five (5) years of Project Management Experience
Certified PMP

	Experience in conducting full dress rehearsals
Experience in use of issue tracking tools such as JIRA
Experience in the use of system development tools such as Confluence
Experience managing legacy data system conversion






	Job Function / Description
	Qualification
	Preferred Qualifications

	Senior Data Conversion Specialist

The Senior Data Conversion Specialist will be responsible for creating a data map in accordance with the deliverables listed in section 2.4 and will be expected to perform the following:

· Work with NYSED technical and program area staff to understand the data structures tables from the legacy dBase and new Java-based systems
· Map legacy data to the new data structures using the proper ETL tools
· Analyze databases and develop data dictionaries of the tables, columns, fields, and table relationships
· Perform data analysis to design data transformation and data cleansing rules 
· Fully participate in the creation of a data conversion plan
· Determine and recommend data corrections based on the data, business needs or technical constraints 
· Write data transformation rules to convert legacy data for insertion into the target system
· Validate the data in the migration staging tables and work with NYSED staff to analyze and resolve data differences
· Write data cleansing scripts to clean up legacy data


	Minimum of three (3) years of experience in conversion sourced from dBase data stores


	Experience in use of issue tracking tools such as JIRA
Experience in the use of system development tools such as Confluence
Experience working with and configuring ETL tools to perform data migration
Experience with Oracle database schemas and structure
Experience Developing and maintaining technical documentation





	[bookmark: _Toc398823980][bookmark: _Toc473188065][bookmark: _Toc473267113][bookmark: _Toc478381579][bookmark: _Toc83903932]
Project Deliverables Narrative


The PMIS Data Consolidation project will be implemented in phases in accordance with the anticipated project timeline shown in Section 2.1.  At the time that the Contractor begins work, the project may already be in progress.
The Contractor shall provide the required deliverables and shall work with NYSED to ensure that said deliverables are provided within the timeframes outlined in the Section 2.4 Project Deliverables. 
These deliverables shall be the basis against which the Contractor's performance shall be evaluated and upon which payments will be made. Payment for the on-going project reporting deliverables will be distributed equally, monthly, across the term of the contract.  All payment of project deliverables will be based on NYSED acceptance of the deliverable per Section 2.4.6.
All deliverables shall be identified with the NYSED numbering scheme shown in the ID # column below. When there are multiple items for a single deliverable, they shall be numbered with appropriate indexing. For purposes of this Mini-Bid, the terms “shall,” “must,” and “will” are used interchangeably, and are mandatory deliverables.
	[bookmark: _Toc473188066][bookmark: _Toc473267114][bookmark: _Toc478381580][bookmark: _Toc398823981][bookmark: _Toc83903933]Project Deliverables 


[bookmark: _Hlk82089608][bookmark: _Toc478381581][bookmark: _Toc473267115][bookmark: _Toc83903934]Ongoing Project Reporting
The following is the periodic reporting that shall be conducted throughout the duration of the contract. 
The total hours bid within Attachment 1 (PBITS #21-002 Financial Proposal) must include the total hours needed for the duration of the contract and budget for the deliverable cannot exceed the maximum of 10% of the total budget estimated for the project. See Section 2.4.6 for Acceptance Process and Criteria.

	ID #
	Description of Ongoing Project Reporting
	Frequency

	FPMS-01
	Monthly Status Report Presentation

Contractor shall provide a monthly presentation in PowerPoint (PPT) form, whose organization shall be determined by as part of the DED in FPMS-02, to the NYSED Project Manager and Executive Stakeholders to provide the following:

· Overview of the project’s progress
· Any newly identified risks or issues that will need addressing
· Suggestions of improvements to be made that could mitigate further risks and issues
· Review of any incompatible data and how best to handle it
· Review of any bugs in conversion process

	Third week of each month for the duration of the project



[bookmark: _Toc83903935]Project Management Documentation
The following deliverable is for all Project Management artifacts that will be used throughout the duration of the project. The Deliverables Expectation Document will detail how deliverables will be accepted per section 2.4.6.

	ID #
	Description of Project Management Documentation Milestones
	Due Date

	FPMS-02
	 Project Management Documentation

Contractor shall provide the initial and final of the following documents that shall also contain all NYSED comments incorporated after review:
· Project Management Plan
· Work Plans and Schedule
· Staffing Plan
· Communications Plan
· Risk Management Plan
· Deliverables Expectation Document

	20 Business Days after Project Kick-off Meeting



[bookmark: _Toc83903936]Rest of State Data Migration Deliverables
The following are the Data Migration Deliverables for data identified as ‘Rest of State’ required for this contract. It is expected that the contractor will collaborate with the appropriate members of the NYSED Project team to fulfill and execute these deliverables. The total hours bid within Attachment 1 – Mini-Bid #PBITS 20-002 Financial Proposal must include the total hours needed to complete each deliverable. See Section 2.4.6 Acceptance Process and Criteria.
	ID #
	Description of Data Migration Milestones

	FPMS-03
	 Data Migration Plan

Contractor shall provide SED with a data migration plan that, at the minimum, contains the following:
· Definition of the Data Migration Scope
· Key Data Migration Phase Stakeholders
· Risk Management
· Issues Management
· Change Management
· Data Migration Schedule
· Migration Approach
· Work Plan
· Deliverable Definitions


	FPMS-04
	 Data Migration Legacy Data Source (LDS) Catalog

Contractor shall create a Legacy Data Source (LDS) Catalog that, at the minimum, contains the following:
· Creation of unique project identifier, name, location, and description
· Identify key stakeholders
· Data Quality Assessment Report
· Legacy System Retirement Plan


	FPMS-05
	 Data Migration Data Quality Rules

Contractor shall provide Data Quality Rules (DQR) for conversion and migration that, at the minimum, contains the following:
· Creation of rule name
· Cross references
· Rule Owner
· Date of when rule was created
· Unique Identifier
· Rule Priority
· Rule Status
· Definition
· Correction strategy
· Acceptable quality limit


	FPMS-06
	 Data Quality Analysis Report

Contractor shall create Data Quality Analysis Reports on data within the legacy PMIS system.

These reports shall be run against the legacy PMIS data stores using the DQR provided from deliverable FPMS-05 and should minimally include metrics for each field/column being analyzed according to the data quality rules that apply to it.


	FPMS-07
	 Source to Target Mapping

Contractor shall establish documentation that shows the mapping of data elements from the legacy PMIS system to the new Java-based PMIS system.

Documentation shall, at a minimum, include the following:
· Fields that will be migrated from the legacy system
· Fields in target system that data will be migrated into
· Identification of any fields critical to processing from the legacy system that does not have matching fields/columns in target system
· Transformation rules
· Technical data such as field type and size
· Cross reference to the Data Quality Report


	FPMS-08
	 Data Migration Test Plan

Contractor shall develop test plans for the data migration process that, at a minimum, include the following:
· Testing methodology
· Testing Criteria
· Expected Results
· Experienced (or actual) results
· Acceptability of the testing item


	FPMS-09
	 Data Migration Execution

Using the approach and testing rules documented in deliverables FPMS-03 through FPMS-08, and under the guidance of SED staff, the contractor shall perform the extraction, transformation (as needed) and loading of all identified legacy data into their proper repositories.

Contractor shall confirm the converted data:
· Has been successfully inserted into the new data stores for the Java-based system
· Conforms to the formatting rules of the new data stores
· Useable by the new Java-based PMIS system

Contractor shall also confirm that data, identified as key data, that will reside outside the new PMIS system has been successfully loaded into their proper repositories and is accessible by NYSED staff.




[bookmark: _Toc83903937]NYC Data Migration Deliverables
The following are the Data Migration Deliverables for data identified as ‘NYC’ required for this contract. It is expected that the contractor will collaborate with the appropriate members of the NYSED Project team to fulfill and execute these deliverables. The total hours bid within Attachment 1 – Mini-Bid #PBITS 21-002 Financial Proposal must include the total hours needed to complete each deliverable. See Section 2.4.6 Acceptance Process and Criteria.

	ID #
	Description of Data Migration Milestones

	FPMS-10
	 Data Migration Plan

Contractor shall provide SED with a data migration plan that, at the minimum, contains the following:
· Definition of the Data Migration Scope
· Key Data Migration Phase Stakeholders
· Risk Management
· Issues Management
· Change Management
· Data Migration Schedule
· Migration Approach
· Work Plan
· Deliverable Definitions


	FPMS-11
	 Data Migration Legacy Data Source (LDS) Catalog

Contractor shall create a Legacy Data Source (LDS) Catalog that, at the minimum, contains the following:
· Creation of unique project identifier, name, location, and description
· Identify key stakeholders
· Data Quality Assessment Report
· Legacy System Retirement Plan


	FPMS-12
	 Data Migration Data Quality Rules

Contractor shall provide Data Quality Rules (DQR) for conversion and migration that, at the minimum, contains the following:
· Creation of rule name
· Cross references
· Rule Owner
· Date of when rule was created
· Unique Identifier
· Rule Priority
· Rule Status
· Definition
· Correction strategy
· Acceptable quality limit


	FPMS-13
	 Data Quality Analysis Report

Contractor shall create Data Quality Analysis Reports on data within the legacy PMIS system.

These reports shall be run against the legacy PMIS data stores using the DQR provided from deliverable FPMS-05 and should minimally include metrics for each field/column being analyzed according to the data quality rules that apply to it.


	FPMS-14
	 Source to Target Mapping

Contractor shall establish documentation that shows the mapping of data elements from the legacy PMIS system to the new Java-based PMIS system.

Documentation shall, at a minimum, include the following:
· Fields that will be migrated from the legacy system
· Fields in target system that data will be migrated into
· Identification of any fields critical to processing from the legacy system that does not have matching fields/columns in target system
· Transformation rules
· Technical data such as field type and size
· Cross reference to the Data Quality Report


	FPMS-15
	 Data Migration Test Plan

Contractor shall develop test plans for the data migration process that, at a minimum, include the following:
· Testing methodology
· Testing Criteria
· Expected Results
· Experienced (or actual) results
· Acceptability of the testing item


	FPMS-16
	 Data Migration Execution

Using the approach and testing rules documented in deliverables FPMS-10 through FPMS-15, and under the guidance of SED staff, the contractor shall perform the extraction, transformation (as needed) and loading of all identified legacy data into their proper repositories.

Contractor shall confirm the converted data:
· Has been successfully inserted into the new data stores for the Java-based system
· Conforms to the formatting rules of the new data stores
· Useable by the new Java-based PMIS system

Contractor shall also confirm that data, identified as key data, that will reside outside the new PMIS system has been successfully loaded into their proper repositories and is accessible by NYSED staff.




[bookmark: _Toc83903938]Project Summary Documentation
	ID #
	Description of Project Summary Documentation Milestones

	FPMS-17
	 Project Summary Report

Using templates provided by SED, the contractor shall provide a summary document to be reviewed by management of SED ITS and Program Area.

This document shall contain, at a minimum, the following items:
· Statement of the project scope
· Description of the successes and challenges/difficulties encountered during the project
· Description of the project results, including, but not limited to, the following:
· Project Goals, Objectives, Deliverables
· Project Performance Measures (if any were agreed on during the project)
· Quality of Final Deliverables
· Suggestions for Improvement
· Descriptions and/or links to all project artifacts, including (but not limited to) all documentation and code or scripts used to perform the conversions





	[bookmark: _Toc473188067][bookmark: _Toc473267117][bookmark: _Toc478381583][bookmark: _Toc83903939] Acceptance Process and Criteria 


The Contractor shall provide document-based Deliverables in the form and format agreed to by the NYSED Project Team, based on the Deliverables Expectation Document (DED) (FPMS-02). The deliverable expectation documentation shall include, but not be limited to, deliverable ID number, title, frequency, draft and final due dates, approval requirements, outline of contents, and delivery of media.
For each deliverable defined in the sections above, other than Section 2.4.1 (Ongoing Project Reporting), NYSED shall have an acceptance period beginning on the date written notification of completion was received from the Contractor and as outlined herein.  All document-based Deliverables shall require written approval by NYSED Project Team or written designee that such Deliverables comply with the terms of the Agreement. The number of business days for any NYSED initial review of a document-based Deliverable shall be no more than five (5) business days, unless otherwise mutually agreed to by NYSED Project Manager and the Contractor’s Project Manager in the Project Work Plan.  The five (5) day period shall begin upon written transmittal by the Contractor Project Manager to NYSED Project Manager that the Deliverable is in final form and ready for approval and shall be counted from and include the first working day following the delivery of the Deliverable to NYSED.  NYSED shall provide Contractor (i) with approval of the Deliverable or (ii) with a written statement, of the itemized deficiencies preventing approval.

The Contractor shall have five (5) business days to complete all corrective actions or changes for such deliverable to conform in all material respects with the requirements set forth in the Agreement.  The count of such business days shall begin on the first business day following Contractor's receipt of the written statement of required corrective actions or changes.
If NYSED cannot approve the document-based Deliverable after correction by Contractor, the Contractor's Project Manager and NYSED Project Team may mutually agree to further steps to correct outstanding material deficiencies.  However, in no event shall the total time allocated for review, correction, and re-review of material deficiencies in a Deliverable exceed forty (40) business days, except for good cause in the sole discretion of the State.

NYSED will have final approval of all deliverables.

	[bookmark: _Toc398823984][bookmark: _Toc473188068][bookmark: _Toc473267118][bookmark: _Toc478381584][bookmark: _Toc83903940]Project Risk Assessment



	Known Risk
	Suggested Mitigation Strategy (if known)

	Acknowledgement there maybe be key data in legacy system that does not have any corrsponding structures in the new Java-based system
	While modification of the new Java-based system may be a possibility, the exact nature of mitigation will need to be discussed on a case-by-case basis



	[bookmark: _Toc473188069][bookmark: _Toc473267119][bookmark: _Toc478381585][bookmark: _Toc83903941] Authorized User Security Requirements	


The contractor and all of its subcontractors performing work on the contract resulting from this procurement must sign an Information Protection Agreement provided by NYSED, assuring the confidentiality of all work and discussions carried out under this contract after the contract is awarded. These signed agreements must be submitted to NYSED within seven (7) days after the contract has been executed, and prior to any work being done.  
It is anticipated that access to the new system will be controlled using NY State’s NY.govID identity and password services for employees, consumers, and vendors. 
The contractor and the solution must comply with NYSED security policies and procedures. 
In particular, the new system must comply with New York’s data encryption standards for data in transit and data at rest.   In addition to the Security Requirements included with this PBITS procurement, the Contractor agrees to comply with all NYSED security requirements throughout the term of the contract.

	[bookmark: _Toc473188071][bookmark: _Toc473267120][bookmark: _Toc478381586][bookmark: _Toc83903942]Authorized User Insurance Requirements	


No additional requirements
[bookmark: _Toc398823989][bookmark: _Toc473188073][bookmark: _Toc473267121][bookmark: _Toc473267451][bookmark: _Toc473268363][bookmark: _Toc478381587][bookmark: _Toc83903943]General Terms and Conditions
	[bookmark: _Toc398823990][bookmark: _Toc473188074][bookmark: _Toc392593914][bookmark: _Toc473267122][bookmark: _Toc478381588][bookmark: _Toc83903944]  Definitions



	Term
	Description

	PMIS
	Project Manangement Information System

	Program Files
	Text files that contain Clipper code 



	[bookmark: _Toc398823992][bookmark: _Toc473188075][bookmark: _Toc473267123][bookmark: _Toc478381589][bookmark: _Toc83903945]Mini-Bid With Statement of Work Document And Attachments


This Statement of Work is comprised of the following:
Mini-Bid #PBITS 2120-002 PMIS Data Consolidation Services (this document)
Technical Proposal SubmissionFinancial Proposal Submission 
Administrative Proposal Submission 


	[bookmark: _Toc398823994][bookmark: _Toc473188076][bookmark: _Toc473267124][bookmark: _Toc478381590][bookmark: _Toc83903946]Additional Terms and Conditions

	PROCUREMENT LOBBYING LAW

Pursuant to State Finance Law §§139-j and 139-k, this solicitation includes and imposes certain restrictions on communications between the New York State Education Department (NYSED) and an Offerer/bidder during the procurement process.  An Offerer/bidder is restricted from making contacts from the earliest notice of the solicitation through final award and approval of the Procurement Contract by NYSED and, if applicable, Office of the State Comptroller (“restricted period”) to other than designated staff unless it is a contact that is included among certain statutory exceptions set forth in State Finance Law §139-j(3)(a).  Designated staff, as of the date hereof, is identified below.  NYSED employees are also required to obtain certain information when contacted during the restricted period and make a determination of the responsibility of the Offerer/bidder pursuant to these two statutes.  Certain findings of non-responsibility can result in rejection for contract award and in the event of two findings within a four year period, the Offerer/bidder is debarred from obtaining governmental Procurement Contracts.  Further information about these requirements can be found at NYSED's Procurement Lobbying Law Policy Guidelines webpage.

Designated Contacts for NYSED
Program Office – Jonathan Bottisti
Contract Administration Unit – Richard Duprey
M/WBE – Brian Hackett




	[bookmark: _Toc473188077][bookmark: _Toc473267125][bookmark: _Toc478381591][bookmark: _Toc83903947]Authorized User Responsibilities 


 NOT APPLICABLE
	[bookmark: _Toc473188078][bookmark: _Toc473267126][bookmark: _Toc478381592][bookmark: _Toc398823995][bookmark: _Toc83903948]Authorized User Dispute Resolution Procedure 


Disputes involving this contract, including the breach or alleged breach thereof, may not be submitted to binding arbitration (except where statutorily authorized), but must, instead, be heard in a court of competent jurisdiction of the State of New York.”
	[bookmark: _Toc473188079][bookmark: _Toc473267127][bookmark: _Toc478381593][bookmark: _Toc83903949]Enhancement Budget Provision 


Following the initial contract award, NYSED may wish to negotiate an Enhancement Budget in excess of the total cost proposal. These enhancements shall not exceed 10% of the initial total cost proposal.  This figure is applied after the negotiations with the tentative Awardee and should not be included with the Contractor’s submission in response to this document. The total cost including any enhanced budget amount may not exceed the Lot parameters from which the award was made. Enhanced deliverables agreed to with the Contract Awardee shall be included and paid in the final deliverable payment.
	[bookmark: _Toc473188080][bookmark: _Toc473267128][bookmark: _Toc478381594][bookmark: _Toc83903950]Travel   


Not separately reimbursable.
	[bookmark: _Toc473188081][bookmark: _Toc473267129][bookmark: _Toc478381595][bookmark: _Toc83903951]Retainage


NYSED will retain an amount equal to ten percent (10%) of the cost of each Deliverable performed by Contractor for services under this Agreement. The retained amount shall be paid to Contractor upon the occurrence of the following:

Acceptance by SED of all Deliverables for services under this agreement. 

	[bookmark: _Toc473188082][bookmark: _Toc473267130][bookmark: _Toc478381596][bookmark: _Hlk4506088][bookmark: _Toc83903952]Additional Incentives


NOT APPLICABLE
	[bookmark: _Toc83903953]Debriefing and Protest Procedure



All unsuccessful bidders may request a debriefing within fifteen (15) calendar days of receiving notice from NYSED of non-award. Bidders may request a debriefing by submitting a written request to cau@nysed.gov. 
Bidders who receive a notice of non-award or disqualification may protest the NYSED award decision subject to the following.  The protest must be in writing and must contain specific factual and/or legal allegations setting forth the basis on which the protesting party challenges the contract award by NYSED.  The protest must be filed within ten (10) business days of receipt of a debriefing or disqualification letter. The protest letter must be filed with cau@nysed.gov.  A protest review committee will be formed, which will include NYSED counsel, Counsel’s Office will provide the bidder with written notification of the review team’s decision within ten (10) business days of the receipt of the protest. The NYSED Contract Administration Unit (CAU) may summarily deny a protest that fails to contain specific factual or legal allegations, or where the protest only raises issues of law that have already been decided by the courts
[bookmark: _Toc473188083][bookmark: _Toc473267131][bookmark: _Toc473267452][bookmark: _Toc473268364][bookmark: _Toc478381597][bookmark: _Toc83903954]Contractor Response
To submit a bid in response to this mini-bid, bidders should submit the following documents:

1. Technical Proposal
2. Financial Proposal- Attachment 1
3. Checklist and Forms Attachment 2

The necessary forms to complete are posted on the mini-bid website.

[bookmark: _Toc473267132][bookmark: _Toc473267453][bookmark: _Toc473268365][bookmark: _Toc478381598][bookmark: _Toc83903955]Administrative Response
The Contractor Submission must be fully and properly executed by an authorized person.  By signing you certify your express authority to sign on behalf of yourself, your company, or other entity and full knowledge and acceptance of this Mini-Bid (including any Questions/Answers or addendums), the OGS Centralized Contract and that all information provided is complete, true and accurate.  
Contractor affirms that it understands and agrees to comply with the Authorized User’s procedures relative to permissible contacts.  Information may be accessed at:
Procurement Lobbying:  NYSED's Procurement Lobbying Law Policy Guidelines
The Authorized User will not be held liable for any cost incurred by the Contractor for work performed in the preparation of a response to this Mini-Bid or for any work performed prior to the formal execution of an Authorized User Agreement.  Responses to the Mini-Bid must be received as specified in Key Dates and Events. Contractor assumes all risks for timely, properly submitted deliveries of this Mini-Bid response.  A Contractor is strongly encouraged to arrange for delivery of Mini-Bid responses prior to the date of the bid opening.  Late mini-bid responses will be rejected.  The received time of Mini-Bid responses will be determined by the clock at the Authorized User’s location.		
[bookmark: _Toc473267133][bookmark: _Toc473267454][bookmark: _Toc473268366][bookmark: _Toc478381599][bookmark: _Toc83903956]Technical Proposal
The purpose of the Technical Proposal is to demonstrate the qualifications, competence, and capacity of the Bidder to perform the services contained in this Mini-Bid.  The Technical Proposal should demonstrate the qualifications of the Bidder and of the staff to be assigned to provide the defined services.
 The following outlines the required information to be provided by Bidders, in the following order.  The information requested should be provided in the prescribed format.  All responses to the Mini-Bid shall be subject to verification for accuracy.
Please provide the information in the same order in which it is listed below, with tabulated format to match each criterion. For example, Tab I – Title Page, Tab II – Table of Contents, Tab III – Executive Summary, etc. The Bidder’s proposal should contain sufficient information to ensure NYSED of its accuracy. The Bidder’s Technical Proposal (excluding  work samples and project plan), should be limited to no more than 25 pages
If the Contractor’s proposal includes use of a subcontractor to meet the bid requirements and / or complete work on the Mini-Bid’s required deliverables, the Contractor will note throughout the technical proposal when Contractor resources and when subcontractor resources will be used. The Contractor must also note in the technical proposal the name and business address of the subcontractor and the Contractor’s previous work with the subcontractor. NYSED reserves the right to require proof of the selected contractor and subcontractor agreement for work on the required deliverables prior to executing a final agreement with the selected contractor.
Cost information should not be included in the Technical Proposal documents.
.
1. Title Page
The Title Page should identify the Mini-Bid subject and number; the Bidder's name and address; the name, address, telephone number, and e-mail address of the Bidder’s contact person; and the date of the Proposal.
2. Table of Contents
The Table of Contents should identify each major section of the Bidder’s proposal, along with its initial-page number.  It shall also include all attachments or addendums to the Proposal.
3. Executive Summary
The Bidder should provide a brief and concise description of the proposed approach and work effort. The Bidder should describe any unique capabilities that speak to why its services may be superior to those of its competitors.
4. Minimum Bidder Qualifications 
The Bidder must provide certification (contained in forms package) and documentation proving it meets the requirements defined in Section 2.1.1, Minimum Bidder Qualifications.
5. Experience and Staffing
In addition to meeting the Minimum Qualifications in Section 2.1.1, the Bidder shall elaborate and provide qualitative details about its experience and ability to meet the preferred qualifications in Section 2.1.2.  This experience should include the following:  
Work Samples
The Bidder should provide relevant work samples that provide tangible evidence of experience similar in nature to the work defined in this Mini-Bid.
Personnel
The Bidder should provide profile information for each of the proposed key staff, including subcontracted staff.  Profile information should include
· Name
· Proposed role on this project and planned time to be spent on this project
· Years of relevant experience
· Description of relevant experience
· Educational qualifications and professional certifications
· Indication as to which referenced projects this individual worked on

6. Project Schedule and Staffing Plan
The project schedule should include:
· Tasks and milestones
· Start and finish dates/task durations
· Task/Milestone dependencies (i.e., predecessors and successors)
· Resource allocations
· Critical path
The Bidder should also provide an accompanying staffing plan that includes, at a minimum:
· Details of how staffing will be provided to meet the project deliverables over the entire lifecycle of the engagement
· The degree to which Bidder staff will work on-site at NYSED
· Any assumptions that the Bidder has made about the expected level of effort of staff on the project
7. Approach
The Bidder should describe its approach to executing the project and achieving all required deliverables, including:
· How its experience, practices, and procedures will ensure a successful project
· How its approach will ensure a quality product and timely completion
[bookmark: _Toc4568245][bookmark: _Toc4568571][bookmark: _Toc4568246][bookmark: _Toc4568572][bookmark: _Toc4568247][bookmark: _Toc4568573][bookmark: _Toc4568248][bookmark: _Toc4568574][bookmark: _Toc4568249][bookmark: _Toc4568575][bookmark: _Toc4568250][bookmark: _Toc4568576][bookmark: _Toc4568251][bookmark: _Toc4568577][bookmark: _Toc4568252][bookmark: _Toc4568578][bookmark: _Toc4568253][bookmark: _Toc4568579][bookmark: _Toc4568254][bookmark: _Toc4568580][bookmark: _Toc4568255][bookmark: _Toc4568581][bookmark: _Toc4568256][bookmark: _Toc4568582][bookmark: _Toc4568257][bookmark: _Toc4568583][bookmark: _Toc4568258][bookmark: _Toc4568584][bookmark: _Toc4568259][bookmark: _Toc4568585][bookmark: _Toc4568260][bookmark: _Toc4568586][bookmark: _Toc4568261][bookmark: _Toc4568587][bookmark: _Toc4568262][bookmark: _Toc4568588][bookmark: _Toc4568263][bookmark: _Toc4568589][bookmark: _Toc4568264][bookmark: _Toc4568590][bookmark: _Toc4568265][bookmark: _Toc4568591][bookmark: _Toc4568266][bookmark: _Toc4568592][bookmark: _Toc4568267][bookmark: _Toc4568593][bookmark: _Toc4568268][bookmark: _Toc4568594][bookmark: _Toc4568269][bookmark: _Toc4568595][bookmark: _Toc4568270][bookmark: _Toc4568596][bookmark: _Toc4568271][bookmark: _Toc4568597][bookmark: _Toc4568272][bookmark: _Toc4568598][bookmark: _Toc4568273][bookmark: _Toc4568599][bookmark: _Toc4568274][bookmark: _Toc4568600][bookmark: _Toc4568275][bookmark: _Toc4568601][bookmark: _Toc4568276][bookmark: _Toc4568602][bookmark: _Toc4568277][bookmark: _Toc4568603][bookmark: _Toc4568278][bookmark: _Toc4568604][bookmark: _Toc4568279][bookmark: _Toc4568605][bookmark: _Toc4568280][bookmark: _Toc4568606][bookmark: _Toc4568281][bookmark: _Toc4568607][bookmark: _Toc4568282][bookmark: _Toc4568608][bookmark: _Toc4568283][bookmark: _Toc4568609][bookmark: _Toc4568284][bookmark: _Toc4568610][bookmark: _Toc4568285][bookmark: _Toc4568611][bookmark: _Toc4568286][bookmark: _Toc4568612][bookmark: _Toc473267134][bookmark: _Toc473267455][bookmark: _Toc473268367][bookmark: _Toc478381600][bookmark: _Toc83903957]Financial Response 
The Bidder shall complete and submit Attachment 01 – Mini-Bid Financial Proposal.    The bid price shall cover the cost of furnishing all of the defined services and deliverables, including but not limited to materials, equipment, travel expenses, profit and labor, and the performance of all work set forth in this document.  The Mini-Bid Financial Template requires the Bidder to provide pricing for each deliverable and a Total Fixed Price for the Project.  Totals will be automatically calculated based on the hours and pricing entered. 
The Total Fixed Price for the Project as shown in Attachment 01 - Mini-Bid Financial Proposal will be used for the cost evaluation.
[bookmark: _Toc473267135][bookmark: _Toc473267456][bookmark: _Toc473268368][bookmark: _Toc478381601][bookmark: _Toc83903958]Mini-Bid Evaluation Process
NYSED will evaluate each proposal based on the “Best Value” concept.  This means that the proposal that best “optimizes quality, cost, and efficiency among responsive and responsible offerors” shall be selected for award (State Finance Law, Article 11, §163(1)(j)).
NYSED, at its sole discretion, will determine which proposal(s) best satisfies its requirements.  NYSED reserves all rights with respect to the award.  All proposals deemed to be responsive to the requirements of this procurement will be evaluated and scored for technical qualities and cost.  Proposals failing to meet the requirements of this document may be eliminated from consideration.  The evaluation process will include separate technical and cost evaluations, and the result of each evaluation shall remain confidential until both evaluations have been completed and a selection of the winning proposal is made.
The evaluation process will be conducted in a comprehensive and impartial manner, as set forth herein, by an Evaluation Committee.  The Technical Proposal and compliance with other Mini-Bid requirements (other than the Financial Proposal) will be weighted at 70% of a proposal’s total score, and the information contained in the Financial Proposal will be weighted at 30% of a proposal’s total score.
Bidders may be requested by NYSED to clarify the contents of their proposals.  Other than to provide such information as may be requested by NYSED, no Bidder will be allowed to alter its proposal or add information after the Deadline for Submission of Proposals listed in Key Events and Dates.
In the event of a tie, the determining factors for award, in descending order, will be: (1) lowest cost; and (2) proposed percentage of M/WBE participation.  
  
[bookmark: _Toc454270971][bookmark: _Toc473267136][bookmark: _Toc473267457][bookmark: _Toc473268369][bookmark: _Toc478381602][bookmark: _Toc83903959]Submission Review
NYSED will examine all proposals that are received in a proper and timely manner to determine if they meet the proposal submission requirements, as described in Section 4 (Contractor Response), and include the proper documentation, including all documentation required for the Administrative Response, as stated in this Mini-Bid.  Proposals that are materially deficient in meeting the submission requirements or have omitted material documents, in the sole opinion of NYSED, may be rejected.
[bookmark: _Toc454270973][bookmark: _Toc473267138][bookmark: _Toc473267459][bookmark: _Toc473268371][bookmark: _Toc478381604][bookmark: _Toc83903960]Technical Evaluation
A Technical Evaluation Committee (TEC) comprised of NYSED staff will review and evaluate all proposals that meet minimum Bidder Qualifications and submission requirements.  The TEC members will independently score each Technical Proposal that meets the submission requirements of this Mini-Bid.  The Technical Evaluation is 70% (up to 70 points) of the final score.
	Technical Evaluation
	70 Points

	Written Technical Proposal 
     Experience and Staffing (20 points)
     Project Schedule and Staffing (20 points)
     Approach (20 points)
	60

	Technical Presentation  
	10



[bookmark: _Toc454270974][bookmark: _Toc473267139][bookmark: _Toc473267460][bookmark: _Toc473268372][bookmark: _Toc478381605][bookmark: _Toc83903961]Cost Evaluation
The Cost Evaluation Committee (CEC) will review and evaluate all Financial Proposal documents.  The Financial Proposals will be opened and reviewed for responsiveness to cost requirements.  If a Financial Proposal is found to be non-responsive, that proposal will not receive a cost score, and will be eliminated from consideration.
Each proposal that meets the submission requirements and meets the Financial Proposal requirements will receive a cost score.  The Financial Proposal will be scored based on a maximum of 30 points.  The Total Bid Price submitted in Attachment 01 - Mini-Bid Financial Proposal will be used for the cost evaluation. 
The maximum cost score will be allocated to the proposal with the lowest, all-inclusive not-to-exceed maximum price.  All other responsive proposals will receive a proportionate score based on the relation of their Financial Proposal to the proposals offered at the lowest final cost, using this formula: 
C = (A/B) * 30 points
A is Total price of lowest cost proposal;
B is Total price of cost proposal being scored; and
C is the Cost score.
The Cost Evaluation is 30% (up to 30 points) of the final score.
[bookmark: _Toc454270975][bookmark: _Toc473267140][bookmark: _Toc473267461][bookmark: _Toc473268373][bookmark: _Toc478381606][bookmark: _Toc83903962]Preliminary Composite Score
After completion of the Technical and Cost evaluation, a preliminary composite score will be calculated by the CEC by adding the technical evaluation points and the cost evaluation points.
The CEC will determine which Bidders are susceptible to a contract award based on the preliminary composite scores. The highest preliminary composite scoring Bidder and those Bidders within 10 points of the highest score will be invited for a technical interview.  
[bookmark: _Toc83903963] Presentation
Presentations will be held either via WebEx or at the Department's main office located in Albany, New York when possible.  All members of the Contractor’s key personnel must be at the presentation. 
[bookmark: _Toc454270977][bookmark: _Toc473267142][bookmark: _Toc473267463][bookmark: _Toc473268375][bookmark: _Toc478381607]The presentation will last approximately one hour.  Finalists are expected to make a presentation setting forth their qualifications and experience.  The presentation must also address the project approach described in the mini-bid proposal. Throughout the interview, the interview committee will be free to ask questions of the finalist
[bookmark: _Toc83903964]Final Composite Score
A final composite score will be calculated by NYSED by adding the presentation evaluation points to the preliminary technical evaluation points and the cost evaluation points. The proposals will then be ranked based upon each Bidder’s Final Composite Score.  The highest scoring proposal will be eligible for award. 
[bookmark: _Toc454270978][bookmark: _Toc473267143][bookmark: _Toc473267464][bookmark: _Toc473268376][bookmark: _Toc478381608][bookmark: _Toc83903965]Reference Checks
The Bidder will submit references using the Contractor References form provide in the NYSED PBITS Checklist and Forms..  

[bookmark: _Toc454270979][bookmark: _Toc473267144][bookmark: _Toc473267465][bookmark: _Toc473268377][bookmark: _Toc478381609][bookmark: _Toc83903966]Best and Final Offers
NYSED reserves the right to request best and final offers.  In the event NYSED exercises this right, all Bidders who submitted a proposal that met the minimum mandatory requirements will be asked to provide a best and final offer.  Bidders will be informed that, should they choose not to submit a best and final offer, the offer submitted with their proposal will be construed as their best and final offer.
[bookmark: _Toc83903967]Award Recommendation
The contract issued pursuant to this proposal will be awarded to the vendor whose aggregate technical and cost score is the highest among all the proposals rated. NYSED will make one award.


