
MODEL

SMALL PROCUREMENT SOLICITATION

FOR

PROCUREMENT OF CONTRACTUAL SERVICES


INSTRUCTIONS
This procurement model should be followed when soliciting services that may cost between $10,001 and $25,000.

Wording for the preparation of a Small Procurement Solicitation is presented in Standard typewriter font in the model Solicitation.

Procedures for the preparation of a Solicitation appear in (parenthesis) and should be removed from the final solicitation.

Small Procurement Solicitations shall be issued consistent with the regulations for Small Procurements under the Code of Maryland Regulations - Title 21 - (COMAR 21.05.07).

The wording of an agency's Solicitation will provide all appropriate clauses and other provisions necessary in accordance with Title 21.  In some cases, it may be necessary to deviate from the preferred wording to prepare a Solicitation which best describes the particular procurement that the State organization requires.

Please note that Small Procurement Solicitations can be solicited as Invitations for Bids (IFB) or Requests for Proposals (RFP).  You will need to tailor the language on the solicitation to match the type of procurement you are conducting.  Bids/Bidders refers to IFB solicitations; Proposals/Offerors refers to RFP solicitations.

STATE OF MARYLAND

DEPARTMENT OF HUMAN RESOURCES

Family Investment Administration 
SMALL PROCUREMENT SOLICITATION FOR

Employment Verification Services
DHR AGENCY CONTROL NUMBER: FIA/EVS/10-001-S
1. SUMMARY STATEMENT

The Department of Human Resources (DHR), Family Investment Administration (FIA) intends to acquire work verification services for applicants and recipients of public assistance benefits.  The Family Investment Administration is in need of an employment verification system that provides current employment information to local department case managers. Verification of income can be unemployment insurance, worker’s compensation benefits, or other public benefits, and income resulting from earnings or wages.  FIA staff must verify all or some of the following when determining eligibility: loss of employment, current employer, job title, start dates, end dates, hours, hourly rate, salaries, overtime, and sick benefits.

The Contract will be for a period of eight months beginning February 1, 2010.   

2. BACKGROUND  
DHR is one of the State agencies mandated by the Federal government and the State of Maryland to administer State and Federal financial assistance programs for Maryland’s needy citizens. Within DHR, the Family Investment Administration is directly responsible for a number of programs for Maryland’s needy citizens.  The mission this Administration is to provide, directly or through coordination, an integrated system of opportunities, services, and income supports which will enable Maryland’s most disadvantaged individuals and families to develop self self-sufficiency and maintain or move toward independence.

Programs

FIA administers the following programs or publicly funded aid/assistance benefits:

· TANF (Temporary Assistance for Needy Families)

· General Assistance

· Subsidized Child Care/Purchase of Care (POC)

· Medical Assistance

· Temporary Disability Assistance Payment (TDAP)

· Supplemental Nutrition Assistance Program (SNAP)

Agency Operations

FIA served over 687,000 individuals in State Fiscal Year 2009 which included families or households. With the recession, the number of individuals seeking services is expected to increase. FIA employ over 1,706 front line staff who determines applicants’ eligibility for the programs listed above. After applicants are determined eligible, the individuals are known as recipients. There is a periodic review of eligibility to determine that the individual recipients continue to meet the specific criteria to remain eligible or their benefits will terminate. Each Program has similar and diverse specific eligibility criteria such as age, Social Security numbers, assets, medical needs. In every Program administered by the Division, the individual, family or household income must be verified. The applicants and recipients (aka those currently receiving services) grant FIA permission to verify income. Income can be Unemployment Insurance, Worker Compensation Benefits, or other public benefits. Income is also earnings or wages. FIA staff must verify all or some of the following when determining eligibility: loss of employment, current employer, job title, start dates, end dates, hours, hourly rate, salaries, overtime, and sick benefits.

3. SCOPE OF THE PROJECT

DHR is seeking a vendor that will provide staff with access to an automated system to verify employment and income for the purposes of monitoring and evaluating Family Investment determinations of eligibility for recipients of public assistance benefits, including, Supplemental Nutrition Assistance Program, and Medicaid. The Agency wants a vendor that obtains and maintains employment status and earnings records from employers. The vendor will make this information available to FIA through an automated system that uses phone lines, internet, and/or fax to provide an applicant or beneficiary’s employment status and earnings. The employment verification must be real time and available 24/7 to every designated staff member that the Administrations give access to.

The Offerors shall demonstrate their ability to provide an Employment Verification Services (EVS) system:

· must be available  twenty-four hours a day, seven days a week;
· has access to wage/payroll information to a minimum of 1800 national and local

  employers;

· obtains and store employee job status and wage data each payroll period from

  employers; 
· must demonstrate that they will continuously seek to contract with employers to add

  to the Employment Verification Services data base;
· must have Customer Support or Helpdesk for FIA and partners to register our employees, train, answer routine questions, and trouble shoot problems;
· utilizes latest web based technology;
· complies with all federal, state, and local laws including the Maryland and Federal Fair Credit Reporting Acts;
· has the capacity to accept simultaneous requests from 500 users which includes FIA and partners.
Employment and income verification cannot be outsourced to a third party.

4. BIDDER/OFFEROR QUALIFICATIONS 

1. Related experience:

a.  Demonstrate a minimum of five (5) years experience in the field of 

 employment verifications;


b.  Provide access to a minimum of 100 million employee payroll records

must affirmatively indicate that the vendor is not on the federal disbarment list.                              

In order to be considered for this small procurement, Offerors must meet, at minimum all the above qualification requirements.  Offerors which do not meet all the above experience and qualifications will be disqualified from further consideration for award.

2.   Organizational Capabilities


a.  Provide employment and income data twenty- four hours a day, seven days a week.                                 


b.  Have data on at least 1,000 unique employers in database.  The variety of

     employers must include the following:  national and large retailers, 

     government employers, local Maryland employers.


c.  Have data on a minimum of 25 (twenty-five) of Maryland’s largest 100

     employers as defined by the Maryland Department of Labor Licensing and

            Regulation (DLLR). http://dllr.maryland.gov/lmi/emplists/maryland.shtml
Additionally, DHR will evaluate the following documents that Offerors must include in their proposals:

· Policies and procedures for data encryption between where the data is housed and customers who access the website to obtain verification data.

· A sample request form used to request employment verification service.

· One (1) sample report which includes the minimum information to be supplied to DHR per request.  The minimum information is as follows: 

                        Employer full name


            Employee Name



Last four digits of the employee’s social security number



Employee’s address



Employment status



Most recent start date of employment



Total time with the Employer



Current position



Current rate of pay and gross earnings

5. CONTRACTOR REQUIREMENTS 

The Offerors shall demonstrate their ability to provide an Employment Verification Services (EVS) system:

· offers verification by fax line;
· has access to wage/payroll information to a minimum of 1800 national and local

  employers;

· obtains and store employee job status and wage data each payroll period from

  employers; 
· must demonstrate that they will continuously seek to contract with employers to add

  to the Employment Verification Services data base;
· must have Customer Support or Helpdesk for FIA and partners to register our employees, train, answer routine questions, and trouble shoot problems;
· utilizes latest web based technology; and
· complies with all federal, state, and local laws including the Maryland and Federal Fair Credit Reporting Acts.

Employment and income verification cannot be outsourced to a third party.

6. CONTRACT TERM AND DELIVERABLES

The contract resulting from this solicitation will be for an eight month period beginning on February 1, 2010 and ending on September 30, 2010.

The contract expected to result from this small procurement will require at a minimum, successful accomplishment of the following deliverables:

1.  Monthly reports due on the 15th of the month for the previous month’s activity.  The monthly report must include number of successful verifications (data available for a specific Social Security Number) by each jurisdiction and by user.

2. Provide data for each user’s request for verification via fax.
7.
SUBMISSION INFORMATION

Bids/Proposals are to be delivered to:

State of Maryland

Department of Human Resources

Family Investment Administration

311 W. Saratoga Street, Room 734
Baltimore, MD  21201


Contact Person:  Ralph Gaston

410-767-7207

rgaston@dhr.state.md.us
Due Date:  Proposals must be delivered by 2:00pm, Tuesday, January 19, 2010 to the attention of Ralph Gaston.

Inquiries must be directed to the Department at the above telephone number and address.

Bid/Proposal Submission shall include:

· A Transmittal Letter, printed on the vendor’s letterhead.  The purpose of this letter is to transmit the Proposal; therefore, it should be brief.  The letter shall contain the title of the solicitation and include the Offeror’s name, federal tax identification or social security number, eMaryland Marketplace number (if registered), and complete address.  An individual, who is authorized to bind the firm to all statements, including services and prices, contained in the Proposal must sign the letter.  The letter must also acknowledge receipt of any amendments issued against the solicitation. 
· Attachment B (Bid Proposal Affidavit) shall be completed and attached as part of the technical proposal.
· Attachment C (Price Sheet) shall be completed and sealed in a separate envelope marked Cost Proposal.  
8.
BASIS FOR AWARD

The Contract will be awarded to the responsible Bidder whose submits a responsive Bid that meets the specifications set forth in the Small Procurement Solicitation, and provides the most advantageous offer to the State (RFP Solicitation).
9.
DEPARTMENT CONTRACT

The successful Offeror will be expected to sign a contract with the Department, sample enclosed as ATTACHMENT A. 

10.
CANCELLATION OF BIDS/PROPOSALS 

The State may cancel this Solicitation, in whole or in part, whenever this action is determined to be fiscally advantageous to the State or otherwise in the State’s best interest.  If the Solicitation is canceled, a notice of cancellation will be provided to all prospective Bidders/Offerors who were sent this Solicitation or otherwise are known by the Procurement Officer to have obtained this Solicitation.

11.
ACCEPTANCE OF BIDS/PROPOSALS 

The State reserves the right to accept or reject any and all Bids/Proposals, in whole or in part, received in response to this Solicitation, or to waive or permit cure of minor irregularities to serve the best interests of the State of Maryland.

12.
TIME OF BID/PROPOSAL ACCEPTANCE 
The content of this Solicitation and the Bid/Proposal of the successful Bidder/Offeror or Bidders/Offerors will be included by reference in any resulting Contract. All prices, terms and conditions in the Bid/Proposal are irrevocable for 90 days after the closing date for receipt of Bids/Financial Proposals or Best and Final Offers, if requested (Note: Best and Final Offers CANNOT be requested for Bids).  This period may be extended by written mutual agreement between the Bidder/Offeror and the requesting State organization. 

13.
PAYMENT

The successful vendor shall bill the Department monthly. Invoices must be addressed to Brenda Rupp, DHR, The Family Investment Administration, 311 W. Saratoga Street. 7th Floor, Baltimore, MD  21201 

All invoices must (at a minimum) be signed and dated in addition to including the Contractor’s mailing address, the Contractor’s Social Security number or Federal Tax ID number, the State’s assigned Contract control number, the goods/services provided, the time period covered by the invoice, and the amount of requested payment.

14.
PROCUREMENT METHOD

This award will be made in accordance with Code of Maryland Regulations (COMAR) 21.05.07, Small Procurement Regulations.


Minority Business Enterprises are strongly encouraged respond to this solicitation.


