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I. Company Information

A. Company Background

Educational Service Unit #3 (ESU #3) is a Nebraska political subdivision providing educational programs and technology services since 1966 to 18 public school districts in Cass, Douglas, Sarpy, and Washington Counties. The school districts range in size from 22,000 students to 365 students which includes suburban and rural districts surrounding the Omaha area. ESU #3 is the largest of seventeen ESUs in Nebraska and serves over 67,650 students and 5,000 professional educators.
II. Project Description

A. Project Goals and Objectives

ESU #3 is issuing this Request for Proposal (RFP) for the purpose of selecting a qualified vendor to provide and implement an Electronic Document Management System (“EDMS”) and back file scanning services. ESU #3 has chosen the Payroll department to be the initial adopter of the EDMS solution.  The initial investment will be based upon the Payroll department’s need of a 10 concurrent user EDMS meeting the requirements outlined in this RFP.  At some point in the future, ESU #3 intends to make the EDMS solution available to additional departments and/or school districts it supports.  At that point, additional licensing would need to be purchased to accommodate the additional users.
This RFP contains sufficient information and instructions to enable qualified bidders to prepare and submit bids and supporting material. To be considered responsive, vendors must submit a complete bid that substantially satisfies all requirements as stated in this RFP. This RFP contains all systems requirements, evaluation criteria, and vendor responsibilities if a contract is negotiated. This RFP also contains all major terms and conditions that the successful vendor will be expected to accept.
The project associated with this RFP has several objectives. The successful vendor must demonstrate that they can best assist ESU #3 in meeting these objectives. The objectives include:
1. Establish a relationship with a proven EDMS vendor with long-term viability.
2. Planning and designing for a responsive EDMS.

3. Implementing an EDMS that will address current needs as well as grow to encompass more advanced document management concepts.

4. Reducing the reliance on paper for information.

5. Integrating document imaging with other electronic processes.

6. Reducing document retrieval and management time.

7. Reducing lost documents and improving efficiency when searching for documents.

8. Document security and disaster recovery capabilities.

This RFP defines an Electronic Document Management System as one that includes the following functions:
1. Imaging (scanning of paper documents and management of the images).

2. Electronic document management (e.g. Word documents, Excel spreadsheets, email messages, fax transmissions, pdfs, tifs, import documents, etc.).

3. Document management (file setup and organization).

4. Records management (retention scheduling, data practices classification, etc.).

5. Document versioning.

6. Data security and access control.

7. Full text searching including Optical Character Recognition (“OCR”).

8. Document searching and access via integrated applications.
Due to short intervals associated with the schedule for this project, including preparation for the demonstration, it is suggested that vendors meet the requirements of this RFP with standard, currently available products and services. This approach will ensure that minimum time and effort is spent in developing new products and that the associated costs will be as low as possible.
III. Project Background
ESU #3 is issuing the Request for Proposal (RFP) for the purpose of selecting a qualified vendor to provide and implement a computerized Electronic Document Management System (“EDMS”) to support the capabilities of ESU #3 to store, search, and retrieve electronic documents. Initially the Electronic Document Management System will be used for some of the payroll files with the intention of the expanding to all payroll files and other departments at a later date.
The solution will be hosted by ESU #3, and must be accessible via any ESU #3 approved web browsers, including Safari, Mozilla Firefox on the Macintosh workstations, and Internet Explorer 6, 7, & 8 and Mozilla Firefox  on the Windows workstations. 
ESU #3 shall retain ownership of all stored data. Data shall be non-proprietary and must be capable of transfer to a new system at no cost to ESU #3, if in the future, ESU #3 decides to change EDMS vendors.
IV. Schedule of Events
ESU #3 expects to adhere to the tentative schedule shown below.  It should be noted, however, that some dates are approximate and final dates are subject to mutual agreement.  It is the intention of ESU #3 to move the process as quickly as possible.
	
	ACTIVITY
	DATE/TIME

	1.
	Release RFP
	September 10, 2010

	2.
	Last Day to Submit Written Questions.

Last Day to Respond to ESU #3 of Intent to Bid for Purposes of Item #3 Below.
	September 24, 2010

	3.
	ESU #3 Responds to Vendor via Email
	September 30, 2010

	4.
	Last Day to Submit Proposal
	October 11, 2010 1:45 p.m. (CST)

	5.
	Proposal Opening

Location:        Educational Service Unit #3 – Admin Conference Room
6949 S 110th St

Omaha, NE 68128

	October 11, 2010 2:00 p.m.  (CST)



	6.
	Oral interviews/Presentation
	October 25, 2010 – October 29, 2010

	7.
	Onsite Demonstrations (if required).  A five (5) week evaluation of selected vendors solutions (ESU #3 personnel shall test and use solution using sample documents and images with vendor support personnel available)
	November 8, 2010 – December 10, 2010

	8.
	Contract Finalization Period
	Deadline January 4, 2011

	9.
	Contract Award
	January 18, 2011

	10.
	Implementation Start Date
	As soon as the contract is signed.


V. Procurement Procedures
A. Procuring Office and Contact Person 

Procurement responsibilities related to this RFP reside with ESU #3.  The point of contact for this procurement is as follows:

Name:

Russ Freitag
Address:

6949 South 110th Street
Omaha, NE 68128-5722
Telephone:
(402) 597-4805
Facsimile:
(402) 597-4808
E-Mail:

rfreitag@esu3.org 
B. General Information
The RFP is designed to solicit proposals from qualified vendors who will be responsible for providing and implementing a computerized Electronic Document Management System to support the capabilities of ESU #3 to store, search, and retrieve electronic documents.  Proposals that do not conform to the mandatory items as provided in the Mandatory Requirements (Section V.I.) and Proposal Instructions (Section VII.) shall not be considered.

Proposals shall conform to all instructions, conditions, and requirements included in this RFP.  Prospective responders are expected to carefully examine all documentation, schedules and requirements stipulated in this RFP, and respond to each requirement in the format prescribed. Once proposals are opened they become the property of ESU #3 and shall not be returned.
The proposal shall contain the vendor’s best and final price. 
ESU #3 reserves the right to accept all or a portion of the services or products proposed in the bid document.
C. News Release

Vendors submitting proposals in response to this RFP are not at liberty to discuss this RFP with anyone other than those people within the company who are required to participate in the response. Any public release of information about participation in this RFP will disqualify that vendor. The successful winner may not release details of the RFP for public information. Any news release or public briefing must be approved by the management of ESU #3.

D. Vendor’s Intent to Respond to RFP
Vendors intending to respond to the RFP should email Russ Freitag (rfreitag@esu3.org) by June 11, 2010.  This will give ESU #3 the necessary contact information should questions arise regarding the RFP.  If a vendor does not notify ESU #3 of the intent to respond, they can still respond to the RFP.  However, the vendor will not be included in the Email correspondence that the other vendors receive regarding vendor questions.
E. Written Questions and Answers 
Any explanation desired by a responder regarding the meaning or interpretation of any RFP provision must be submitted in writing via e-mail to Russ Freitag (rfreitag@esu3.org) at ESU #3 and clearly marked “RFP for Electronic Document Management System Questions”.  Only written explanations, instructions, or guidelines provided by ESU #3 contact personnel may be relied on.  Answers shall be provided via email to the vendors who have supplied email information.
F. Amendments to RFP

If this RFP is amended by ESU #3, the amendment will be sent to each vendor in writing. No oral amendments will be considered or acknowledged. Vendors are required to acknowledge each amendment received in their Transmittal Letter.
G. Exceptions to the RFP

ESU #3 requires each vendor to provide a list of exceptions taken to this RFP. Any exceptions taken must be identified and explained in writing. An exception is defined as the vendor’s inability to meet a mandatory requirement in the manner specified in the RFP. If the vendor provides an alternate solution when taking an exception to a requirement, the benefits of this alternative solution must be explained.

H. Mandatory Requirements 
The proposals shall first be examined to determine if all mandatory requirements listed below have been addressed to warrant further evaluation. Proposals not meeting mandatory requirements shall be excluded from further evaluation.  The mandatory requirement items are as follows and shall be included with one (1) paper original, clearly identified as such, one (1) copy, and one (1) CD containing the entire proposal:

Requirements

a) Cover letter signed by an officer of the company attesting to the information provided within the information packet.

b) Executive Summary

c) Corporate Overview

d) Technical Approach

e) Scope of Work
f) Pricing
g) Exception to the RFP.  State “NONE” if there are no exceptions
h) Proposed Contract

I. Reference Checks 
ESU #3 reserves the right to check any reference(s), regardless of the source of the reference information, including but not limited to, those that are identified by the company in the proposal, those indicated through the explicitly specified contacts, those that are identified during the review of the proposal, or those that result from communication with other entities involved with similar projects.
Information to be requested and evaluated from references may include, but is not limited to, some or all of the following: project description and background, tasks completed, functional and technical abilities, communication skills and timeliness, cost and schedule estimates and accuracy, problems (poor quality deliverables, contract disputes, work stoppages, et cetera), overall performance, and whether or not the reference would rehire the firm or individual.  Only top scoring responders may receive reference checks and negative references may eliminate responders from consideration for award. 

J. Submission of Proposals
The following describes the requirements related to the proposal submission, proposal handling and review by ESU #3.

The copy marked “Original” shall take precedence over any other copies, should there be a discrepancy.  Proposals must be submitted by the proposal due date and time.  A separate sheet must be provided that clearly states which sections have been submitted as proprietary or have copyrighted materials.  Where applicable, submit web based documents in the following formats:  Microsoft Office (Word, Excel, PowerPoint) or Adobe PDF.  Proposals must reference the RFP name and be sent to the specified address.  Container(s) utilized for original documents should be clearly marked “ORIGINAL DOCUMENTS”.  Please note that the address label should appear as specified on the face of each container.    Regardless of the reason, proposals received late shall not be accepted and shall be returned to the sender unopened.  If a recipient phone number is required for delivery purposes, (402) 597-4805 or (402) 597-4804 should be used.  The RFP name must be included in all correspondence.

Data contained in the proposal and all documentation provided therein, becomes the property of ESU #3 and the data becomes public information upon opening the proposal. If the responder wishes to have any information withheld from the public, such information must fall within the definition of proprietary information contained within Nebraska’s public record statutes.  All proprietary information the responder wishes ESU #3 to withhold must be submitted in a sealed package, which is separate from the remainder of the proposal.  The separate package must be clearly marked “PROPRIETARY” on the outside of the package.  Responders may not mark their entire Proposal as proprietary. Responder’s pricing proposals may not be marked as proprietary information.  Failure of the responder to follow the instructions for submitting proprietary and copyrighted information may result in the information being viewed by other responders and the public. Proprietary information is defined as trade secrets, academic and scientific research work which is in progress and unpublished, and other information which if released would give advantage to business competitors and serve no public purpose (see Neb. Rev. Stat. § 84-712.05(3)).  In accordance with Attorney General Opinions 92068 and 97033, responders submitting information as proprietary may be required to prove specific, named competitor(s) who would be advantaged by release of the information and the specific advantage the competitor(s) would receive.  Although every effort will be made to withhold information that is properly submitted as proprietary and meets ESU #3’s definition of proprietary information, ESU #3 is under no obligation to maintain the confidentiality of proprietary information and accepts no liability for the release of such information.

Emphasis should be concentrated on conformance to the RFP instructions, responsiveness to requirements, completeness and clarity of content. If the responder’s proposal is presented in such a fashion that makes evaluation difficult or overly time consuming, it is likely that points will be lost in the evaluation process. Elaborate and lengthy proposals are neither necessary nor desired.

The Proposal shall be packaged in separate tabbed sections (loose-leaf binders are preferred) on standard 8 ½” by 11” paper, except that charts, diagrams and the like may be on fold-outs which, when folded, fit into the 8 ½” by 11” format.  Pages may be consecutively numbered for the entire proposal, or may be numbered consecutively within sections.  Figures and tables must be numbered and referenced in the text by that number.  They should be placed as close as possible to the referencing text.  The Requirements (Section VII. B.) must not contain any reference to dollar amounts.  However, information such as data concerning labor hours and categories, materials, subcontracts and so forth, shall be considered so that the responder’s understanding of the scope of work may be evaluated.  The Requirements (Section VII. B.) and Scope of Work (Section VIII.) shall disclose the responder’s technical approach in as much detail as possible, including, but not limited to, the information required by the Proposal Instructions (Section VII.).

K. Proposal Opening 
The sealed proposals shall be publicly opened and the responding entities announced on the date, time and location specified in the Schedule of Events (Section IV.).  Proposals shall be made available for viewing after the proposal opening upon request.
L. Late Proposal 
Proposals received after the date and time of the proposal opening shall be considered late proposals.  Late proposals shall be returned to the responder unopened.  ESU #3 is not responsible for proposals that are late or lost due to mail service inadequacies, traffic or other similar reasons.

M. Rejection of Proposal 
ESU #3 reserves the right to reject any or all proposals, wholly or in part, or to award to multiple responders in whole or in part, and at its discretion, may withdraw or amend this RFP at any time.  ESU #3 reserves the right to waive any deviations or errors that are not material, do not invalidate the legitimacy of the proposal, and do not improve the responder’s competitive position.  All awards will be made in a manner deemed in the best interest of ESU #3.

N. Evaluation Committee 
Proposals shall be independently evaluated by members of the Evaluation Committee(s).  The Committee(s) shall consist of staff with the appropriate expertise to conduct such proposal evaluations.  Names of the members of the Evaluation Committee(s) shall not become public information.
Prior to award, responders are advised that only ESU #3 point of contact indicated under the Procurement procedures section (Section V.) of this RFP can clarify issues or render any opinion regarding this RFP.  No individual member of ESU #3, employee of ESU #3 or member of the Evaluation Committee(s) is empowered to make binding statements regarding this RFP.  Only written clarifications may be relied upon.

O. Evaluation Process 
(At the option of ESU #3)

The evaluation process for the RFPs shall be a three phase process that will consist of 1) An evaluation of the RFP for compliance of bid requirements and budgetary feasibility, 2) A presentation/interview stage onsite at ESU #3, 3) An onsite functionality analysis by selected ESU #3 employees.  All responders to the RFP may not advance to stages two (2) and three (3).

After the opening of proposals, the Evaluation Committee will review the proposal for compliance with RFP specifications and budgetary feasibility.

The presentation process will allow the responders to demonstrate their proposal offering, explaining and/or clarifying any unique or significant elements related to their proposals.  Responders’ key personnel will then participate in a structured interview to assess their understanding of the requirements of this proposal, their authority and reporting relationships within their firm, and their management style and philosophy.  Responders shall not be allowed to alter or amend their proposals.  Only representatives of ESU #3 and the presenting responders will be permitted to attend the oral interviews/presentations and/or demonstrations.

The evaluation process shall continue with hands on testing of each solution by ESU #3 personnel with sample documents and images for an onsite functionality analysis and evaluation by team members.

Detailed notes of oral interviews/presentations and/or demonstrations may be recorded and supplemental information (such as briefing charts, et cetera) may be accepted.  Additional written information gathered in this manner shall not constitute replacement of proposal contents.

Any cost incidental to the oral interviews/presentations and/or demonstrations shall be borne entirely by the responder and shall not be compensated or reimbursed by ESU #3.

Once the evaluation process is complete, ESU #3 reserves the right to make a contract award without any further discussion with the responders regarding the proposals received.

Evaluation 
Areas that will be addressed and scored during the evaluation include:

1. The Executive Summary 
a) Understanding of ESU #3’s needs.

b) Clear overview of proposed services.

c) Understanding of the nature and scope of the work involved.

2. Corporate Overview shall include but is not limited to
a) The ability, capacity and skill of the responder to deliver and implement the system or project that meets the requirements of this RFP.

b) The character, integrity, reputation, judgment, experience, efficiency, and responsiveness of the responder.

c) The competency of the professional personnel who will be assigned by the vendor to provide services during the contract. 
d) Reference contact. 

3. Scope of Work / Project Management 
a) Response must have sufficient specificity for the Scope of Work to demonstrate understanding of the requirements and tasks involved

b) Work plan and timeline that will reasonably result in meeting all required outcomes

c) Efficient management and operation of the system

d) Performance with up to 10 concurrently and simultaneously connected users with capability of expansion
e) Functionality between Macintosh, Windows, and open source PC browsers

f) Simple, understandable, effective, and efficient document inputting, searching, and exporting for end users

g) Integration with current ESU #3 software/hardware

h) Ability to scan, store, use and retrieve stored documents

4. Pricing
a) Prices are clear and sufficiently detailed

b) Prices are justified

c) Proposal provides maximum value for least cost

d) Price included for recommended hardware related to vendors proposed solution

e) Proposal allows for, but does not require, a lump sum payment contract or a multiple year contract 

f) Prices are provided for future updates, patches, support, warranty, and enhancements or optional resources

g) Prices are provided for training of ESU #3 staff

h) Pricing for future years tied to the Consumer Price Index (“CPI-U”) for contract extensions and additions 
5. Overall
a) Proposal clearly indicates that responder has the capacity to meet the requirements within the specified time frame

b) Successful experience providing similar services to K-12 school districts of similar or greater size than ESU #3 or similarly situated large public or private entities

c) Customer references

d) Responsiveness to ESU #3
e) Overall thoroughness and quality of proposal

VI. Terms and Conditions

By an officer of the company signing the cover letter, the Responder guarantees compliance with the provisions stated in this RFP, agrees to the terms and conditions and certifies it maintains a drug free work place.

Vendors are expected to closely read the Terms and Conditions and provide a binding signature of intent to comply with such terms and conditions.  Additionally, responder must clearly identify by subsection number, any exceptions to the terms and conditions and include an explanation as to why the responder cannot comply with the specific term and condition and a statement recommending terms and conditions the responder would find acceptable.  Rejection of these terms and conditions may be cause for rejection of a responder’s proposal.

A. General 
The contract resulting from this RFP shall incorporate the following documents:

a) Cover letter signed by an officer of the company attesting to the information provided within the response.

b) Any RFP addenda and/or amendments to include Questions and Answers

c) The vendor’s proposal

d) Any contract amendments, in order of significance

e) Contract Award

B. Award 
All awards will be made in a manner deemed in the best interest of ESU #3.  This RFP does not commit ESU #3 to award a contract.  If, in the opinion of ESU #3, revisions or amendments will require substantive changes in proposals, the due date may be extended.

By submitting a proposal in response to this RFP, the responder grants to ESU #3 the right to contact or arrange a visit in person with any or all of the responder’s clients.

Once the intent to award decision has been determined, it will be emailed to the vendors.  
Final approval of the award will be determined by the Board of Education at the regular monthly board meeting.
C. Proposed Contract 

The Contract section shall include all details of the contract terms that will be offered by the vendor if the vendor’s proposed solution is accepted by ESU #3.   A sample proposed contract shall be included.  If the language in section titled New Employee Work Eligibility Verification (Section VI. J.) is not a part of the vendor contract, the vendor agrees to sign a contract addendum generated by ESU #3 including such language.

D. Compliance with Civil Rights Laws and Equal Opportunity Employment / Nondiscrimination
The vendor shall comply with all applicable local, State and Federal statutes and regulations regarding civil rights laws and equal opportunity employment. The Nebraska Fair Employment Practice Act prohibits vendors of ESU #3, and their subcontractors, from discriminating against any employee or applicant for employment, with respect to hire, tenure, terms, conditions or privileges of employment because of race, color, religion, sex, disability, or national origin (Neb. Rev. Stat. § 48-1101 to 48-1125).   The vendor guarantees compliance with the Nebraska Fair Employment Practice Act, and breach of this provision shall be regarded as a material breach of contract.  The vendor guarantees compliance with 34 CFR Sec. 99.31(6), the Department of Education’s regulations implementing FERPA.  The vendor shall insert a similar provision in all subcontracts for services to be covered by any contract resulting from this RFP.

E. Permits, Regulations, Laws 
The vendor shall procure and pay for all permits, licenses and approvals necessary for the implementation of the vendor’s solution unless otherwise provided for in the contract.  The vendor shall comply with all applicable local, state, and federal laws, ordinances, rules, orders and regulations. 

F. Ownership of Information and Data 
ESU #3 shall have the unlimited right to publish, duplicate, use and disclose all information and data developed or derived by the vendor pursuant to this contract.

The vendor must guarantee that it has the full legal right to the materials, supplies, equipment, and other rights or titles (e.g. rights to licenses transfer or assign deliverables) necessary to execute this contract.  The contract price shall, without exception, include compensation for all royalties and costs arising from patents, trademarks and copyrights that are in any way involved in the contract.  It shall be the responsibility of the vendor to pay for all royalties and costs, and ESU #3 shall be held harmless from any such claims.  

ESU #3 retains all ownership of data.  The vendor shall guarantee the data shall never be sold by the vendor.  If the vendor is purchased by another company, the purchasing company shall still be bound by all the terms of the contract.  If all or part of the solution is no longer supported, the data shall be returned to ESU #3 with all necessary information and/or code to guarantee continued use of the product and data.

Integrity and security of all data must be guaranteed.

G. Independent Contractor
It is agreed that nothing contained herein is intended or should be construed in any manner as creating or establishing the relationship of partners between the parties hereto.  The vendor represents that it has, or will secure at its own expense, all personnel required to perform the services under the contract.  The vendor’s employees and other persons engaged in work or services required by the vendor under the contract shall have no contractual relationship with ESU #3; they shall not be considered employees of ESU #3.

All claims on behalf of any person arising out of employment or alleged employment (including without limit claims of discrimination against the vendor, its officers or its agents) shall in no way be the responsibility of ESU #3.  The vendor will hold ESU #3 harmless from any and all such claims.  Such personnel or other persons shall not require nor be entitled to any compensation, rights or benefits from ESU #3 including without limit, tenure rights, medical and hospital care, sick and vacation leave, severance pay or retirement benefits.

H. Vendor Responsibility
The vendor is solely responsible for fulfilling the contract, with responsibility for all services offered and products to be delivered as stated in the RFP, the vendor’s proposal, and the resulting contract.  The vendor shall be the sole point of contact regarding all contractual matters.  Vendor shall name and provide email address of designated project manager.
The vendor shall not utilize any subcontractors' services without prior written approval by ESU #3.  Following execution of the contract, the vendor shall proceed diligently with all services and shall perform such services with qualified personnel in accordance with the contract.

I. Vendor Personnel
The vendor warrants that all persons assigned to the project shall be employees of the vendor, and shall be fully qualified to perform the work required herein.  Personnel employed by the vendor to fulfill the terms of the contract shall remain under the sole direction and control of the vendor.

Personnel commitments made in the vendor's proposal shall not be changed without the prior written approval of ESU #3.  Replacement of key personnel, if approved by ESU #3, shall be with personnel of equal or greater ability and qualifications.

ESU #3 reserves the right to require the vendor to reassign or remove from the project any vendor employee.

In respect to its employees, the vendor agrees to be responsible for the following:

a) Any and all employment taxes and/or other payroll withholding

b) Any and all vehicles used by the vendor’s employees, including all insurance required by state law

c) Damages incurred by vendor’s employees within the scope of their duties under  the contract

d) Maintaining workers’ compensation and health insurance and submitting any reports on such insurance to the extent required by governing state law

e) Determining the hours to be worked and the duties to be performed by the vendor’s employees.

Notice of cancellation of any required insurance policy must be submitted to ESU #3 when issued and a new coverage binder shall be submitted immediately to ensure no break in coverage.  

J. New Employee Work Eligibility Verification

Pursuant to Nebraska Revised Statute § 4-114 the Vendor is required and hereby agrees to use a federal immigration verification system to determine the work eligibility status of new employees physically performing services within the State of Nebraska.  A federal immigration verification system means the electronic verification of the work authorization program authorized by the Illegal Immigration Reform and Immigrant Responsibility Act of 1996, 8 U.S.C. 1324a, known as the E-Verify Program, or an equivalent federal program designated by the United States Department of Homeland Security or other federal agency authorized to verify the work eligibility status of a newly hired employee.  The Vendor is further required and hereby agrees to include this same provision in every contract with subcontractor which will be physically performing services within the State of Nebraska in conjunction with the Vendor’s contract with ESU #3.

Pursuant to Nebraska Revised Statute § 4-108, if the Vendor is an individual of sole proprietorship, then the following also applies:

a) The Vendor must complete the United States Citizenship Attestation Form, available on the Nebraska Department of Administrative Services website at www.das.state.ne.us.
b) If the Vendor indicates on such attestation form that he or she is a qualified alien, the Vendor agrees to provide the U.S. Citizenship and Immigration Services documentation required to verify the Vendor’s lawful presence in the United States using the Systematic Alien Verification for Entitlements (SAVE) Program.
c) The Vendor understands and agrees that lawful presence in the United States is required and the Vendor may be disqualified or the contract terminated if such lawful presence cannot be verified as required by Neb. Rev. Stat. § 4-108.

K. Assignment by the Vendor
Vendor may not assign the contract or any of its rights or obligations hereunder (including without limitation rights and duties of performance) to any third party including as part of the sale in whole or part of the vendor’s operations or entity, and the contract may not be involuntarily assigned or assigned by operation of law, without the prior written consent of ESU #3, in the sole exercise of its discretion.

L. Funding out Clause or Loss of Appropriations
ESU #3 may terminate the contract, in whole or in part, in the event funding is no longer available.  ESU #3’s obligation to pay amounts due for fiscal years following the current fiscal year is contingent upon ESU #3 Board appropriation of funds for the contract.  Should said funds not be appropriated, ESU #3 may terminate the contract with respect to those payments for the fiscal years for which such funds are not appropriated.  ESU #3 will give the vendor written notice thirty (30) days prior to the effective date of any termination, and advise the vendor of the location (address and room number) of any related equipment.  All obligations of ESU #3 to make payments after the termination date will cease.  All interest of ESU #3 in any related equipment will terminate.  The vendor shall be entitled to receive just and equitable compensation for any authorized work which has been satisfactorily completed as of the termination date.  In no event shall the vendor be paid for a loss of anticipated profit.

M. Breach by Vendor
ESU #3 may terminate the contract, in whole or in part, if the vendor fails to perform its obligations under the contract in a timely and proper manner.  ESU #3 may, by providing a written notice of default to the vendor, allow the vendor to cure a failure or breach of contract within a period of thirty (30) days (or longer at ESU #3’s discretion considering the gravity and nature of the default).  Said notice shall be delivered by Certified Mail, Return Receipt Requested or in person with proof of delivery.  Allowing the vendor time to cure a failure or breach of contract does not waive ESU #3’s right to immediately terminate the contract for the same or different contract breach which may occur at a different time.  In case of default of the vendor, ESU #3 may contract the service from other sources and hold the vendor responsible for any excess cost occasioned thereby.

N. Confidentiality
All materials and information provided by ESU #3 or acquired by the vendor on behalf of ESU #3 shall be regarded as confidential information.  All materials and information provided by ESU #3 or acquired by the vendor on behalf of ESU #3 shall be handled in accordance with Federal and State Law (including, but not limited to, the Family Education Rights and Privacy Act (“FERPA”) and the Health Information Portability and Accountability Act (“HIPAA”)), and ethical standards.  The vendor must ensure the confidentiality of such materials or information.

It is incumbent upon the vendor to inform its officers and employees of the penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a.  Specifically, 5 U.S.C. 552a (i)(1), which is made applicable to the vendors by 5 U.S.C. 552a (m)(1), provides that any officer or employee of a vendor, who by virtue of his/her employment or official position, has possession of or access to agency records which contain individually identifiable information, the disclosure of which is prohibited by the Privacy Act or regulations established there under and who knowing that disclosure of the specific material is prohibited, willfully discloses the material in any manner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000.

O. Proprietary Information
Data contained in the proposal and all documentation provided therein, become the property of ESU #3 and the data becomes public information upon opening the proposal. If the responder wishes to have any information withheld from the public, such information must fall within the definition of proprietary information contained within Nebraska’s public record statutes.  All proprietary information the responder wishes ESU #3 to withhold must be submitted in a sealed package, which is separate from the remainder of the proposal.  The separate package must be clearly marked PROPRIETARY on the outside of the package.  Proprietary information is defined as trade secrets, academic and scientific research work which is in progress and unpublished, and other information which if released would give advantage to business competitors and serve no public purpose (see Neb. Rev. Stat. § 84-712.05(3)).  In accordance with Attorney General Opinions 92068 and 97033, responders submitting information as proprietary may be required to prove specific, named competitor(s) who would be advantaged by release of the information and the specific advantage the competitor(s) would receive.  Although every effort will be made to withhold information that is properly submitted as proprietary and meets ESU #3’s definition of proprietary information, ESU #3 is under no obligation to maintain the confidentiality of proprietary information and accepts no liability for the release of such information.
VII. Proposal Instructions

A. Introduction
This section of the RFP provides specific instructions on the format and content of the proposal. Proposals shall include all data and information required by this RFP. Non-conformance with the instructions may be cause for rejection of the proposal.
The proposal for ESU #3 program shall be clear, coherent, legible, and prepared in sufficient detail for effective evaluation by ESU #3. Elaborate documentation, expensive binding, detailed art work, or other embellishments are neither necessary nor desirable. The vendor shall assume that the evaluation team has no previous knowledge of this technology and will base its evaluation on the information presented in the proposal.
Proposals shall address and track the numerical sequence of the specific information requested by these instructions and shall be consistent with the requirements of the technical section.
In preparing the proposal, emphasis should be placed on brief, complete, and factual data in (as a minimum) the areas that are set forth in the RFP. Maximum use should be made of tables and information summaries in describing the proposed effort.
The vendor’s proposal will make it clear that the vendor will comply with all specifications. Paraphrasing the specifications or parts thereof is considered insufficient. Phrases such as “yes,” “will comply,” “standard procedures will be employed,” “industry standards are followed,” or, “well-known techniques will be used,” will be considered insufficient and reason for rejection of the proposal. Content and quality of the responses are more important than quantity.
Responders shall identify the subdivisions of Requirements (Section VII. B.), Scope of Work (Section VIII.), Pricing(Section VII.B.), and Reference Checks (Section V. J.) clearly in their proposals; failure to do so may result in disqualification.  Proposals must be divided into the following Tabs: A) Cover Letter, B) Executive Summary, C) Corporate Overview, D) Scope of Work, E) Pricing, F) Exceptions to the RFP, G) Proposed Contract.  Failure to respond to a specific requirement may be the basis for elimination from consideration during ESU #3’s comparative evaluation.

Proposals are due by the date and time shown in the Schedule of Events (Section IV.).  

B. Requirements 
The Requirements shall consist of seven (7) sections:

a) Cover letter signed by an officer of the company attesting to the information provided within the information packet.
b) Executive Summary

c) Corporate Overview

d) Scope of Work
e) Pricing

f) Exceptions to the RFP.  State “NONE” if there are no exceptions.
g) Proposed Contract

Cover Letter 
By providing the signed cover letter, the responder guarantees compliance with the provisions stated in this RFP, agrees to the Terms and Conditions stated in this RFP and certifies they maintain a drug free work place.

Executive Summary 
The Executive Summary shall condense and highlight the contents of the solution being proposed by the responder in such a way as to provide the Evaluation Committee with a broad understanding of the vendor's proposal.

Responders must present their understanding of the problems being addressed by implementing a new system, the objectives and intended results of the project, and the scope of work.  Responders shall summarize how their technical approach meets the requirements of the RFP, and why they are best qualified to perform the work required herein.

Corporate Overview 
The Corporate Overview section of the Requirements must consist of the following subdivisions: 
1. Responder Identification and Information
The responder must provide the full company or corporate name, address of the company's headquarters, entity organization (corporation, partnership, proprietorship), state in which the responder is incorporated or otherwise organized to do business, year in which the responder first organized to do business, whether the name and form of organization has changed since first organized, and Federal Employer Identification Number and/or Social Security Number.
2. Pending Litigation / Financial Statements
The responder must disclose any and all judgments, pending or expected litigation, or other real or potential financial reversals, which might materially affect the viability or stability of the organization, or state that no such condition is known to exist. 
Upon request of ESU #3, the responder must provide financial statements applicable to the financial status/viability of the vendor.

3. Change of Ownership
If any change in ownership or control of the company is anticipated during the twelve (12) months following the proposal due date, the responder must describe the circumstances of such change and indicate when the change will likely occur.  Any change of ownership to an awarded vendor(s) will require notification to ESU #3.

4. Office Location
The responder’s office location responsible for performance pursuant to an award of a contract with ESU #3 must be identified.
5. References

Three (3) business references shall be included with the names and phone numbers of each contact listing.  References must currently use the same solutions the Vendor is submitting as a proposal to the RFP.  If possible, at least one reference should be a K-12 school district.  
Scope of Work

Refer to Section VIII for detailed requirements.

Pricing

This section describes the requirements to be addressed by responders in preparing the Pricing Proposal.  The responder must submit the Pricing Proposal in a separate tabbed section as specified in the RFP from the Proposal Instructions section. The responder should present the pricing in a format that contains sufficient detail and justification for the services to be provided.

The Pricing proposal shall provide a narrative breakdown of costs by the major task areas in the Scope of Work.

ESU #3 reserves the right to review all aspects of the Pricing Proposal for reasonableness and to request clarification of any proposal where the cost component shows significant and unsupported deviation from industry standards or in areas where detailed pricing is required.

The Pricing Proposal will be submitted in the format and sections outlined below: 

	Item 
	Price Per Unit
	Annual Maintenance Pricing 
	Additional Notes

	Hardware
	
	
	

	Software
	
	
	

	Licenses
	
	
	

	Training
	
	
	

	Upgrades
	
	
	

	Document Backfiling
	
	
	




Exceptions to the RFP  
Refer to section V. H. for details.
Proposed Contract 

The Contract section shall include all details of the contract terms that will be offered by the vendor if the vendor’s proposed solution is accepted by ESU #3.   A sample proposed contract shall be included.  If the language in section titled New Employee Work Eligibility Verification (Section VI. J.) is not a part of the vendor contract, the vendor agrees to sign a contract addendum generated by ESU #3 including such language.

VIII. Scope of Work
A. Introduction

For the past year, ESU #3 has been researching use of a digital imaging system.  Currently, ESU #3 does not use any form of electronic storage for documents generated by Human Resources, Payroll, Business Services, and other ESU #3 departments.  ESU #3 envisions a process that would involve elimination of paper files for the above described departments through contemporaneous scanning into a well organized electronic file system.  Initially the Electronic Document Management System will be used for some of the payroll files with the intention of the expanding to all payroll files and other departments at a later date.  

B. Summary

This section of the RFP contains a description of the major tasks required of the vendor for the successful completion of this project and provides information on contract deliverables. The vendor’s response must directly reference and address each of the tasks contained in this section. In addition, the vendor’s response must identify any additional tasks not included in this RFP that the vendor determines are necessary for the successful completion of this project. Vendors may also wish to propose alternative or additional tasks that they feel would improve the efficiency of the project and/or quality of the materials produced for the project. Additional or optional tasks or activities should be identified and included as a separate item in the budget.

The quality of all work and materials produced by the vendor is critical to the successful completion of the Electronic Data Management System solution. Consequently, there is no single ‘quality control’ task included in the scope of work for this RFP.  Throughout their response, the vendor must provide evidence and descriptions of the methods and procedures they use to ensure the quality of their work. 

Additionally, technical documentation is a critical requirement to verify the quality of work and provide evidence for the validity of the processes and data integrity. 

C. Technical Server Overview

The following is a general makeup of systems currently on ESU #3’s network:

	Item
	Description

	Network Topology
	Ethernet, TCP/IP, 10/100/1000

	Authentication Protocols
	Active Directory (In addition to AD, LDAP will need to be supported for future system use of school districts)

	Network Server OS
	Windows Server 2003

	Storage System
	HP EVA 6000 SAN

	Email System
	Microsoft Exchange 2007 (SMTP is enabled)

	Database System
	Microsoft SQL Server 2005

	Network Client OS
	Windows XP Pro, Windows Vista Business, Windows 7 and Mac OSX (10.4 and above)

	Web Browsers
	Windows: Internet Explorer 7 & 8, FireFox 3

Mac: Safari 3 & 4, FireFox 3

	Line of Business Applications
	Pentamation FinancePlus The database is Unix Informix SQL.


D. General Requirements

The solution must be currently and successfully in production at another K-12 school or ESU of similar or greater size than ESU #3 or similarly situated large public or private entities.

The solution must function on both a Windows and Macintosh workstation with the same functionality.  Differences between browsers and/or platforms shall be disclosed in the response.

The solution must be able to store, search, and retrieve documents as outlined in the RFP.

Any third party software, licenses, or solutions requiring acquisition by ESU #3 must be disclosed.

Network Bandwidth requirements for the solution shall be included.

Any required hardware including, but not limited to, scanners and servers necessary to implement the Vendor’s solution must be disclosed including pricing of said software if acquired from the vendor.

E. Product Use Requirements

This RFP requires that all hardware and system software product bids be currently in use by at least one other customer and generally available by the vendor or subcontractor for a period of six months. System software is defined as that general software required by the hardware for the operation such as the operating system, database management systems, compilers, commercially available off-the-shelf software, and communications software. Unreleased or Beta Test hardware and software must have prior approval by ESU #3 before it is proposed. It is understood that applications software required to be built is excluded from this provision.
F. Enterprise Requirements

The following are enterprise requirements ESU #3 has outlined for the EDMS project.
	Section
	Requirement
	Priority

(M)andatory

(D)esired

(O)ptional
	Describe how the proposed solution meets the requirement.
	Comments

	1.1 - Document Management Requirements

	1.1.1
	Scan paper documents at 200 or 300 dpi using ISIS or Twain on desktop scanners
	M
	
	

	1.1.2
	Support indirect scan integration from multi function devices
	M
	
	

	1.1.3
	Support direct scan integration from multi function devices 
	O
	
	

	1.1.4
	Automatic Barcode/Zone recognition to index scanned documents
	D
	
	

	1.1.5
	Ability to save identify and search for documents based upon document type
	M
	
	

	1.1.6
	Ability to report on stored documents (analyze data)
	M
	
	

	1.1.7
	Security: ability to grant/deny document viewing, editing and deletion based upon group or user accounts from Active Directory 
	M
	
	

	1.1.8
	Audit capability: ability to view document access and modification audit trail
	M
	
	

	1.1.9
	Export: ability to export single or multiple documents 
	M
	
	

	1.1.10
	Ability to full text search documents
	M
	
	

	1.1.11
	Ability to index and search for documents based upon text, date, numeric, formatted or list fields.
	M
	
	

	1.1.12
	Ability to save electronic file formats in system (PDF, Word, Excel, PowerPoint)
	M
	
	

	1.1.13
	Support for concurrent system usage
	M
	
	

	1.1.14
	Ability to perform redaction without altering source document
	M
	
	

	1.2 - Systems Management Requirements

	1.2.1
	Ability to self manage the system without continued vendor involvement
	M
	
	

	1.2.2
	System and software must be hosted “in house” (no SAAS)
	M
	
	

	1.3 - Records Management Requirements

	1.3.1
	Ability to automatically track and dispose of documents based upon type and age
	M
	
	

	1.4 - Workflow and Electronic Forms Requirements ( the requirements below are for future consideration only)

	1.4.1
	Web based user and administrative interface
	D
	
	

	1.4.2
	Workflow processes can be used by multiple departments
	D
	
	

	1.4.3
	View and annotate documents throughout the workflow process
	D
	
	

	1.4.4
	Report and audit document and workflow status
	D
	
	

	1.4.5
	Web base electronic forms
	D
	
	

	1.4.6
	Electronic forms security based upon Active Directory
	D
	
	


G. Department Requirements

ESU #3 has determined the Payroll department will be the EDMS pilot group.  Their use of the system outlined below will be generally representative of other department’s use of the EDMS in the future.
Current Payroll Document Workflows

Within the Payroll department, documents are categorized into Employee File and Payroll Reports workflows.
Employee File 

Paper documents are received by Payroll personnel.  Information from the documents is entered into FinancePlus and the document is filed in the employee’s folder.  Electronic documents (PDF, Word, etc.) are received via email by Payroll personnel.  Information from the documents is entered into FinancePlus and the document is printed and filed in the employee’s folder.
Payroll Reports

Reports are printed from FinancePlus on a monthly, quarterly or yearly basis.  These reports are then filed in the appropriate Payroll Reports folder.
Payroll Department Requirements

	Section
	Requirement
	Priority

(M)andatory

(D)esired

(O)ptional
	Describe how the proposed solution meets the requirement.
	Comments

	2.1 - Scanning Requirements

	2.1.1
	Quantity of 1 - 20-30 ppm scanner with document feed (letter size page at a speed of 300 dpi)
	M
	
	

	2.1.2
	Support Black & White and Color scanning
	M
	
	

	2.1.3
	Support image cleanup and enhancement
	M
	
	

	2.1.4
	Support TWAIN and/or ISIS scan drivers via USB 2.0
	M
	
	

	2.1.5
	Daily Duty Cycle up to 3,000 pages
	M
	
	

	2.2 - Document Library Requirements

	2.2.1
	Access for 10 concurrent users.  (4 end users, 3 power users and 3 administrators as defined in section 3.2). 
	M
	
	

	2.2.1
	Store documents in an “Employee File” archive based upon the following fields:

First Name

Middle Initial

Last Name

Employee ID

SSN

DOB

Department

Document Type

Notes
	M
	
	

	2.2.2
	Store documents in a “Payroll Reports” archive based upon the following fields:

Month

Year

Document Type

Notes
	M
	
	

	2.2.3
	Sungard Pentamation Finance Plus “screen scrape” integration.  (Finance Plus is a Windows client application).  Provide the ability to search for documents using data from within the Finance Plus user interface.  
	M
	
	

	2.3 - Backfile Scan Requirements

	2.3.1
	Vendor supplied onsite document preparation, scanning, equipment and labor to process approximately 76,000 pages of employee files and 62,000 pages of Payroll Reports into the proposed EDMS.   Employee File documents would be indexed by First Name, Middle Initial, Last Name, Social Security Number and DOB.  Payroll Reports would be indexed by Month, Year and Document Type. Document sizes range from statement size (5.5”x8.5”) to fanfold green bar (15”x11”).  
	M
	
	


H. Technical Requirements

The following are the technical requirements ESU #3 has outlined for the EDMS project.

	Section
	Requirement
	Priority

(M)andatory

(D)esired

(O)ptional
	Describe how the proposed solution meets the requirement.
	Comments

	3.1 - EDMS System Requirements

	3.1.1
	Server operating system support  for Windows 2003 Server and Windows 2008 Server
	M
	
	

	3.1.2
	Windows client operating system support for Windows XP Pro, Vista and 7 with Internet Explorer 7 & 8 OR FireFox 3 
	M
	
	

	3.1.3
	Mac client operating system support for Mac OS X 10.4 (and above) with Safari 4 OR FireFox 3
	M
	
	

	3.1.4
	Microsoft 2005 SQL Server database technology
	M
	
	

	3.1.5
	Must be capable of complete data separation (multiple SQL databases) for multiple document archives
	M
	
	

	3.1.6
	Active Directory and LDAP authentication to control document access
	M
	
	

	3.1.7
	Must work with HP EVA 6000 SAN for document storage
	M
	
	

	3.1.8
	Any web based technology used must be based on standard web platforms (preferred platforms are IIS, Apache)
	M
	
	

	3.1.9
	Email system integration via SMTP.  ESU #3 email system is Exchange 2007.
	M
	
	

	3.1.10
	Identify the components that can be virtualized. 
	M
	
	

	3.1.11
	Specify minimum requirements for specific version of browser plug-in such as JAVA
	M
	
	

	3.1.12
	Identify daily data backups procedures
	M
	
	

	3.2 - EDMS User Interface Requirements

	3.2.1
	End user interface requirements (search , view, email and print documents from EDMS)

Zero foot print web access client for user activities (requires no additional software installed on the pc, including activex controls)
	M
	
	

	3.2.2
	Power user (all rights of end user plus scanning, indexing, deleting, records administration)

Desktop client and/or web access client for user activities (may require additional software installed on the pc, including activex or similar technology)
	M
	
	

	3.2.3
	Administrative user (system administration and maintenance)

Zero foot print web access for administrative activities ((requires no additional software installed on the pc, including activex controls)
	M
	
	

	3.2.4
	Document search and view via SharePoint WSS and MOSS 2007 (or above)
	D
	
	

	3.2.5
	Document search and view via Office 2007 interfaces
	O
	
	

	3.2.6
	Document search via Sungard Pentamation Finance Plus Windows client interface.  Use of “screen scrape” integration technology is acceptable.
	M
	
	


I. Software/Vendor Experience Requirements

The following are Software/Vendor Experience requirements ESU #3 has outlined for the EDMS project.

	Section
	Requirement
	Priority

(M)andatory

(D)esired

(O)ptional
	Describe how the proposed solution meets the requirement.
	Comments

	4.1.
	Software Documentation
	
	
	

	4.1.1
	Documentation is available for end users in paper and electronic format.
	M
	
	


J. Service Level Requirements

Service Level Agreement (SLA) standards shall be included in the proposal.  Specific items shall be discussed with Vendors prior to contract award. Specific items shall include, but not limited to:
	Section
	Requirement
	Priority

(M)andatory

(D)esired

(O)ptional
	Describe how the proposed solution meets the requirement.
	Comments

	5.1.
	Helpdesk / Response
	
	
	

	5.1.1
	Identify Helpdesk availability minimums in Central Time weekdays.
	M
	
	

	5.1.2
	Identify Technician availability outside of normal support hours for critical issues.  
	M
	
	

	5.1.3
	Identify minimum and maximum response times for critical issues 
	M
	
	

	5.1.4
	Resolution plan shall be in place within four (4) hours.
	M
	
	

	5.1.5
	Support parameters shall be defined with awarded Vendor.
	M
	
	

	5.2.
	Upgrades
	
	
	

	5.2.1
	All server and application upgrades shall be performed outside of regular business hours.
	
	
	

	5.2.2
	At no point shall ESU #3 be charged for updates to hardware not owned by ESU #3.
	
	
	

	5.3.
	Billing Rates
	
	
	

	5.3.1
	Billing rates shall be defined.
	
	
	

	5.4.
	Issue Tracking
	
	
	

	5.4.1
	Issue tracking system to log and report on all issue status and resolution information.
	
	
	

	5.4.2
	Documentation of root cause and corrective action report of all outages or customer service impacts within two (2) business days of problem resolution.
	
	
	

	5.5.
	Documentation of Software Upgrades/Releases
	
	
	

	5.5.1
	Release management documentation with enhancements and bug list, including dates and content on a quarterly basis.
	
	
	

	5.6.
	Penalty
	
	
	

	5.6.1
	Penalties for not meeting a requirement of the SLA.
	
	
	


K. Training 

The vendor will provide training for ESU #3 lead personnel. Training shall include documentation and vendor trainers on site for a period of at least five (5) business days.  Specific dates and times shall be discussed and agreed upon at a later time.  Training will be provided to designated ESU #3 staff.

The vendor shall provide a per diem rate for any additional training outside the contract provisions.

L. Implementation Transfer of Knowledge 

The vendor shall be responsible for end of implementation activities at the completion of the implementation to ensure that the transition from vendor operations to ESU #3 occurs smoothly and without disruption to ESU #3.  End of Implementation Transition activities shall include planning, timely transfer of data, and documentation specifically for ESU #3. 

1. Transition Responsibilities:

a) Provide a written, detailed Turnover Plan prior to implementation completion.

b) Modify the Turnover Plan based upon the results of ESU #3 review.

c) Verify all change orders are complete.

d) Signed document of completion.
M. RFP Process Sandbox Setup of Solution (Phase 3 of the Evaluation process defined in (Section V. P.).

As a part of the RFP process, before acceptance, we require all selected vendors to set up and configure a sandbox environment with sample documents and images for ESU #3 personnel to test each solution side by side with multiple workstations from within ESU #3. Setup, training, and testing shall be completed within a period of two (2) weeks. Costs incurred for this sandbox environment are the responsibility of the vendor. Server configurations can be set up remotely or placed within ESU #3. The server based solution will be accessed by ESU #3 provided client workstations within ESU #3.

Each vendor will provide a minimum of two (2) hours of training for the evaluation team, one (1) hour of guided use, and a two (2) week evaluation period.  
A support person shall be designated and made available by the vendor either on-site or remotely by phone throughout the testing period between the hours of 8:00 am – 5:00 pm central time, Monday – Friday, for any questions that may arise.  Vendor response time for issues during this testing time period is not to exceed two (2) hours per issue from initial notification.

IX. Project Management and Planning 
A. Project Manager

The vendor will appoint a project manager who serves as the primary point of contact with ESU #3 project manager on issues.  Vendor shall provide contact information including email address of project manager.

B. Management Section 

In this section, the vendor shall provide information organized into the following sections.

Project Management – The vendor shall present his or her company’s approach and capability to control and integrate the system proposed. The vendor shall describe their organizational structure, listing all key personnel functions. More consideration will be given to vendors who can list personnel by name, placement in the project structure, title, qualifications, and experience.

Supporting rationale shall be provided to show that the organization is adequate to support the overall effort and to justify the number and allocation of personnel involved.

A master integrated schedule depicting all activities and milestones from contract award throughout the life of the contract shall be provided. Major sub schedules (tasks) shall be presented as separate tables.

The vendor shall also discuss how his or her company will control the proposed schedule and how it will identify and report achievement of tasks and milestones. The vendor will also discuss how it will identify, resolve, and report resolution of problems such as schedule slippage or engineering anomalies.

This section shall also contain a matrix that lists tasks and identifies the corresponding owner. ESU #3’s tasks shall be identified as well as any subcontractor’s.

Vendors shall describe their approach to formal review meetings with ESU #3, the organization of the typical meeting, and methods of documenting and approving all meeting notes.

C. Management Meetings

The vendor will support regular management meetings with ESU #3 project management team. Weekly project management meetings will be held throughout the implementation phase of the project and may be reduced to monthly meetings after that as jointly agreed upon by both parties. Additional project management meetings may be scheduled by either party. 

D. Management Reports

The vendor will provide the following reports:

1. Written project status reports accompany each project management meeting through implementation.

2. Overall project implementation schedule.

3. Minutes of all meetings and conference calls.
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