Solicitation Information
15 Dec 05

RFP # B05905
TITLE: Accounts Payable Audit Services (MPA # 385)

Submission Deadline: 26 Jan 06 @ 2:00 PM

Questions concerning this solicitation may be e-mailed to the Division of Purchases at
questions@purchasing.state.ri.us no later than 6 Jan 06 at 12:00 Noon (EDT)
.Questions should be submitted in a Microsoft Word attachment. Please reference the
RFP / LOI # on all correspondence. Questions received, if any, will be posted on the
Internet as an addendum to this solicitation. It is the responsibility of all interested parties
to download this information.

SURETY REQUIRED: No

BOND REQUIRED: No

Jerome D. Moynihan, C.P.M., CPPO
Administrator of Purchasing Systems

Vendors must register on-line at the State Purchasing Website at
www.purchasing.ri.gov

Note to Vendors:

Offers received without the entire completed three-page RIVP Generated Bidder Certification
Form attached may result in disqualification.

THIS PAGE IS NOT A BIDDER CERTIFICATION FORM
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Accounts Payable Audit Services / Recovery Audit Services
SECTION | — INTRODUCTION/INSTRUCTIONS & NOTIFICATIONS TO OFFERORS
INTRODUCTION

The Rhode Island Department of Administration/Office of Purchases, on behalf of The
Rhode Island Department of Administration/Central Business Office, is soliciting bids for
services from qualified firms to coordinate and facilitate the recovery of overpayments
made by the State to vendors between the dates of 1 July 2002 and 30 June 2005.

As a result of this solicitation, the Division of Purchases intends to issue a Master Price
Agreement, whereby other State Agencies, Quasi-public agencies, Cities & Towns may
avail themselves of the services described herein. The proposed contract term for this
MPA is three years from date of issue, approximately March 2006, with the option to
renew for up to two additional years.

INSTRUCTIONS AND NOTIFICATIONS TO OFFERORS

e Potential offerors are advised to review all sections of this Request carefully, and to
follow instructions completely, as failure to make a complete submission as described
elsewhere herein may result in rejection of the proposal.

e Alternative approaches and/or methodologies to accomplish the desired or intended
results of this procurement are solicited. However, proposals which depart from or
materially alter the terms, requirements, or scope of work defined by this Request will
be rejected as being non-responsive.

e All costs associated with developing or submitting a proposal in response to this
Request, or to provide oral or written clarification of its content, shall be borne by the
offeror. The State assumes no responsibility for these costs.

e Proposals are considered to be irrevocable for a period of not less than sixty (60) days
following the opening date, and may not be withdrawn, except with the express
written permission of the State Purchasing Agent.

e All pricing submitted will be considered to be firm and fixed unless otherwise
indicated herein.

e Proposals misdirected to other State locations or which are otherwise not present in
the Division of Purchases at the time of opening for any cause will be determined to
be late and may not be considered. The “Official” time clock is in the reception area
of the Division of Purchases.
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. In accordance with Title 7, Chapter 1.1 of the General Laws of Rhode Island, no
foreign corporation shall have the right to transact business in the state until it shall
have procured a Certificate of Authority to do so from the Rhode Island Secretary of
State (401-222-3040). This will be a requirement only of the successful bidder (s).

. Offerors are advised that all materials submitted to the State of Rhode Island for
consideration in response to this Request for Proposals will be considered to be public
records, as defined in Title 38 Chapter 2 of the Rhode Island General Laws, without
exception, and will be released for inspection immediately upon request, once an
award has been made.

e |tis intended that an award pursuant to this Request will be made to a prime
contractor, who will assume responsibility for all aspects of the work. Joint venture
and cooperative proposals will not be considered, but subcontracts are permitted,
provided that their use is clearly indicated in the offeror's proposal, and the
subcontractor(s) proposed to be used are identified in the proposal.

o The State of Rhode Island has a goal of ten per cent (10%) participation by MBE's in
all State procurements. For further information, visit the web site www.rimbe.org. To
speak with an M.B.E. Officer, call (401) 222-6253.

. Interested parties are instructed to peruse the Division of Purchases web site on a
regular basis, as additional information relating to this solicitation may be released in
the form of an addendum to this RFP / LOI

e Equal Employment Opportunity (RIGL 28-5.1)

8§ 28-5.1-1 Declaration of policy. — (a) Equal opportunity and affirmative action
toward its achievement is the policy of all units of Rhode Island state government,
including all public and quasi-public agencies, commissions, boards and authorities,
and in the classified, unclassified, and non-classified services of state employment.
This policy applies in all areas where the state dollar is spent, in employment, public
service, grants and financial assistance, and in state licensing and regulation. For
further information, contact the Rhode Island Equal Employment Opportunity Office,
at 222-3090

SECTION 2 — Objectives & Purpose

Objectives: —

1. ldentify overpayments to the State of Rhode Island’s suppliers.

2. Recovery of overpayments to vendors within the 3 years being reviewed.

3. Identify strategies and potential changes to the State’s payment and approval
processes to eliminate or reduce future overpayments.

4. A management level report describing the financial details of the audit and
recovery activities along with recommendations for payment / approval
process changes.
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PURPOSE

1. The State of Rhode Island Department of Administration Central Business Office

is seeking an Accounts Payable Audit to identify possibilities over-expenditures

made to vendors during the 3 year period indicated above.

Recovery of any identified overpayments on behalf of the State of Rhode Island

3. Revise the Operational Procedures of the Accounts Payable section of the Central
Business Office to eliminate or reduce the possibilities of future overpayments.

N

SECTION 3 - SCOPE OF WORK

1. General description: The scope of this project includes a review of all vendor
payments for the State of Rhode Island for the three fiscal periods 2003, 2004 and 2005
(7/1/2002 through 6/30/2005).

Statistics  (see Appendix 1)

Fiscal Period $ Payments # of Payments Actual Expenditures
2002-2003 $ $
2003-2004 $ $
2004-2005 $ $

Actual Expenditure numbers reflect Operating State Budget Funds only.
Number of Payments reflects checks issued and electronic transferred made.

2. Tasks, (Work Plan and Schedule):

e Submit an initial work plan and schedule for the project. Specify any assumptions
and submit a work plan that includes resource allocation.

e The work plan and schedule will be evaluated on thoroughness, quality,
reasonableness and price.

e Detailed project work plan should explicitly state needed resources and total
resource level of effort (in hours) required for the State of Rhode Island, Division
of Administration, Central Business Office.

3. Process Assumptions

e State of Rhode Island will make a Project liaison manager available on a schedule
to support process review.

e Consultant personnel will work on site at wherever a worksite is available.

e Consultant will be provided a workstation, telephone and access to State of Rhode
Island’s Accounts Payable records and Accounts Payable system.

e |t is expected that the Consultant will work independently, doing research,
running reports and validating findings with potential payees.

e Consultant will validate any recoverable assets with the designated Project liaison
manager prior to engaging in any recovery activity.
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e State of Rhode Island will have sole discretion as to whether the Consultant may
pursue recovery of a particular asset and the method used for contacting and
engaging with the potential payee.

e Consultant will provide personnel knowledgeable on State of Rhode Island’s
account payable module, with minimal orientation training.

Components
e Complete all tasks by the specific dates in this solicitation or as stated in the
contract.

e Agree that rights to data, work products, specific titles of programs, etc. revert to
the state upon completion of the project.
e Adhere to the established evaluation plan of the award.

Your solicitation must include the following:

e A completed and signed three-page RIVIP Bidder Certification Cover Form,
available at www.purchasing.ri.qov

e A completed and signed W-9, Taxpayer identification form, downloadable from
the RI1 Division of Purchases website wwww.purchasing.ri.gov

e In addition to the multiple hard copies of proposals required, Respondents are
requested to provide their proposal in electronic format. Microsoft Word / Excel
OR PDF format is preferable. Only 1 electronic copy is requested.

e A Fee Proposal for Consultant’s services based of Recoveries only. There will be
no other costs or charges. Fees will be contingent and are earned as Recoveries
are made. Fees will be earned when the State receives the cash benefit of the
reimbursement: on receipt of a vendor’s check, when a (credit) deduction is taken
on a payment or when a payment is saved.

e A separate Technical Proposal describing the background, qualification, and
experience with and for similar programs, as well as the work plan or approach
proposed for this requirement.

The Technical Proposal (this section illustrates how to assemble and present your
proposal) must contain the following sections:

Cover Page stating which of the components the offeror is addressing.
1. Executive Summary (Limited to 2 pages)
The Executive Summary is intended to highlight the contents of the Technical Proposal

and to provide the State with a broad understanding of the offeror’s technical approach
and ability.
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2. Applicants Organization and Staffing (Limited to 4 pages):

This section shall include identification of all staff and/or sub-contractors proposed as
members of the project team, and the duties, responsibilities, and concentration of effort
which apply to each (as well as resumes, curriculum vitae, or statements of prior
experience and qualification).

3. Work Plan (Limited to 10 pages):

This section will describe the offeror’s understanding of Central Business Office’s
requirement, including the result(s) intended and desired, the approach and/or
methodology to be employed, and a timetable for accomplishing the results proposed.
The description of the work plan must discuss and justify the approach proposed to be
taken for each task, and the technical issues that will or may be confronted by the project.
The work plan description shall include a detailed proposed project schedule (by task and
subtask), a list of tasks, activities, and/or milestones that will be employed to administer
the project, the assignment of staff members and concentration of effort for each, and the
attributable deliverables for each.

Specifically, the work plan should include the following:

e Goals and specific, measurable objectives with time lines. Process and outcome
monitoring objectives based on the logic model are preferred.

e Activities associated with each objective with timelines, staffing and
tasks/milestones to be completed.

e A proposed evaluation plan that is consistent with the process and outcome
monitoring objectives and include examples of documents to be used for
evaluation.

4. Previous Experience and Background (Limited to 3 Pages)
This section includes the following information:

e acomprehensive listing of similar projects undertaken and/or similar clients
served, including a brief description of the projects (letters of reference
acceptable); Please provide contact names & telephone numbers.

e adescription of the business background of the offeror (and all subcontractors
proposed), including a description of their financial position; and

e the offeror’s status as a Minority Business Enterprise (MBE), certified by the
Rhode Island Department of Economic Development, and/or subcontracting plan
which addresses the State’s goal of ten percent (10%) participation by MBE’s in
all State procurement. Further questions should be directed to the MBE officer at
401.222.6253.

Bid Solicitation replies should be mailed or hand-delivered in a sealed envelope
marked RFP # (see page one of this solicitation): Accounts Payable Recovery Audit
to:

STATE OF RHODE ISLAND

DIVISION OF PURCHASES

ONE CAPITOL HILL, 2"° FLOOR

PROVIDENCE, RI 02908-5855
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NOTE: Bids received after the above-referenced due date and time may not be considered. Bids
misdirected to other State locations or which are otherwise not present in the Division of Purchases by the
scheduled due date and time may not be considered. The official time clock for this solicitation is located in
the Reception Area of the Division of Purchases (One Capitol Hill, Providence, RI) Proposals faxed, or
emailed, to the Division of Purchases will not be considered.

SECTION 5 — Evaluation Criteria

The State will commission a Technical Review Sub-Committee to evaluate and score all
proposals, using the following criteria:

Staff Qualifications 20 points
Experience in Accounts Payable Audit Recovery Services 20 points

Capability, Capacity,

and Qualifications of the Offeror 20 points
Quality of the Workplan 15 points
Financial Evaluation * 25 points

*Financial Evaluation

This is simply the percentage of the funds recovered from our suppliers to be paid to the
consultant for services provided. Indicate what that percentage would be.

If your proposal includes bonus percentages to be paid if certain levels of recovery are
made, detail those percentages and the recovery levels to be reached prior to receiving
any bonus percentage within your proposal.

The bidder must also guarantee a minimum return, in dollars. This guaranteed
minimum return will be paid to the State within 90 days from the issuance of the
contract award and subtracted from the total dollars owed to the State. If the
selected vendor does not recover enough funds to cover the guaranteed minimum, the
vendor must absorb the loss.

For the purpose of this proposal and to obtain quantifiable numbers to evaluate this
Solicitation, use the dollar amounts shown within the above Section 3 — Scope of Work,
Statistics.

Concluding Statements

Notwithstanding the above, the State reserves the right to accept or reject any, or all,
options, bids, proposals, to waive any technicality, to award on the basis of cost alone, and
to act in its best interest.
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Proposals found to be technically or substantially non-responsive at any point in the
evaluation process will be rejected and not considered further.

The State may, at its sole option, elect to require presentation(s) by offerors clearly in
consideration for award.

The Technical Review Committee will present written findings, including the results of all
evaluations, to the State Purchasing Agent, or his designee, who will make the final

selection for this requirement. When a final decision has been made, a notice will be posted
on the internet.

END
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501

0-500 1000$Ran 1001 1500 [1501 2000 |2001 2500 (2501 5000
Year |Year  Total Amount $Range ge  |$Range $Range $Range $Range Over $5000 |Total Doc
| 2003| 2] 19,507,520.030.00 |7450 2703 1702 1259 1093 3720 23993 |41930
2004| 1| 24,380,647,478.00 8696 2955 1939 1393 1242 4089 26551 46871
2004! 2| 21,256,510,489.00 (8170 2977 1998 1441 1257 4226 25066 45146
| 65,144677,996.86 (24316  [8635 (5630 4093 3592 12035 |75610  {133047

Payments against Master Blanket Releases A Master
Blanket is a contract with a vendor to sell or provide services at
a negotiated price with no set quantity. There are statewide
Master Blankets and agency specific Master Blankets.
Releases against Master Blankets are individual "Purchase
Orders" created from the pricing and vendors associated with |
the Master Blanket. The above represent the payments
processed against these Releases (POs). Releases over
$5000 go to Budget for approval (unless agency is excempt).




2501- H
Half 0-500 50-1000 |1001-1500|{1501-2000 |2001 2500 |5000 Over |Total
Year|Total Amount |$Range |$Range |$Range $Range $Range $Range ($5000 |Doc
2, 1451358.54(8173 319 48 11 1 10 |0 85664 |
2004 1] 1387662.7918217 256 31 10 3 7 0 8524
2004, 2| 1406561.1617629 286 147 8 13 13 2 7990 |
4,245,582.49(24019 |861 126 29 7 30 2 25078

BSER is a form of Direct Pay used specifically
to reimburse state employees for work related
expenses. Majority of these reimbursement are
for in-state and out-of-state travel. In order to

process a BSER the recipient must be entered

in an Employee/Petty Cash File. This file is

seperate and unique from the Vendor File.




BSPC is a form of Direct Pay Document specifically
used for the reimbursement of small Petty Cash
accounts and large Imprest Cash accounts.
order to process a BSPC the payee must be
entered in an Employee/Petty Cash File. This file
seperate and unique from the Vendor File.

j 501-  [1001- (1501~ |2001-
Half 0-500 1000 1500 2000 2500 2501 5000 [Over
Year |Year Total Amount $Range |$Range $Range $Range |$Range |$Range |$5000 iTotal Doc |
2003 2 404331056.2] 384 351 45 34 27 57| 3431241
2004 1 405588595 288 121 47 15 30 61 325|888
12004 2 340696506.3 260 92 41 18 35 57 262|767
1,150,616,157.40 932 564 133 67 92 175 930/2896 N
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501-

Half 0-500 [1000  |1001-1500|1501-2000 2001-2500 |2501-5000
Year |Year Total Amount $Range $Range |$Range |$Range |$Range |$Range |Over $5000 Total Doc
2003, 2 42171627.1 20 14 18 14 10 154 557|787
2004 1 2682777478 24 29 29 28 21 196 5031830
2004 2 34758606.64 30 43 22 16 15 155 493|774
103,758,008.52 74 86 69 58 46 505| 1,653.00,2391

Payments against Central Purchasing

Purchase Orders. These are payments made

against Open Market Purchase Orders that
have been created by Central Purchasing. The
majority of these Purchase Orders are over

$2500.

1




Half 0-500 501 1001 1500 {1501 2000 [2001 2500 |2501 5000 |Over
Year Year |Total Amount |$Range 1000%Range |$Range [$Range $Range $Range |$5000 Total Doc
2003 2| 6092441.95/9278 1554 794 509 537 28 6 12712
2004 1 5468337.44|8612 1383 712 503 460 20 1 11693
2004 2| 5614123.59|7521 1405 631 522 465 60 13 10619
17,174,902.98|25411 4342 2137 1534 1462 108 20 35024

Payments against Departmental Purchase Orders
Departmental Purchase Orders do not go through

Central Purchasing. These Purchase Orders are based
on a department delegated authority. The majority of
these Purchase Orders are under $2500.




