Solicitation Information
25 May 06

LOI# B06399
TITLE: Data Entry Services

Submission Deadline: 15 June 06 @ 11:15 AM (EDT)

Questions concerning this solicitation may be e-mailed to the Division of Purchases at
guestions@purchasing.state.ri.us no later than 5 June 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 1S NOT A BIDDER CERTIFICATION FORM
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REQUEST for LETTERS of INTEREST
Data Entry for Adult Ed GED Records

The Rhode Island Department of Administration, Office of Purchases, on behalf of the
Rhode Island Department of Education (RIDE) is requesting Letters of Interest from
gualified individuals to provide electronic data entry of old General Education Degree
(GED) records currently in hard copy only, in accordance with the terms of this
solicitation and the State’s General Conditions of Purchase, which is available at
www.purchasing.ri.gov

INSTRUCTIONS AND NOTIFICATIONS TO OFFERORS:

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

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.

The state reserves the right to award to one or more offerors.

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.

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following the opening date, and may not be withdrawn, except with the express written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.

Proposals misdirected to other State locations or which are otherwise not present in the
Office of Purchases at the time of opening for any cause will be determined to be late
and will not be considered.

In accordance with Title 7, Chapter 1.1 of the General Laws of Rhode Island, no foreign
corporation, a corporation without a Rhode Island business address, 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 is a requirement
only of the successful vendor (s)

Bidders are advised that all materials submitted to the State of Rhode Island for
consideration in response to this Letter of Interest 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.
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It is 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.

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

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

BACKGROUND/OVERVIEW

The office of Adult Education at RIDE has as one of its responsibilities administering the
General Education Development (GED) test to adults who do not have a high school
diploma. This office is currently putting in place both a new management information
system and a contract to administer and score the GED tests, maintain records, and
report to RIDE on test results. Unfortunately, approximately 52,000 records of test
data from the past years are available in hard copy only (see Appendix B for sample).
This LOI will result in a contract to enter these records into an electronic database.

SCOPE OF THE WORK

This contract is to enter approximately 52,000 records containing approximately 10-12
data elements into an electronic database
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Task

Deliverables

Due Dates

Meet with RIDE staff to
determine logistics
regarding where data entry
will occur, format for data
entry, timetable and all
other specifics as required
including addressing issues
of confidentiality

Work, Plan timeline
established

Upon award of Contract

Obtain records if necessary

Records obtained

Within 2 weeks of award of
contract

Enter data

Data entry complete

Within 8 weeks of award of
contract

Check data entry for
accuracy

Data checked for accuracy

Within 10 weeks of award
of contract

Correct/finalize data entry

Data corrected and finalized

Within 12 weeks of award

of contract

ADDITIONAL CONTRACTOR REQUIREMENTS

The contractor must adhere to all state and federal third-party confidentiality and
privacy laws as appropriate. RIDE and its legal counsel will work with the contractor to
make this determination and to establish protocols that address this issue.

TERMS OF THE CONTRACT

The Contract will begin on, or before, September 1, 2006 and end November 30,
2006; The scope of the work may be modified by RIDE prior to beginning work on a
given task. RIDE retains the option of granting a time extension of up to seven
months with additional funding if available and if the level of work is expanded by
mutual written consent.

COST PROPOSAL/TERMS OF PAYMENT

The contractor must prepare a cost proposal reflecting the hourly rate or other fee

structure proposed for this scope of services using the Cost Proposal Forms contained in

Appendix A. Cost proposals must fall within the range below for each period as follows:
FYO7 Up to 12,000

The total cost of the contract is not to exceed $ 12,000
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PROPOSAL SUBMISSION

Questions concerning this solicitation may be e-mailed to the Division of Purchases at
guestions@purchasing.state.ri.us no later than the date & time listed on the cover sheet
of this solicitation. Send your questions in Microsoft Word format. Please reference
the LOI # on all correspondence. Questions received, if any, will be posted and answered
on the Internet as an addendum to this solicitation. It is the responsibility of all interested
parties to download this information. For computer technical assistance, call the helpdesk
at 401-222-2142, ext: 134.

Letters of Interest to provide the services covered by this request must be received by the
Division of Purchases on or before (insert date & time).

Proposals (an original plus 3 copies) should include the following:

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

2. A Cost Proposal as described above.

3. A separate Technical Proposal (see below) describing the qualifications and
background of the applicant and experience with similar programs, as well as the
work plan or approach proposed for this requirement.

4. A completed and signed W-9 (taxpayer identification number and certification).
Form is downloadable at www.purchasing.ri.gov

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

Department of Administration
Division of Purchases (2" floor)
One Capitol Hill

Providence, Rhode Island 02908

Contractor assumes all responsibilities for proposals submitted by mail or commercial
delivery service. Proposals misdirected to other state locations or which are otherwise not
present in the Office of Purchases at the time of opening, for any cause, will be
determined to be late and may not be considered. Faxed, or emailed, responses to the
Division of Purchases will not be considered.
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TECHNICAL PROPOSAL REQUIRED ELEMENTS

1. Contractor understanding of the Issues (10 points)
2. Work Plan (25 points)
3. Capacity of the Agency Effectively to

Administer the Project (25 points)
4. Quality of Key Personnel (including

Curriculum vitae) (20 points)
5. Cost Proposal (20 points)

Notwithstanding the above the State reserves the right not to award this contract or to
award on the basis of cost alone, to accept or reject any or all proposals, and to award in
its best interest.

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 reserves the
right to reject any or all proposals submitted and to waive any informalities in any
vendor’s proposal.

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

The Technical Review Sub-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.
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APPENDIX A

The Contractor estimates that its budget for work to be performed under this
Agreement is as follows:

Expense Cateqgory Estimated Expenditures
FY 2007

Personnel
Fringe Benefits
Consultant
In-State Travel
Out-of-State Travel
Printing
Office Expense
Telephone
Educational Materials

. Equipment

. Data Processing

. Rental

Other
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17.
Subtotal
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o

Indirect Cost
TOTAL 0

It is understood and agreed that the amounts indicated above for the several line items
are estimates of expenditures to be incurred by the Contractor on behalf of this
Agreement and to be claimed by the Contractor for reimbursement under this
Agreement. It is further understood and agreed that actual expenditures may vary
from the estimates set forth above and that such variations shall not in themselves be
cause for disallowance of reimbursement by RIDE; provided, however, that the
Contractor shall notify and obtain the approval of the contract officer, in writing, if
expenditures to be claimed for reimbursement in any line item above shall begin to vary
significantly from the estimate given above; and provided further that unless permission
of the contract officer shall have been obtained in advance, no expenditure shall be
claimed by the Contractor for reimbursement by RIDE under this Agreement if such
expenditure shall have been incurred in a line item category not listed above. Transfer
of funds is permitted between Expense Categories (1) (2) and (3) up to 10% or
$25,000, whichever is less; all other transfers require prior written approval by the
Department of Education.



BUDGET DETAIL SHEET

FISCAL YEAR
SALARY DETAIL
NAME POSITION HOURLY NUMBER TOTAL ANNUAL
TITLE RATE OF HOURS SALARY
$ $
TOTAL
REQUEST $
FRINGE BENEFIT DETAIL
PERCENTAGE
NAME OF APPLIED | TOTAL ANNUAL
POSITION TITLE FRINGE FRINGE
BENEFIT $
TOTAL REQUEST $
DETAIL OF CONSULTANT
NAME POSITION HOURLY NUMBER
TITLE RATE OF TOTA; COST
$ HOURS
TOTAL REQUEST $




EXPLANATION OF OTHER EXPENSES (i.e. travel, printing, office supplies,
educational materials, and equipment)

EXPENSE DESCRIPTION COST
CATEGORY




APPENDIX B

Name : - = S5.5.#4 : Application bpate: 11.10.95
- 99 Beacon Ave 1-B CCRI PRV
Add o n— Test Site
TeSSf TPYov BRI 02503 .
s pesel : D.0.2. £2.20.76 __rast Grade 12
Taortal feors 228 Diploma Issuved SEP 1986
————————————————
[ . )
'est Date [Form| 5.5.] Pct'1 | Teat Data | Form | 5.5, €' 5
5.15 .06 D 122 S5 Pot'l § Test Date |.Pam F.5.Pct’.
8.26.96 | AL 2-49 45
11.21.95 ap 3-42 22
5.24.96 AD 448 40
4.25.96 ar 5—-45 30




