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With the release on February 7, 2014, of this Request for Proposal (RFP), the California Department of Education (CDE) is soliciting proposals from eligible bidders for debt collection services of CDE’s delinquent accounts receivable. The CDE intends to place an estimated amount of 100 – 400 accounts with the contractor over a one year period, with an average value of $50,000 – $100,000 per account, and an approximate range in total value of $5,000,000 – $40,000,000.
It is expected that the awarded contract term will be July 1, 2014 through June 30, 2015 and will include the option to renew for two additional one-year terms at $60,000.00 each year, for a total potential 3-year amount of $180,000.00. 
Proposals are due to the CDE by 2:00 p.m. Wednesday, March 26, 2014. 
TABLE OF CONTENTS

1.
PURPOSE.................................................
4
2.
BACKGROUND
4

3. 
SCOPE OF THE PROJECT...................................................................................................4
Task 1 
Coordination and Communications with CDE……………………………………….5 

Task 2 
Report, Invoice, and Data File Requirements………………………………………..7
Task 3 
Contract Administration Practices…………………………………………………….10
Task 4 
Debt Collection Practices and Account Management ……………………………..12
Task 5 
Automated Collections…………………………………………………………………14
Task 6 
Manual Collections……………………………………………………………………..15
Task 7
Locating Debtors and Assets………………………………………………………….15
Task 8 
Uncollected Accounts………………………………………………………………….15
Task 9 
Funds Collected…………………………………………………………………………16
Task 10 
Availability………………………………………………………………………………..17
Task 11 
Customer Service Practices, Processes, and Procedures…………………………18

Task 12  
Additional Proposal Requirements……………………………………………………18
4.
GENERAL PROPOSAL INFORMATION…………………………………………………..……19
5.
PROPOSAL SPECIFICATIONS AND SUBMISSION………………………………………….26
6.
EVALUATION PROCESS………………………………………………………………………...35
7. 
AWARD AND PROTEST………………………………………………………………………….38
8.
DISPOSITION OF PROPOSALS………………………………………………………………...39
9.
STANDARD CONDITIONS OF SERVICES…………………………………………………….39
ATTACHMENTS
1. Bidder Certification Sheet

2. Bidder’s Proposed Cost Cover Page 

3. Bidder’s Proposed Cost Detail Worksheet 

4. Contractor Certification Clauses

5. Federal Certifications

6. Darfur Contracting Act

7. Bidder References

8. Small Business Preference Sheet

9. Attachment Checklist

10. Intent to Submit a Proposal

11. Conflict of Interest and Confidentiality Statement

12. California Department of Education Computer Security Policy

13. Pre-evaluation Review - Technical Evaluation Criteria (Phase I, II and III and Cost Proposal Evaluation) 
14. Sample Standard Agreement and Exhibits A through E

KEY ACTION DATES
RFP Release Date
    Friday, February 7, 2014


Intent to Submit a Proposal Due Date:


Friday, February 21, 2014
Written Questions from Bidders Due Date:
Friday, February 21, 2014
CDE Response to Questions Received:
Friday, February 28, 2014

Sealed Proposals Submission Due Date:
Wednesday, March 26, 2014
Proposed contract term:
July 1, 2014 through June 30, 2015
Debt Collection Services Request for Proposals
1.
  PURPOSE

This RFP invites submissions from eligible bidders to establish debt collection services for the California Department of Education’s (CDE) delinquent accounts receivable (AR) which are outstanding over 120 days.
The purpose of this document is to provide background information and proposal requirements to bidders interested in submitting proposals to conduct debt collection services for the CDE. 

2.
  BACKGROUND

The CDE oversees the nation’s most diverse and dynamic public school system, responsible for the education of more than seven million children and young adults in more than 9,000 schools. The CDE and the State Superintendent of Public Instruction are responsible for the oversight of programs and for promoting continuous improvement in state- and federal-funded preschool through adult education. In carrying out its mission, the CDE provides grants creating accounts receivable (AR) which are paid in full or, in some cases, go unpaid. In those cases where money is owed to CDE, an AR is established to initiate the recovery of funds.
The CDE Accounting Office facilitates debt collection efforts by issuing Statement of Account Letters (SOAL) on delinquent AR at 30-, 60-, and 90-day intervals following the AR invoice date and may initiate legal action if the AR remains unpaid. Currently, the CDE does not have the expertise or resources to internally collect delinquent AR’s beyond the issuance of SOALs, therefore, as allowed by Government Code Section 16584 and State Administrative Manual Section 8776.6, the CDE will be referring debts to an outside debt collection agency. 
3. SCOPE OF THE PROJECT
As set forth in RFP sections 5.1 Technical Detail Section Requirements and 5.5. Cost Detail Section Requirements, the bidder must plan and budget for the costs of all subtasks and activities. 
The CDE intends to place an estimated amount of 100 – 400 accounts with the contractor over a one year period, with an average value of $50,000 – $100,000 per account, and an approximate range in total value of $5,000,000 – $40,000,000.

The proposed term of the contract to be awarded under this RFP is from July 1, 2014 through June 30, 2015, with two one-year options to renew for the periods July 1, 2015 through June 30, 2016, and July 1, 2016 through June 30, 2017, at the same or lower rates, under the same terms and conditions. 

The term of the contract (including two additional one-year options) covers three fiscal years: July 1, 2014 through June 30, 2015; July 1, 2015 through June 30, 2016; and, July 1, 2016 through June 30, 2017, a total of 36 months. (See RFP Section 4.8 for the definition of “fiscal year.”)

This RFP seeks proposals addressing 12 main tasks:

Task 1 – Coordination and Communications with CDE 

Task 2 – Report, Invoice, and Data File Requirements

Task 3 – Contract Administration Practices
Task 4 – Debt Collection Practices and Account Management 

Task 5 – Automated Collections

Task 6 – Manual Collections

Task 7 - Locating Debtors and Assets

Task 8 – Uncollected Accounts

Task 9 – Funds Collected

Task 10 – Availability

Task 11 – Customer Service Practices, Processes, and Procedures

Task 12 – Additional Proposal Requirements

Task 1 – Coordination and Communications with CDE


The contractor shall coordinate communications with the CDE during the entire contract period. The contractor shall provide timely and accurate communication and coordination with CDE staff and other policy, administrative, and advisory groups; attend and provide minutes for required meetings; adhere to the CDE Approval Schedule Requirements (see RFP Section 3, Task 1.4) for project deliverables; and generate and deliver the required reports. The contractor’s proposal must include the following information to address Task 1 activities which include the following subtasks:

1.1 Orientation Meeting 
Include an orientation meeting that is to occur within the first two weeks of the commencement of this contract. All key contractor and subcontractor personnel, including the management team, must meet in person with the CDE for at least one full day at the CDE headquarters in Sacramento, California, at the contractor’s cost.

1.2 Monthly Management Meetings 

Include a plan for conducting monthly management meetings between the contractor and the CDE. The monthly meetings may be held in-person at CDE or may be conducted by telephone or videoconference technology. The contractor, contractor’s staff and any subcontractors that the CDE requests must be included in the meetings as appropriate to the task. The contractor must develop the meeting agenda in coordination with the CDE, take minutes, and, within five working days after the meeting, submit the minutes to the CDE by e-mail for review and approval.

1.3 Second Year Meeting

Include a plan for conducting a Second Year meeting that is to occur no later than April 15, 2015 to confirm the procedures and timeline for implementing Second Year activities. All key contractor and subcontractor personnel, including the management team, must meet in person with the CDE for up to two hours. Meeting may be held in-person at CDE headquarters or may be conducted by telephone or videoconference technology. The meeting must address all tasks, time lines, questions, and concerns related to the project. 

1.4 CDE Approval Schedule Requirements

Include a plan for complying with the CDE Approval Schedule Requirements. The contractor may not disseminate any written information, materials, or deliverables to the field, public, or any other third party without the CDE’s prior written approval. The contractor is responsible for allowing sufficient time for the CDE to review the deliverables, and if necessary, for the contractor to make modifications as directed by the CDE to review and approve the revised submission. The contractor is responsible for any costs associated with making modifications to deliverables necessary to obtain approval by the CDE. The contractor’s work plan and timeline must specifically conform to the CDE approval schedule. The bidder must acknowledge on the Bidder Certification Sheet (Attachment 1) that it will comply with the CDE Approval Schedule Requirements.

Unless otherwise specified in this RFP or agreed to in writing by the CDE, the contractor must: (1) allow at least 10 working days for the CDE to initially review each submission; (2) make all modifications within five working days from receipt of the changes directed by the CDE; and (3) allow the CDE at least five working days to review the modified submission. Review of draft reports may require 15-30 working days for CDE review. An approval/sign-off for any deliverable will be provided only when the CDE is satisfied with the submission. The contractor is responsible for any costs associated with making modifications to deliverables necessary to obtain CDE approval (see RFP Section 5.5 Cost Detail Requirements).
The CDE’s review and approval of any reports will typically be limited to a review of contract adherence, inclusion of all required report sections, and adherence to the CDE Style Manual, Correspondence Guide, and Web posting requirements. Occasional report content edits may be required, but in all cases the integrity of the independence of the evaluation will be maintained.

Task 2 – Data Files and Invoice Requirements



The contractor shall be responsible for a variety of activities related to data files and report requirements. The contractor must adhere to the CDE Approval Schedule as stated in RFP Section 3, Task 1.4 in generating and delivering required reports. The contractor’s proposal must include the following information to address Task 2 activities which include the following subtasks:
2.1   Monthly Written Progress Reports 
A.  
Specify that the contractor will produce (in Microsoft Excel) and submit (in hard copy and electronic format) a Monthly Progress Report to the CDE by the 5th business day following the end of each month.
B.  Specify that for each Monthly Progress Report the contractor shall include the following information by month and year-to-date:
1. The CDE account number (provided by the CDE to the contractor upon assignment);
2. Debtor’s name;
3. Debtor’s vendor number;
4. The amount of each account; 
5. The profile or status of each account, including, but not limited to the following:
a. The number of letter contacts with the debtor;

b. The number of phone contacts with the debtor;

c. The number of days between the contractor’s assignment of the account and a letter and/or phone contact with the debtor;

d. The number of total contacts (letter and phone) with the debtor; and,
e. Closed due to debtor payment, date closed;

6. The number of accounts returned to CDE uncollectible, using the Uncollected Debt Codes outlined in RFP Section 3, Task 8.2 Table 2; 
7. For those accounts successfully collected, the amount of the commission earned by the contractor for each collected account; and,
8. The amount paid to the CDE.

C. Specify that the Monthly Progress Report must be signed by the contractor’s Project Manager.
D. Specify that the Monthly Progress Report shall be submitted to the CDE at the location identified in subtask 2.2 Monthly Invoice.
2.2 Monthly Invoice
A. Specify that the contractor shall submit to the CDE once per month a Monthly Invoice within five calendar days of the end of each month in triplicate with the Monthly Progress Report. Additionally, the contractor’s name must be printed on the invoice and each invoice shall be identified by an invoice number. 
B. Specify that the contractor’s Project Manager must sign one hard copy. Upon execution of a contract, for services satisfactorily rendered, and upon receipt and approval of the invoices, the CDE will compensate the contractor, in arrears, for expenditures in accordance with the rates and payment provisions specified in the contract between the CDE and the contractor. The rates may not exceed the rates as specified in the bidder’s proposal. 
C. Specify that the Monthly Invoice shall be submitted to:

California Department of Education

Fiscal and Administrative Services Division

Accounting Office

Cashier, Collections, and Time Accounting Unit
Attn: Stephanie Truong

1430 N Street, Suite 2213

Sacramento, CA 95814

 2.3    Annual Progress Report 
Specify that the contractor shall deliver an Annual Progress Report by August 30 of each year which includes overall findings for each year 2014-15, 2015-16, and 2016-17 separately by year and by total years detailed in RFP Section 3, Task 2.1. The Annual Progress Report must include cumulative data for the year-to-date in the categories specified in RFP Section 3, Task 2.1, as well as the following: 

A. Number of delinquent accounts; and,
B. A report showing the total number and percentage of delinquent accounts. 

2.4 Data Files and Reports
Specify that the bidder shall acknowledge on the Bidder Certification Sheet (Attachment 1) that it will adhere to the CDE Style Guidelines, Web standards, and data file requirements. The CDE Style Guidelines and Web standards are available via the CDE Web Standards Web page at http://www.cde.ca.gov/re/di/ws/webstandards.asp. Unless otherwise specified in this RFP, all final documents must be provided in Microsoft Word 1997-2003 format. With prior approval from CDE, the contractor may also use Adobe Acrobat or any other CDE approved software. Any document (e.g., Web page, document, survey, application) to be posted on the Internet (not just any CDE Web site but any Web site) must meet CDE Web standards, including but not limited to the CDE Style Guidelines and Web standards, including the CDE Accessibility Standards. Whether documents are provided as word or PDF, the documents must be fully accessible to person with disabilities including at a minimum they that they are text based, have the correct reading order, and all non-text elements, (e.g., pictures, charts , graphs) have fully equivalent alternative text and alt text tags.  After a document has been fully approved by the CDE, the successful contractor must ensure that the material meets the CDE Accessibility Standards. Additionally, PDF Documents must be tagged for accessibility. Accessibility requirements are not waived because content is received from schools or any other 3rd party. All fully approved PowerPoint documents, for posting on the Internet must be delivered to the CDE with a text only Word version, with fully equivalent alternative text for every non-text element (e.g., graphics, pictures, charts, graphs). Videos or Webinars that are posted to any Web site must be fully captioned and meet CDE Web standards. The successful contractor must provide resources with knowledge, skills, and abilities to deliver Section 508 accessible products. If needed during the contract period, the contractor may request to meet with the CDE Web Application Review Team (Web ART) to answer questions about proposed accessibility strategies and request Web ART to review a small sample of a deliverable to help guide the process.  

Specify that unless otherwise specified, all data files must be delivered in text files using a comma separated values (CSV) format with double quote field delimiters. The file must be encrypted using FIPS 140-2 validation product that can be incorporated into Microsoft Access and Microsoft SQL Server. 

Specify that the CDE must approve all material and/or deliverables developed in conjunction with this contract (See Task 1.5 CDE Approval Schedule requirements). The successful bidder may not disseminate any written information, materials, or deliverables to the field, public, or any other third party without written approval by CDE. The contractor is responsible for allowing sufficient time for CDE to review the materials and/or deliverables, and if necessary, for the contractor to make modifications as directed by CDE to review and sign-off on the revised submission. The contractor is responsible for any costs associated with making modifications to materials and deliverables necessary to obtain sign-off by CDE. 
Specify that the CDE and all authorized state control agencies must have access to all internal and external reports, documents, data and working papers used by the contractor and subcontractors in the performance and administration of this contract. CDE shall monitor all aspects of the contractor's performance.
Task 3 – Contract Administration Practices  

The contractor must provide in detail the approach to implementation of the agreement. The contractor’s Proposal must include the following information to address this area:

3.1  
Provide a detailed Implementation Plan indicating the steps the contractor will take to be ready to accept debt placements, within 14 business days of the date of the execution of the contract. Address such items as staffing, facilities, Information Technology (IT) implementation, and compliance with contract requirements. Provide a detailed approach to change/risk management for IT and business processes.
3.2  
Provide a detailed approach to staffing.

3.3 
Provide a detailed description of risk management approach demonstrating how the Contractor identifies areas of risk and develops mitigation strategies to ensure successful implementation and to minimize disruptions of service. The description should include:
A. The name of the individual the contractor will charge with the task of managing change/risk for the contract and the extent of that individual’s experience managing change/risk.

B. Any specific training/certifications the individual has received in the areas of change/risk management.

C. The contractor’s average turnover rate for collection staff.

D. The steps the contractor takes to minimize disruptions in service due to turnover, including what the contractor does to ensure the successor will meet the expectations set forth in the contract with regards to customer service, caseloads, and collections success.

E. An example of the collection supervisor’s ability to manage turnover (include the client and nature of work, the scope of the turnover issue and what the supervisor did to minimize the disruption of service).
3.4 
The contractor must describe in detail how it will meet the following task of establishing accounts submitted by the CDE for debt collection services.

A. Under the term of the contract awarded from this RFP, the CDE anticipates establishing the following accounts with the contractor for services approximately 100-400 accounts with an approximate range in value of $50,000,000 - $100,000,000. 

B. In the event the CDE elects the option to renew the agreement for up to two additional one-year terms, the following accounts will be submitted to the contractor for the establishment of debt collection services approximately 200 accounts with an approximate range in value of $5,000,000 - $40,000,000. 

C. Within ten days of the execution of the contract awarded from this RFP, and thereafter by the fifth business day of each month under the term of the contract, the CDE will submit to the contractor approximately 30-100 specific accounts to be established for collection activities. The age, quantity, and average account balances of those accounts are estimated as follows (Table 1):

Table 1
	Account Age
	Qty

	Older than 5 years:
	20

	4-5 years:
	20

	3-4 years
	20

	2-3 years:
	20

	1-2 years:  
	10

	120 days -1 year:
	10

	Total
	100


D.  To allow for optimal debt collection activities, no new accounts shall be established with the contractor for debt collection services within a minimum of two months prior to the expiration or termination of the contract.  

E. Contractor shall provide for security in the areas of handling, storage, and shipment of any documents or records pertaining to this contract, which must be safe-guarded to guarantee the integrity of the security features.

F. Contractor shall allow CDE representatives to enter their premises at any time to evaluate security, storage facilities, security procedures, and transportation of security items and records.

G. In case of suspension of work from any cause whatsoever, the contractor will be responsible for all materials and must properly store and secure them if necessary.

H. Provide a detailed description of the contractor’s internal audit program used for the recording, checking and reporting of services performed, for the control of funds, and for ensuring data security. Indicate the types of audits performed and the frequency in which they are performed.

I. A detailed overview of the contractor’s quality assurance processes, including procedures to review collector phone calls, collection actions, and system transactions to ensure accuracy and an optimal level of customer service is provided to the debtor. 

J. A detailed staffing plan demonstrating the contractor’s ability to effectively handle the volume of accounts in a timely and efficient manner, as well as the flexibility to manage resources in the event of an increase or decrease in placement volumes.

Task 4 – Debt Collection Practices and Account Management 

Contractor will provide their general approach to debt collection practices. The contractor’s proposal must include the following information to address this area:
4.1  
Method of prioritizing ARs and assigning appropriate resources (automated or manual) to the account based on potential collections and cost effectiveness. Indicate the extent to which such procedures and processes are manual or automated.

4.2  
Method of documenting automated and manual debt collection attempts (e.g., on-line updates, etc.) and the ability of the contractor to prove that such attempts are being made, including the results of the attempt. Provide a sample of the management reports provided to clients, particularly those provided to other governmental agencies, on an account-by-account basis and on a monthly, quarterly or annual basis summarizing debt collection activities and results.

4.3  
Within ten business days of the contractor’s receipt from CDE of any ARs to be collected, the contractor shall begin debt collection efforts and shall engage in debt collection activities up to a maximum period of six months. For each AR successfully collected, the contractor will be paid the amount specified in Exhibit B, Budget and Payment Provisions. 

4.4  
The contractor is prohibited from modifying any CDE debt, unless specified in writing by the CDE. 
4.5
Contractor shall ensure that no more than 15 business days shall elapse between debt collection attempts. 

4.6  
CDE may recall any or all ARs from the contractor, as a result of an administrative action, decision, offset action, and/or legal decision. If this occurs, the contractor will immediately stop all debt collection activities.

4.7  
The contractor will report AR recalled by CDE and accounts being returned by the contractor. Upon notification by CDE, the contractor agrees to suspend action either temporarily or permanently on any AR referred for collection.

4.8  
Account Correspondence
A. The contractor will periodically receive correspondence from debtors regarding their AR.

B. All nonpayment correspondence (any correspondence other than a payment) must be bundled and submitted monthly to CDE at location identified in RFP Section 3, Task 4.2.  

4.9 
Account Records

A. 
ARs assigned by CDE must be monitored and maintained by the contractor on an automated computer system.

B. The contractor must maintain separate records, satisfactory to CDE, concerning the accounts referred to them. Such records will be available for inspection and audit without prior notice from CDE or CDE’s appointed representative.
C.
The contractor will be responsible for all costs of the preparation for an audit of such books and records.  

D. 
The contractor will maintain copies of all assignment files and other significant files and records, and make them available upon request by CDE.

E. 
The contractor will maintain a written record of all debt collection activities and any other documentation to minimize disruption of service under the contract in the event of personnel change during the contract period.

F. 
Except where this contract is terminated early, the contractor will be allowed to retain each AR in their inventory for six months from the date the account was established with the contractor.

G. 
Contractor shall not make any use whatsoever, except as provided in this contract, of any AR established with the contractor. The contractor shall maintain maximum-security control to prevent any unauthorized use of accounts assigned by CDE. 

4.10 
Disputed Accounts
A. 
When there is concern regarding the validity of an AR (e.g., the debtor disagrees with the amount owed etc.), the contractor must suspend all debt collection efforts until the issue is resolved. The contractor must contact CDE for instructions before resuming debt collection activity on the AR.

B.
If CDE requests that the disputed AR be returned to CDE, the contractor will provide to the CDE the AR file, labeled as a Code 5 (see RFP Section 3, Task 8.2, Table 2) and must include all account information, notes, and debt collection efforts made by the contractor. 

4.11


Litigation 

A. 
The contractor is not authorized to accept service of process on behalf of CDE or represent CDE in any court proceedings.

B.
The contractor shall immediately notify the CDE of any written or verbal communication regarding legal proceedings pursuant to any work under this contract. 

C.

The contractor shall forward to CDE a copy of any lawsuit referencing an account within 24 hours of receipt and shall immediately cease debt collection activity on the AR in question. CDE will recall any account for which the contractor has failed to meet this requirement within the required period. 

Task 5 – Automated Collections  

The contractor must provide in detail their approach to automated debt collection practices. The contractor’s proposal must include the following information to address this area:
5.1
Provide a list of all automated tools used by the contractor to collect debt. Include the frequency of system upgrades for these tools.

5.2
A detailed overview of the frequency of automated debt collection attempts such as letters and predictive dialer contacts.

5.3  
Provide a detailed overview of the automated debt collection processes to be used, such as debt collection letters and predictive dialers.

Task 6 – Manual Collections 

The contractor must provide in detail their approach to manual debt collection practices. The contractor’s proposal must include the following information to address this area:

6.1
Provide a detailed overview of the manual debt collection processes to be used.

6.2 
Provide the number of collectors to be assigned to the workload and the average expected caseload for each collector.
6.3 
A detailed overview of the tools and resources provided to collection staff, including manual debtor and asset locator tools.

6.4 Training plan in regard to debtor/asset location tools and negotiation/resolution skills. Include the frequency of training, content, and ratio of collection leads/supervisors to collection staff.

Task 7 – Locating Debtors and Assets  

The contractor must provide in detail their ability to locate debtors and assets. The contractor’s proposal must include the following information to address this area:

7.1

A detailed description of all skip-tracing tools and resources available and the types of information each provides. Indicate the extent to which debtor and asset location tools, procedures and resources are manual or automated/on-line.

7.2 
Provide a detailed overview, including frequency and prioritizing criteria, of the automated debtor/asset location processes to be used.

Task 8 – Uncollected Accounts 

The contractor must provide in detail the method used to return uncollected accounts to CDE. The contractor’s proposal must include the following information to address this area:

8.1 
When the contractor is unable to collect part or all of an AR within six months of the date the AR was submitted by the CDE to the contractor for debt collection services, the contractor will return the account to CDE within ten calendar days after the end of the sixth month.

8.2

Any account being returned by the contractor as “uncollected” must be identified as uncollectible under one or more of the following “Uncollected Debt Codes” (Table 2) and be accompanied by a complete transcript of the account and debt collection efforts made.



Table 2
	Uncollected Debt Codes

	Codes
	Description

	1
	Debtor cannot be located

	2
	Debtor unable to pay (no assets)

	3
	Debtor has filed for bankruptcy

	4
	Debtor requests an installment repayment agreement

	5
	Debtor disputes the account

	6
	CDE requests return of account for write-off or discharge

	7
	CDE requests return of account for other reason


8.3 Upon the expiration or termination of the contract awarded by this RFP, the contractor will mail a notice to all remaining debtors. The notice must advise the debtor that the debtor’s AR is being returned to CDE, and that any future payments must be submitted directly to the CDE. If the contractor receives payment from the debtor after such notification has been provided, the contractor will return the payment to the debtor with a copy of the notice.


Task 9 – Funds Collected 

The contractor must provide in detail their approach to the remission of funds collected to CDE. The contractor’s proposal must include the following information to address this area:

9.1
Funds collected must be in the name of the contractor. CDE will not issue any type of check endorsement stamps. 

9.2
Contractor shall remit to the CDE 100% of each debt collected by the contractor.  

9.3
Contractor shall remit funds collected to the CDE by the fifth business day of each month via a check payable to the CDE.  The check, which shall be accompanied by a detailed list that identifies the specific accounts collected, shall be mailed to the location identified in RFP Section 3, Task 2.2.
9.4
In those cases where an account is assigned to the contractor, and within ten days the CDE receives payment for that account, the payment shall be credited to the CDE, not the contractor. The contractor shall not receive payment, as outlined in Exhibit B, Budget and Payment Provisions, on that account.

9.5
Any funds received by the contractor which are in excess of that which is due, are to be considered overpayments. All funds considered overpayments shall be forwarded to CDE in full with an explanation that the amount is an overpayment. The contractor shall not be entitled to a base commission fee for overpayments and shall not retain any portion of an overpayment.

9.6
Contractor shall be responsible for the loss of any funds collected while the funds are in the custody of the contractor. 

9.7
Contractor shall not share in funds collected by CDE as a result of exercising authority for the right to offset granted by Government Code Section 12419.5. CDE will promptly notify the contractor of any offset monies received.

Task 10 – Availability 

CDE will evaluate the contractor’s availability to debtors. The contractor’s proposal must include the following information to address this area:

10.1

A description of the methods the contractor employs to ensure the debtor has access to the contractor, including but not limited to:
A. Bilingual assistance

B. Off-hour availability

C. Americans with Disabilities Act assistance

D. Web access

10.2
Samples of debt collection letters, predictive dialer messages, Interactive Voice Response System Decision Trees, and pre-scripted “talk offs”. Prior to the commencement of debt collection services under the contract awarded from this RFP, each of the contractors’ phone scripts for debt collection activities must be reviewed and approved by CDE (see RFP Section 3 Task 1.4). CDE reserves the right to modify the contractor’s phone scripts to reflect CDE’s goal of fair and equitable treatment of the debtor. In no case will the contractor use a phone script that has not received prior approval by CDE. All phone greetings must clearly identify the contractor’s name during the introduction and must project a professional and courteous tone. 

10.3

A description of the types of resolutions and payment methods offered to debtors such as:

A. Cash, check, money order

B. Credit card

C. Pay-Pal

D. Web-Pay

E. Electronic Funds Transfer/Direct Deposit

10.4
A description of the contractor’s responsiveness to debtor inquiries including (but not limited to) turnaround timeframes for voice messages and written correspondence and the service level and level of access for contractor’s incoming calls.

Task 11 – Customer Service Practices, Processes, and Procedures 

The contractor must provide in detail the contractor’s general approach to customer service. The contractor’s proposal must include a description of the contractor’s general approach to providing customer service to debtors including:
11.1
The contractor’s customer service philosophy and definition of customer service.

11.2
How the contractor’s general approach to customer service is integrated into the contractor’s debt collection practices.

11.3
How the contractor ensures compliance with the Fair Debt Collection Practices Act and all other applicable laws, rules, and regulations.

11.4
A description of the contractor’s policies and processes for preventing, monitoring, and addressing complaints against collectors and/or debt collection actions.
Task 12 – Additional Proposal Requirements 
12.1
Experience


The contractor’s proposal must include the following information to address this area:

A. A certification of being in the debt collection business for at least five years and detail the extent of activity over these years.

B. The average years of debt collection experience for the contractor’s collection staff and the expected years of experience for collection staff assigned to this Agreement.
12.2

B
usiness Resumption and Disaster Recovery

CDE will evaluate the contractor’s quality assurance processes. The contractor’s proposal must include the following information to address this area:

A. A description of the contractor’s Operational Recovery Plan for resumption of business in the event of a disaster.

B. A description of the contractor’s Data Recovery Plan for resumption of business in the event of a disaster.

12.3
Partnering 


In addition to the requirements set forth in RFP Section 3, Scope of the Project, the contractor’s proposal must include a detailed description of the contractor’s partnering approach with CDE, including; responsiveness to requests from CDE; and how the contractor identifies and communicates issues and possible solutions to resolve and prevent them in the future.

4.
GENERAL PROPOSAL INFORMATION

4.1 
Bidder Eligibility 

Sole proprietorships, partnerships, public or private agencies, unincorporated organizations or associations may submit proposals in response to this RFP. The bidder must be legally constituted and qualified to do business within the State of California. If required by law, any business entity required to be registered with the California Secretary of State must submit a current Certificate of Good Standing issued by the California Secretary of State. The required document(s) may be obtained through the Certification Unit at (916) 657-5251 or through the following Web site: http://www.sos.ca.gov/business/be/information-requests.htm 

Note: Allow sufficient time to obtain the certificate from the California Secretary of State. 

If the bidder’s legal status does not require a filing or registration with the California Secretary of State, a separate paragraph in the Technical Proposal must clearly state the bidder’s legal status and evidence that it is legally constituted and qualified to do business with the State of California. With the exception of organizations whose legal status precludes incorporation (i.e., public agencies, sole proprietorships, partnerships) bidders that are not fully incorporated by the deadline for submitting proposals will be disqualified.



The bidder responding to this RFP must serve as the Prime Contractor and will be the responsible entity in ensuring that all tasks and activities are competently and successfully completed.
4.2 
Minimum Qualifications for Bidders 
Bidders must have a minimum of five years (within the last 10 years) full-time experience in debt collection services:

A. Bidders must describe their prior experience in conducting projects of a similar nature and scope including length of experience. This section must describe the bidder’s experience in debt collection services. The bidder must provide  an overview of the contractor’s corporate culture, the description should include but not be limited to: 

1. The contractor’s mission statement and corporate values;
2. A certification of being in the debt collection business for at least five years within the last 10 years and detail the extent of activity over these years; and,
3. The average years of debt collection experience for the contractor’s collection staff and the expected years of experience for collection staff assigned to this Agreement; and,
B. The contractor’s experience in complying with government contracts and a description of the extent of experience the contractor has in administering and complying with the terms of government debt collection contracts.
Project Manager 
C. The Project Manager is the bidder’s primary person assigned to oversee the project. The Project Manager must be an employee of the prime bidder and will act as the liaison between the CDE and all other project staff. The Project Manager is responsible for ensuring completion of all project deliverables. Minimum qualifications: five (5) years of recent experience (within the last 10 years) in managing similar projects of comparable scope and size. 
D.  The Project Manager must be accessible to the CDE Contract Monitor at all times during normal CDE business hours. In addition to other specified responsibilities, the Project Manager will be responsible for all matters related to the bidder’s project staff/personnel including, but not limited to:
1.
Supervising, reviewing, monitoring, training, and directing all project staff/personnel.

2.
Overseeing personnel assigned to complete the required work as specified.

3.
Maintaining project files.

4. Implementing and maintaining quality control procedures to manage conflicts, insure product accuracy, identify critical reviews and milestones.

5.
Submitting monthly progress reports and invoices in a timely matter. 
Fiscal Manager
The Fiscal Manager is the bidder’s fiscal person responsible for the fiscal oversight and management, invoicing and accounting for this entire project. The Fiscal Manager must be an employee of the prime bidder. Minimum qualifications: The Fiscal Manager must possess a degree in accounting or related field, and have at least three years of recent experience (within the last five years) providing fiscal oversight and management of large complex contracts comparable to the size and scope of the project described in this RFP.

Personnel and Project Staff Qualifications

The abilities of the Project Manager and assigned project staff/personnel are crucial to the success of the project. This project poses multiple project management challenges, which require an experienced Project Manager and staff/personnel. In particular, meeting the project schedule and ensuring that effective project-related communications are maintained requires a high level of organizational and leadership ability.
This section must describe how the bidder’s personnel and project staff meet the desirable qualifications stated in items A, B, and C, in addition to addressing items D, and E. The requirements of this section include:
A. A minimum of five years’ experience and demonstrated work history conducting the tasks as described in this RFP.
B. Assigned key project staff/personnel must be capable of assisting the Project Manager in all aspects of project work.
C. Identification in Section 5.1 A. Management and C. Personnel of the Project Manager, Fiscal Manager, and key staff/personnel proposed for each task, along with the name, job position title and the specific responsibilities assigned to each of the key staff/personnel. 
D.  An organization chart that identifies the personnel and functions proposed to be utilized in the project. Identification in Section 5.1 C. Personnel, all other individuals/personnel (non-key staff) proposed for each task by name or job position title, and the specific responsibilities to be assigned to each non-key individual or job position.
E. Acknowledgement that the assigned project staff/personnel cannot be changed or substituted without the CDE Contract Monitor’s prior approval and formal amendment approved by the Department of General Services (DGS). Any substitution of personnel shall meet or exceed the qualifications and experience level of the previously assigned project staff/personnel.

4.3
RFP Schedule of Events
	Activity
	Action Date

	
	

	Request for Proposal Released
	Friday, February 7, 2014

	
	

	Intent to Submit a Proposal  
	Friday, February 21, 2014 (2 PM, PT)

	
	

	Receipt of Questions from Bidders Due
	Friday, February 21, 2014 (2 PM, PT)

	
	

	CDE Response To Questions received
	Friday, February 28, 2014 (Tentative)

	
	

	Proposals Due

	Wednesday, March 26, 2014  (2 PM, PT)

	
	

	Review of Proposals 





	Tuesday, April 1, 2014 – Thursday, 
April 10, 2014 (Tentative)

	
	

	Five-day Posting of Intent to Award (5-business day posting period)





	Monday, April 21, 2014 - Friday, 
April 25, 2014 (Tentative)

	
	

	


Anticipated Contract Start Date





	Tuesday, July 1, 2014


4.4
Contract Funding and Time Period
A. Funding 

Contract funding is contingent upon appropriation in the annual Budget Act. (See Funding Contingency Clause in sample contract, Attachment 16, Exhibit B). The total amount available for this project is $60,000.00.
If insufficient funds are appropriated for the work in this contract, CDE may cancel the contract with no liability of any kind accruing to or against CDE, its employees, agents, contractors or representatives and the bidder shall not be obligated to perform any work, or the contract may be amended by CDE and the successful bidder to reflect a reduction of work and the reduced appropriation subject to appropriate government agency approval. 

B. 
Time Period

It is anticipated that the contract start date will begin approximately on July 1, 2014 and will be completed approximately on June 30, 2015. The actual starting date of the contract is contingent upon approval of the agreement by the DGS. 
C. Option to Renew

At the sole discretion of the CDE, the contract may be extended by written agreement and formal amendment between the parties, for up to two additional one-year terms, at the same or lower rates, under the same terms and conditions. In the event the contract is extended for two additional one-year terms, the amount available shall be $60,000 for each additional year.
4.5 
Intent to Submit a Proposal 
Bidders are required to submit an Intent to Submit a Proposal (Attachment 9), mailed, e-mailed or faxed, that must be received by the date and time specified in RFP Section 4.3 RFP Schedule of Events. The Intent to Submit a Proposal does not require an organization to submit a proposal however, a proposal will not be accepted unless an Intent to Submit a Proposal (Attachment 9) is submitted on time.

The Intent to Submit a Proposal must be signed by the bidder or the bidder’s representative and include the title of the person signing the Intent to Submit a Proposal and show the date of submission. In the case of e-mailing an electronic signature must be affixed. Questions regarding this RFP may be included with the Intent to Submit a Proposal (see RFP Section 4.6) and must be mailed, e-mailed, or faxed by the date and time specified in RFP Section 4.3 RFP Schedule of Events.
The Intent to Submit a Proposal and questions regarding the RFP must be mailed, e-mailed or faxed to:

California Department of Education

Fiscal and Administrative Services Division 
Accounting Office

Cashier, Collections, and Time Accounting Unit

Attn: Donna Hunt
1430 N Street, Suite 2213
Sacramento, CA  95814
Fax: 916-327-8306
E-Mail: DoHunt@cde.ca.gov

It is the bidders’ responsibility to ensure that the Intent to Submit a Proposal reaches the Fiscal and Administrative Services Division no later than the date and time specified in RFP Section 4.3 RFP Schedule of Events. Proposals for which the Intent to Submit a Proposal (Attachment 9) has not been received by the date and time specified, shall not be accepted.
4.6 
Questions and Clarifications

Bidders may submit questions, requests for clarification, concerns, and/or comments (hereinafter referred to collectively as “questions”) regarding this RFP. All questions must be submitted in writing and may be submitted with the Intent to Submit a Proposal (see RFP Section 4.5). The bidder must include its name, e-mail address, and telephone number with its submission of questions. The bidder should specify the relevant section and page number of the RFP for each question submitted. Questions must be received by the date specified in RFP Section 4.3 RFP Schedule of Events. CDE will make every effort to e-mail its responses to the questions to all who submitted an Intent to Submit a Proposal by the date and time specified in RFP Section 4.3 RFP Schedule of Events. At its discretion, the CDE may respond to questions that are submitted late or not in proper form. The CDE reserves the right to rephrase or not answer any question submitted.
Written questions regarding the RFP will be included in the response to questions posted on the CDE Web site which will occur no later than the date and time specified in RFP Section 4.3 RFP Schedule of Events. 
All questions must be submitted either by e-mail, facsimile, or mail (express or standard). Address e-mails to the contact person identified in RFP Section 4.5.
4.7 
Cost of Preparing a Proposal


The costs of preparing and delivering the proposal are the sole responsibility of the bidder. The State of California will not provide reimbursement for any costs incurred or related to the bidder’s involvement or participation in the RFP process.

4.8 Definitions

· “Account Receivable (AR)” shall mean each delinquent account established with the Contractor for debt collection purposes.  “Assessment” shall mean any systematic method of obtaining information from tests and other sources, used to draw inferences about characteristics of people, objects, or programs, as defined in Standards for Educational and Psychological Testing (1999). 
· “Base Commission Rate (BCR)” shall mean the proposed base commission rate, expressed as a percentage, earned by the Contractor for each account successfully collected. 
· “Bidder” shall mean each and every business entity, sole proprietorship, partnership, public or a private corporation, agency, organization, or association that submits a proposal in response to the RFP.
· “Business day” shall mean the days Monday through Friday, exclusive of CDE observed holidays.

· “Contract” means the resulting contract awarded pursuant to this RFP.
· “Contractor” shall mean the successful bidder selected by the CDE as the business entity to administer its proposal and subsequent contract to support the accomplishment of any tasks described in this RFP.

· “Cost reimbursement contract” provides for payment of allowable incurred costs related to services performed, to the extent prescribed in the contract. These contracts establish an estimate of total cost for the purpose of obligating funds and establishing a ceiling that the successful bidder may not exceed for each line item, except as specified in RFP Attachment 14, Exhibit B, Budget Detail and Payment Provisions, Article 6. Budget Adjustments.
· “Fiscal year” means the state fiscal year July 1 through and including the following June 30.

·  “Specifications” shall mean the minimum specifications required by the CDE for a task, subtask, or activity. Specifications provided in this RFP represent a comprehensive outline of the detail required in the bidder’s proposal for successful accomplishment of a task, subtask, or activity.

· “Subcontract” shall mean any and all agreement(s) between a bidder and another entity (including but not limited to an individual or business) for the accomplishment of any task, subtask or activity, in whole or in part, described in this RFP, or to provide goods or services in support of the work described in this RFP.
· “Subcontractor” shall mean each and every entity (including but not limited to an individual or business) with whom a bidder enters into any agreement for the accomplishment of any task, subtask, or activity, in whole or in part, described in this RFP, or to provide goods or services in support of the work described in this RFP. All persons who are not employees of the bidder are to be considered subcontractors.
· “Successful bidder” shall mean the business entity selected by the CDE as the business entity to administer its proposal and subsequent contract to support the accomplishment of any task(s) described in this RFP.

· “Working day” shall mean days Monday through Friday, inclusive, but exclusive of the CDE-observed holidays.
5.        PROPOSAL SPECIFICATIONS AND SUBMISSION
Bidders must submit one (1) original (clearly marked “original”) and seven (7) copies of the proposal in its entirety, along with all required attachments, and which includes a Technical Detail Section and a Cost Detail Section that addresses in detail all of the tasks, subtasks, and activities in this RFP. 
Also refer to RFP Section 4.2 Minimum Qualifications for Bidders for the experience and staffing requirements, Section 5.2 Technical Detail Section Required Forms and Attachments for the attachments that must accompany the proposal, Section 5.3 Cost Detail Requirements for cost details, and, Section 5.7 Submission of Proposal, for proposal submittal details.
The resulting contract will be a cost reimbursement contract (see RFP Section 4.8 for the definition of cost reimbursement).

5.1
Technical Detail Section Requirements 
Bidders must submit a Technical Detail Section that addresses in detail all of the tasks, subtasks, and activities in this RFP. The Technical Detail Section shall be submitted in accordance with the outline indicated below. Submitting the Technical Detail in this format assures that the Evaluation Panel will not overlook important information contained in your Technical Detail Section.  The Technical Detail Section comprises 70 percent of the combined proposal score. 
The Technical Detail Section must be presented in a narrative format demonstrating the bidder’s ability to meet all qualifications and requirements specified in this RFP. The Technical Detail Section must be clearly organized and easy to follow. All pages of the Technical Proposal Section, including pages with charts, must be numbered sequentially.

A.  
Management


This section of the Technical Detail shall identify the Project Manager, Fiscal Manager, and key staff/personnel proposed for each task, along with the name, job position title and the specific responsibilities assigned to each of the key staff/personnel. 



Include résumés for all key staff/personnel working on the project that will have responsibility for managing, directing, overseeing and/or conducting the work, including but not limited to Project Manager, Fiscal Manager, independent consultants, managers, supervisors, and all other key personnel. (Refer to RFP Section 4.2 Minimum Qualifications for Bidders.)

B.  
Work Plan and Timeline 


This section of the Technical Detail shall include a comprehensive Work Plan and timeline for task completion for all tasks contained in this RFP (see RFP Section 3, Scope of the Project), identify each major task and subtask by which progress can be measured and payments made. The Work Plan and timeline shall specify the estimated hours to accomplish each task/subtask for each fiscal year covered under this contract or part thereof and include proposed task initiation and completion dates, level of effort and chronological dates for each activity. The Work Plan and timeline will also serve as a monitoring document to assure timely completion of tasks as scheduled. The estimated hours specified in this section must correlate with the task hours specified in Section 5.1.C. Personnel. 
C.

Personnel

This section of the Technical Detail shall describe the proposed personnel/staffing plan. The personnel/staffing plan, at a minimum, must: 

Identify by name and position title, all individual members of the proposed management team which includes the Project Manager, Fiscal Manager, as well as, all key staff/personnel assigned to this project who will have primary responsibility for managing, directing, overseeing and/or coordinating the work of assigned staff, subcontractors and/or independent consultants.
Include a statement that includes the job position title and name of each supervisor who has approval authority over each individual/job position title and the relationship of the individual job position title to the bidder, i.e., bidder, bidder’s employee, subcontractor, or subcontractor’s employee.
For each individual member of the management team identified above, include the specific tasks each individual will perform and the specific number of hours the individual will devote to each task for each fiscal year covered under this contract.

Identify by name and position title, the project coordinator assigned to each subcontractor. 


Identify by position title all other supporting personnel (non-key staff) assigned to this project.
D.  
Subcontracts


If subcontractors are to be used, the Technical Detail must include a description of each subcontracted individual or firm and the work to be done by each subcontractor. (Refer to RFP Section 4.8 for the definition of subcontract and subcontractor.) No work shall be subcontracted unless included in the Technical Detail. Include the specific tasks each subcontracted individual or firm will perform and the specific number of hours each subcontractor will devote to each task. Include a resume if the subcontractor is part of the proposed management team or key staff working on the project.

E.  
Capacity 


This section of the Technical Detail must describe the bidder’s capacity and ability to perform and administer all tasks related to this project. If the bidder will be subcontracting a portion of the work, the Technical Detail must include a description of the subcontractor’s capacity and ability to perform the portion of the work in which the subcontractor will be involved.  

F.  
Facilities and Resources


This section of the Technical detail must include a brief description of the prime bidder’s company/business and its ownership structure. Include a description of the prime bidder’s and, if any, subcontractor’s, facilities and equipment. Discuss the location(s) of the office(s) from which the primary work on this contract is to be performed. 
G.  
Bidder References 


Provide three (3) references using the Bidder Reference Form included in this RFP as Attachment 6. References may be contacted to verify the information provided on the form. Failure to complete and include the form with the Technical Proposal will cause your proposal to be rejected and deemed non-responsive. 

5.2
Technical Detail Section Required Forms/Attachments
The Technical Detail Section must include the following correctly completed forms and attachments:

A. Bidder Certification Sheet (RFP Attachment 1) must be completed and signed by an individual who is authorized to bind the bidder contractually.  The Bidder Certification Sheet must be completed and submitted with the original Technical Proposal and a copy of the form included with each copy of the Technical Proposal.
B. Bidders Proposed Cost Cover Page must be submitted as instructed in RFP Section 5.5 Cost Detail Requirements.  Failure to adhere to these instructions will result in rejection of the proposal.
C. Bidder’s Proposed Cost Detail Worksheet (RFP Attachment 3) must be submitted as instructed in RFP Section 5.5 Cost Detail Requirements.  Failure to adhere to these instructions will result in rejection of the proposal. 
D. Contractor Certification Clauses CCC-307 (RFP Attachment 4). The CCC-307 is also available on-line at: http://www.documents.dgs.ca.gov/ols/CCC-307.doc). Page one must be completed, signed, and dated with an original signature on the form and be included in the original Technical Proposal and a copy of the form included with each copy of the Technical Proposal.
E. Federal Certifications (RFP Attachment 5) must be completed, signed and dated with an original signature on the form and included in the original Technical Proposal and a copy of the form included with each copy of the Technical Proposal.
F. Darfur Contracting Act Certification (RFP Attachment 6) must be completed if the business entity (bidder) currently or within the previous three years has had business activities or other operations outside the United States. Or, if the business entity (bidder) has not within the previous three years had business activities or other operations outside the United States, then the or Darfur Contracting Act Certification Supplemental (RFP Attachment 6a) form must be completed. The completed form must be signed and dated with an original signature and included in the original Technical Proposal and a copy of the form included with each copy of the Technical Proposal.
G. Bidder References (RFP Attachment 7) Bidders must provide three (3) references using the Bidder References form included in this RFP. References may be contacted to verify the information provided on the form. Failure to complete and include the form with the Technical Proposal will cause your proposal to be rejected and deemed non-responsive.
H. Small Business Preference Sheet (RFP Attachment 8) must be completed, signed and dated with an original signature on the form included in the original Technical Proposal and a copy of the form included with each copy of the Technical Proposal. If the preference is being claimed, a paper copy from the Office of Small Business and Disabled Veterans Business Enterprise Services (OSDS) Web site http://www.bidsync.com/DPXBisCASB must be included. 
I. Attachment Checklist (RFP Attachment 9) must be completed and submitted with the original Technical Proposal, along with originals of all correctly completed required forms/attachments. A copy of the form and required forms/attachments must be included with each copy of the Technical Proposal. The CDE will review the contents of the Attachment Checklist for the presence and completion of all required forms/attachments. Proposals that do not provide all of the correctly completed forms/attachments as required by the RFP will be rejected as non-responsive.
J. The Payee Data Record (STD. 204) must be fully completed, signed and dated with an original signature on the form included with the original Technical Proposal and a copy of the form included with each copy of the Technical Proposal. This form may be accessed at: http://www.documents.dgs.ca.gov/dgs/fmc/pdf/std204.pdf
5.3 
Technical Detail Section - Conditional Attachments

The following two (2) attachments are required by the successful bidder of this RFP, upon award of the contract, and do not need to be included with the bidders’ Technical Proposal. However, bidders’ are required to certify on the Bidder Certification Sheet (RFP Attachment 1)  that Attachment 11 and Attachment 12 will be completed and signed in accordance with the instructions indicated below:

A. The Conflict of Interest and Confidentiality Statement (Attachment 11) must be completed, signed and dated by the successful bidder, and all its subcontractors, as a condition of receipt of the contract. By signing the Bidder Certification Sheet (RFP Attachment 1) the bidder agrees to comply with this requirement.  

B. The California Department of Education Computer Security Policy (RFP Attachment 12) must be completed, signed and dated by the bidder, subcontractors and each of their employees engaging in services to CDE related to this RFP and the resulting contract and kept on file by the bidder and made available to the CDE upon request, as a condition of receipt of the contract. By signing the Bidder Certification Sheet (Attachment 1) the bidder agrees to comply with this requirement.  

5.4 
Technical Detail Section - Preference Programs
The State of California (State) has the following preference program to encourage participation in state contracts by various segments of the business community:

A. Small Business Preference - A five percent (5%) bid preference is available to a certified small business firm. The Small Business preference will be applied to those bidders declaring their eligibility on the Small Business Preference Sheet (Attachment 8). Information regarding this preference program may be obtained at http://www.dgs.ca.gov/pd/Home.aspx. 
B.
The CDE WILL NOT require Disabled Veteran Business Enterprise Program participation for this contract (Public Contract Code Section 10115 et seq.).
5.5 
Cost Detail Section Requirements
Bidders Proposal must include a Cost Detail Section that consists of a Bidder’s Proposed Cost Cover Sheet (Attachment 2) (see RFP Section 5.6, Bidder’s Proposed Cost Cover Sheet) and a Bidder’s Proposed Cost Detail Worksheet (Attachment 3) (see RFP Section 5.7, Bidder’s Proposed Cost Detail Worksheet) that addresses in detail the costs proposed. The Cost Detail Section shall be submitted in accordance with the outline indicated below. Submitting the Cost Detail in this format assures that the Evaluation panel will not overlook important information contained in your Cost Detail Section. The Cost Detail Section comprises 30 percent of the combined proposal score. 

A. All proposals will require bidders to include a proposed Base Commission Rate (BCR) and Target Recovery Rate (TRR) for performing the work specified in the RFP. The bidders proposed BCR will be expressed as a percentage of each dollar collected. For example, a proposed BCR of 18% would result in a payment from CDE to the Contractor of 18 cents for each dollar collected.  The proposed BCR shall not exceed 25%.

B. The bidder’s proposed TRR will be expressed as a percentage of the total value of accounts placed over the course of the contract period.  For example, a proposed TRR of 3.3% means the contractor expects to collect an average of 3.3 cents for every dollar placed. 

C. The bidder whose combined BCR and TRR provides the best expected net return to the CDE will be considered the lowest bidder.  See Section 6, Evaluation Process for detailed information regarding the Cost Detail Section.  
5.6 Bidder’s Proposed Cost Cover Sheet
The first page of the Cost Detail Section must be a Bidder’s Cost Cover Sheet (Attachment 2). Only the Bidder’s Cost Cover Sheet will be read at the bid opening.  The Bidder’s Cost Cover Sheet must indicate only the BCR and the TRR for performing the work specified in the RFP without any cost breakdowns. 

5.7 Bidder’s Proposed Cost Detail Worksheet

The second page of the Cost Detail Section must be the Bidder’s Proposed Cost Detail Worksheet (Attachment 3), showing the detailed breakdown showing how the BCR and TRR were computed (see RFP Section 6.D Phase III, Cost Detail Scoring).
5.8 Submission of Proposal

A. Proposals must provide clear and concise descriptions of the bidder’s ability to satisfy the requirements of this RFP. The proposals must include all requirements specified in this RFP, Section 5.1-7. Omissions, inaccuracies or misstatements will be sufficient cause for rejection of a proposal.
B. The original proposal must be single sided and marked “ORIGINAL COPY.” All documents contained in the original proposal package must have original signatures and must be signed by the person who is authorized to bind the bidder. All additional sets of the proposal may contain photocopies of the original package. Due to limited storage space, the proposal package should be prepared in the least expensive method. Do not use fancy bindings such as spiral bindings or 3-hole punch.
C. CDE does not accept alternate Agreement language from a bidder (Sample Standard Agreement and Exhibits A through E, Attachment 14). A proposal with such language will be considered a counter proposal and will be rejected. The State General Terms and Conditions (GTC) are not negotiable. The GTC 610 may be viewed at: http://www.dgs.ca.gov/ols/home.aspx 
D. Proposals shall be submitted as follows: 
1. Contained in one sealed package/envelope: The original full proposal and seven (7) copies, with all requirements specified in RFP Section 5.
2. Proposals must be received by the CDE no later than the date, time specified in RFP Section 4.3 RFP Schedule of Events, at the location specified in Section 5.8.G and 5.8.H. 
3. The proposal’s package/envelope label must be plainly marked with the RFP number, the bidder’s title, firm name, address, and must be marked with “DO NOT OPEN,” as shown in the following label example: 
	-PROPOSAL-

	DO NOT OPEN

	RFP Number CN140013
Debt Collection Services RFP



	California Department of Education
1430 N Street, Suite 2213

Sacramento, CA  95814


4. Proposals not submitted under sealed cover and marked as indicated above may be rejected. If the proposal is made under a fictitious name or business title, the actual legal business name of bidder must be provided.
E. All proposals shall include the documents identified in the Attachment Checklist (Attachment 9). Proposals not including the proper and correctly completed “required attachments” shall be deemed non-responsive. A non-responsive proposal is one that does not meet the proposal requirements.
F. Proposals must be submitted for the performance of all tasks described herein. Any deviation from the tasks described in RFP Section 3, Scope of the Project will not be considered and will cause a proposal to be rejected.
G. The sealed and labeled (as specified in RFP Section 5.8, Submission of Proposal) full proposal may be mailed to the following location (see Section 5.H for hand delivered proposals). The full submission of the proposal must be received no later than 2:00 p.m. PT on Wednesday, March 26, 2014, at the following location:
California Department of Education

Accounting Office

Cashier, Collections, and Time Accounting Unit

Attention: Donna Hunt

1430 N Street, 2213
Sacramento, CA 95814-5901

H. The sealed and labeled (as specified in Section 5.E) full proposal may be hand-delivered  to the following location exclusively between the hours of 10:00 a.m. - 2:00 p.m. PT on Wednesday, March 26, 2014, at the following location:

California Department of Education

Accounting Office

Cashier, Collections, and Time Accounting Unit

1430 N Street, First Floor Lobby
Sacramento, CA 95814-5901
I. Each Proposal will be reviewed to determine if it meets the proposal requirements contained in RFP Section 4.2 Minimum Qualifications for Bidders, Section 5.1 Technical Detail Requirements, Section 5.2 Technical Detail Section Required Forms/Attachments and Section 5.5 Cost Detail Section Requirements.
J. A proposal may be rejected if it is conditional or incomplete, or if it contains any alterations of form or other irregularities of any kind. CDE may reject proposal that is not responsive, does not meet the technical standards, or is not from a responsible bidder, or may choose to reject all proposals. CDE may also waive any immaterial deviations in a proposal. CDEs waiver of immaterial defect shall in no way modify the RFP document or excuse the bidder from full compliance with all requirements if the bidder is awarded the contract.
K. Costs for developing proposals and in anticipation of award of the contract are the sole responsibility of the bidder and shall not be charged to the State of California.
L. Only an individual who is authorized to contractually bind the bidder shall sign the Bidder Certification Sheet (Attachment 1). The individual signing the Bidder Certification Sheet must indicate his/her position title. The mailing address, telephone number, and fax number of the authorized representative who signed the Bidder Certification Sheet must be included.
M. A bidder may modify a proposal after its submission by withdrawing its original proposal and resubmitting a new proposal prior to the bid submission deadline. Proposal modifications offered in any other manner, oral or written, will not be considered.

N. A bidder may withdraw its proposal by submitting a written withdrawal request to CDE that is signed by the bidder’s authorized representative. A bidder may thereafter submit a new proposal prior to the bid submission deadline. Proposals may not be withdrawn without cause subsequent to bid submission deadline.
O. 
The CDE may modify the RFP up to the specified time and date stated for submission of proposals by issuance of an addendum to all parties who received a proposal package. All addenda will be posted on BidSync: http://www.bidsync.com/ as well as the CDE’s Funding Web site at http://www.cde.ca.gov/fg/fo/. 
P. CDE reserves the right to reject all proposals for reasonable cause.

Q. Bidders are cautioned not to rely on CDE during the evaluation of the proposals to discover and report to bidders any defects and/or errors made to the documents submitted. Before submitting documents, bidders should carefully proof them for errors and adherence to the RFP requirements.

R. Where applicable, bidders should carefully examine the work specifications. No additions or increases to the agreement amount will be made to due to lack of careful examination of the work specifications.

S. More than one proposal or a proposal that includes various options or alternatives from an individual, firm, partnership, corporation or association under the same or different names, will be rejected. Reasonable grounds for believing that any bidder has submitted more than one proposal for the work contemplated herein will cause the rejection of all proposals submitted by that bidder. If there is reason for believing that collusion exits among the bidders, none of the participants in such collusion will be considered in this or future procurements.
T. The resulting contract will be a cost reimbursement contract. (Refer to RFP, Section 4.8 for the definition of cost reimbursement).

6.
EVALUATION PROCESS
A. 
Formal Requirements

1. At the time of proposal opening, each proposal will be checked for the presence or absence of required information (Pre-Evaluation, Phase I) in conformance with the submission requirements of this RFP. Proposals that do not provide requested information will be rejected as non-responsive.
2. Proposals that contain false or misleading statements, or which provide references, which do not support an attribute or condition claimed by the proposer, shall be rejected.

3. CDE will evaluate each Proposal to determine its responsiveness to CDE’s needs. Proposals will be rated by an evaluation panel using a consensus process for determining final scores as noted below.

B. Phase I: Pre-Evaluation Review 

The CDE will first review the contents of the Attachment Checklist for the presence of all required forms/attachments. Bidders will be rated on the basis of Pass/Fail. Those proposals that meet the requirements will then be evaluated according to the criteria in Section 6.B Phase II, Technical Detail Scoring, and Attachment 13, Technical Evaluation Criteria. Proposals that do not provide all of the forms/attachments as required by the RFP will be deemed as non-responsive and the bidder will receive a Fail for this portion of the evaluation process, which will result in the elimination of the bidder’s Proposal from further consideration. 
C. Phase II:  Technical Detail Scoring
Using a consensus process, an evaluation panel will evaluate those Proposals that meet the proposal submission requirements. The evaluation will be based on the criteria shown on Phase II, Technical Detail Evaluation Criteria, Attachment ​13. This step is weighed 70 percent of the comprised score. Only those Proposals that receive a minimum of 1,380 points out of 1,800 points for Phase II, Technical Detail Evaluation as stated in Attachment 13 for Steps 1 and 2 will advance to Phase III, Cost Detail Scoring. Proposals receiving less than 1,380 points will not advance to Phase III, Cost Detail Scoring and will not receive further consideration.  
D. 
Phase III: Cost Detail Scoring  
Using a consensus process, an evaluation panel will evaluate those Proposals that meet the cost detail requirements. The evaluation will be based on the criteria shown on Phase III, Cost Detail Score, Attachment ​13. This step is weighed 30 percent of the comprised score. Only those Proposals that receive a minimum of 1,380 points out of 1800 points for Phase II, Technical Detail Evaluation as stated in Attachment 13 for Steps 1 and 2, will advance to Phase III, Cost Detail Scoring.  Proposals receiving less than 1,380 points will not advance to Phase III, Cost Detail Scoring and will not receive further consideration.  


The CDE intends to place an estimated amount of 100 – 400 accounts with the contractor over a one year period, with an average value of $50,000 – $100,000 per account, and an approximate range in total value of $5,000,000 – $40,000,000.
Example:

Bidder A submits a BCR of 18% and a TRR of 3.3%.
· The State’s expected net recovery from bidder A will be $1,158,486.17
· PV $42,811,785.00 x TRR .3.3% = TRA of $1,412,788.02     

· TRA $1,412,788.02 x BCR 18% = EBCA $254,301.85

· TRA $1,412,788.02  - EBCA $254,301.85 = $1,158,486.17
	Bidder A: Base Commission Rate  = 18% / Target Recovery Rate  = 3.3%

	Accounts assigned (1 year)
	836

	Average balance
	$50,698.92

	Placement Value (PV)
	$42,811,785.00

	Base Commission Rate (BCR)
	18%

	Target Recovery Rate (TRR) 
	3.3%

	Target Recovery Amount (TRA)
	$1,412,788.02

	Estimate Base Commission Amount (EBCA)
	$254,301.85

	State’s expected net recovery from Bidder A
	$1,158,486.17


Bidder B submits a BCR of 16% and a TRR of 2.9%.
·   The State’s expected net recovery from bidder A will be $1,042,895.08
· PV $42,811,785.00 x TRR 2.9% = TRA of $1,241,541.77

· TRA $1,241,541.77 x BCR 18% = EBCA $198,646.69

· TRA $1,241,541.77- EBCA $198,646.69 = $1,042,895.08
	Bidder B: Base Commission Rate  = 16% / Target Recovery Rate  = 2.9%

	Accounts assigned (1 Year)
	836

	Average balance
	$50,698.92

	Placement Value (PV)
	$42,811,785.00

	Base Commission Rate (BCR)
	16%

	Target Recovery Rate (TRR) 
	2.9%

	Target Recovery Amount (TRA)
	$1,241,541.77

	Estimate Base Commission Amount (EBCA)
	$198,646.69

	State’s expected net recovery from Bidder B
	$1,042,895.08


Since bidder A’s proposed Base Commission Rate (BCR) and Target Recovery Rate (TRR) provide the greatest expected net return to the State, bidder A is viewed as the “lowest bidder” for purposes of this process.  Scores will be calculated, ranging from zero to six hundred, based upon the net recovery dollar amount of each cost proposal in relation to the net recovery dollar amount of the cost proposal with the best net recovery.  

Using the cost proposals from the above, an example of the scoring technique is as follows:
	Prospective Contractor
	Net Recovery Amount
	Relation Factor
	Score Calculation
	Total Cost Score

	A
	$1,158,486.17
	$1,158,486.17= 1

$1,158,486.17
	1 x 600 = 600
	600

	B
	$1,042,895.08
	$1,042,895.08= .90

$1,158,486.17
	.90 x 600 = 540
	540


The total contract bid rates must be inclusive for all tasks specified in the Scope of the Project, including work done by subcontractors, and all related overhead, direct, or indirect costs. 

The two scores (Technical Detail Section and Cost Detail Section) will then be appropriately weighted and added together. In the example shown below, Bidder B has the highest total score. 

	Total Score Formula

	Bidder
	Technical Score (1000 possible)
	+
	Cost Score (600 possible)
	Total Proposed Score

	A
	800
	
	600
	1400

	B
	900
	
	540
	1440


If no proposals are received containing bids offering a price, which in the opinion of the CDE is a reasonable price, CDE is not required to award an Agreement (Public Contract Code section 10344 [d]).

Every component of the cost is subject to reasonableness of cost justification to DGS, who may approve it at its discretion. If any portion of the cost is rejected by DGS, then the entire bid may be rejected
E. 

Miscellaneous Award Issues

1. CDE does not negotiate rates and/or costs listed on any cost p0roposal submitted.

2. An error in the proposal may cause rejection of that bid; however, the CDE may, at its sole discretion, retain the proposal and require certain corrections. In determining if a correction will be made, the CDE will consider the conformance of the bid to the format and content required by the RFP, and any unusual complexity of the format and content required by the RFP.

3. If the bidder’s intent is clearly established based on review of the submitted proposal, the CDE may, at its sole discretion, require a bidder to correct an error based on that established intent. The CDE may, at its sole discretion, require a bidder to correct obvious clerical errors or incidental mathematical computation errors. The CDE may, at its sole discretion, require a bidder to correct incidental errors of omission, and in the following three situations, the CDE will take the indicated actions if the bidder’s intent is not clearly established by the complete bid submittal:
4. 

If a deliverable, task, sub-task, or staff is described in the narrative and omitted from the cost proposal, it will be interpreted to mean that the deliverable, task, sub-task, or staff will be provided by the bidder at no cost.
a. If a deliverable, task, or sub-task is not mentioned at all in the bidder’s proposal, the bid will be interpreted to mean that the bidder does not intend to perform that deliverable, task, or sub-task.
b. If a deliverable, task, or sub-task is omitted, and the omission is not discovered until after contract award, the bidder shall be required to perform that deliverable, task, or sub-task at no cost.

5. 
The bidder is advised that should this RFP result in an award of a contract, the contract will not be in force and no work shall be performed until the contract is fully approved by the DGS and the bidder is notified by the CDE Contract Monitor that services may begin.

7.  AWARD AND PROTEST
A.  
The “Notice of Intent to Award” will be posted for five (5) working days on the dates specified in RFP Section 4.3, RFP Schedule of Events, in the CDE lobby located at 1430 N Street, Sacramento, California, and on the CDE Funding Web page at http://www.cde.ca.gov/fg/fo/.  During the same period, proposals and rating sheets will be available for public inspection at 1430 N Street, Suite 2213, Sacramento, California, during normal business hours. After the five (5) day notice has been completed, the proposed awardee will be formally notified by mail. 
B.  
If prior to the formal award, any bidder files a protest with the DGS against the awarding of the contract, the contract shall not be awarded until either the protest has been withdrawn or the DGS has decided the matter. Within five (5) days after filing the protest, the protesting bidder shall file with the DGS, a full and complete written statement on the grounds that the (protesting) bidder would have been awarded the contract had the CDE correctly applied the evaluation standards in the RFP, or if the CDE followed the evaluation and scoring methods in the RFP. It is suggested that bidders submit any protest by certified or registered mail to:
	DEPARTMENT OF EDUCATION
	DEPARTMENT OF GENERAL SERVICES

	Contracts Office
	Office of Legal Services

	Attn: Competitive Bid Services Unit
	Attn: Protest Coordinator

	1430 N Street, Suite 1802
	707 Third Street, 7th Floor

	Sacramento, CA 95814
	West Sacramento, CA 95605

	
	

	Fax Number (916) 319-0124
	Fax Number (916) 376-5088


8. 

DISPOSITION OF PROPOSALS


Upon proposal opening, all documents submitted in response to this RFP will become the property of the State of California, and will be regarded as public records under the California Public Records Act (Government Code Section 6250 et seq.) and subject to review by the public. The State cannot prevent the disclosure of public documents. However, the contents of all proposals, draft proposals, correspondence, agenda, memoranda, working papers, or any other medium which discloses any aspect of the bidder’s proposal, shall be held in the strictest of confidence until the “Notice of Intent to Award” is posted. We recommend that bidders register the copyright for any proprietary material submitted.

9.
STANDARD CONDITIONS OF SERVICE
A. Service shall be available no sooner than the express date set by CDE and the bidder, after all approvals have been obtained and the contract is fully executed. Should the bidder fail to commence work at the agreed upon time, CDE, upon five (5) days written notice to the Contractor, reserves the right to terminate the Agreement. In addition, the proposer shall be liable to the State for the difference between the bidder’s cost proposal price and the actual cost of performing work by the second lowest proposer or by another Contractor.
B. All performance under the contract shall be completed on or before the termination date of the contract.
C. No oral understanding or agreement shall be binding on either party.

D.
If a bidder is awarded a contract and refuses to sign the contract presented for signature within the time and manner required, the bidder will be liable to CDE for actual damages resulting to CDE therefrom or ten percent of the amount proposed, whichever is less.
