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Maryland’s Human Services Agency

DEPARTMENT OF HUMAN RESOURCES

FAMILY INVESTMENT ADMINISTRATION
SMALL PROCUREMENT SOLICITATION FOR

REPORT ON WORKLOADS IN THE LOCAL DEPARTMENTS OF SOCIAL SERVICES 
DHR AGENCY CONTROL NUMBER: FIA/WLS-15-001-S
1. SUMMARY STATEMENT

The Department of Human Resources (Department or DHR), Family Investment Administration (FIA) intends to acquire research and reporting services for the purpose of conducting  an independent  workload study and providing a report of updated information on the workloads of the Local Departments of Social Services (LDSS) FIA caseworkers and managers to be submitted to  the Maryland General Assembly.  This Contract will begin on or about September 18, 2014 and will end November 30, 2014.

2. BACKGROUND  
The Department has found that recessions and large scale policy changes increase awareness of LDSS staffing levels.  
The economic turndown that occurred in the late 2000s, caused a sharp rise in the volume of applicants and recipients for safety net programs such and Temporary Cash Assistance (TCA), Medical Assistance (MA) and Temporary Disability Assistance Program (TDAP) in State fiscal year 2012.  As a result the Family Investment Administration (FIA) contracted with the University of Baltimore Schaefer Center for Public Policy to provide data on the workloads of local FIA caseworkers and managers by jurisdiction and to make staffing recommendations.    
More recently, Health Care Reform has added several hundred thousand MA recipients; therefore the budget committees are interested in receiving updated information on the workloads of local FIA employees.
3. SCOPE OF THE PROJECT

The Department seeks a research institution or firm to research and complete the report described in the 2014 Joint Chairmen’s Report (Attachment C, Page 99).  

The Department will provide the following information and resources for research purposes:

a.
Existing staffing models from Pennsylvania, Virginia, and Oregon State
government welfare agencies.

b.
Information on changes expected in the second year of Health Care Reform.

c.
Managers for interviews on pending rules or procedural changes to supplement 
the administrative data via face-to-face meetings and/or conference calls.

The report shall be submitted by October 31, 2014 and shall include:

a.
The current average and annual average of staffing levels and workload levels of 
caseworkers and managers for each LDSS.
b.
A forecast of future workload level needs for each LDSS. 
c.
A recommendation for staffing for each LDSS.
Following completion and submission of the Report to the Department, the Contractor shall make themselves available for comments, questions or revisions to the submitted report from November 1, 2014 through November 30, 2014.
4. BIDDER QUALIFICATIONS 
The Bidder must provide proof with its Bid that the following Qualifications have been met:

a.
The Bidder shall have a minimum of two (2) years experience in evaluating 


administrative data;
b.
The Bidder shall have a minimum of two (2) years forecasting public assistance 
caseloads or workload; and

c.
The Bidder shall have a minimum of two (2) years experience working with the 
state and local government public assistance programs such as TCA, the 
Supplemental 
Nutrition Assistance Program (SNAP), and MA.


d.
The Bidder shall affirm their intent to for the duration of the Contract form the 


amount indicated in the Bid Form (Attachment A).
The Bidder shall complete the Affidavit of Bidder Qualifications (Attachment D) as certification of meeting the qualifications above.

5. CONTRACTOR REQUIREMENTS 


a.
The Contractor shall conduct the study on workloads in the LDSSs.


b.
The Contractor shall submit the completed report to the State Project Manager (see 


Section 7) no later than October 31, 2014.

c.
The Contractor shall be available for questions and answers and to make revisions as 

requested by the Department from November 1, 2014 through November 30, 2014.

6. CONTRACT TERM AND DELIVERABLES

Contract Term:

The Contract resulting from this solicitation will be for a period beginning September 18, 2014 and ending November 30, 2014. 

Deliverables:


a.
A report detailing the staffing and workloads at the LDSS level, a forecast of future 


workload needs and recommendation for LDSS staffing is due to the State Project 


Manager (see Section 7) no later than October 31, 2014.

b.
Provide answers to comments or questions and/or provide an updated report as 


requested during the period of November 1, 2014 through November 30, 2014 as 


requested.
7. STATE PROJECT MANAGER

The State Project Manager for this Contract is:


Vince Kilduff


Department of Human Resources


Family Investment Administration


311 W. Saratoga Street, Room 641


Baltimore, MD 21201


Phone:  410-767-7187


Fax:  410-333-6581


Email:
  vince.kilduff@maryland.gov        
After Contract award, this person will serve as the primary point of contact for the Contractor in regards to the Contract resulting from this IFB.  However, for certain contract related actions the Procurement Officer may communicate with the Contractor.
8. SUBMISSION INFORMATION

All Bids must be received by the Procurement Officer by September 15, 2014 at 2:00 PM

Bids delivered by mail or submitted in person, must include an original, to be so identified, and two (2) copies of each Bid must be received by the Procurement Officer at the date above in order to be submitted. Vendors mailing Bids should allow sufficient mail delivery time to insure timely receipt by the Procurement Officer.
Bids received electronically must be uploaded to e-Maryland Market Place (eMM) at www.emaryland.buyspeed.com/bso/.  The Technical and Financial submissions must be two (2) separate documents in PDF format or in Microsoft Word format and protected as “read only”.   In order to submit a Bid electronically, a Bidder must be registered on e-Maryland Marketplace.  
Requests for extension of this date or time shall not be granted.  Bids or unsolicited modifications to Bids arriving after the closing time and date will not be considered, except under the conditions identified in COMAR 21.05.02.10 B and 21.05.03.02 F.  
Oral Bids will not be accepted.
Bids are to be delivered to:

Pamela Perkins
Department of Human Services
Family Investment Administration

311 W. Saratoga Street, Room 729

Phone: 410-767-7187



TTY: 410-767-7025

Fax: 410-333-0834 
E-mail: Pamela.perkins@maryland.gov 
Inquiries must be directed to the Department at the above telephone number and address.

Bid Submission shall include:

a.
Each Bidder is required to label the Bid as follows:

· NAME OF BIDDER

· SEALED BID – DEPARTMENT OF HUMAN RESOURCES

FAMILY INVESTMENT ADMINISTRATION – REPORT ON WORKLOADS IN THE LOCAL DEPARTMENTS OF SOCIAL SERVICES

· Agency Control Number: FIA/WLS-15-001-S

· BID DUE DATE & TIME: September 15, 2014 @ 2:00 PM
· PROCUREMENT OFFICER:  Pamela Perkins

· ROOM # 729

b.
Bid Form

The Bid shall contain all price information in the format specified on the Bid Form (Attachment A) and shall be sealed separately from the technical portion of the bid.  
Do not amend, alter, or leave blank any items on the Bid Form or included additional clarifying or contingent language on or attached to the Bid Form.

c.
Completed Required Attachment:  
Submit one (1) original with signature and two (2) copies of the completed Affidavit of Bidder Qualifications (Attachment D).
9.
SELECTION CRITERIA 
The objective measurable criteria used for evaluation this specific procurement is listed in descending order of importance as follows:
· Two (2) experience in evaluating administrative data,

· Two (2) experience forecasting public assistance caseload or workloads, and

· Two (2) experience working with state and local government public assistance programs such as Temporary Cash Assistance, the Supplemental Nutrition Assistance Program and Medical Assistance.  
The Technical and Financial Factors carry equal weight.

10.
BASIS FOR AWARD

The Contract will be awarded to the responsible Bidder whose submits a responsive Bid that meets the specifications set forth in the Small Procurement Solicitation, and provides the Most Favorable Evaluated Bid Price.  
In the event of tie bids, the provisions of COMAR 21.05.02.14 shall determine the successful bidder. 

11.
DEPARTMENT CONTRACT

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

12.
CANCELLATION OF BIDS 
The State may cancel this Solicitation, in whole or in part, whenever this action is determined to be fiscally advantageous to the State or otherwise in the State’s best interest.  If the Solicitation is canceled, a notice of cancellation will be provided to all prospective Bidders who were sent this Solicitation or otherwise are known by the Procurement Officer to have obtained this Solicitation.

13.
ACCEPTANCE OF BIDS
The State reserves the right to accept or reject any and all Bids, in whole or in part, received in response to this Solicitation, or to waive or permit cure of minor irregularities to serve the best interests of the State of Maryland.

14.
TIME OF BID ACCEPTANCE 
The content of this Solicitation and the Bid of the successful Bidder or Bidders will be included by reference in any resulting Contract. All prices, terms and conditions in the Bid are irrevocable for 90 days after the closing date for receipt of Bids Form. This period may be extended by written mutual agreement between the Bidder and the requesting State organization. 

15.
PAYMENT

The successful vendor shall bill the Department upon successful completion of the report as determined by the State Project Manager. 

Invoices must be addressed to: 


Vince Kilduff


Department of Human Resources


Family Investment Administration


311 W. Saratoga Street, Room 641


Baltimore, MD 21201

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

16.
PROCUREMENT METHOD 
This award will be made in accordance with Code of Maryland Regulations (COMAR) 21.05.07, Small Procurement Regulations.  Small procurement is defined as the use of procedures to obtain items reasonably expected by the Procurement Officer to cost $25,000 or less.


Minority Business Enterprises are strongly encouraged to respond to this solicitation.
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