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Maryland’s Human Services Agency

DEPARTMENT OF HUMAN RESOURCES

BUDGET AND FINANCE DIVISION
SMALL PROCUREMENT SOLICITATION FOR

BUDGET PRIORITIES TOOL- ZERO BASED BUDGETING
DHR AGENCY CONTROL NUMBER: BFD/BPTE/16-001
1. SUMMARY STATEMENT

The Department of Human Resources (DHR or Department) is issuing this solicitation to obtain a consultant to assist with completing a Zero Based Budgeting exercise for State fiscal year 2017.  The Contract will be for a period of approximately four (4) weeks beginning on or about September 18, 2015. Only one award will be made as a result of this solicitation.  

2. BACKGROUND  
The Department is the State’s primary social service provider, serving over one million people annually. The Department, through its 24 local departments of social services, aggressively pursues opportunities to assist people in economic need, provide preventive services, and protect vulnerable children and adults in each of Maryland’s 23 counties and Baltimore City.  The goal of the exercise is to articulate the mission and vision of the Department and align the Department’s spending with its mission.  
3. SCOPE OF THE PROJECT

The Department seeks the assistance of a fiscal consultant to assist the Department with developing a Zero Based Budget for the upcoming fiscal year, due October 9, 2015. The selected Offeror shall be available immediately upon notice of Contract award to begin providing the services requested in light of the October 9, 2015 deadline.

4. OFFEROR QUALIFICATIONS 

The consultant must be versed in federal and State statutes, regulations governing federal and state funding, grants, public benefits, and government programs. Knowledge and experience in Zero Based Budgeting is required. 
5. CONTRACTOR REQUIREMENTS 

5.2.1
The Contractor shall assist the Department with completing the Budget Priorities Tool in addition to the following: 

a. Attend and facilitate meetings with the designated DHR staff.  The Contractor shall be available on-site at least three days per week, eight hours per day during the project.  The Contractor may be required to be on-site additional days during the term of the Contract.
b. Provide guidance and technical support to the Department in order to complete the Tool.
c. Determine how the Department’s spending aligns with its mission and vision.
d. Determine what federal and State mandates the Department is required to fulfill.
e. Identify any grants that are provided by the Department.
f. Identify programs or functions that could be eliminated. 

g. Identify opportunities for increased funding through internal savings.
h. Determine how much the Department’s budget is tied to discretionary spending. 

5.2.2 The Contractor shall ensure sufficient staff to carry out the services under this solicitation.
6. CONTRACT TERM AND DELIVERABLES

The term of the Contract shall be for approximately four (4) weeks beginning on or about September 18, 2015 and ending October 9, 2015.
All Deliverables shall be submitted to the State Project Manager (see Section 7 below) as follows:
a. Status reports and updates prior to and after meetings.

b. A draft and final Budget Priorities Tool.  Due dates will be agreed upon after Contract award.
c. Ad hoc reports as requested.

7. STATE PROJECT MANAGER

The State Project Manager for this Contract is:


Stafford Chipungu

Project Manager
Department of Human Resources


311 W. Saratoga Street, Rm. 840

Baltimore MD 21201
Phone Number:  (410) 767-7592

Fax Number:  (410) 333-2317

E-mail:  Stafford.chipungu@maryland.gov

After Contract award, this person or a designee will serve as the primary point of contact for the Contractor in regards to the Contract resulting from this RFP.  However, for certain Contract related actions the Procurement Officer may communicate with the Contractor.
8. SUBMISSION INFORMATION 
An original, to be so identified, and two (2) copies of each Proposal (Technical and Financial) must be received by the Procurement Officer by 3:00 p.m., Friday September 16, 2015, in order to be considered timely. Technical and Financial Proposals shall be contained in separately sealed envelopes and identified accordingly. Requests for extension of this date or time shall not be granted.  Vendors mailing Proposals should allow sufficient mail delivery time to insure timely receipt by the Procurement Officer.  Proposals or unsolicited modifications to Proposals 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.  
Proposals are to be delivered to:

Sandra Johnson
Procurement Officer

Department of Human Resources



311 W. Saratoga Street, Rm. 940

Baltimore MD 21201
Phone Number:  (410) 767-7408

Fax Number:  (410) 333-0258

E-mail:  sandy.johnson@maryland.gov

Inquiries must be directed to the Department at the above telephone number and address.

NOTE:  Facsimile Proposals will NOT be accepted

Proposal Submission shall include:

a. A Transmittal Letter printed on the Vendor’s letterhead.  The purpose of this letter is to transmit the Proposal; therefore, it should be brief.  The letter shall contain the title of the solicitation and include the Offeror’s name, federal tax identification or social security number, eMaryland Marketplace number (if registered), and complete address.  An individual, who is authorized to bind the firm to all statements, including services and prices, contained in the Proposal must sign the letter.  
b. Work Plan - The Offeror shall describe the Zero Based Budgeting process it will use to: (1) assess the Department’s budget and spending in relation to the Department’s mission and vision; (2) identify efficiencies within the Department; and (3) develop an improvement methodology that will identify and summarize the agreements reached and recommendations for action.  

c. Past Experience & Qualifications - The Offeror shall submit proof with its Proposal that demonstrates experience providing Zero Based Budgeting consultation services relating to the Scope of Services requested. 
d. A Financial Proposal, indicating a fully loaded firm fixed price as outlined on the Financial Proposal Form (Attachment A). The Financial Proposal price shall include, but is not limited to, all: labor, profit/overhead, general operating, administrative, travel, and all other expenses and costs necessary to perform the work set forth in the solicitation.  No other amounts will be paid to the Contractor.  The Financial Proposal must be submitted in a separately sealed and labeled envelope from the Technical Proposal.

9. 
SELECTION CRITERIA 

Technical Proposals will be evaluated and ranked based upon the following criteria in descending order of importance:

a. Work Plan

b. Past Experience and Qualifications

Following the Technical evaluation, Financial Proposals will be evaluated and ranked based upon the Total Contract Price, from lowest to highest Total Contract Price.
10.
BASIS FOR AWARD

The Contract will be awarded to the responsible Offeror whose Proposal meets the specifications set forth in the Small Procurement Solicitation, and provides the most advantageous Offer to the State considering both price and technical factors.  Technical factors shall carry greater weight than financial factors.
11.
CANCELLATION OF PROPOSALS 
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 Offerors who were sent this Solicitation or otherwise are known by the Procurement Officer to have obtained this Solicitation.

12.
TIME OF PROPOSAL ACCEPTANCE 
The content of this Solicitation and the Proposal of the successful Offeror will be included by reference in any resulting Contract. All prices, terms and conditions in the Proposal are irrevocable for thirty (30) days after the closing date for receipt of Financial Proposals or Best and Final Offers, if requested. This period may be extended by written mutual agreement between the Offeror and the requesting State organization. 

13.
PAYMENT

The successful Vendor shall bill the Department weekly on September 25, 2015, October 2, 2015, and October 9, 2015.  Final invoices shall be submitted no later October 16, 2015.  Payment shall be made based on 1/4 of the total Contract amount.  
Invoices must be addressed to: 
Stafford Chipungu


Project Manager
Department of Human Resources



311 W. Saratoga Street, Rm. 840

Baltimore MD 21201
Phone Number:  (410) 767-7592

Fax Number:  (410) 333-2317

E-mail:  Stafford.chipungu@maryland.gov

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 Agency Control Number, the goods/services provided, the time period covered by the invoice, and the amount of requested payment.
14.
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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