CSEA/SDNH/14-001-S

Attachment P

CONTRACT COMPLIANCE CHECKLIST and TIME FRAMES
(This document may not be inclusive of all Contract requirements – additional lines may be added as needed)

AGENCY CONTROL #: CSEA/SDNH/14-001-S
ATTACHMENT: Attachment P
SOLICITATION TITLE: Maryland State Directory of New Hires
	START-UP ACTIVITIES – IDENTIFY AS DAILY, WEEKLY, MONTHLY, OTHER (as necessary)

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Contract Affidavit (Attachment C)
	Within ten (10) work days recommendation for award
	Completed & Signed Affidavit
	Procurement Officer
	

	MBE Outreach Efforts Compliance Statement (Attachment G)
	Within 10 working days from notification of recommendation for award
	Completed & Signed Statement
	Procurement Officer
	

	MBE Subcontractor Project Participation Certification (Attachment H)
	Within 10 working days from notification of recommendation for award
	Completed & Signed Certification
	Procurement Officer
	

	Certificates of Insurance
	Within 10 working days from notification of recommendation for award
	Current Certificate of Insurance meeting all limit requirements
	Procurement Officer
	

	Hiring Agreement (Attachment N)
	Within ten (10) business days from recommended for Contract Award.
	Completed & Signed Agreement
	Procurement Officer
	

	Post-Award Orientation Conference
	Within five (5) business days after approval by the BPW
	Sign-in sheet and meeting notes.  Attendance by Contractor and/or Contractor’s Project Manager and any other Contractor staff deemed appropriate to attend
	State Project Manager/ CSEA Contracts Unit/DLLR and OTHS Contact
	


	State of Maryland Dept of Labor Licensing and Regulation Confidential Data Agreement  (Exhibit 4)
	Within five (5) business days of the Post Award Conference
	Completed & Signed Agreement 
	State Project Manager/ DLLR Contact
	


	Submit an Annual Outreach Plan (AOP)
	Within thirty (30) calendar days after the Notice to Proceed (NTP).
	Receipt of AOP
	State Project Manager
	

	Provide a comprehensive project work schedule
	Within three (3) calendar days from NTP
	Receipt of schedule
	State Project Manager
	

	Provide a comprehensive Project Management Plan 
	Within seven (7) calendar days from NTP
	Receipt of plan
	State Project Manager
	

	Provide a complete Communications Plan
	Within seven (7) days of NTP
	Receipt of plan
	State Project Manager 
	

	Provide a complete Quality Management Plan
	Within seven (7) days of NTP
	Receipt of Plan 
	State Project Manager
	

	Develop a Cost Management Plan
	Within seven (7) days of NTP
	Receipt of plan
	State Project Manager
	

	Deliver a final Human Resources Management Plan
	Within seven (7) days of NTP
	Receipt of plan
	State Project Manager
	

	Coordinate with the State Project Manager and all parties concerned to have smooth Transition-In Services
	On-going
	TBD
	State Project Manager
	

	Be prepared to take the database live upon receipt of a NTP from the State Project Manager.
	On-Going
	TBD
	State Project Manager/OTHS Contact
	

	Contact OTHS to ensure procedures are put in place to establish FTP connectivity between the Contractor and DHR’s network.
	After Contract Award
	Sign-in sheet if applicable, meeting notes
	OTHS Contact (see Section 3.7)
	

	Contact DLLR to establish processes and procedures for obtaining and receiving electronic files containing the names and addresses of employers that conduct business in Maryland and are covered by the UI law.
	After Contract Award
	Sign-in sheet if applicable, meeting notes
	DLLR Contact (see Section 3.7)
	

	Capture each data element listed on the MD Employer File Submission Layout-DHR (Attachment S) for every new hires record and the Federal Parent Locator Service National Directory Guide for Data Submission (Attachment T) to meet federal file format requirements.


	Daily
	Transition-In Test
	State Project Manager
	

	Review the current NHEIP packet and within five (5) business days submit for consideration to the State Project Manager an updated NHEIP that addresses any State and/or federal reporting requirements or policies enacted during the Transition-In period.
	within five (5) business days
	Receipt of updated NHEIP
	State Project Manager
	

	After the initial three month supply provided by the Department, maintain, replenish and mail hard copy NHEIPs to employers for the remainder of the Contract.
	On-going
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Ensure that the local, national, facsimile numbers and the P.O. Box are fully operational
	On day one of the Contract.


	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	


	FULL PERFORMANCE ACTIVITIES – DAILY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Daily Scope of Work Activities Listed in Sections 3.4.2-3.4.6
	On Demand/As required by Services being provided
	Monthly Reports and unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Provide MSDNH services
	Monday through Friday between the hours of 8:00 A.M. through 5:00 P.M.
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Identify the Maryland State Directory of New Hires on all documentation and correspondence relating to the services performed under this Contract
	On-going
	MSDNH Documentation
	State Project Manager
	

	Receive new hires records from employers electronically, non-electronically, or via payroll service
	On-going
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	


	Contact employers when new hires records are incorrect, incomplete and/or rejected by the federal OCSE and request the missing or corrected data.
	Within two (2) workdays
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Enter electronic and non-electronic new hires employee records into the database
	Within two (2) business days after receipt of the completed record from the employer
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Notify the State Project Manager verbally when the Contractor is unable to comply with the two (2) business day requirement.  The verbal notification shall be followed up in writing via email the next business day
	Within 24 hours
	Dated communications between Contractor’s Project Manager and the State Project Manager
	State Project Manager
	

	Ensure that the "date of receipt" and the "date of entry" for all new hires records (electronic and non-electronic) are recorded in the database.
	On-going
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	In the event that employer records, employment forms, and/or other records are misdirected to CSEA or DLLR, input such records.  The Contractor shall notify these employers in writing to prevent the misdirection of future submissions
	within two days after receipt from CSEA or DLLR
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Create a file in the format provided in Attachment S of all new records processed on the MSDNH database.
	every business day
	Receipt of file
	State Project Manager
	

	forward an electronic file of newly entered records to the DHR FTP Server
	every business day
	Receipt of File
	State Project Manager
	

	Send to OTHS, for the purpose of forwarding to DLLR, an electronic copy of the report of new hires in the format to be agreed upon after award.
	On a twice-weekly basis
	Receipt of file
	State Project Manager
	

	Send to OTHS an electronic copy of the report of new hires for forwarding to the OCSE in the format provided in Attachment T.
	Every business day
	Receipt of report
	State Project Manager
	

	Date stamp, review, and respond to all inquiries and other correspondence relating to the MSDNH procedures.  The Contractor shall retain a copy of all such inquiries and responses
	On-going, as needed
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Forward requests for disclosure of information or inquires the Contractor is unable to address, including a scan of the envelope in which it was received, via encrypted email or fax to the State Project Manager
	Within twenty-four (24) hours of receipt or the next business day, whichever is sooner
	Receipt of requests for disclosure of information or inquiries.
	State Project Manager
	

	Input all non-electronic records received from employers into the MSDNH.  The Contractor shall scan all original source documentation and save electronically.  The non-electronic document shall be maintained for a minimum of 180 days; thereafter, the original source documentation may be shredded
	Daily
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Maintain a back-up copy of the database including all supporting documentation and files for a period 3 years after the end of the Contract or after the complete resolution of any audit, whichever is longer
	On-going
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	


	FULL PERFORMANCE ACTIVITIES – WEEKLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Weekly Scope of Work Activities Listed in Sections 3.4.2-3.4.6
	On Demand/As required by Services being provided
	
	State Project Manager
	

	Submit a weekly Status Report
	Monday of each week
	Receipt of report
	State Project Manager
	


	FULL PERFORMANCE ACTIVITIES – MONTHLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Monthly Scope of Work Activities Listed in Sections 3.4.2-3.4.6
	On Demand/As required by Services being provided
	Deliverables
	State Project Manager
	

	Submit monthly invoice (Attachment A-1) for services provided in the previous month.
	By the 15th day of the month
	Submission of completed document
	State Project Manager
	

	Receive monthly the UI employer file from DLLR.  The Contractor shall compare the current UI employer file with the previous UI employer file to identify new employers and employers that are no longer reporting new hires.
	TBD (see Section 3.4.2 (A)(10) and 3.4.6 (E)(4) of RFP).
	TBD
	DLLR Contact (TBD)
	

	Update the MSDNH database
	Within five (5) days after receipt of the UI employer file.
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Mail to each new employer a NHEIP
	Within five (5) business days after receipt of the UI employer file
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Forward a list containing the names and addresses of employers from whom mail is returned undeliverable.  Include steps taken by the Contractor to resolve undeliverable mail.
	15th of each month for the previous month’s activity
	Receipt of List
	State Project Manager
	


	FULL PERFORMANCE ACTIVITIES – ANNUALLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Daily Scope of Work Activities Listed in Sections 3.4.2-3.4.6
	On Demand/As required by Services being provided
	
	State Project Manager
	


	FULL PERFORMANCE ACTIVITIES – OTHER (one time only, as requested, etc.)

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Other Scope of Work Activities Listed in Sections 3.4.2-3.4.6
	On Demand/As required by Services being provided
	
	State Project Manager
	

	Submit upon request a written Corrective Action Plan (CAP) that details the method of preventing and eliminating any backlog of work.  The State Project Manager will review for approval, the CAP within ten (10) business days of receipt
	Upon request.
	Receipt of CAP
	State Project Manager
	

	Adjust staff to accommodate seasonal increases in employers’ reporting.
	Typically, seasonal increases occur during the months of June and November of each year.
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Make adjustments to the database as requested by the State Project Manager or resulting from updates in federal or State requirements
	Within 30 calendar days after receipt of written notice from the State Project Manager.
	Receipt of database adjustment report
	State Project Manager
	

	Submit a report detailing all activity related to the required adjustments, including implementation timelines and a work plan to the State Project Manager
	Within 15 calendar days before making the adjustments.


	Receipt of report
	State Project Manager
	

	In the event new or revised legislative requirements are enacted by State or federal statute, review and update the current NHEIP in accordance with the new or revised legislation.  The Contractor shall submit to the State Project Manager the updated version of the NHEIP for approval
	Within ten (10) days after implementation of the new law
	Receipt of revised NHEIP
	State Project Manager
	

	Mail the revised NHEIP to each employer on the employer file
	within five (5) business days after receipt of approval from the State Project Manager
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Send a warning notice (Attachment R) to potentially non-compliant employers via first-class mail, as mandated by State and federal regulations.
	Within ten (10) business days of receipt of the quarterly Federal EPP report
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	Identify employers who have an incident of non-compliance after having received a warning notice (Attachment R)
	the 15th of each month following the month that the incident of non-compliance occurred
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations
	State Project Manager
	

	With respect to employers who have been deemed non-compliant, the Contractor shall: 

· identify employers who received a warning notice; had an opportunity to correct its reporting practice; and

             continued non- 

             compliant practices.

· provide a report to the State Project Manager of employers identified
· Mail Penalty Assessment Notice to Non-Compliant Employers (Attachment Z) to employers identified 
	· Within twenty (20) business days of receipt of the quarterly Federal 
             EPP report

· Within twenty (20) business days of receipt of the quarterly Federal EPP

· Within twenty (25) business days of receipt of the quarterly Federal EPP
	Unannounced site-visits; random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations; receipt of report
	State Project Manager
	


	
REPORTS

	Report Requirements / Section
	Time Frame
	Report Sent To
	Date Received / Initials

	Maryland State Directory of New Hires- Monthly Invoice (see Section 2.24)
	By the 15th of each month for services provided in the previous month
	State Project Manager
	

	Corrective Action Plan (CAP) (see Sections 3.4.2 (A)(7), 3.4.2 (A)(24) and 3.4.2 (B)(2).  
	Within five (5) business days or as requested or required by the State Project Manager.
	State Project Manager
	

	Database Adjustments (see Section 3.4.2 (A)(13)).
	Thirty (30) calendar days after notice of Contract award, and within 30 calendar days of notification of changes in federal or State requirements until the Contract expires.
	State Project Manager
	

	Updated NHEIP (see Section 3.4.2 (A)(14) and 3.4.6 (F)(6)).
	At Transition-In due within five (5) business days after the Contract start date and within ten (10) days after implementation of any new law, change or request from the State Project Manager. 
	State Project Manager
	

	Maryland New Hire Monthly Reporting Statistics (Attachments U, U-1) (see Section 3.4.2 (A)(15)).
	The first report is due 60 days after the Contract start date.  Subsequent reports are to be submitted with the Maryland State Directory of New Hires- Monthly Invoice, for the previous reporting month
	State Project Manager
	

	Annual Report (Attachment V) (see Section 3.4.2 (A)(16)).
	By the 1st of April each year - 10 hard copies and one CD
	State Project Manager
	

	Non-Compliant Employers Report (Attachment O) (see Section 3.4.2 (A)(18)(a)).
	Quarterly from the date of the NTP. 
	State Project Manager
	

	Employees Not Reported by Employer Report (Attachment O-1) (see Section 3.4.2 (A)(18)(b)).
	Within five (5) business days of receipt of the quarterly Federal EPP report
	State Project Manager
	

	Problem Escalation Procedure (see Section 3.4.2 (C)(3)).
	Within 10 days after the start of each Contract year (and within 10 days after any change in circumstance which changes the Procedure).

	State Project Manager
	

	Draft Disaster Recovery Plan (DRP) (see Section 3.4.3 (B)(12)).
	Within 30 days after the Contract start date.
	State Project Manager
	

	Final Disaster Recovery Plan (DRP) (see Section 3.4.3 (B)(12)).
	Within ninety (90) days after the receipt of the NTP
	State Project Manager
	

	Initial Project Schedule (see Section 3.4.5 (A)). 
	Within three (3) calendar days from the NTP, and updated on a weekly basis. 


	State Project Manager
	

	Project Management Plan (see Section 3.4.5 (B)(1)). 


	Within seven (7) calendar days from receipt of the NTP.
	State Project Manager
	

	Communications Plan (see Section 3.4.5 (B)(2))
	Within seven (7) calendar days from receipt of the NTP.
	State Project Manager
	

	Cost Management Plan (see Section 3.4.5 (B)(3))


	Within seven (7) calendar days of receipt of the NTP
	State Project Manager
	

	Final Human Resource Management Plan (see Section 3.4.5 (B)(5)).
	Within seven (7) days of receipt of the NTP.
	State Project Manager
	

	Weekly Status Report (see Section 3.4.5 (C)). 


	Monday of each week during the project implementation.
	State Project Manager
	

	Administrative and Operational Procedures Manual (see Section 3.4.6 (H)) 
	Draft Manual is due 15 calendar days after the contract start date.  The final Manual is due within 15 days after approval of the draft.
	State Project Manager
	

	Transition-In Plan (see Section 3.4.6 (A), (B), (C), (D), and (E))
	Within fifteen (15) calendar days after Contract start date
	State Project Manager
	

	Transition-In Implementation Report (Attachment W) (see Section 3.4.6 (I))
	During the Transition-In Period, by noon Friday, on a weekly basis
	State Project Manager
	

	End of Contract Transition-Out Plan and final turnover plan (see Section 3.4.7 (B) and (H))
	Six (6) months prior to the end of the Contract 
	State Project Manager
	

	Weekly Transition-Out Implementation Report (Attachment X) (see Section 3.4.7 (N))
	Weekly during the 60 Day Transition-Out period.
	State Project Manager
	

	Prime Contractor Unpaid MBE Invoice Report (Attachment J) and the Subcontractor Payment Invoice Report (Attachment K) (see Section 2.33)
	By the 15th of the month following the report month.  Copies of these forms are also to be submitted to the DHR MBE Liaison (address on forms).
	State Project Manager
	

	Current Certificates of Insurance (see Section 2.35)
	At each Contract anniversary date including option periods, if exercised.  Written notification of non-renewal and/or cancellation from the issuer of the insurance policies is due at least forty-five days before the expiration of said policies. In the event the State receives a notice of non-renewal and/or cancellation, an insurance policy from another carrier is due at least thirty days prior to the expiration of the non-renewed insurance policy.
	State Project Manager
	

	Quarterly Report of Economic Benefits Attained (see Section 4.2I)
	By the 15th of the month following the end of the report quarter.  The quarterly report shall be submitted until all proposed economic benefits are attained. 
	State Project Manager
	

	Annual Outreach Plan (see Section 3.4.2 (A)(22))
	Initially within 30 calendar days of NTP, then on January 15th of each year of the Contract for the upcoming calendar year.  
	State Project Manager
	


	MEETINGS

	Meeting Requirement / Section
	Frequency  of Meeting
	Location of Meeting
	Length of Meeting
	Date Meeting Held / Initials

	Post-Award Conference (Section 3.7)
	Once
	TBD
	TBD
	


	CONTRACT CLOSE OUT

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Submit to the State Project Manager the Transition-Out Plan
	At six months before the end of the Contract’s base period
	Submission of Plan
	State Project Manager
	

	Report any outstanding deliverables and/or tasks and time frames for completion.
	At six months before the end of the Contract’s base period; On-going during the Transition-Out Period
	Dated communications and/or report of outstanding deliverables and or/tasks and time frames for completion
	State Project Manager
	

	Provide a strategy for ensuring that all Contract documentation has been updated to reflect all changes, enhancements, modifications, etc., and has been delivered to DHR
	At six months before the end of the Contract’s base period; On-going during the Transition-Out Period
	Receipt of strategy
	State Project Manager
	

	Assure that all required support training, and transition information has been transitioned to the State Project Manager
	During 60-Day Transition-Out Period
	Receipt of support training and transition information and assurance from Contractor
	State Project Manager
	

	Assure that all electronic data files from the Contractor’s system have been made available on CD or other applicable medium and format (determined) at the time of turnover
	During 60-Day Transition-Out Period
	Receipt of electronic data files and assurance from Contractor
	State Project Manager
	

	Cooperate with facilitating the transfer of operations prior to the expiration of the Contract
	During 60-Day Transition-Out Period
	TBD
	State Project Manager
	

	Submit a final turnover plan
	At six months before the end of the Contract’s base period; On-going during the Transition-Out Period
	Submission of report
	State Project Manager
	

	Complete all turnover activities as provided for in the Contractor’s turnover plan and within DHR-approved timeframes that will enable the successful takeover of the operation with no delays or decreases in services.
	On-going during the Transition-Out Period
	TBD
	State Project Manager
	

	Cooperate with the incoming Contractor and provide requested documentation by the defined deadline, participate in meetings, completed assigned tasks in accordance with the incoming Contractors work plan, and behave in a courteous, and professional manner at all times in order to effectuate a seamless transition.
	On-going during the Transition-Out Period
	TBD
	State Project Manager
	

	Work during the Transition-Out period as if time is of the essence, because this period of time provides an opportunity for the new Contractor staff to gain a full understanding of the technical environment in order to provide all the services outlined in this RFP and thereby support all system users.
	On-going during the Transition-Out Period
	TBD
	State Project Manager
	

	Submit a revised system documentation report.
	No less than thirty (30) calendar days before the end of the Contract during the Transition-Out phase
	Submission of report
	State Project Manager
	

	Provide a three-month supply of forms and notices for the incoming vendor
	During 60-Day Transition-Out Period
	Submission of forms.
	State Project Manager
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