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This Request for Proposal has been prepared by Barker & Scott Consulting, LLC on behalf of Legal Services Corporation.  Legal Services Corporation and Barker & Scott Consulting, LLC consider this material to be confidential and proprietary.  Contents must be held confidential by the authorized recipient and used only for the purpose of preparing a proposal for quotation.  No portion may be reproduced or disclosed without specific authorization from Legal Services Corporation and Barker & Scott Consulting, LLC.  If you decide not to prepare a proposal for this effort, please delete and/or destroy this document in its entirety. 
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Introduction

The Legal Services Corporation (“LSC”) – located in Washington, DC – is soliciting proposals from vendors that are qualified to provide software, implementation services and ongoing support for a Grants Management System (“GMS”).  The new system will replace LSC’s current GMS, EasyGrants, and other legacy databases that track grant-related data.  LSC’s preference is to evaluate solutions that do not have to be hosted by LSC, but will entertain internally-hosted solutions.  

Proposals are due March 25, 2015.  Each proposal must contain the following information:

· Detailed information on your company, proposed software solution(s), implementation services, support, and pricing;
· Information about your product roadmap;
· Background on your company’s experience implementing the proposed software ;
· References for similar-sized nonprofit or government clients ;
· A description of your software’s ability to meet each of LSC’s business requirements; and
· Brief bios of potential project managers and other key personnel likely to be assigned to implement the proposed solution for LSC.

Specific instructions for proposal submission are provided below.
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[bookmark: _Toc412561103]The Organization

LSC is a private, non-profit corporation established by Congress in 1974 to provide grants for high-quality civil legal assistance to low-income Americans.  The Corporation is headed by a bipartisan board of directors whose 11 members are appointed by the President and confirmed by the Senate.  LSC currently distributes more than 90 percent of its total funding to 134 independent nonprofit legal aid programs with almost 800 offices that provide legal assistance to low-income individuals and families in every county in the United States, the District of Columbia, the Commonwealth of Puerto Rico, the U.S. Virgin Islands, Guam, American Samoa, and Micronesia.

LSC awards grants through a competitive process to ensure program quality and compliance with statutory and regulatory requirements, as well as with restrictions that accompany LSC funding, and provides training and technical assistance to its grantees.  The federal contribution to civil legal aid does not meet all the eligible population’s legal needs; rather, it provides the foundation upon which LSC’s grantees can build.  As such, LSC encourages its grantees to leverage limited resources by partnering and collaborating with other funders of civil legal aid, including state and local governments, Interest on Lawyers’ Trust Account (IOLTA) programs, state access to justice commissions, the private bar, philanthropic foundations, law schools, and the business community.

LSC-funded programs help people who live in households with annual incomes at or below 125% of the federal poverty guidelines – in 2015, $14,713 for an individual, $30,313 for a family of four. Clients come from every ethnic group and every age group and live in rural, suburban, and urban areas. They are the working poor, veterans, homeowners and renters, families with children, farm workers, people with disabilities, and the elderly. Women - many of whom are struggling to keep their children safe and their families together - comprise 70 percent of clients.

Legal assistance is necessary to address many issues that affect low-income individuals and families. The most frequent cases involve family law, housing and foreclosure cases, consumer issues, employment and income maintenance, helping military families and veterans, and responding to disasters.  Legal aid programs provide extended representation in individual cases when appropriate, but they also provide:

· Clinics, often staffed by pro bono attorneys, where legal problems can be identified and addressed on-site or scheduled for additional assistance if needed;
· Advice and self-help materials (delivered via workshops, telephone help lines, online chat tools, downloadable court forms, etc.) that help people understand their rights and responsibilities, when legal assistance may be needed and where to find it, and get assistance with self-representation when necessary; and
· Referrals to other social services as appropriate.


[bookmark: _Toc412561104]Organizational Structure

One of LSC’s primary responsibilities is grantee oversight.  LSC performs its oversight function by issuing grants through a competitive process and by providing programmatic, fiscal and business management guidance to grantees. LSC also reviews grantee compliance with the LSC Act, Congressional restrictions on the use of LSC funds, and LSC rules and regulations. In addition, LSC’s independent Office of Inspector General conducts and supervises grantee audits, investigations and reviews to detect waste, fraud and abuse and to assist management in identifying ways to promote efficiency and effectiveness in LSC operations and LSC-funded programs.
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While all LSC offices have a role in the grants management process, key offices involved include the Office of Program Performance (OPP) (grants management and programmatic assistance), the Office of Compliance and Enforcement (OCE) (regulatory and fiscal compliance), the Office of Information Management (OIM), and the Executive Office.

Office of Program Performance (OPP)
The Office of Program Performance (OPP) is charged with the design and administration of the competitive grants process, the encouragement of competition, and the development and implementation of strategies to improve program quality. Program improvement efforts include identification of areas of weakness and follow-up for individual recipients, and identification and sharing of innovations and "best practices" among recipients and others in the legal services delivery system, as well as broader strategies for improvement of the delivery system.

Office of Compliance and Enforcement (OCE)
The Office of Compliance and Enforcement (OCE) reviews grantee compliance with the LSC Act, regulations, instructions, guidelines and grant assurances. OCE is also charged with responding promptly and effectively to inquiries and complaints pertaining to recipients filed by members of the public.  OCE responsibilities include the following:

· Oversee the fiscal practices of grantees to ensure sound stewardship of public grant funds.
· Investigate complaints referred by Members of Congress to LSC management pertaining to LSC grant recipients.
· Assess the fiscal health of grantees.
· Review, assess and respond to public complaints.
· Provide prior approvals to recipients for major expenditures.
· Review and respond to recipients' requests for waivers related to Private Attorney Involvement requirements, fund balances and fund deficits.
· Review and approve recipient subgrant agreements.
· Provide follow up to the referrals of findings by the Office of Inspector General through the referral procedures.
· Initiate and follow up on questioned-cost matters.
· Investigate recipients' compliance with the regulations recipients agreed to abide by when accepting federal funding.
· Review and assess equal opportunity policy statements, sexual harassment policies, and notices of handicap accessibility.

Office of Information Management (OIM)
The Office of Information Management is responsible for gathering, disseminating, and analyzing information about LSC grantees and the delivery of legal services. This responsibility includes identifying and collecting information about the civil legal needs of eligible clients, and sharing that information with LSC staff, grantee staff, and other interested parties.

Executive Office
The Executive Office is responsible for the implementation of Board policy and oversight of LSC’s operations.  In addition, the LSC President must review and approve all grant awards.
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LSC currently funds 134 legal aid programs.  LSC’s primary grant program, Basic Field Grants, funds all aspects of a legal aid program, including operating and administrative costs. These grants are typically awarded for a three-year period, with successful applicants submitting a less detailed renewal application for the second and third years of the grant cycle.  

LSC also offers a number of smaller, subject-specific grants. LSC’s Technology Initiative Grants (“TIG”) allow grantees to explore innovative ways of serving clients, to build their technical capacity, and to support the efforts of pro bono attorneys. They are competed annually, and more than 570 projects totaling over $46 million have been funded to date. LSC’s new Pro Bono Innovation Fund (“PBIF”) grant program supports creative pro bono projects.  Also competed annually, PBIF supported 11 projects in its inaugural year.  LSC periodically provides disaster preparedness grants, based on LSC’s receipt of special funding, such as a Congressional appropriation for its grantees in areas affected by Hurricane Sandy and private foundation grant funds.  

All grant awards are subject to a competitive application process, which requests detailed staffing, budget, and operations details, as well as copies of relevant organizational documents.  LSC regularly evaluates its grantee activities by conducting oversight visits, providing technical support, and providing guidance regarding or investigating issues related to compliance with the LSC Act, regulations, and LSC’s annual appropriations acts.

To administer its grant funds, LSC’s staff of approximately 100 employees (about half of whom work directly with the grantees) maintain numerous systems to track grantee-related data.  These include LSC’s primary grants management application (currently EasyGrants), as well as additional SQL databases that track grantee staffing, case, and demographic information.  In addition, LSC has numerous Microsoft Access databases and Excel spreadsheets that are used to either provide customized reports from the grants management system or to track compliance issues and oversight visits to grantees.  

LSC currently stores many of its internal documents, as well as documents provided by grantees, in a document management system called Worksite.  These are primarily Microsoft Word and Adobe Acrobat (PDF) formatted documents, as well as Excel spreadsheets.  LSC also has numerous Google Documents sites and wikis set up to support grantee site visits.  There is significant duplication of documents across these current data management channels, and the reporting mechanisms are diverse largely because the reporting functionality of the current grants management system is limited.

A strategic goal of LSC is to develop a fully integrated suite of software applications for grantee document and information management – one that improves, streamlines, and consolidates the number of systems currently in place, as well as facilitates LSC’s ability to collect and analyze data.  As such, LSC is undergoing a Data Portal initiative that will establish a powerful and flexible information management platform to provide a consolidated, user friendly, 360o view of all LSC constituents (grantees, donors, etc.).  LSC has selected Salesforce as this platform.  However, it is not a requirement that the selected grants management system be on a Salesforce platform – LSC is seeking the best-of-breed solution.

Key components/inputs into the Data Portal include:

· Document Management
· LSC is currently in the rollout stages of implementing the Box document management tool.  This will be the primary repository for storing and managing all LSC documents, with requirements to establish integration with the GMS for grant-related documents.
· As part of this initiative, LSC is implementing the Box for Salesforce module to facilitate integration with the Data Portal platform.

· Constituent Relationship Management (CRM)
· LSC has recently rolled out the Salesforce CRM solution for non-profits.

· Grants Management System (scope of this RFP)
· LSC is looking to implement a robust grants management software that has flexibility and scalability to manage LSC’s current grants and programs, as well as additional grants and programs that may be introduced.  Key processes used to manage the administration of grants – site visits, risk assessments, etc. – should be incorporated into the GMS.
· It is envisioned that the Data Portal will serve as a grants reporting and process automation (workflow) vehicle for the grants management system.  As such, the ability for the selected GMS to integrate with Salesforce and Box will therefore be critical.

· Comprehensive and Robust Reporting
· While the selected GMS is expected to provide basic reports, LSC plans to leverage Salesforce to serve as the data warehouse solution to meet complex, analytical reporting needs.  Information from the GMS, SunSystems financial, and any other systems would integrate with Salesforce to meet LSC’s comprehensive reporting requirements.

The implementation of the Data Portal will be phased.  The CRM solution is currently live.  The Box document management system, as previously mentioned, is in the implementation stage, with some LSC offices having already transitioned to Box and full transition expected to be complete by Summer 2015.  Given LSC’s complex reporting requirements, LSC will commence converting and integrating grants management information from EasyGrants into the Salesforce platform, with target completion by the end of 2015 – at which time Salesforce will contain a majority of LSC’s grants management historical data.  Lastly will be the implementation of the new GMS.
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[bookmark: _Toc412561107]Current Systems

Below is a visual of the systems environment at LSC (as of 2014).  There are a myriad of tools used to support LSC’s mission.
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· LSC Grants – represents the current GMS solution, EasyGrants.
· Worksite – a document management system; LSC is currently in the process of migrating to the Box document management solution.
· Awards Data – represents separate tools (Excel spreadsheets, Access databases) used to manage grant award calculations and associated payments.
· Finance – represents the SunSystems financial application.
· RINDB – a reporting database that pulls in data from EasyGrants, then funnels it out to other reporting tools that are used internally and externally (available on LSC’s website) – Grantee Profile and GREPS (Grantee Reports).  Additional details regarding the public-facing data available can be found on LSC’s website: http://grants.lsc.gov/rin/about-rin. 
· Wikis – represents the numerous Google sites setup to store grantee-related documents; this functionality will be migrated to the Box system.

Other systems not depicted include:
· RegOnline – events management tool used to manage TIG conferences.
· Access databases – to track site visit data and other grant-related data.
· Excel spreadsheets – to track risk assessments (associated with OCE) and other grant-related data.
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LSC’s computer network is a LAN/WAN system running Microsoft Active Directory on primarily Microsoft Windows 2008 servers.  Multiple desktops and laptops are utilized – all on Windows 7 Pro and the Microsoft Office 2010 Suite.
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LSC‘s goal is to streamline the number of systems and enhance integration between the systems.  Below is a visual representation of the “end goal” associated with the Data Portal initiative.  It is envisioned that ad-hoc spreadsheets and databases would no longer exist.
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· LSC Grants – represents the new GMS to meet LSC’s business and technical requirements.
· Finance – represents the SunSystems financial system, with bi-directional integration with the selected GMS solution.
· Reporting Portal – encompasses both the Box document management system and a robust, comprehensive reporting/data warehouse tool (Salesforce).
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The primary systems to be converted during the implementation are as follows:

· Salesforce – it is anticipated that LSC’s migration of data for a majority of grant-related information will reside in Salesforce and be migrated to the selected GMS package.
· Grantee Organizations: 134
· Grantee Key Personnel: 15,000
· This includes executive directors, board members, and staff members.  Note – approximately 12,000 represent staff members that may not be converted.
· Grant/Award Records
· Field Grants: 200
· TIG: 130
· PBIF: 25
· Disaster Grants: 10

· EasyGrants – while a majority of the information will reside in Salesforce, there may be some open grants that will need to be converted to the selected GMS package.  In addition, OPP’s risk assessment data is maintained in EasyGrants.
· Risk Assessment Records: 134 (one per grantee)

· Excel spreadsheets – for conversion of OCE’s risk assessment data and award calculation information.
· Risk Assessment Records: 134 (one per grantee)
· Number of Award Calculation Records: 200 per year (note – a decision has not been made as to whether historical calculation records are needed in the selected GMS)
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[bookmark: _Toc202332864][bookmark: _Toc202368414][bookmark: _Toc202368630][bookmark: _Toc202368802][bookmark: _Toc202578023]Below is the anticipated number of users when the entire organization is using the new grants management system.

	Users
	Named Users Estimate
	Concurrent Users Estimate

	LSC Staff
(a) “Heavy” Users (conduct system setup, configure forms, conduct application reviews, etc.)
(b) Reviews (conduct reviews of applications)
	

20

30
	

10

25

	Third-Party Contractors (conduct reviews of applications)
	10
	5

	Grantee /Applicant Users
	250
	200
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The two individuals listed below represents the vendors’ primary project contacts.  Under no circumstances should vendors contact individual staff at LSC to discuss any aspect of this Request for Proposal (“RFP”) unless directed to by the primary contacts.

	Peter Campbell
Chief Information Officer
Legal Services Corporation
pcampbell@lsc.gov
202-295-1685
	Lachelle McMillan
Project Manager
Barker & Scott Consulting
lmcmillan@lymconsultingllc.com
703-753-8040



[bookmark: _Toc210119728]
[bookmark: _Toc412561114]Confirmation of Intent to Respond

If, after reviewing this RFP, you elect to submit a proposal, please communicate your intention by email before 5:00 pm ET on March 4, 2015.  Notification should be sent to the primary contacts above.
[bookmark: _Toc206647342]

[bookmark: _Toc210119729][bookmark: _Toc412561115]Proposal Response

[bookmark: _Toc210119730]Proposals are due before 5:00 pm ET on March 25, 2015. Vendors should utilize this document for recording their responses.  Please only submit an electronic copy of the proposal in PDF form to the contacts listed above.  However, responses to the detailed requirements (Appendix II) should be submitted in both PDF and Excel formats.

Applicants are encouraged to indicate whether they qualify as a small, disadvantaged business under section 8(a) of the Small Business Act (13 CFR 124).


[bookmark: _Toc412561116]Questions on RFP

If you have questions that need to be answered in order for you to develop a thorough proposal, please submit your questions at one time via email to the primary contacts listed above before 5:00pm ET on March 9, 2015.  The collective set of vendor questions and LSC responses will be provided to all vendors via email by 5:00pm ET on March 16, 2015.


[bookmark: _Toc202332866][bookmark: _Toc202368416][bookmark: _Toc202368632][bookmark: _Toc202368804][bookmark: _Toc202578025][bookmark: _Toc412561117]Terms of Proposal Submission

All terms and conditions offered in proposals submitted in response to this RFP must be held open for acceptance for a period of 120 days after submission.  

Proposals should be prepared simply and economically, providing a straightforward, concise response to the items within this RFP.  Vendors must use this RFP template for their proposals.  Do not include any sales or marketing material unless they contain information germane to the proposal and which is specifically referenced in the main body of the proposal. 

Vendors will assume all costs and expenses incurred in responding to this RFP. 

All proposals submitted in response to this RFP will be kept on file or destroyed.  Applicants are encouraged to exclude from their response any information that is proprietary to the bidding firm, used without express permission of the owner or otherwise subject to third party rights.  All materials associated with this procurement process are subject to federal and state copyright, freedom of information, and privacy laws.

[bookmark: _Toc260556871]LSC reserves the right, in the exercise of its sole discretion, to: (a) reject all of the proposals received; (b) reject any proposal because of defects, irregularities, omissions or provisions inconsistent with this RFP; (c) accept a proposal without further discussion or negotiation; (d) waive any defect or irregularity in a proposal and to accept that proposal when it is otherwise in the interests of LSC to do so; (e) negotiate directly with respondents for other terms, prices and conditions deemed proper and reasonable or to protect the interests of LSC. 

All proposals, information, and responses will be incorporated into and made a part of any final agreement between LSC and the selected vendor.  No information should be submitted that cannot be so incorporated into the agreement.

The vendor understands and agrees that the vendor has a duty to explain and clarify any and all conditions imposed on or included in the response to this RFP.  The vendor further understands and agrees that the vendor has an affirmative duty to inquire about and clarify any RFP question that it does not fully understand, or that may, in the vendor’s opinion, be susceptible to more than one interpretation. No additions or changes to a vendor’s original response to this RFP will be allowed after submission. Clarifications, however, may be requested or required by LSC.

LSC assumes no liability for payment of services until the successful applicant is notified and until a contract has been signed by both the applicant and LSC. 
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The Freedom of Information Act (FOIA) and associated LSC regulations may require LSC to release certain third-party bid proposals to the public upon request. LSC will not, however, release a proposal that would cause competitive harm to the applicant. If your proposal is requested under FOIA, LSC will contact you before releasing it in whole or in part. Applicants are encouraged to label documents containing sensitive business and confidential information as such at the time of submission.
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[bookmark: _Toc412561119]Timetable of the Selection Process

	Date
	Milestone

	February 25, 2015
	Issue Request for Proposal (RFP)

	March 4, 2015
	Receive notification of intent to submit

	March 9, 2015
	Receive vendor questions

	March 16, 2015
	Respond to vendor questions

	March 25. 2015
	Proposals Due

	April 8, 2015
	Notify finalist vendors and issue instructions for onsite demonstrations

	
· Demo 1: Week of May 4th
· Demo 2: Week of May 4th 
· Demo 3: Week of May 11th
	Conduct scripted software demonstrations:*
· Vendor #1 Demo
· Vendor #2 Demo
· Vendor #3 Demo

	May 2015
	Check vendor references (upon completion of the software demonstrations)

	June 1, 2015
	Identify top solution and begin contract negotiations



*The finalist vendors will participate in scripted demonstrations of the vendor’s proposed software product at the headquarters of LSC in Washington, DC.  Vendors will be given the demonstration scripts in advance, which will document the critical requirements of LSC using “real world” examples.  The demonstrations will allow LSC to observe the proposed software capabilities in action and permit discussions between LSC personnel and vendor personnel about how the proposed software meets LSC’s business requirements.
[bookmark: _Toc412561120]
Vendor Proposal

VENDORS – AS A REMINDER, PLEASE USE THIS DOCUMENT FOR ENTERING RESPONSES.

[bookmark: _Toc202332869][bookmark: _Toc202368419][bookmark: _Toc202368635][bookmark: _Toc202368807][bookmark: _Toc202578028][bookmark: _Toc412561121]Company Information

1. Legal name of company.


2. Year established.


3. Principal owners of the firm and their percentage of ownership.


4. Annual revenues for proposed product for each of the last 5 years.


5. Breakdown of employees.
Total:
Sales and Marketing:
Research and Development:
Technical Support:
Customer Support:
Management:


6. Is there any pending litigation against your company or its principals?  If so, please describe.


7. [bookmark: Check4]Please provide copies of audited financial statements and an annual report for last year and this year.   |_| Check here if provided.  If not provided please explain why.



8. Please describe your General Liability, Commercial Liability, or Professional Liability Insurance coverage.  Please note that LSC will not accept a contract that limits a vendor’s liability to the contract amount.


9. Please inform of any conflicts of interest you may have doing business with LSC.


10. List any nonprofit clients who have stopped using the software/services of your company in the past 18 months and briefly explain the reason.



[bookmark: _Toc202332870][bookmark: _Toc202368420][bookmark: _Toc202368636][bookmark: _Toc202368808][bookmark: _Toc202578029][bookmark: _Toc412561122]General Software Product Information

11. What is the name of the software product(s) being proposed?


12. What is the product’s current release level/version?


13. Counting an organization only once, regardless of how many separate offices or separate databases are being supported for that organization, how many nonprofit or governmental organizations are using the proposed software?


14. Please complete the following grid with information about 3-5 nonprofit or government clients that are of comparable size to or larger than LSC and are managing grant information using your product(s).

	Client Name
	Total # Constituent Records
	Total # Award Records
	Total # Concurrent Users
	Month/Year Software Went “Live”
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



15. Please indicate the number of users and records for 2-3 of your largest clients (corporate, nonprofit or government).

	Client Name
	Total # Constituent Records
	Total # Award Records
	Total # Concurrent Users
	Total # Named Users
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



16. Is there an organized user group specifically for the nonprofit or government clients of the proposed software?  If so: how many organizations belong to the user group, how often are user group meetings held, and what are the membership fees, if any?


17. Please provide 3-5 references for organizations that are using the software being proposed for LSC. These references will be checked only in the event that your company is chosen as a finalist.  LSC reserves the right to contact customers not included on this list.

	Client Name
	Contact Person / Title
	Phone Number
	Month/Year Software Installed
	Length of Implementation
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18. Please provide a vision statement about how the proposed software is intended to support nonprofit or government organizations into the future.   Please describe areas that you will be making investments in to ensure that your product supports that vision and include a product roadmap.



[bookmark: _Toc202332873][bookmark: _Toc202368423][bookmark: _Toc202368639][bookmark: _Toc202368811][bookmark: _Toc202578032][bookmark: _Toc412561123]Proposed Software Technical Considerations

Taking into account LSC’s technology environment as described within this RFP, please provide a response to the technical questions in the appropriate section(s) below:

1. Given strategic goals, LSC is primarily interested in a hosted GMS solution.  However, LSC will evaluate other options based on the ability of the product to meet business and technical requirements.  Every vendor has their own application delivery model for hosted solutions and many have more than one.   Below, we have listed the most common application delivery models.  Please indicate if you support each model, your definition of each model that you support, and what model you recommend for LSC along with an explanation of why you recommend that model.  

A. Hosted by the vendor in a single-tenant model:

B. Hosted by the vendor in a multi-tenant model:

C. Software as a service in a multi-tenant model:

D. Software as a service in customer-specific instance:

E. Internally hosted by the customer on the customer’s premise:


2. For the models you support, please describe how you provide that model.  Please list any partners you work with and what your relationship is with them (data center partners and their location, virtualization partners, equipment providers, etc.).

A. For vendor hosted solutions, would LSC data be mirrored to multiple data centers?  If so, are they geographically diverse locations?


B. For vendor hosted solutions, how often is data backed up (full and incremental)?


C. For vendor hosted solutions, would LSC be permitted to download the entire data set in order to maintain local backups?  If yes, are there restrictions on frequency and timing?  What format(s) can the data be downloaded in?


3. Please describe the technology stack your product is built on.   This would include the database technologies for the core database, database technologies for any other databases such as data marts, the application development platform, integration technologies, user-interface technologies, reporting technologies, mobile technologies, and any other technologies you feel complete the stack.



A. If mobile technologies are supported, how is the software optimized for use on smartphone, tables, and other mobile devices?  Do you offer a native mobile app for iOS or Android?



4. Please describe the options available to integrate your solution with other 3rd party solutions and customer legacy solutions:

B. Flat file imports/exports.  Please elaborate on tools provided to the customer to set up exports/imports, define business rules for the imports/exports, the ability of the tools to automate these imports/exports, and the ability to restart imports/exports if a problem occurs. Please discuss size/volume limits for imports and exports in a single job.  Please also define import/export file formats supported (e.g., xml, csv, xls).


C. APIs.  Please provide a high level description of available APIs (including programming languages supported), the customer’s ability to access these APIs, any limits on the usage of the APIs, please include any potential API charges in the cost section of this RFP, and the ability of third parties (a data warehouse/reporting solution for example) to access your APIs.


5. Please describe the tools available to customers to customize the application.  Please include in your description an explanation of how these customizations are or are not impacted by product upgrades.  


6. What is the client software?  If it is a web browser, please indicate what your reference browser is.  Other than a web browser, are there requirements for any other client-based software?  Are any web add-ons (e.g., Java, Active X) required?


A. Can your software be accessed via Windows PCs and Apple Mac computers?



B. For the above mentioned browsers and operating systems supported, please list the version compatibility (e.g., all, v7 and above).



C. Does the software utilize a responsive design?



7. Will the customer have access to a development environment?  Will the customer have access to a test environment?  Will the customer have access to a production staging/support environment?  If there are costs associated with these environments, please include them in the cost section.


8. Please describe your software release schedule including patches, point releases, and major releases.  Please describe how you prepare the customer for the introduction of these changes into the environment.



9. Has your software ever been assessed by the Government Accountability Office or an Inspector’s General’s Office?  If so, please provide a link to the report.


10. Please describe your disaster recovery strategy for the application (assuming LSC implements the delivery model you recommend), as well as the disaster recovery strategy for all partnering vendors.   

A. What is the recovery time objective for the application?  


B. What is the recovery point objective?  


C. What is your organization’s history of meeting recovery time objectives?   


D. Can the customer work with you to conduct separate disaster recovery tests in order to test/validate readiness? 


E. Has your organization ever had to invoke its disaster recovery plan for the product you are proposing to LSC and if so was the recovery time objective met and how long did it take to return to your primary solution? 


F. How often do you fully test your disaster recovery capabilities?   If there are costs associated with this, please include them in the cost section. In addition, please attach or include any relevant documents that describe your recovery strategy.



11. Please describe the business continuity strategy for your organization and any partners.


A. If your company is sold, can we be assured that our contract will remain valid until its renewal date?  If not, the contract must specify that LSC has the option to terminate without penalty in case of a change in ownership – is this acceptable?


B. Should your company go out of business, LSC requires at least a six months’ notice before we lose access to the system, including a full data export.  Is this acceptable?


12. If you or LSC decided to discontinue the contract (for convenience or for cause), would your organization be willing to include a clause in the contract that LSC will be able to recover all of their data in a reasonable format in a reasonable amount of time regardless of the nature or source of the dispute?


13. Please describe your standard service level agreements (SLAs), credit mechanisms, earn-back mechanisms, and continuous improvement adjustments to SLAs.  For error correction SLAs, please indicate how they change due to the severity of the error.


A. In the case of system downtime that exceeds an agreed-upon SLA, what remedies do you provide?


14. If proposing a hosted solution, has your hosting organization and all appropriate partners (please list) passed an SSAE 16 Type 2 audit?


15. Please describe the level of PCI compliance achieved by your organization and by each of your partnering vendors as appropriate.


16. Please describe any other security-focused certifications/audits your hosting organization or hosting provider has passed such as ISO/IEC 27002.


17. Please discuss how security is administered in your application.  Please include the extent to which you support or do not support role based security and the granularity of security in the application (screen level, field level, record level, etc.).


18. Please discuss how audit-trails of data changes are supported by your application and any potential impact on performance.


[bookmark: _Toc202332879][bookmark: _Toc202368429][bookmark: _Toc202368645][bookmark: _Toc202368817][bookmark: _Toc202578038]

[bookmark: _Toc412561124]Implementation Services

1. Provide an overview of your implementation methodology and then describe the specific aspects of each stage of the methodology (e.g., project planning, design and configuration, custom programming, interface development, data conversion, performance and stress testing, user acceptance testing, training and documentation, project management, change management, etc.)


2. Do you provide 100% of the implementation services?  Do you partner with other consultants?  


3. What level of customer involvement is required during the implementation?  If specific customer resources are expected to be assigned to the implementation, please indicate the roles required and their responsibilities.


4. Describe what you have found to be the critical success factors for a successful implementation?  Include requirements for yourself and the customer.


5. Please indicate the number of staff you have in each of the following categories.  Feel free to include an explanation about these resources.
	Implementation Project Managers
	

	Business Analysts
	

	Design/Configuration Leads
	

	Custom Code Developers
	

	Report Developers
	

	Data Conversion Programmers
	

	Interface Programmers
	

	Testers – if applicable, please designate by category (e.g., unit testers, interface testers, system performance testers)
	




6. Please provide information on three candidates for the project manager position for LSC.  In addition, please include information about other key personnel that may be assigned to the project.  Feel free to provide resumes separately or provide links to online bios.  (LSC recognizes that staffing remains fluid until contracts are signed.)


7. Describe your training approach.  Specify the onsite/off site training options available, including course schedule, subject matter, and audience.


8. How many training hours are included within the standard support and maintenance agreement and how is that training delivered (e.g., at the vendor’s location, onsite at the customer’s location, via the web)?


9. [bookmark: _Toc202332880][bookmark: _Toc202368430][bookmark: _Toc202368646][bookmark: _Toc202368818]Please provide a suggested and conservative workplan (e.g., Gantt chart format) for the implementation of the software.  Please share with us your thoughts on tools/components that can be implemented ahead of the conversion. 


10. Please provide a copy of your standard contracts.  |_| Check here if provided.
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[bookmark: _Toc412561125]Support & Maintenance

[bookmark: _Toc237086040][bookmark: _Toc237100937][bookmark: _Toc237452865][bookmark: _Toc412561126]Support

1. Please describe your proposed support and maintenance agreement for LSC.


2. Is support provided by your organization or is it outsourced?  Will there be a dedicated support team assigned to LSC?


3. What are the standard hours for phone, email and chat support?


4. Describe your proposed process for providing support to LSC.

A. Means of processing and tracking requests:

B. Escalation procedures:

C. Resolution process:

D. Response times (by problem severity level):


5. Are there any restrictions within the standard support and maintenance agreement on the number of staff that can request support?


[bookmark: _Toc237086041][bookmark: _Toc237100938][bookmark: _Toc237452866][bookmark: _Toc412561127]Software Enhancements

6. Describe the mechanism for communicating the availability of software enhancements to customers.


7. Specify the frequency with which system updates and release/version upgrades are issued.


8. Describe how the application of system updates/new releases is managed.  Specify the roles and responsibilities of both the vendor and the customer.


9. Identify the documentation provided with release/version upgrades, bug fixes, and data dictionaries.


[bookmark: _Toc237086042][bookmark: _Toc237100939][bookmark: _Toc237452867][bookmark: _Toc412561128]Software Warranties

10. Specify the standard software warranty period.


11. Provide cost estimates for post-warranty software maintenance.


12. State the hourly rate for non-contract software maintenance services.


13. Identify the types of services that are not covered under a software maintenance agreement.



[bookmark: _Toc237086043][bookmark: _Toc237100940][bookmark: _Toc237452868][bookmark: _Toc412561129]Customer Staffing and Skills Required to Support Software

14. Please include a recommendation of LSC’s staffing levels and skills required for implementation and ongoing operation of the proposed software.  Address both technical and functional resource needs.


15. Please provide information regarding the turnover rate for your technical support staff over the previous five years.


[bookmark: _Toc412561130]Pricing

Please provide low and high cost estimates specific to LSC for purchasing, implementing and maintaining the software product. We understand that you will require a greater level of discovery to provide “hard” cost estimates; however, we believe that this RFP combined with the opportunity to ask questions should provide you with enough information to provide reasonable pricing estimates.  Please use the user, data, conversion and integration assumptions as outlined in this RFP as the basis for your estimates.  

In addition, please indicate if any of the following pricing conditions apply:
· You offer GSA pricing
· You offer discounts to 501(c)(3) nonprofits

As part of this process, we will be completing a 5-year total cost of ownership model based on the data you provide.   We will review that model with you to ensure we are reflecting your costs accurately.  Please provide the contact information of someone we can contact to ask clarifying questions (NOT negotiating questions) about the information you provide:  

Pricing Information Contact

	Name:
	

	Title:
	

	Phone:
	

	Email:
	



LSC is willing to work with a single primary point of contact to understand the costs presented in your proposal.  If multiple vendors need to be dealt with, LSC expects the primary vendor to handle all communications with your partner vendors.


[bookmark: _Toc206647358][bookmark: _Toc210119743][bookmark: _Toc237086045][bookmark: _Toc237100942][bookmark: _Toc237452870][bookmark: _Toc412561131]Implementation Costs

	
	Rate
	Low Estimate
	High Estimate

	1. Hardware (if applicable)

	
	
	

	2. Hosting set-up

	
	
	

	3. Implementation professional services
a. Hardware installation
b. Design and configuration
c. Data conversion
d. Custom programming
e. Interface programming
f. Testing
g. Delivery and support
h. Project management and planning

	
	
	

	4. Training and documentation
	
	
	




[bookmark: _Toc206647359][bookmark: _Toc210119744][bookmark: _Toc237086046][bookmark: _Toc237100943][bookmark: _Toc237452871][bookmark: _Toc412561132]Ongoing Operating Costs

	
	Year 1
	Year 2
	Year 3

	5. Software license fees (indicate named users, concurrent users or enterprise license). Reference Section VI for the estimate of users for the GMS.
	
	
	

	6. Software maintenance fees

	
	
	

	7. Hosting fees including data storage

	
	
	

	8. Help desk support above what is included in the standard license agreement
	
	
	




9. Please indicate any thresholds or parameters (e.g., database size, number of users) that would impact the quoted fees if LSC’s growth projections are overstated or understated.


10. Please indicate any assumptions made by your organization in deriving the cost estimates above.


11. Please describe the types of additional services you provide that LSC may wish to take advantage of (e.g., GPS mapping) and indicate fees for each add-on service.




[bookmark: _Toc412561133]LSC’s Services and Grant Processes – Detailed Business Requirements

[bookmark: _Toc412561134]Vendor Response Instructions

LSC’s key business process workflows that are to be managed within the grants management system appear in Appendix 1 – Business Workflows.  The detailed business requirements associated with those workflows appear in Appendix II – Detailed Requirements (a separate Excel spreadsheet).  Within that Excel spreadsheet, please respond to each of the functional and technical requirements in the column labeled “Response” using the following legend:
	
M	Base software meets the business requirement as stated
P	Base software partially meets the business requirements, or meets it differently than stated
C	Base software does not meet the business requirement, but product is customizable/configurable with no additional cost
C$	Base software does not meet the business requirement, but product is customizable/configurable for an additional cost
N	Base software cannot meet the business requirement 

If a requirement is met by utilizing additional software (e.g., via a vendor partner or another product) beyond the base product, please note that in the ‘Modules/Software’ column.  In addition, please feel free to add clarifying details in the column labeled ‘Vendor Comments’.

Responses should reflect the capabilities of the CURRENT VERSION of your base software as indicated above in question 11 in the General Software Product Information section. However, feel free to note in the ‘Vendor Response’ column where future capability may address the requirement more effectively (include release # and expected date, if information is available). Please keep such explanations as brief as possible.


[bookmark: _Toc412561135]Workflow and Requirements Overview

LSC is the single largest funder of civil legal aid for low-income Americans in the nation.  LSC promotes equal access to justice by awarding grants to legal services providers through a competitive grants process; conducting compliance reviews and program visits to oversee program quality and compliance with statutory and regulatory requirements as well as restrictions that accompany LSC funding; and by providing training and technical assistance to programs.  LSC-funded programs helped approximately 1.8 million people in 2013.


Listed below are high-level classifications of LSC’s workflows/requirements.  Additional details are referenced in Appendices I and II (separate documents).  Vendors are strongly encouraged to review this information in order to best respond to the ability for the software to meet LSC’s business requirements.

	Category
	Definition/Goal

	1
	Collaborative Data Management
	All information and actions taken based on the data should be transparent to all users.  Data should be shared across a collaborative environment that maximizes the ability of LSC to engage with and evaluate its grantees.  That said, security should be appropriate to each staff person and any third-parties (e.g., grantees, applicants, outside reviewers).  Access should be open, but the ability to view, add or change data should be role-appropriate.  For example, basic grantee information should be viewable by all, but the ability to view complaints against grantees may be limited.

	2
	360o View of Grantees
	LSC staff must be able to access, query and report on an accurate, 360° view of grantees (including application information, site visit reports, etc.).  It is important to recognize/track grantees who may have multiple grants (e.g., field grants, TIG, Disaster grants) with LSC.  This ability is essential to inform the strategy with the grantee, coordinate messaging among various LSC offices, and improve the grantee experience.

It is recognized that one system may not meet all the requirements to support LSC's strategic objectives for managing its grants environment.  In those scenarios, integration with other LSC systems (e.g., via real-time APIs) is critical to support a 360° view of grantee activities.

	3
	Maintain Grantee/Constituent Information
	The system must have the capability to track and manage demographic information related to grantees (organizations) or individual award recipients.  In addition, constituents also comprise internal LSC staff, third-party reviewers, temporary employees utilized for site visits, etc.

	4
	Grantee Interface / Portal
	The system should support a self-service, constituent log-in process (e.g., using their member number) with a customizable web interface/portal.  Grantees should be able to update basic demographic information (e.g., office locations, mailing address, executive director information, email addresses).

	5
	Grants Management Lifecycle
	Manage the full lifecycle of managing a grant (outgoing) - from the RFP to the application process to the approval of grant awards.  In addition, there are some grant types/awards that have specific nuances to be addressed (e.g., with LRAP awards, TIGs).  It is critical to have the ability to customize applications by applicant.

In addition, applicants may request the use of a subgrantee - another organization in which the applicant/program may allocate funds for them to perform programmatic work related to the grantee’s delivery of legal services.  The submission and approval of the use of subgrants is closely linked to the grant application process and must also be managed as a component of the grants lifecycle.

	6
	Grantee Progress Reporting
	Some of LSC's grant programs (e.g., TIG, disaster grants) require progress reports to be submitted.  Therefore, the GMS needs to have the ability to receive this information.

	7
	Grant Award Calculations
	For field grants, fund calculations are based on appropriations (from Congress) that are typically performed annually.  In addition, appropriations are based on the federal government’s fiscal year, although LSC funds on a calendar year.  If appropriations have not been finalized, initial funding decisions may initially be based on continuing resolutions, with award amounts being revised once appropriations are determined.

Based on appropriation and/or continuing resolution amounts, along with other data points (e.g., census information, poverty population), LSC needs the ability to calculate grant award amounts.

	8
	Award Package and Notification
	Ability to generate award packages based on the grant type and award amount, and send notifications to the applicable grantees.

	9
	Payment Processing
	In order to maintain data integrity between the Grants Management System and the financial system, a bidirectional integration needs to exist.  Payment amounts to be processed are sent from the GMS to the financial system, and notification of payments processed are sent back to the GMS.

	10
	Grants Management (Incoming)
	LSC is primarily a funder based on appropriations from federal funds.  However, LSC has recently received funds from other sources that need to be tracked.  The system should support the ability to track grants, payments received against those grants, and manage LSC's obligations to issue progress reports.

	11
	Risk Assessments
	A risk assessment process is utilized by OCE and OPP in identifying potential site visits.  Therefore, LSC requires a robust tool in which multiple risk criteria can be established, and based on information entered, a risk score can be calculated and a rank order established.

	12
	Onsite Assessments (Site Visits)
	Performing site visits is a critical process for LSC, as it allows for the ability to assess the grantee's operations.  OCE and OPP both conduct site visits, although the focus of the visits vary.  OCE evaluates the regulatory and fiscal compliance of grantees.  OPP assesses a program’s delivery system (how intake of clients is performed, use of private attorneys, use of technology to enhance internal operations, etc.) in order to identify strengths and areas for improvement.

The functionality associated with scheduling and tracking site visits will be managed outside the selected GMS.  However, the ability for the selected GMS to integrate with both Salesforce and the Box document management system will be critical in viewing key data elements within the GMS.

	13
	Prior Approvals of Purchases and Waivers
	Grantees must obtain LSC approval for the purchase or lease of personal property exceeding a certain dollar amount, investments in capital improvements exceeding a certain dollar amount or for the purchase of real property.  In addition, waivers are submitted if they don't expect to utilize allocated funds based on specific guidelines.

As such, LSC is looking to establish a central portal/repository for tracking these requests and routing them for review.

	14
	Desk Reviews
	Desk reviews are an annual process conducted by OCE that entails the review of grantees’ audited financial statements.  Integration needs to be established with the Box document management system in order to record when desk reviews are completed for grantees, as well as any resulting corrective actions need to be tracked.

	15
	Questioned Costs
	Questioned costs are potential costs that are not allowable.  As such, they are referred to OCE to determine if a regulation has been violated.  The outcome of questioned costs reviews often results in an adjustment to the grantee's payment amount, which will need to be tracked in the GMS and interfaced into the financial system.

	16
	Complex Data Collection
	Grantees are required to report various information to LSC.  Examples include information about closed cases, demographics of clients, grantee revenue and expense data, grantee staffing information, office locations, educational meetings conducted by grantees, etc.).

In addition, during the field grant application process, grantees are providing significant data points, including updates to information reported in prior years.  Therefore, LSC needs the ability to establish custom fields to collect a myriad of data.  Information collected needs to be associated to the grantee's record.

	17
	Reporting
	The ability to report on data elements captured within the system is critical.  In addition, workflow capabilities should exist to facilitate the routing of documents for approval.

	18
	Training / User Support
	As part of a system implementation, LSC staff should receive comprehensive training that is tailored to specific LSC offices/roles.

	19
	Data Management / Integrity
	The system should help ensure data integrity by validating what is entered by users against LSC-defined values and business rules.  In addition, the system should provide audit trails of changed data elements.

	20
	Technical Requirements
	The system should be user-friendly, intuitive, and enable staff to easily find and efficiently manipulate data that is meaningful to their job (e.g., via use of a dashboard).  The system should provide acceptable responsible times for both online data entry and online analytical processing activities.




[bookmark: _Toc412561136]Key Acronyms and Terminologies

Below are key acronyms and terminologies referenced within this RFP and/or the associated appendices.

	Acronym / Terminology
	Definition

	1
	Applicant
	Represents a legal aid program looking to receive funding from LSC and must complete the application process.  However, since LSC does not have many new applicants, this terminology is used synonymously with "grantee" and "program."

	2
	GAR
	Grant Activity Report

	3
	GMS
	Grants Management System

	4
	Grantee
	Legal aid programs that are currently receiving funding from LSC; sometimes used synonymously with "program" and "applicant."

	5
	GRPA
	Office of Governmental Relations and Public Affairs

	6
	LRAP
	Loan Repayment Assistance Program

	7
	LSC
	Legal Services Corporation

	8
	OCE
	Office of Compliance and Enforcement

	9
	OFAS
	Office of Financial & Administrative Services 

	10
	OIG
	Office of the Inspector General

	11
	OIM
	Office of Information Management

	12
	OIT
	Office of Information Technology

	13
	OLA
	Office of Legal Affairs

	14
	OPP
	Office of Program Performance

	15
	PBIF
	Pro Bono Innovation Fund

	16
	PPA
	Program Planning and Assessment form

	17
	PQV
	Program Quality Visit

	18
	Program
	Used synonymously with "grantee."

	19
	RCA
	Required corrective actions

	20
	RFP
	Request for Proposal

	21
	TIG
	Technology Initiative Grant




[bookmark: _Toc412561137]Appendix I – LSC Business Workflows

Please reference the separate pdf document.


[bookmark: _Toc412561138]Appendix II – LSC Detailed Requirements

Please reference the separate Excel spreadsheet.
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