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VENDOR INFORMATION SHEET FOR RFP 3238

Vendor Must:

A) Provide all requested information in the space provided next to each numbered question.  The information provided in Sections V1 through V6 will be used for development of the contract;

B) Type or print responses; and

C) Include this Vendor Information Sheet in Tab III of the Technical Proposal.

	V1
	Company Name
	



	V2
	Street Address
	



	V3
	City, State, ZIP
	



	V4
	Telephone Number

	
	Area Code:  
	Number:  
	Extension:  



	V5
	Facsimile Number

	
	Area Code:  
	Number:  
	Extension:  



	V6
	Toll Free Number

	
	Area Code:  
	Number:  
	Extension:  



	V7
	Contact Person for Questions / Contract Negotiations,
including address if different than above

	
	Name:

	
	Title:

	
	Address:

	
	Email Address:



	V8
	Telephone Number for Contact Person

	
	Area Code:  
	Number:  
	Extension:  



	V9
	Facsimile Number for Contact Person

	
	Area Code:  
	Number:  
	Extension:  



	V10
	Name of Individual Authorized to Bind the Organization

	
	Name:
	Title:



	V11
	Signature (Individual must be legally authorized to bind the vendor per NRS 333.337)

	
	Signature:
	Date:
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A Request for Proposal (RFP) process is different from an Invitation to Bid.  The State expects vendors to propose creative, competitive solutions to the agency's stated problem or need, as specified below.  Vendors’ technical exceptions and/or assumptions should be clearly stated in Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.  Vendors’ cost exceptions and/or assumptions should be clearly stated in Attachment K, Cost Proposal Certification of Compliance with Terms and Conditions of RFP.  Exceptions and/or assumptions will be considered during the evaluation process; however, vendors must be specific.  Nonspecific exceptions or assumptions may not be considered.  The State reserves the right to limit the Scope of Work prior to award, if deemed in the best interest of the State per NRS 333.350(1).

Prospective vendors are advised to review Nevada’s ethical standards requirements, including but not limited to, NRS 281A and the Governor’s Proclamation, which can be found on the Purchasing Division’s website (http://purchasing.state.nv.us). 

[bookmark: _Toc443554367]PROJECT OVERVIEW

The State of Nevada Purchasing Division on behalf of the Nevada Department of Business & Industry, Manufactured Housing Division (MHD) is planning to replace their legacy systems with a new system(s).  The new system(s) will need to streamline operations and provide integration of information across business functions (eliminating information silos).  

GOALS AND OBJECTIVES

The following are key goals and objectives of the project:

· Replace non-supported technology with up-to-date technology that is supported.

· Reduce or eliminate double data entry.  Implement a fully integrated system and eliminate silos.  

· Provide better and quicker customer service to the public and contractors, particularly for the permitting and inspection process.  

· Increase the speed and performance of the system for MHD staff.

· Provide staff and management with easy access to detail and summary data to support their activities.

· Increase efficiency in core business processes – permitting, inspections, licensing, titling, and parks program.

[bookmark: _Toc443554368]ACRONYMS/DEFINITIONS 

For the purposes of this RFP, the following acronyms/definitions will be used:

	Acronym
	Definition

	Assumption
	An idea or belief that something will happen or occur without proof.  An idea or belief taken for granted without proof of occurrence.


	Awarded Vendor
	The organization/individual that is awarded and has an approved contract with the State of Nevada for the services identified in this RFP.


	BOE
	State of Nevada Board of Examiners


	BPR
	Business Process Re-Engineering


	CBA
	Cost Benefit Analysis


	Client/Server
	The client/server model typically defines the relationship between processes running on separate machines.  The server process is a provider of services.  The client is the consumer of the services.  In essence, client/server provides a clean separation of function based on the idea of service.


	Confidential Information
	Any information relating to the amount or source of any income, profits, losses or expenditures of a person, including data relating to cost or price submitted in support of a bid or proposal.  The term does not include the amount of a bid or proposal.  Refer NRS 333.020(5) (b).   


	Contract Approval Date
	The date the State of Nevada Board of Examiners officially approves and accepts all contract language, terms and conditions as negotiated between the State and the successful vendor.


	Contract Award Date
	The date when vendors are notified that a contract has been successfully negotiated, executed and is awaiting approval of the Board of Examiners.


	Contractor
	The company or organization that has an approved contract with the State of Nevada for services identified in this RFP.  The contractor has full responsibility for coordinating and controlling all aspects of the contract, including support to be provided by any subcontractor(s).  The contractor will be the sole point of contact with the State relative to contract performance.


	COTS
	Commercial Off-The-Shelf software.


	Cross Reference
	A reference from one document/section to another document/section containing related material.


	Customer
	Department, Division or Agency of the State of Nevada.


	DBA
	Database Administrator


	Deliverables
	Project work products throughout the term of the project/contract that may or may not be tied to a payment.


	Development Environment
	A computer system, toolset and methodology used to develop and/or modify and test new software applications.


	Division/Agency
	The Division/Agency requesting services as identified in this RFP.


	DSD
	Detailed System Design


	EDI
	Electronic Data Interchange is a standard format for exchanging business data.  The standard is ANSI X12, developed by the Data Interchange Standards Association.  ANSI X12 is either closely coordinated with or is being merged with an international standard, EDIFACT.


	EFT
	Electronic Funds Transfer – an electronic transfer of funds through a national automated clearinghouse directly to a designated account.


	EIN
	Employer Identification Number


	EITS
	Enterprise Information Technology Services Division


	Email
	Electronic mail


	ERD
	Entity Relationship Diagram


	Evaluation 
Committee
	An independent committee comprised of a majority of State officers or employees established to evaluate and score proposals submitted in response to the RFP pursuant to NRS 333.335.  


	Exception
	A formal objection taken to any statement/requirement identified within the RFP.


	FTE
	Full Time Equivalent


	Functional Requirements
	A narrative and illustrative definition of business processes independent of any specific technology or architecture.


	GAAP
	Generally Accepted Accounting Principles


	Goods
	The term “goods” as used in this RFP has the meaning ascribed to it in NRS §104.2105(1) and includes, without limitation, “supplies”, “materials”, “equipment”, and “commodities”, as those terms are used in NRS Chapter 333.


	GUI
	Graphical User Interface


	Interoperability
	The ability to exchange and use information (usually in a large heterogeneous network made up of several local area networks).  Interoperable systems reflect the ability of software and hardware on multiple machines from multiple vendors to communicate.

	JAD
	Joint Application Development


	Key Personnel
	Vendor staff responsible for oversight of work during the life of the project and for deliverables.


	LAN
	Local Area Network


	LCB
	Legislative Counsel Bureau


	LOI
	Letter of Intent - notification of the State’s intent to award a contract to a vendor, pending successful negotiations; all information remains confidential until the issuance of the formal notice of award.  


	May
	Indicates something that is recommended but not mandatory.  If the vendor fails to provide recommended information, the State may, at its sole option, ask the vendor to provide the information or evaluate the proposal without the information.


	MHD
	Department of Business & Industry, Manufactured Housing Division.


	MS
	Microsoft.


	Must
	Indicates a mandatory requirement.  Failure to meet a mandatory requirement may result in the rejection of a proposal as non-responsive.


	NAC
	Nevada Administrative Code –All applicable NAC documentation may be reviewed via the internet at:  www.leg.state.nv.us.


	NOA
	Notice of Award – formal notification of the State’s decision to award a contract, pending Board of Examiners’ approval of said contract, any non-confidential information becomes available upon written request.


	NRS
	Nevada Revised Statutes – All applicable NRS documentation may be reviewed via the internet at:  www.leg.state.nv.us.


	Open Systems
	Computer systems that provide some combination of interoperability, portability and open software standards.


	Pacific Time (PT)
	Unless otherwise stated, all references to time in this RFP and any subsequent contract are understood to be Pacific Time.


	PC
	Personal computer


	POC
	Proof of Concept


	Production Environment
	A computer system, communications capability and applications software that facilitates ongoing business operations.  New hardware/software is not introduced into a production environment until it is fully tested and accepted by the State.


	Proprietary Information
	Any trade secret or confidential business information that is contained in a bid or proposal submitted on a particular contract.  (Refer to NRS 333.020 (5) (a).


	Public Record
	All books and public records of a governmental entity, the contents of which are not otherwise declared by law to be confidential must be open to inspection by any person and may be fully copied or an abstract or memorandum may be prepared from those public books and public records.  (Refer to NRS 333.333 and NRS 600A.030 [5]).


	RDBMS
	Relational Database Management System


	Redacted
	The process of removing confidential or proprietary information from a document prior to release of information to others.


	RFP
	Request for Proposal - a written statement which sets forth the requirements and specifications of a contract to be awarded by competitive selection as defined in NRS 333.020(8).


	Shall
	Indicates a mandatory requirement.  Failure to meet a mandatory requirement may result in the rejection of a proposal as non-responsive.


	Should
	Indicates something that is recommended but not mandatory.  If the vendor fails to provide recommended information, the State may, at its sole option, ask the vendor to provide the information or evaluate the proposal without the information.


	SSN
	Social Security Number


	State
	The State of Nevada and any agency identified herein.


	Statement of Understanding
	A non-disclosure agreement that each contractor and/or individual must sign prior to starting work on the project.


	Steering Committee
	The Steering Committee is made up of the Director/Administrator of the agency and State, local government and private sector representatives.


	Subcontractor
	Third party, not directly employed by the contractor, who will provide services identified in this RFP.  This does not include third parties who provide support or incidental services to the contractor.


	Trade Secret
	Information, including, without limitation, a formula, pattern, compilation, program, device, method, technique, product, system, process, design, prototype, procedure, computer programming instruction or code that: derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by the public or any other person who can obtain commercial or economic value from its disclosure or use; and is the subject of efforts that are reasonable under the circumstances to maintain its secrecy.


	UML
	Unified Modeling Language


	User
	Department, Division, Agency or County of the State of Nevada.


	Vendor
	Organization/individual submitting a proposal in response to this RFP.


	Walkthrough
	Oral presentation by the contractor of deliverables and/or work products.


	WAN
	Wide Area Network


	Will
	Indicates a mandatory requirement.  Failure to meet a mandatory requirement may result in the rejection of a proposal as non-responsive.




STATE OBSERVED HOLIDAYS

The State observes the holidays noted in the following table.  Note:  When January 1st, July 4th, November 11th or December 25th falls on Saturday, the preceding Friday is observed as the legal holiday.  If these days fall on Sunday, the following Monday is the observed holiday.

	Holiday
	Day Observed

	New Year’s Day
	January 1

	Martin Luther King Jr.’s Birthday
	Third Monday in January

	Presidents' Day
	Third Monday in February

	Memorial Day
	Last Monday in May

	Independence Day
	July 4

	Labor Day
	First Monday in September

	Nevada Day
	Last Friday in October

	Veterans' Day
	November 11

	Thanksgiving Day
	Fourth Thursday in November

	Family Day
	Friday following the Fourth Thursday in November

	Christmas Day
	December 25






[bookmark: _Toc163539156][bookmark: _Toc180917191][bookmark: _Toc443554369]BACKGROUND

[bookmark: _Toc163539157]PROJECT

MHD has six (6) legacy systems that were custom built.  Four (4) of the systems were developed by the Department of Information Technology (DoIT) using Foxpro.  Two (2) of the systems were developed by department staff in Microsoft Access.  MHD is looking to replace their legacy systems for the following reasons:

· Foxpro is no longer supported by the vendor, Microsoft.

· There are opportunities to significantly streamline operations utilizing current technology.

· The systems are all “stand alone” silos and not integrated.  Duplicate data entry is required.  

· There are opportunities to provide better service to “customers”, primarily the public and contractors by providing more online services. 

MHD’s goal is to implement a solution that will significantly streamline their operation and make it easier for stakeholders (e.g., occupants/owners of manufactured homes/commercial structures, contractors, licensees, and manufacturers) to interact with the agency.

[bookmark: _Toc163539158]AGENCY

[bookmark: _Toc163539160]The mission of the MHD is to protect the interests of the manufactured housing industry and owners or occupants of manufactured homes and commercial structures.  The Nevada Legislature has given MHD the responsibility to ensure structures manufactured off site or in a factory are constructed, transported, installed and repaired in a manner that provides a reasonable degree of safety and protection to the public.

The MHD has adopted codes and standards to govern the construction and repair of these structures.  To further protect the public and the building occupants the Division offers a permit and inspection program to ensure a reasonable quality of workmanship and compliance with the adopted codes and standards.  Participation in this program is mandatory for all building installations and certain projects.  Services provided by the agency include:

· Issuing "Certificates of Ownership" or “Title”;
· Licensing manufactured home dealers, salesmen, servicemen, and manufacturers;
· Inspect and certify manufactured home production facilities;
· Approve plans for additions or modifications to structures regulated by the agency;
· Inspect manufactured home and commercial coach installations ; and
· Resolve consumer and landlord/tenant complaints.

The following are the core business processes performed by the Division: 

· Permitting and Inspections;
· Titling;
· Licensing  (including continuing education);
· Investigations ;
· Landlord/tenants in mobile home parks.
· Consumer complaints (with licensees).
· Other.
· Mobile Home Parks Program;
· Rent Subsidy Program;
· Cash Receipts/Deposits; and 
· Online Services to Public. 
· Manufactured home title ownership.
· Licensee lookup.

Refer to Attachment N - MHD Operation Overview and Information Technology Overview that shows a detailed description of MHD’s core business processes and IT infrastructure.  Vendors should review this Attachment to understand MHD’s operation.  

CURRENT COMPUTING ENVIRONMENT 

The following are the primary systems used by Manufactured Housing.  The systems are all “stand alone” and not integrated.  The Division is looking to replace all the systems with the exception of the Open Text ~ File 360 document management system which is used to store and retrieve title documents.  The Division desires to have the new system integrate with the document management system in terms of maintaining title records (however, MHD does not expect this integration to occur within the scope of this project).   

Permit Database (MS Access) – tracks permits and inspections.

Labels and Insignias Database (Foxpro) – Tracks the inventory of labels/insignia.  This includes:

Inspectors the labels/insignia are assigned to (inspectors are issued groups of 50).  Inspectors are accountable for the labels/insignia in their possession.

Permit which it is related to (labels/insignia is posted at site upon passing inspection).

Licensing Database (Foxpro) – Tracks licensing information on individuals and companies licensed by the division.  Includes: (a) Repair & installation licensees; (b) Dealers; and (c) Manufacturers.

Titling Database (Foxpro) – Tracks title information on manufactured homes.  Includes information on title, owners, characteristics of manufacture home and location.  Also prints title documents.  There is currently no integration with the Open Text – Fixe 360 document management system. 

Parks Database (Foxpro) – Tracks information on trailer parks, including ownership, location, spaces (both occupied/unoccupied).  The system also supports the Lot Rent Subsidy program.

Investigations Database (Access) – Tracks complaints and investigations.  

OpenText, File 360 (Document management system) – Storage and retrieval of title documents.

Check Log – Excel sheet used to track check information.

Online Lookup.

Title Lookup – Public search of title information on Division website (dynamic data).

License Lookup – Public lookup of license information (static data).

Current systems are hosted on either Windows Server 2008 or 2012 servers.  Desktops utilize the Windows 7 operating system.  

Attachment N - MHD Operation and Information Technology Overview provides more information on MHD’s existing systems.

[bookmark: _Toc163539163]PROJECT SOFTWARE 

All software used for project management must be approved by the State.  Current desktop tools utilized by Business & Industry, Manufactured Housing Division include:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
Microsoft Office Suite (Word, Excel, PowerPoint); and 
Microsoft Visio and Microsoft Project (for project schedules).

[bookmark: _Toc163539164]DEVELOPMENT SOFTWARE 

MHD does not have specific standards for software development tools (e.g. .net, J2EE, etc.).  However, solutions proposed by vendors must meet current acceptable industry standards, and have a mainstream pool of technical resources for support.  MHD is not interested in antiquated or outdated technology.

[bookmark: _Toc163539165]STATE RESOURCES 

The following paragraphs describe the resources the State has committed to this project:

[bookmark: _Toc163539166]Steering Committee

This team of senior officials will work with, and on behalf of the project in defining overall policy, providing top level decision making, ensuring availability of key resources and effecting key interdepartmental and contractual relationships.  The Steering Committee provides leadership in promoting support for the project.  Additional roles of the Steering Committee may include:

Review of proposed plans and timetables;

Provide problem resolution if issues cannot be resolved at the project team level;

Provide departmental policy as it relates to the project;

Set priorities;

Propose alternative solutions to problems encountered;

Obtain Legislative and Administrative backing; and

Provide information and involve external parties in project progress, accomplishments and challenges.

[bookmark: _Toc163539167]Project Sponsor

The Manufactured Housing Division (MHD) is the project sponsor.  All project activities will be conducted under the authority of the MHD.

[bookmark: _Toc163539168]Project Manager

A Project Manager has been appointed to coordinate the activities of all individuals and organizations involved in the project.  The Project Manager will provide on-going daily direction and oversight to the State project staff and the contractor and report progress and problems to the Steering Committee.  The Project Manager will coordinate all organizations involved in the project and ensure resource requirements are identified and addressed.  The Project Manager sets priorities when choices of alternatives are required.

[bookmark: _Toc163539169]State Project Staff

The awarded vendor will be expected to work closely with the State project staff assigned to this project.

State project staff will be available to attend meetings, interviews and assist assigned staff in reviewing functions with the awarded vendor.

State project staff will be assigned to the project on an as-needed basis, as determined by project and technical management to represent the various functional and technical areas.

State project staff will report to the Project Manager who will act as a conduit to the awarded vendor.



[bookmark: _Toc163539170]Quality Assurance Monitor

A Quality Assurance (QA) monitor may be utilized and will act as technical assistant to the State.  The QA monitor will report to the State Project Manager.  Major functions will include, but not be limited to the following.  

Review of project tasks;

Validation of results;

Provide recommendations, as required;

Review of deliverables; and

Project plan monitoring. 

[bookmark: _Toc163539173][bookmark: _Toc443554370][bookmark: _Toc180917192]SYSTEM REQUIREMENTS 

[bookmark: _Toc163539174]VENDOR RESPONSE TO SYSTEM REQUIREMENTS

Vendors must explain in sufficient detail how the vendor will satisfy the Manufactured Housing Division’s project requirements described below and in Attachment O ~Requirements Matrix.  If subcontractors will be used for any of the tasks, vendors must indicate what tasks and the percentage of time subcontractor(s) will spend on those tasks.

[bookmark: _Toc163539175]COMPUTING PLATFORM

The server and desktop environments at the Department of Business & Industry and MHD is Windows.  For virtual environments VMWare is used.  

In terms of hosting applications, MHD is open both State hosted or vendor hosted solutions.  MHD will evaluate the merits of each.  The state hosting options include:

· MHD hosting on one of their existing servers (or purchase new server); or
· EITSD hosting on a virtual server in the state server farm facility.
 
Systems hosted on State servers should run on a Windows Server environment.  However, MHD is open to discuss other platforms.

[bookmark: _Toc163539176]TECHNICAL REQUIREMENTS

The following are some, but not all computing technical requirements:

· The proposed vendor solution should be web-based and support standard commercial browsers. 

· The system must have robust security features that meet all state and industry security standards.  This includes the encryption of sensitive data such as Personal Identifiable Information (e.g. SSNs).  The system must support complex passwords and enforce periodic resetting of passwords. 

· The system must have user friendly reporting tools that allow knowledgeable users to extract the information they need from the system.

· The system must have full backup and recovery capabilities.

· As a desired feature, the system should have API’s that will allow it to integrate with the OpenText, File 360 document management system in the future.  Integration is not included in the scope for this project.

[bookmark: _Toc163539177]FUNCTIONAL REQUIREMENTS

Refer to Attachment O – Requirements Matrix.  Vendors must review and complete the Requirements Matrix and include it in your proposal.

Vendors should also review Attachment N - MHD Operation and Information Technology Overview to have a full understanding of MHD’s requirements.  The proposed system must support MHD’s core business processes, including:

· Permitting and Inspections
· Titling 
· Licensing
· Investigations
· Mobile Home Parks
· Lot Rent Subsidy
· Education

SECURITY STANDARDS

System must meet State security standards for transmission of personal information as outlined in NRS 205.4742 and NRS 603A.

Protection of sensitive information will include the following:

Sensitive information in existing legacy applications will encrypt data as is practical.

Confidential Personal Data will be encrypted whenever possible.

Sensitive Data will be encrypted in all newly developed applications.

All information technology services and systems developed or acquired by agencies shall have documented security specifications that include an analysis of security risks and recommended controls (including access control systems and contingency plans). 

Security requirements shall be developed at the same time system planners define the requirements of the system.  Requirements must permit updating security requirements as new threats/vulnerabilities are identified and/or new technologies implemented.

Security requirements and evaluation/test procedures shall be included in all solicitation documents and/or acquisition specifications.

Systems developed by either internal State or contracted system developers shall not include back doors, or other code that would cause or allow unauthorized access or manipulation of code or data.

Security specifications shall be developed by the system developer for approval by the agency owning the system at appropriate points of the system development or acquisition cycle.

All system development projects must include a documented change control and approval process and must address the security implications of all changes recommended and approved to a particular service or system.  The responsible agency must authorize all changes.

Application systems and information that become obsolete and no longer used must be disposed of by appropriate procedures.  The application and associated information must be preserved, discarded, or destroyed in accordance with Electronic Record and Record Management requirements defined in NRS and NAC 239, Records Management.

Software development projects must comply with State Information Security Consolidated Policy 100, Section 4.7, Software Development and Maintenance and State Standard 131, “Security for System Development”.

Separate development, test and production environments must be established on State systems.

Processes must be documented and implemented to control the transfer of software from a development environment to a production environment.

Development of software and tools must be maintained on computer systems isolated from a production environment.

Access to compilers, editors and other system utilities must be removed from production systems.

Controls must be established to issue short-term access to development staff to correct problems with production systems allowing only necessary access.

Security requirements and controls must be identified, incorporated in and verified throughout the planning, development, and testing phases of all software development projects.  Security staff must be included in all phases of the System Development Lifecycle (SDLC) from the requirement definitions phase through implementation phase.

[bookmark: _Toc163539179]REQUIREMENTS MATRIX 

Vendor must:

Present the platform requirements for efficient operation of the system;

Review the requirements matrix carefully to insure that the proposed system design addresses all of the requirements;

Tie each data element/function to the vendor’s project plan by task number;

Respond to all of the requirements by properly coding and indicating how the requirement is satisfied.  The proposed costs and project plan must reflect the effort needed to satisfy the requirements.

[bookmark: OLE_LINK4]Identify, for each of the system requirements identified in the requirements matrix, whether it is:

	Vendor Response

	Condition
	Description

	S – Standard Function
	The proposed system fully satisfies the requirement as stated.  The vendor must explain how the requirement is satisfied by the system.

	M – Modification Required
	The proposed system requires a modification to existing functionality to meet this requirement which requires a source code modification.  The system will be modified to satisfy the requirements as stated or in a different format.  The vendor must explain the modifications and include the cost of all modifications above and beyond the base cost in Attachment J, Project Costs.

	F – Planned for Future Release
	This functionality is planned for a future release.  The vendor must explain how the requirement will be satisfied by the system and when the release will be available.

	C – Custom Design and Development
	The proposed system requires new functionality to meet this requirement which requires a source code addition.  The vendor must explain the feature and its value, and include any cost above and beyond the base cost in Attachment J, Project Costs.

	N – Cannot Meet Requirement
	The proposed system will not satisfy the requirement.  The vendor must explain why the requirement cannot be satisfied.

	O – Other Software
	If the requirement is to be satisfied through the use of a separate software package(s), vendors must identify those package(s) and describe how the functionality is integrated into the base system.



Identify whether each requirement is in the firm fixed price included within the cost proposal.

Describe how the proposed system meets the requirements specified within this RFP.

[bookmark: _Toc180917193][bookmark: _Toc443554371]SCOPE OF WORK	

The vendor needs to deliver a turn-key solution that supports MHD’s needs.  The solution should significantly streamline MHD’s operation and make it easier for stakeholders (e.g., occupants/owners of manufactured homes/commercial structures, contractors, licensees, and manufacturers) to interact with the agency.

The following outlines the major project tasks and deliverables/work products.  Upon mutual agreement, MHD and the vendor can modify the plan and approach as appropriate to ensure the project is executed in the most effective manner.  

Vendors should describe their project approach/methodology in their proposal.  The tasks and deliverables presented below are general and vendors are welcome to suggest modifications and/or break tasks/deliverables into smaller units.

The proposed solution will need to replace the following systems:

· Permits and Inspection Database (Microsoft Access)
· Labels and Insignia Database (Foxpro)
· Licensing Database (Foxpro)
· Titling Database (Foxpro)
· Parks Database (FoxPro)
· Investigation Database (Access)
· Check Log (Excel)

Replacing the Open Text – File 360 Document Management System (repository for tile documents) is not within the scope of this project.  However, the solution should have the capability to interface with the system in the future.

The scope of work is broken down into tasks, activities and deliverables.  The tasks and activities within this section are not necessarily listed in the order that they should be completed.  Vendors must reflect within their proposal and preliminary project plan their recommended approach to scheduling and accomplishing all tasks and activities identified within this RFP.

[bookmark: _Toc163539183]VENDOR RESPONSE TO SCOPE OF WORK

Within the proposal, vendors must provide information regarding their approach to meeting the requirements described within Sections 5.4 through 5.13.

If subcontractors will be used for any of the tasks, vendors must indicate what tasks and the percentage of time subcontractor(s) will spend on those tasks.

Vendor's response must be limited to no more than five (5) pages per task not including appendices, samples and/or exhibits.

[bookmark: _Toc163539102]DELIVERABLE SUBMISSION AND REVIEW PROCESS

Once the detailed project plan is approved by the State, the following sections detail the process for submission and review of deliverables during the life of the project/contract.

[bookmark: _Toc66244278][bookmark: _Toc163539103]General

The contractor must provide one (1) master (both hard and soft copies) of each written deliverable to the appropriate State Project Manager as identified in the contract.

Once a deliverable is approved and accepted by the State, the contractor must provide an electronic copy.  The State may, at its discretion, waive this requirement for a particular deliverable.

The electronic copy must be provided in software currently utilized by the agency or provided by the contractor.

Deliverables will be evaluated by the State utilizing mutually agreed to acceptance/exit criteria.

[bookmark: _Toc66244279][bookmark: _Toc163539104]Deliverable Submission

Prior to development and submission of each contract deliverable, a summary document containing a description of the format and content of each deliverable will be delivered to the State Project Manager for review and approval.  The summary document must contain, at a minimum, the following:

Cover letter;

Table of Contents with a brief description of the content of each section;

Anticipated number of pages; and

Identification of appendices/exhibits.

The summary document must contain an approval/rejection section that can be completed by the State.  The summary document will be returned to the contractor within a mutually agreed upon time frame.

Deliverables must be developed by the contractor according to the approved format and content of the summary document for each specific deliverable.

At a mutually agreed to meeting, on or before the time of delivery to the State, the contractor must provide a walkthrough of each deliverable.

Deliverables must be submitted no later than 5:00 PM, per the approved contract deliverable schedule and must be accompanied by a deliverable sign-off form (refer to Attachment G ~ Project Deliverable Sign-Off Form) with the appropriate sections completed by the contractor.

[bookmark: _Toc66244280][bookmark: _Toc163539105]Deliverable Review

General

The State’s review time begins on the next working day following receipt of the deliverable.

The State’s review time will be determined by the approved and accepted detailed project plan and the approved contract.

The State has up to five (5) working days to determine if a deliverable is complete and ready for review.  Unless otherwise negotiated, this is part of the State’s review time.

Any subsequent deliverable dependent upon the State’s acceptance of a prior deliverable will not be accepted for review until all issues related to the previous deliverable have been resolved.

Deliverables determined to be incomplete and/or unacceptable for review will be rejected, not considered delivered and returned to the contractor.

After review of a deliverable, the State will return to the contractor the project deliverable sign-off form with the deliverable submission and review history section completed.

Accepted

If the deliverable is accepted, the original deliverable sign-off form signed by the appropriate State representatives will be returned to the contractor.

Once the contractor receives the original deliverable sign-off form, the State can then be invoiced for the deliverable (refer to Section 8, Financial).

Comments/Revisions Requested by the State

If the State has comments and/or revisions to a deliverable, the following will be provided to the contractor:

The original deliverable sign-off form with an updated entry to the deliverable submission and review history section.

Attached to the deliverable sign-off form will be a detailed explanation of the revisions to be made and/or a marked up copy of the deliverable.

The State’s first review and return with comments will be completed within the times specified in the contract.

The contractor will have five (5) working days, unless otherwise mutually agreed to, for review, acceptance and/or rejection of the State’s comments.

A meeting to resolve outstanding issues must be completed within three (3) working days after completion of the contractor’s review or a mutually agreed upon time frame.

Agreements made during meetings to resolve issues must be documented separately.

Once an agreement is reached regarding changes, the contractor must incorporate them into the deliverable for resubmission to the State.

All changes must be easily identifiable by the State.

Resubmission of the deliverable must occur within five (5) working days or a mutually agreed upon time frame of the resolution of any outstanding issues.

The resubmitted deliverable must be accompanied by the original deliverable sign-off form.

This review process continues until all issues have been resolved within a mutually agreed upon time frame.

During the re-review process, the State may only comment on the original exceptions noted.

All other items not originally commented on are considered to be accepted by the State.

Once all revisions have been accepted, the original deliverable sign-off form signed by the appropriate State representatives will be returned to the contractor.

The contractor must provide one (1) updated and complete master paper copy of each deliverable after approval and acceptance by the State.

Once the contractor receives the original deliverable sign-off form, the State can then be invoiced for the deliverable (refer to Section 8, Financial).

Rejected, Not Considered Delivered

If the State considers a deliverable not ready for review, the following will be returned to the contractor:

The original deliverable sign-off form with an updated entry to the deliverable submission and review history section.

The original deliverable and all copies with a written explanation as to why the deliverable is being rejected, not considered delivered.

The contractor will have five (5) working days, unless otherwise mutually agreed to, for review, acceptance and/or rejection of the State’s comments.

A meeting to discuss the State’s position regarding the rejection of the deliverable must be completed within three (3) working days after completion of the contractor’s review or a mutually agreed upon time frame.

Resubmission of the deliverable must occur within a mutually agreed upon time frame.

The resubmitted deliverable must be accompanied by the original deliverable sign-off form.

Upon resubmission of the completed deliverable, the State will follow the steps outlined in Section 5.2.3.2, Accepted, or Section 5.2.3.3, Comments/Revisions Requested by the State.

[bookmark: _Toc66244262][bookmark: _Toc163539086]PROJECT KICK OFF MEETING

A project kick off meeting will be held with representatives from the State and the contractor after contract approval and prior to work performed.  Items to be covered in the kick off meeting will include, but not be limited to:

Deliverable review process;

Determining format and protocol for project status meetings;

Determining format for project status reports;

Setting the schedule for meetings between representatives from the State and the contractor to develop the detailed project plan;

Defining lines of communication and reporting relationships;

Reviewing the project mission;

Pinpointing high-risk or problem areas; and

Issue resolution process.

[bookmark: _Toc163539184]PLANNING AND ADMINISTRATION

[bookmark: _Toc163539185]Objective

To establish a clear, comprehensive project plan, processes and tools to effectively manage the project through to completion.  Also, ensure effective collaboration between the contractor and stakeholders throughout the project.

[bookmark: _Toc163539186]Activities

The awarded vendor must:

MHD and the vendor work together to define the detailed project plan, schedule, deliverables, and roles and responsibilities.  

MHD and the vendor will also define the processes and tools to manage and control the project (including change control and communication plan).

MHD and the vendor will work together to develop a project risk management plan.

Vendor to participate in bi-weekly project status meetings with MHD and other stakeholders.  

Vendor to attend and participate in all other project related meetings.  When appropriate the vendor will need to prepare materials and/or briefings for the meetings.

Vendor to provide written monthly project status reports to MHD.  Contents must include: overall completions status in terms of MHD approved project plan and deliverable schedule, accomplishments during the period, problems encountered and proposed/actual resolutions, what is to be accomplished in the next reporting period, identification of schedule slippage and strategy for resolution, contractor staff assigned and their location and schedule, and state resources required for activities during the next time period.

[bookmark: _Toc163539187]Deliverables

	5.4  PLANNING AND ADMINISTRATION DELIVERABLES

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.4.3.1
	Detailed Project Plan
	5.4.2.1
	10

	5.4.3.2
	Defined processes for managing and controlling the project
	5.4.2.2 
	N/A

	5.4.3.3
	Risk management plan
	5.4.2.3
	5

	5.4.3.4
	Participation at all meetings 
	5.4.2.4 ~ 5.4.2.5
	5

	5.4.3.5
	Written monthly status reports
	5.4.2.6
	5



TASK 1 – REVIEW AND VALIDATE REQUIREMENTS AND GAP/FIT ANALYSIS

Objective:

To ensure the vendor has a clear understanding of MHD’s requirements, “map” the requirements to their system, identify gaps and identify options to address the gaps.  If the vendor proposes a custom solution, this task will focus on the system design.   

Activities:

The vendor will review relevant MHD artifacts (e.g. documentation, forms, reports, etc.) and interview key MHD staff to fully understand MHD’s operation and system requirements.  

The vendor will document the gaps between MHD’s needs and what their software supports.  They will also document options (including cost estimates) to address the gaps, including: custom development, process work-arounds, and utilization of 3rd party projects.

The vendor will perform a thorough walk-through demonstration of their system showing how it supports MHD’s business processes, and explaining the various options to address the gaps in software functionality.  Based on the results of the review, MHD, working with the vendor will make decisions on how the gaps will be addressed.        

Deliverables

	5.5  Review and Validate Requirements and Gap/Fit Analysis

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.5.3.1
	Gap analysis report, which includes description of gaps and options to address the gaps, including costs (one-time and ongoing).
	5.5.2.1
5.5.2.2 

	15

	5.6.3.2
	Comprehensive walk-through of system, showing how it supports each of MHD’s core business processes and demonstrating how the gaps can be addressed. 

	5.5.2.3
	10



TASK 2 – SYSTEM DESIGN/IMPLEMENTATION CONFIGURATION

Objective:

The objective of this task is to develop a design document that describes the system architecture, the software and hardware components.  The design documentation should be to a level of detail that all project stakeholders can understand what will be developed/implemented.  Note: For COTS solutions, this does not need to be an extensive document.   

Activities:

Based on requirements and gap analysis, the vendor will develop system design specifications.  This includes, but not limited to:

Overall system architecture, including technology that will be used (hardware & software), including any third-party products that will be used;

Configuration parameters, including, but not limited to: lookup values, event triggers, key data fields, user roles, user interface and screen navigation, list of key reports and description on how they will be developed, etc. ;  

Description of administrative functions (technical and non-technical) MHD will need to perform for the ongoing support of the system; and 

Description of security and backup and recovery methods and technology.

Deliverables

	5.6  SYSTEM DESIGN/IMPLEMENTATION CONFIGURATION

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.6.3.1
	System Design/Implementation Configuration
	5.6.2

	10



TASK 3 – SETUP AND CONFIGURE/BUILD SYSTEM

Objective:

The objective of this task is to configure/customize/develop, test, and deliver a fully functional system that meets MHD’s requirements.  Throughout this task, the vendor must work closely with MHD staff to verify the system will meet their requirements in an intuitive and efficient manner.  

Activities:

Establish development, test environments, training & production environments.  

Configure/customize/develop system to meet MHD’s needs.

Configure/develop system components according to specifications.

Perform structured demonstrations/pilots/walk-throughs of system components to users at various stages this task to ensure the end product is on target.  Prior to UAT, users need to see how the system will provide end-to-end support for all their business processes.  

Adjust/modify system based on user feedback.  If necessary, re-demonstrate system after making the changes.  

The vendor will conduct thorough quality assurance testing of system and correct defects prior to delivering it for User Acceptance Testing (UAT) and production.  The vendor will also ensure the system meets appropriate performance and throughput requirements.  

Conduct walkthrough of entire system with users prior to UAT.

Deliverables

	5.7 BUILD AND IMPLEMENT SYSTEM

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.7.3.1
	Configured working system – vendor to conduct demonstrations/ pilot/walk-throughs of system components.
	5.7.2.1 
5.7.2.2

	TBD

	5.7.3.2
	Deliver fully functional system that the vendor has fully tested.
	5.7.2.2
	TBD

	5.7.3.3
	Walk-through of entire system prior to UAT.
	5.7.2.2 E
	10



TASK 4 – DATA MIGRATION

Objective:

The objective of this task is to migrate historical data from the existing legacy systems to the new system.

Activities:

The vendor shall work with MHD to develop a comprehensive data migration plan.  The legacy systems will include the following systems: Permits Database (Access), Labels and Insignia Database (foxpro), Titling Database (foxpro), Licensing Database (foxpro), Parks Database (foxpro) and Investigations Database.  Note: MHD will work with the vendor to develop a plan that is feasible, given limited funds.  The plan must include at a minimum:

Map legacy data to the new system.  MHD will provide staff knowledgeable of the existing systems.

Document business rules and program specifications for extracting legacy data, performing data cleansing, and loading it to the new system and validating it.

The vendor will work with MHD to define test cases for validating the migrated data. 

Migrate legacy data to the test environment for demonstrations and UAT.

Migrate legacy data to the production environment prior to go-live.

Deliverables

	5.8 DATA MIGRATION

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.8.3.1
	Detailed data migration plan.
	5.8.2.1 

	10

	5.8.3.2
	Test cases for validating converted data (ensure accuracy of data migration).
	5.8.2.2
5.8.2.3
	10

	5.8.3.3
	Migrate data to test and production environments.
	5.8.2.4
	10



TASK 5 – USER ACCEPTANCE TESTING 

Objective:

The objective of this task is to ensure the system meets MHD’s functional requirements.  MHD, with the assistance of the vendor will develop a User Acceptance Test (UAT) Plan and test cases.  The vendor will need to provide a fully functional system for UAT.  
 
Activities:

The vendor will provide a fully functional test environment and system prior to the start of UAT.  This includes ensuring the database tables are properly populated to support all test cases, including daily, weekly, monthly, quarterly and annual processes. 

The vendor will provide training to the MHD team that so that they understand how to use the system prior to testing.  

The vendor will review MHD’s UAT plan and test cases and provide constructive feedback on the approach and testing coverage.  

Vendor will provide technical support throughout the UAT task and correct software defects, data issues, and other system issues in an expedient manner to keep testing on schedule.  

Deliverables

	5.9 USER ACCEPTANCE TESTING

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.9.3.1
	Test environment and fully functioning system, including test data (vendor to have performed comprehensive system testing).
	5.9.2.1 

	NA


	5.9.3.2
	Vendor training of UAT team so that they understand the system to a level necessary to complete UAT.
	5.9.2.2

	5

	5.9.3.3
	Review of MHD’s UAT plan and cases.
	5.9.2.3
	NA

	5.9.3.4
	Technical support and timely remediation of defects, data and system issues throughout the UAT.
	5.9.2.4
	TBD



TASK 6 – DOCUMENTATION

Objective:

The objective of this task is to develop user and system documentation that will allow MHD to effectively utilize, operate and maintain the system.

Activities:

Vendor will develop user manual for system users, tailored to MHD’s terminology and business processes.

Vendor will provide online user help that ties to the context of the specific area of the system (or function) that is in use. 

Vendor will develop system administration/operations guide for MHD and state technical staff to operate and maintain the system.  The includes, but not limited to: maintenance of user accounts and roles, configuring system parameters and business rules, security features, running of jobs, backup and recovery, building and running reports, setup of letter templates, etc.


Deliverables

	5.10  DOCUMENTATION

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.10.3.1
	User manual.
	5.10.2.1 

	15

	5.10.3.2
	Online help functionality and content.
	5.10.2.2

	10

	5.10.3.3
	System administration/operations guide.
	5.10.2.3
	10



TASK 7 – TRAINING

Objective:

Develop and execute training for users, trainers and technical staff.  Training will need to cover all key aspects of the system and presented in the context of how MHD staff performs their business processes.  

Activities:

The vendor and MHD will work together to develop a training plan that describes the objectives, content and duration for each topic/module, as well as the delivery approach.

The vendor, working with MHD will develop training materials and scenarios.

The vendor will provide a training environment with a fully functional system that is populated with data necessary to cover the subject matter described in the training plan and materials.  

The vendor will conduct training which is tailored to MHD’s business processes.  MHD is open to the train-the-trainer approach.

Deliverables 

	5.12 TRAINING

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.11.3.1
	Training plan.
	5.11.2.1 

	5

	5.11.3.2
	Training materials and scenarios.
	5.11.2.2

	10

	5.11.3.3
	Fully functional training environment with data.
	5.11.2.3
	5

	5.11.3.4
	Training.
	5.11.2.4
	10



TASK 8 – TRANSITION TO PRODUCTION

Objective:

The objective of this task is to migrate to the new production system and ensure a smooth transition for MHD’s operations.

Activities:

The vendor and MHD will work together to develop a transition plan that will insure system availability to all users and minimize the impact to MHD’s operations.

The vendor performs a final conversion from the legacy systems just prior to go live.  The final data conversion will be scheduled to minimize the impact to MHD’s operations.  

The vendor will provide immediate technical support at least the first Three weeks of production to address any critical issues that may arise.  Vendor will have staff available to monitor system and communicate with MHD staff.  

Deliverables

	5.12 TRANSITION TO PRODUCTION

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.12.3.1
	Production transition plan.
	5.12.2.1 

	5

	5.12.3.2
	Final conversion of legacy data to new system.
	5.12.2.2

	10

	5.12.3.3
	Technical support after go-live for at least two weeks.
	5.12.2.3
	15



TASK 9 – POST IMPLEMENTATION REVIEW

Objective:

The objective of this task is to evaluate the new system from a functional and performance perspective approximately eight to ten weeks after completion of the production rollout.  

Activities:

The vendor and MHD will work together to develop a Post Implementation Review Plan (PIRP).

MHD, working closely with the vendor, will execute the PIPR to validate that the production system meets MHD’s requirements and that the vendor is meeting their service level requirements.

The vendor will resolve reported deficiencies in a timely manner.  
  
Deliverables

	5.13 POST IMPLEMENTATION REVIEW

	DELIVERABLE NUMBER
	DESCRIPTION OF DELIVERABLE
	ACTIVITY
	STATE'S ESTIMATED
REVIEW TIME
(WORKING DAYS)

	5.13.3.1
	Post Implementation Review Plan.
	5.13.2.1 

	10

	5.13.3.2
	Execute Plan.
	5.13.2.2

	N/A

	5.13.3.3
	Resolution of system and vendor operational issues.
	5.13.2.3
	TBD



[bookmark: _Toc443554372]COMPANY BACKGROUND AND REFERENCES

VENDOR INFORMATION

Vendors must provide a company profile in the table format below.

	Question
	Response

	Company name:
	

	Ownership (sole proprietor, partnership, etc.):
	

	State of incorporation:
	

	Date of incorporation:
	

	# of years in business:
	

	List of top officers:
	

	Location of company headquarters:
	

	Location(s) of the company offices:
	

	Location(s) of the office that will provide the services described in this RFP:
	

	Number of employees locally with the expertise to support the requirements identified in this RFP:
	

	Number of employees nationally with the expertise to support the requirements in this RFP:
	

	Location(s) from which employees will be assigned for this project:
	



Please be advised, pursuant to NRS 80.010, a corporation organized pursuant to the laws of another state must register with the State of Nevada, Secretary of State’s Office as a foreign corporation before a contract can be executed between the State of Nevada and the awarded vendor, unless specifically exempted by NRS 80.015.

The selected vendor, prior to doing business in the State of Nevada, must be appropriately licensed by the State of Nevada, Secretary of State’s Office pursuant to NRS76.  Information regarding the Nevada Business License can be located at http://sos.state.nv.us. 

	Question
	Response

	Nevada Business License Number:
	

	Legal Entity Name:
	



Is “Legal Entity Name” the same name as vendor is doing business as?

	Yes
	
	No
	



If “No”, provide explanation.

Vendors are cautioned that some services may contain licensing requirement(s).  Vendors shall be proactive in verification of these requirements prior to proposal submittal.  Proposals that do not contain the requisite licensure may be deemed non-responsive.

Has the vendor ever been engaged under contract by any State of Nevada agency?  

	Yes
	
	No
	



If “Yes”, complete the following table for each State agency for whom the work was performed.  Table can be duplicated for each contract being identified.

	Question
	Response

	Name of State agency:
	

	State agency contact name:
	

	Dates when services were performed:
	

	Type of duties performed:
	

	Total dollar value of the contract:
	



Are you now or have you been within the last two (2) years an employee of the State of Nevada, or any of its agencies, departments, or divisions?

	Yes
	
	No
	



If “Yes”, please explain when the employee is planning to render services, while on annual leave, compensatory time, or on their own time?

If you employ (a) any person who is a current employee of an agency of the State of Nevada, or (b) any person who has been an employee of an agency of the State of Nevada within the past two (2) years, and if such person will be performing or producing the services which you will be contracted to provide under this contract, you must disclose the identity of each such person in your response to this RFP, and specify the services that each person will be expected to perform.

Disclosure of any significant prior or ongoing contract failures, contract breaches, civil or criminal litigation in which the vendor has been alleged to be liable or held liable in a matter involving a contract with the State of Nevada or any other governmental entity.  Any pending claim or litigation occurring within the past six (6) years which may adversely affect the vendor’s ability to perform or fulfill its obligations if a contract is awarded as a result of this RFP must also be disclosed.

Does any of the above apply to your company?

	Yes
	
	No
	



If “Yes”, please provide the following information.  Table can be duplicated for each issue being identified.

	Question
	Response

	Date of alleged contract failure or breach:
	

	Parties involved:
	

	Description of the contract failure, contract breach, litigation, or investigation, including the products or services involved:
	

	Amount in controversy:
	

	Resolution or current status of the dispute:
	

	If the matter has resulted in a court case:
	Court
	Case Number

	
	
	

	Status of the litigation:
	



Vendors must review the insurance requirements specified in Attachment E, Insurance Schedule for RFP 3238.  Does your organization currently have or will your organization be able to provide the insurance requirements as specified in Attachment E.

	Yes
	
	No
	



Any exceptions and/or assumptions to the insurance requirements must be identified on Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.  Exceptions and/or assumptions will be taken into consideration as part of the evaluation process; however, vendors must be specific.  If vendors do not specify any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.  

Upon contract award, the successful vendor must provide the Certificate of Insurance identifying the coverages as specified in Attachment E, Insurance Schedule for RFP 3238.

Company background/history and why vendor is qualified to provide the services described in this RFP.  Limit response to no more than five (5) pages.

Length of time vendor has been providing services described in this RFP to the public and/or private sector.  Please provide a brief description.

Financial information and documentation to be included in Part III, Confidential Financial Information of vendor’s response in accordance with Section 12.5, Part III – Confidential Financial. 

Dun and Bradstreet Number 

Federal Tax Identification Number

The last two (2) years and current year interim:

Profit and Loss Statement 
Balance Statement

SUBCONTRACTOR INFORMATION

Does this proposal include the use of subcontractors?

	Yes
	
	No
	



If “Yes”, vendor must:

Identify specific subcontractors and the specific requirements of this RFP for which each proposed subcontractor will perform services.

If any tasks are to be completed by subcontractor(s), vendors must:

Describe the relevant contractual arrangements;

Describe how the work of any subcontractor(s) will be supervised, channels of communication will be maintained and compliance with contract terms assured; and

Describe your previous experience with subcontractor(s).

Vendors must describe the methodology, processes and tools utilized for:

Selecting and qualifying appropriate subcontractors for the project;

Incorporating the subcontractor's development and testing processes into the vendor's methodologies;

Ensuring subcontractor compliance with the overall performance objectives for the project; and

Ensuring that subcontractor deliverables meet the quality objectives of the project.

Provide the same information for any proposed subcontractors as requested in Section 6.1, Vendor Information.

Business references as specified in Section 6.3, Business References must be provided for any proposed subcontractors.

Provide the same information for any proposed subcontractor staff as specified in Section 6.4, Vendor Staff Skills and Experience Required.

Staff resumes for any proposed subcontractors as specified in Section 6.5, Vendor Staff Resumes.

Vendor shall not allow any subcontractor to commence work until all insurance required of the subcontractor is provided to the vendor.

Vendor must notify the using agency of the intended use of any subcontractors not identified within their original proposal and provide the information originally requested in the RFP in Section 6.2, Subcontractor Information.  The vendor must receive agency approval prior to subcontractor commencing work.

All subcontractor employees assigned to the project must be authorized to work in this country.




BUSINESS REFERENCES

Vendors should provide a minimum of five (5) business references from similar projects performed for private, state and/or large local government clients within the last four (4) years.

Business references must show a proven ability of:

Implementing systems for other government agencies that perform similar functions as MHD, such as:

· Permitting and inspection.

· Seals (inventory tracking of seals and issuance).

· Licensing.

· Titling.

· Parks (MHD understands this is a somewhat unique application and is weighted as a lessor priority than the others).

· Public online lookup of records.

· Support online payment and issuance of permits (public self service capabilities).

Developing, designing, implementing and/or transferring a large scale application with public and/or private sectors;

Successful ongoing support of the system for client, including effective deployment of upgrades;

Developing and executing a comprehensive application test plan;

Developing and implementing a comprehensive training plan;

Experience with comprehensive project management;

Experience with cultural change management;

Experience working with  business partners that are proposed on this project (if relevant); and

Experience with data migration.

Maintaining effective backup and recovery infrastructure.

Vendors must provide the following information for every business reference provided by the vendor and/or subcontractor:

The “Company Name” must be the name of the proposing vendor or the vendor’s proposed subcontractor.  

	Reference #:
	

	Company Name:
	

	Identify role company will have for this RFP project
(Check appropriate role below):

	
	VENDOR
	
	SUBCONTRACTOR

	Project Name:
	

	Primary Contact Information

	Name:
	

	Street Address:
	

	City, State, Zip:
	

	Phone, including area code:
	

	Facsimile, including area code:
	

	Email address:
	

	Alternate Contact Information

	Name:
	

	Street Address:
	

	City, State, Zip:
	

	Phone, including area code:
	

	Facsimile, including area code:
	

	Email address:
	

	Project Information

	Brief description of the project/contract and description of services performed:
	

	Original Project/Contract Start Date:
	

	Original Project/Contract End Date:
	

	Original Project/Contract Value:
	

	Final Project/Contract Date:
	

	Was project/contract completed in time originally allotted, and if not, why not?
	

	Was project/contract completed within or under the original budget / cost proposal, and if not, why not?
	



Vendors must also submit Attachment F, Reference Questionnaire to the business references that are identified in Section 6.3.3.  

The company identified as the business references must submit the Reference Questionnaire directly to the Purchasing Division. 

It is the vendor’s responsibility to ensure that completed forms are received by the Purchasing Division on or before the deadline as specified in Section 10, RFP Timeline for inclusion in the evaluation process.  Reference Questionnaires not received, or not complete, may adversely affect the vendor’s score in the evaluation process.  

The State reserves the right to contact and verify any and all references listed regarding the quality and degree of satisfaction for such performance.

[bookmark: _Toc163539200]VENDOR STAFF SKILLS AND EXPERIENCE REQUIRED 

The vendor shall provide qualified personnel to perform the work necessary to accomplish the tasks defined in the Scope of Work.  The State must approve all awarded vendor resources.  The State reserves the right to require the removal of any member of the awarded vendor's staff from the project.  The following are general guidlings for staff qualifications:

[bookmark: _Toc163539201]Project Manager Qualifications

The Project Manager assigned by the awarded vendor to the engagement must have:

A minimum of four (4) years of project management experience, within the last ten (10) years, in government or the private sector;

A minimum of three (3) years of experience successfully implementing solutions similar to the solution proposed by the vendor for this project. 

A minimum of two (2) years of experience with systems analysis and design;

A minimum of two (2) years of experience with systems development and implementation;

Completed at least one (1) project within the past three (3) years that involved designing business processes and procedures and developing new systems to support the new business processes; and

Completed at least one (1) project within the past three (3) years that involved communication and coordination of activities with external stakeholders.

[bookmark: _Toc163539202]Technical Lead Qualifications

The technical lead assigned by the awarded vendor must have:

A minimum of three (3) years of experience successfully implementing systems similar to the system proposed for this project.

A minimum of four (4) years of experience in systems development, design and programming of automated systems;

A minimum of four (4) years of experience developing systems using a relational database;

A minimum of two (2) years of experience developing Internet applications;

A minimum of two (2) years of experience managing systems architecture and systems development projects; and

[bookmark: _Toc163539203]Implementation Lead Qualifications

The implementation lead assigned by the awarded vendor must have:

A minimum of three (3) years of experience managing the implementation of new business processes and procedures and new automated systems to support the new business processes;

A minimum of two (2) years of experience managing the implementation of Internet applications;

Completed at least one (1) project within the past three (3) years that involved the procurement, receipt and make ready of computer equipment and software; and

Completed at least one (1) project within the past three (3) years that involved a phased implementation where systems activities were coordinated between the old and new system environments.
[bookmark: _Toc163539204]
Individual Team Member Qualifications

Each member of the awarded vendor's project team must meet at least one (1) of the qualifications below.  In addition, the aggregation of the individual qualifications of the team members must cumulatively meet all of the following requirements.  These requirements are:

Two (2) years of experience within the last six (6) years analyzing and modeling business processes and defining user requirements;

Two (2) years of experience within the last five (5) years designing online interfaces using the tools proposed for this project;

Three (3) years of experience within the last five (5) years implementing systems similar to the system proposed for this project;

Three (3) years of experience within the last five years developing secure Internet applications using the tools proposed for this project; and

Completed at least one (1) project within the past three (3) years that involved development of course outlines and materials and organizing and conducting classes to support the implementation of new business processes and systems.

[bookmark: _Toc163539205]VENDOR STAFF RESUMES 

A resume must be completed for each proposed individual on the State format provided in Attachment I, Proposed Staff Resume, including identification of key personnel per Section 14.3.19, Key Personnel.

[bookmark: _Toc163539207]PRELIMINARY PROJECT PLAN 

Vendors must submit a preliminary project plan as part of the proposal, including, but not limited to:

Gantt charts that show all proposed project activities;

Planning methodologies;

Milestones;

Task conflicts and/or interdependencies;

Estimated time frame for each task identified in Section 5, Scope of Work; and

Overall estimated time frame from project start to completion for both Contractor and State activities, including strategies to avoid schedule slippage.

Vendors must provide a written plan addressing the roles and responsibilities and method of communication between the contractor and any subcontractor(s).

The preliminary project plan will be incorporated into the contract.  

The first project deliverable is the finalized detailed project plan that must include fixed deliverable due dates for all subsequent project tasks as defined in Section 5, Scope of Work.  The contract will be amended to include the State approved detailed project plan.

Vendors must identify all potential risks associated with the project, their proposed plan to mitigate the potential risks and include recommended strategies for managing those risks.

Vendors must provide information on the staff that will be located on-site in Carson City.  If staff will be located at remote locations, vendors must include specific information on plans to accommodate the exchange of information and transfer of technical and procedural knowledge.  The State encourages alternate methods of communication other than in person meetings, such as transmission of documents via email and teleconferencing, as appropriate.

[bookmark: _Toc163539208]PROJECT MANAGEMENT

Vendors must describe the project management methodology and processes utilized for:

Project integration to ensure that the various elements of the project are properly coordinated;

Project scope to ensure that the project includes all the work required and only the work required to complete the project successfully;

Time management to ensure timely completion of the project.  Include defining activities, estimating activity duration, developing and controlling the project schedule;

Management of contractor and/or subcontractor issues and resolution process;

Responding to and covering requested changes in the project time frames;

Responding to State generated issues;

Cost management to ensure that the project is completed within the approved budget.  Include resource planning, cost estimating, cost budgeting and cost control;

Resource management to ensure the most effective use of people involved in the project including subcontractors;

Communications management to ensure effective information generation, documentation, storage, transmission and disposal of project information; and

Risk management to ensure that risks are identified, planned for, analyzed, communicated and acted upon effectively.

[bookmark: _Toc163539209]QUALITY ASSURANCE

Vendors must describe the quality assurance methodology and processes utilized to ensure that the project will satisfy State requirements as outlined in Section 5, Scope of Work of this RFP.

[bookmark: _Toc163539210]METRICS MANAGEMENT 

Vendors must describe the metrics management methodology and processes utilized to satisfy State requirements as outlined in Section 5, Scope of Work of this RFP.  The methodology must include the metrics captured and how they are tracked and measured.

[bookmark: _Toc163539211]DESIGN AND DEVELOPMENT PROCESSES 

Vendors must describe the methodology, processes and tools utilized for:

Analyzing potential solutions, including identifying alternatives for evaluation in addition to those suggested by the State;

Developing a detailed operational concept of the interaction of the system, the user and the environment that satisfies the operational need;

Identifying the key design issues that must be resolved to support successful development of the system; and

Integrating the disciplines that are essential to system functional requirements definition.

[bookmark: _Toc163539212]CONFIGURATION MANAGEMENT 

Vendors must describe the methodology, processes and tools utilized for:

Control of changes to requirements, design and code;

Control of interface changes;

Traceability of requirements, design and code;

Tools to help control versions and builds;

Parameters established for regression testing;

Baselines established for tools, change log and modules;

Documentation of the change request process including check in/out, review and regular testing;

Documentation of the change control board and change proposal process; and

Change log that tracks open/closed change requests.

[bookmark: _Toc163539213]PEER REVIEW MANAGEMENT 

Vendors must describe the methodology, processes and tools utilized for:

Peer reviews conducted for design, code and test cases;

Number of types of people normally involved in peer reviews;

Types of procedures and checklists utilized;

Types of statistics compiled on the type, severity and location of errors; and

How errors are tracked to closure.

[bookmark: _Toc163539214]PROJECT SOFTWARE TOOLS

Vendors must describe any software tools and equipment resources to be utilized during the course of the project including minimum hardware requirements and compatibility with existing computing resources as described in Section 3.4, Current Computing Environment.

Costs and training associated with the project software tools identified must be included in Attachment J, Project Costs.

[bookmark: _Toc443554373]PROJECT COSTS 

The Cost Schedules to be completed for this RFP are embedded as an Excel spreadsheet in Attachment J, Project Costs.

All proposal terms, including prices, will remain in effect for a minimum of 180 days after the proposal due date.  In the case of the awarded vendor, all proposal terms, including prices, will remain in effect throughout the contract negotiation process.

COST SCHEDULES

The cost for each deliverable must be complete and include all expenses, including travel, per diem and out-of-pocket expenses as well as administrative and/or overhead expenses.  Each table in the Excel spreadsheet in Attachment J, Project Costs must be completed and detailed backup must be provided for all cost schedules completed. 

Detailed Deliverable Cost Schedules

The schedules have been set up so that the sub-total from each deliverable cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Development and Data Conversion Environments

Proposers must identify costs for any hardware and/or software proposed for the Development and Data Conversion Environments, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Integration, System Test and UAT Environments

Proposers must identify costs for any hardware and/or software proposed for the Integration, System Test and UAT Environments, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Training Environment

Proposers must identify costs for any hardware and/or software proposed for the Training Environment, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Production Environment

Proposers must identify costs for any hardware and/or software proposed for the Production Environments, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Other Associated Costs

Proposers must identify any other costs not covered on the Detailed Deliverable Cost Schedules and/or the cost schedules for any hardware and/or software proposed, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide detailed information for each item identified.

Summary Schedule of Project Costs

Proposers must make sure that all totals from the Detailed Deliverable Cost Schedules, the cost schedules for any hardware and/or software proposed and other associated costs are transferred to Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).

Hourly Rate Schedule for Change Orders

Prices quoted for change orders/regulatory changes must remain in effect for six (6) months after State acceptance of the successfully implemented system.

Proposers must provide firm, fixed hourly rates for change orders/regulatory changes, including updated documentation.

Proposers must provide a firm, fixed hourly rate for each staff classification identified on the project.  Proposers must not provide a single compilation rate.

Annual Product Licensing and Maintenance Schedule

Proposers must provide a three (3) year fee schedule with the following information:

Listing of each product;
Original project proposed price;
Annual licensing fee, if applicable;
Annual maintenance fee; and
Percentages of the original amount for each fee.

[bookmark: _Toc180917196][bookmark: _Toc443554374]FINANCIAL 

PAYMENT

Upon review and acceptance by the State, payments for invoices are normally made within 45 – 60 days of receipt, providing all required information, documents and/or attachments have been received.

Pursuant to NRS 227.185 and NRS 333.450, the State shall pay claims for supplies, materials, equipment and services purchased under the provisions of this RFP electronically, unless determined by the State Controller that the electronic payment would cause the payee to suffer undue hardship or extreme inconvenience.

BILLING

There shall be no advance payment for services furnished by a contractor pursuant to the executed contract.

Payment for services shall only be made after completed deliverables are received, reviewed and accepted in writing by the State.

The vendor must bill the State as outlined in the approved contract and/or deliverable payment schedule.

Each billing must consist of an invoice and a copy of the State-approved deliverable sign-off form.

TIMELINESS OF BILLING

The State is on a fiscal year calendar.  All billings for dates of service prior to July 1 must be submitted to the State no later than the first Friday in August of the same year.  A billing submitted after the first Friday in August, that forces the State to process the billing as a stale claim pursuant to NRS 353.097, will subject the contractor to an administrative fee not to exceed $100.00.  This is the estimate of the additional costs to the State for processing the billing as a stale claim and this amount will be deducted from the stale claims payment due the contractor.

HOLD BACKS 

The State shall pay all invoiced amounts, less a 10% hold back, following receipt of the invoice and a fully completed project deliverable sign-off form.

The distribution of the hold backs will be negotiated with the contractor.

Actual payment of hold backs will be made with the approval of the project Steering Committee.

[bookmark: _Toc443554375]WRITTEN QUESTIONS AND ANSWERS

In lieu of a pre-proposal conference, the Purchasing Division will accept questions and/or comments in writing regarding this RFP as noted below:

QUESTIONS AND ANSWERS

The RFP Question Submittal Form is located on the Solicitation Opportunities webpage at http://purchasing.nv.gov.  Select the Solicitation Status, Questions dropdown and then scroll to the RFP number and the “Question” link.

The deadline for submitting questions is as specified in Section 10, RFP Timeline.

All questions and/or comments will be addressed in writing.  An email notification that the amendment has been posted to the Purchasing website will be issued on or about the date specified in Section 10, RFP Timeline.

SECOND SET OF QUESTIONS AND ANSWERS

Additional questions may be submitted by the date and time specified in Section 10, RFP Timeline and according to the process identified in Section 9.1.1 through Section 9.1.3.

[bookmark: _Toc443554376]RFP TIMELINE

The following represents the proposed timeline for this project.  All times stated are Pacific Time (PT).  These dates represent a tentative schedule of events.  The State reserves the right to modify these dates at any time.  The State also reserves the right to forego vendor presentations and select vendor(s) based on the written proposals submitted.
	Task
	Date/Time

	Deadline for submitting first set of questions
	3/7/16 @ 5:00 PM

	Answers posted to website 
	On or about 3/15/16 

	Deadline for submitting second set of questions
	3/24/16 @ 5:00 PM

	Answers posted to website 
	On or about 3/30/16 

	Deadline for submittal of Reference Questionnaires
	No later than 4:30 PM on 4/18/16 

	Deadline for submission and opening of proposals
	No later than 2:00 PM on 4/19 /16

	Evaluation period (approximate time frame)
	4/20 ~ 4/28/16

	Vendor Presentations (approximate time frame)
	5/10 ~5/11/16

	Selection of vendor 
	On or about 5/11/16

	Anticipated BOE approval
	7/12/16

	Contract start date (contingent upon BOE approval)
	Upon BOE approval






[bookmark: _Toc443554377]PROPOSAL SUBMISSION REQUIREMENTS, FORMAT AND CONTENT

GENERAL SUBMISSION REQUIREMENTS 

Vendors’ proposals must be packaged and submitted in counterparts; therefore, vendors must pay close attention to the submission requirements.  Proposals will have a technical response, which may be composed of two (2) parts in the event a vendor determines that a portion of their technical response qualifies as “confidential” as defined within Section 2, Acronyms/Definitions.

If complete responses cannot be provided without referencing confidential information, such confidential information must be provided in accordance with Section 12.3, Part I B – Confidential Technical and Section 12.5, Part III Confidential Financial Information.  Specific references made to the tab, page, section and/or paragraph where the confidential information can be located must be identified on Attachment A, Confidentiality and Certification of Indemnification and comply with the requirements stated in Section 12.6, Confidentiality of Proposals.

The remaining section is the Cost Proposal.  Vendors may submit their proposal broken out into the three (3) sections required, or four (4) sections if confidential technical information is included, in a single box or package for shipping purposes.

The required CDs must contain information as specified in Section 12.6.4.

Detailed instructions on proposal submission and packaging follows and vendors must submit their proposals as identified in the following sections.  Proposals and CDs that do not comply with the following requirements may be deemed non-responsive and rejected at the State’s discretion.

All information is to be completed as requested.

Each section within the technical proposal and cost proposal must be separated by clearly marked tabs with the appropriate section number and title as specified.

Although it is a public opening, only the names of the vendors submitting proposals will be announced per NRS 333.335(6).  Technical and cost details about proposals submitted will not be disclosed.  Assistance for handicapped, blind or hearing-impaired persons who wish to attend the RFP opening is available.  If special arrangements are necessary, please notify the Purchasing Division designee as soon as possible and at least two days in advance of the opening.

If discrepancies are found between two (2) or more copies of the proposal, the master copy will provide the basis for resolving such discrepancies.  If one (1) copy of the proposal is not clearly marked “MASTER,” the State may reject the proposal.  However, the State may at its sole option, select one (1) copy to be used as the master.

For ease of evaluation, the proposal must be presented in a format that corresponds to and references sections outlined within this RFP and must be presented in the same order.  Written responses must be in bold/italics and placed immediately following the applicable RFP question, statement and/or section.  Exceptions/assumptions to this may be considered during the evaluation process.

Proposals are to be prepared in such a way as to provide a straightforward, concise delineation of capabilities to satisfy the requirements of this RFP.  Expensive bindings, colored displays, promotional materials, etc., are not necessary or desired.  Emphasis should be concentrated on conformance to the RFP instructions, responsiveness to the RFP requirements, and on completeness and clarity of content.

Unnecessarily elaborate responses beyond what is sufficient to present a complete and effective response to this RFP are not desired and may be construed as an indication of the proposer’s lack of environmental and cost consciousness.  Unless specifically requested in this RFP, elaborate artwork, corporate brochures, lengthy narratives, expensive paper, specialized binding, and other extraneous presentation materials are neither necessary nor desired.

The State of Nevada, in its continuing efforts to reduce solid waste and to further recycling efforts requests that proposals, to the extent possible and practical:  

Be submitted on recycled paper;

Not include pages of unnecessary advertising;

Be printed on both sides of each sheet of paper; and

Be contained in re-usable binders or binder clips as opposed to spiral or glued bindings.

For purposes of addressing questions concerning this RFP, the sole contact will be the Purchasing Division as specified on Page 1 of this RFP.  Upon issuance of this RFP, other employees and representatives of the agencies identified in the RFP will not answer questions or otherwise discuss the contents of this RFP with any prospective vendors or their representatives.  Failure to observe this restriction may result in disqualification of any subsequent proposal per NAC 333.155(3).  This restriction does not preclude discussions between affected parties for the purpose of conducting business unrelated to this procurement.

Any vendor who believes proposal requirements or specifications are unnecessarily restrictive or limit competition may submit a request for administrative review, in writing, to the Purchasing Division.  To be considered, a request for review must be received no later than the deadline for submission of questions.

The Purchasing Division shall promptly respond in writing to each written review request, and where appropriate, issue all revisions, substitutions or clarifications through a written amendment to the RFP.

Administrative review of technical or contractual requirements shall include the reason for the request, supported by factual information, and any proposed changes to the requirements.

If a vendor changes any material RFP language, vendor’s response may be deemed non-responsive per NRS 333.311.

PART I A – TECHNICAL PROPOSAL

The technical proposal must include:

One (1) original marked “MASTER”; and
Four (4) identical copies.

The technical proposal must not include confidential technical information (refer to Section 12.3, Part I B, Confidential Technical) or cost and/or pricing information.  Cost and/or pricing information contained in the technical proposal may cause the proposal to be rejected.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part I A – Technical Proposal

	RFP Title:
	Replacement of MHD Core System

	RFP:
	3238

	Vendor Name:
	

	Address:
	

	Opening Date:
	4/19/16

	Opening Time:
	2:00 PM



Tab II – Table of Contents

An accurate and updated table of contents must be provided.

Tab III – Vendor Information Sheet

The vendor information sheet completed with an original signature by an individual authorized to bind the organization must be included in this tab.

Tab IV – State Documents

The State documents tab must include the following:

The signature page from all amendments with an original signature by an individual authorized to bind the organization.

Attachment A – Confidentiality and Certification of Indemnification with an original signature by an individual authorized to bind the organization.

Attachment C – Vendor Certifications with an original signature by an individual authorized to bind the organization.

Copies of any vendor licensing agreements and/or hardware and software maintenance agreements.

Copies of applicable certifications and/or licenses.

Tab V - Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP 

Attachment B with an original signature by an individual authorized to bind the organization must be included in this tab.

If the exception and/or assumption require a change in the terms or wording of any section of the RFP, the contract, or any incorporated documents, vendors must provide the specific language that is being proposed on Attachment B.

Only technical exceptions and/or assumptions should be identified on Attachment B. 

The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.  If vendors do not specify any exceptions and/or assumptions in detail at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.

Tab VI – Section 4 – System Requirements

Vendors must place their written response(s) in bold/italics immediately following the applicable RFP question, statement and/or section.

Tab VII – Section 5 – Scope of Work

Vendors must place their written response(s) in bold/italics immediately following the applicable RFP question, statement and/or section.

Tab VIII– Section 6 – Company Background and References

Vendors must place their written response(s) in bold/italics immediately following the applicable RFP question, statement and/or section.  This section must also include the requested information in Section 6.2, Subcontractor Information, if applicable.

Tab IX – Attachment I – Proposed Staff Resume

Vendors must include all proposed staff resumes per Section 6.5, Vendor Staff Resumes in this section.  This section should also include any subcontractor proposed staff resumes, if applicable.

Tab X – Preliminary Project Plan

Vendors must include the preliminary project plan in this section.

Tab XI – Requirements Matrix

Vendors must include their completed requirements matrix (refer to Attachment O, Requirements Matrix) in this section.

Tab XII – Other Informational Material

Vendors must include any other applicable reference material in this section clearly cross referenced with the proposal.

PART I B – CONFIDENTIAL TECHNICAL PROPOSAL

Vendors only need to submit Part I B if the proposal includes any confidential technical information (Refer to Attachment A, Confidentiality and Certification of Indemnification).

The confidential technical proposal must include:

One (1) original marked “MASTER”; and
Four (4) identical copies.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part I B – Confidential Technical Proposal

	RFP Title:
	Replacement of MHD Core System

	RFP:
	3238

	Vendor Name:
	

	Address:
	

	Opening Date:
	4/19/16

	Opening Time:
	2:00 PM



Tabs – Confidential Technical

Vendors must have tabs in the confidential technical information that cross reference back to the technical proposal, as applicable.

PART II – COST PROPOSAL

The cost proposal must include:

One (1) original marked “MASTER”; and
Four (4) identical copies.

The cost proposal must not be marked “confidential”.  Only information that is deemed proprietary per NRS 333.020(5)(a) may be marked as “confidential”.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part II – Cost Proposal

	RFP Title:
	Replacement of MHD Core System

	RFP:
	3238

	Vendor Name:
	

	Address:
	

	Opening Date:
	4/19/16

	Opening Time:
	2:00 PM



Tab II – Cost Proposal

Cost proposal must be in the format identified in Attachment J, Project Costs. 

Tab III – Attachment K, Cost Proposal Certification of Compliance with Terms and Conditions of RFP

Attachment K with an original signature by an individual authorized to bind the organization must be included in this tab.

In order for any cost exceptions and/or assumptions to be considered, vendors must provide the specific language that is being proposed on Attachment K.  

Only cost exceptions and/or assumptions should be identified on Attachment K.  

Do not restate the technical exceptions and/or assumptions on this form.  

The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.  If vendors do not specify any exceptions and/or assumptions in detail at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.

PART III – CONFIDENTIAL FINANCIAL INFORMATION

The confidential financial information part must include:

One (1) original marked “MASTER”; and
Two (2) identical copy.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part III – Confidential Financial Proposal

	RFP Title:
	Replacement of MHD Core System

	RFP:
	3238

	Vendor Name:
	

	Address:
	

	Opening Date:
	4/19/16

	Opening Time:
	2:00 PM



Tab II – Financial Information and Documentation

Vendors must place the information required per Section 6.1.11 in this tab.

CONFIDENTIALITY OF PROPOSALS

As a potential contractor of a public entity, vendors are advised that full disclosure is required by law.

Vendors are required to submit written documentation in accordance with Attachment A, Confidentiality and Certification of Indemnification demonstrating the material within the proposal marked “confidential” conforms to NRS §333.333, which states “Only specific parts of the proposal may be labeled a “trade secret” as defined in NRS §600A.030(5)”.  Not conforming to these requirements will cause your proposal to be deemed non-compliant and will not be accepted by the State of Nevada.

Vendors acknowledge that material not marked as “confidential” will become public record upon contract award.

The required CDs must contain the following:

One (1) “Master” CD with an exact duplicate of the technical and cost proposal contents only.  

The electronic files must follow the format and content section for the technical and cost proposal.  

The CD must be packaged in a case and clearly labeled as follows:

	Master CD

	RFP No:
	3238

	Vendor Name:
	

	Contents:
	Part IA – Technical Proposal
Part IB – Confidential Technical Proposal
Part II – Cost Proposal



One (1) “Public Records CD” which must include the technical and cost proposal contents to be used for public records requests.  

This CD must not contain any confidential or proprietary information.

All electronic files must be saved in “PDF” format, with one file named Part IA – Technical Proposal and one (1) file named Part II – Cost Proposal.

The CD must be packaged in a case and clearly labeled as follows:

	Public Records CD

	RFP No:
	3238

	Vendor Name:
	

	Contents:
	Part IA – Technical Proposal for Public Records Request
Part II – Cost Proposal for Public Records Request



The Public Records submitted on the CD will be posted to the Purchasing Website upon the Notice of Award.

It is the vendor’s responsibility to act in protection of the labeled information and agree to defend and indemnify the State of Nevada for honoring such designation.  

Failure to label any information that is released by the State shall constitute a complete waiver of any and all claims for damages caused by release of said information.

PROPOSAL PACKAGING

[bookmark: OLE_LINK9][bookmark: OLE_LINK10]If the separately sealed technical and cost proposals as well as confidential technical information and financial documentation, marked as required, are enclosed in another container for mailing purposes, the outermost container must fully describe the contents of the package and be clearly marked as follows.

Vendors are encouraged to utilize the copy/paste feature of word processing software to replicate these labels for ease and accuracy of proposal packaging.

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3238

	OPENING DATE:
	4/19/16

	OPENING TIME:
	2:00 PM

	FOR:
	Replacement of MHD Core System

	VENDOR’S NAME:
	



Proposals must be received at the address referenced below no later than the date and time specified in Section 10, RFP Timeline.  Proposals that do not arrive by proposal opening time and date will not be accepted.  Vendors may submit their proposal any time prior to the above stated deadline.

The State will not be held responsible for proposal envelopes mishandled as a result of the envelope not being properly prepared.  

Email, facsimile, or telephone proposals will NOT be considered; however, at the State’s discretion, the proposal may be submitted all or in part on electronic media, as requested within the RFP document.  Proposal may be modified by email, facsimile, or written notice provided such notice is received prior to the opening of the proposals.

The technical proposal shall be submitted to the State in a sealed package and be clearly marked as follows:



	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3238

	COMPONENT:
	PART I A – TECHNICAL PROPOSAL

	OPENING DATE:
	4/19/16

	OPENING TIME:
	2:00 PM

	FOR:
	Replacement of MHD Core System

	VENDOR’S NAME:
	



If applicable, confidential technical information shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3238

	COMPONENT:
	PART I B – CONFIDENTIAL TECHNICAL PROPOSAL

	OPENING DATE:
	4/19/16

	OPENING TIME:
	2:00 PM

	FOR:
	Replacement of MHD Core System

	VENDOR’S NAME:
	



The cost proposal shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3238

	COMPONENT:
	PART II – COST PROPOSAL

	OPENING DATE:
	4/19/16

	OPENING TIME:
	2:00 PM

	FOR:
	Replacement of MHD Core System

	VENDOR’S NAME:
	






Confidential financial information shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3238

	COMPONENT:
	PART III - CONFIDENTIAL FINANCIAL INFORMATION

	OPENING DATE:
	4/19/16

	OPENING TIME:
	2:00 PM

	FOR:
	Replacement of MHD Core System

	VENDOR’S NAME:
	



The CDs shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3238

	COMPONENT:
	CDs

	OPENING DATE:
	4/19/16

	OPENING TIME:
	2:00 PM

	FOR:
	Replacement of MHD Core System

	VENDOR’S NAME:
	



[bookmark: _Toc443554378]PROPOSAL EVALUATION AND AWARD PROCESS

The information in this section does not need to be returned with the vendor’s proposal.

Proposals shall be consistently evaluated and scored in accordance with NRS 333.335(3) based upon the following criteria:

Demonstrated competence

Experience in performance of comparable engagements

Conformance with the terms of this RFP

Expertise and availability of key personnel

Cost

Presentations

Following the evaluation and scoring process specified above, the State may require vendors to make a presentation of their proposal to the evaluation committee or other State staff, as applicable. 

The State, at its option, may limit participation in vendor presentations to up to the four (4) highest ranking vendors.  

The State reserves the right to forego vendor presentations and select vendor(s) based on the written proposals submitted.

Note:  Financial stability will be scored on a pass/fail basis.

Proposals shall be kept confidential until a contract is awarded.

The evaluation committee may also contact the references provided in response to the Section identified as Company Background and References; contact any vendor to clarify any response; contact any current users of a vendor’s services; solicit information from any available source concerning any aspect of a proposal; and seek and review any other information deemed pertinent to the evaluation process.  The evaluation committee shall not be obligated to accept the lowest priced proposal, but shall make an award in the best interests of the State of Nevada per NRS 333.335(5).

Each vendor must include in its proposal a complete disclosure of any alleged significant prior or ongoing contract failures, contract breaches, any civil or criminal litigation or investigations pending which involves the vendor or in which the vendor has been judged guilty or liable.  Failure to comply with the terms of this provision may disqualify any proposal.  The State reserves the right to reject any proposal based upon the vendor’s prior history with the State or with any other party, which documents, without limitation, unsatisfactory performance, adversarial or contentious demeanor, significant failure(s) to meet contract milestones or other contractual failures.  See generally, NRS 333.335.

Clarification discussions may, at the State’s sole option, be conducted with vendors who submit proposals determined to be acceptable and competitive per NAC 333.165.  Vendors shall be accorded fair and equal treatment with respect to any opportunity for discussion and/or written revisions of proposals.  Such revisions may be permitted after submissions and prior to award for the purpose of obtaining best and final offers.  In conducting discussions, there shall be no disclosure of any information derived from proposals submitted by competing vendors.  Any modifications made to the original proposal during the best and final negotiations will be included as part of the contract.

A Notification of Intent to Award shall be issued in accordance with NAC 333.170.  Any award is contingent upon the successful negotiation of final contract terms and upon approval of the Board of Examiners, when required.  Negotiations shall be confidential and not subject to disclosure to competing vendors unless and until an agreement is reached.  If contract negotiations cannot be concluded successfully, the State upon written notice to all vendors may negotiate a contract with the next highest scoring vendor or withdraw the RFP.  

Any contract resulting from this RFP shall not be effective unless and until approved by the Nevada State Board of Examiners (NRS 333.700).

[bookmark: _Toc443554379]TERMS AND CONDITIONS

PROCUREMENT AND PROPOSAL TERMS AND CONDITIONS

The information in this section does not need to be returned with the vendor’s proposal.  However, if vendors have any exceptions and/or assumptions to any of the terms and conditions in this section, they MUST identify in detail their exceptions and/or assumptions on Attachment B, Technical Proposal Certification of Compliance.  In order for any exceptions and/or assumptions to be considered they MUST be documented in Attachment B.  The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.

This procurement is being conducted in accordance with NRS Chapter 333 and NAC Chapter 333.

The State reserves the right to alter, amend, or modify any provisions of this RFP, or to withdraw this RFP, at any time prior to the award of a contract pursuant hereto, if it is in the best interest of the State to do so.  

The State reserves the right to waive informalities and minor irregularities in proposals received.

For ease of responding to the RFP, vendors are encouraged to download the RFP from the Purchasing Division’s website at http://purchasing.state.nv.us. 

The failure to separately package and clearly mark Part I B and Part III – which contains confidential information, trade secrets and/or proprietary information, shall constitute a complete waiver of any and all claims for damages caused by release of the information by the State.

The State reserves the right to reject any or all proposals received prior to contract award (NRS 333.350).

The State shall not be obligated to accept the lowest priced proposal, but will make an award in the best interests of the State of Nevada after all factors have been evaluated (NRS 333.335).

Any irregularities or lack of clarity in the RFP should be brought to the Purchasing Division designee’s attention as soon as possible so that corrective addenda may be furnished to prospective vendors.

Proposals must include any and all proposed terms and conditions, including, without limitation, written warranties, maintenance/service agreements, license agreements and lease purchase agreements.  The omission of these documents renders a proposal non-responsive.

Alterations, modifications or variations to a proposal may not be considered unless authorized by the RFP or by addendum or amendment.

Proposals which appear unrealistic in the terms of technical commitments, lack of technical competence, or are indicative of failure to comprehend the complexity and risk of this contract, may be rejected.

Proposals from employees of the State of Nevada will be considered in as much as they do not conflict with the State Administrative Manual, NRS Chapter 281 and NRS Chapter 284.

Proposals may be withdrawn by written or facsimile notice received prior to the proposal opening time.  Withdrawals received after the proposal opening time will not be considered except as authorized by NRS 333.350(3).

Prices offered by vendors in their proposals are an irrevocable offer for the term of the contract and any contract extensions.  The awarded vendor agrees to provide the purchased services at the costs, rates and fees as set forth in their proposal in response to this RFP.  No other costs, rates or fees shall be payable to the awarded vendor for implementation of their proposal.

The State is not liable for any costs incurred by vendors prior to entering into a formal contract.  Costs of developing the proposal or any other such expenses incurred by the vendor in responding to the RFP, are entirely the responsibility of the vendor, and shall not be reimbursed in any manner by the State. 

Proposals submitted per proposal submission requirements become the property of the State, selection or rejection does not affect this right; proposals will be returned only at the State’s option and at the vendor’s request and expense.  The masters of the technical proposal, confidential technical proposal, cost proposal and confidential financial information of each response shall be retained for official files.

The Nevada Attorney General will not render any type of legal opinion regarding this transaction.

Any unsuccessful vendor may file an appeal in strict compliance with NRS 333.370 and Chapter 333 of the Nevada Administrative Code.

CONTRACT TERMS AND CONDITIONS

The information in this section does not need to be returned with the vendor’s proposal.  However, if vendors have any exceptions and/or assumptions to any of the terms and conditions in this section, they MUST identify in detail their exceptions and/or assumptions on Attachment B, Technical Proposal Certification of Compliance.  In order for any exceptions and/or assumptions to be considered they MUST be documented in Attachment B.  The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.

[bookmark: _Toc66244263][bookmark: _Toc163539087]Background Checks

All contractor personnel assigned to the contract must have a background check from the Federal Bureau of Investigation pursuant to NRS 239B.010.  All fingerprints must be forwarded to the Central Repository for Nevada Records of Criminal History for submission to the Federal Bureau of Investigation.

Any employee of the selected vendor, who will require any type of system access, must have a State Background Check (as identified in Section 13.2.1.4 “A” below) before system access will be granted.  The vendor or its employees may be denied access to the premises if they have not been security cleared.

All costs associated with this will be at the contractor’s expense.

The contractor shall provide to the contracting agency’s Human Resource Department or designee the following documents:

A State Background Check for the state the individual claims as their permanent residency.  The contractor can use the following site which has immediate results:  http://www.integrascan.com.  Once the contractor has a copy of their personal background check from their state of record, they will forward those results to the designated State representative who will then forward it to the contracting agency’s Human Resource Department or designee in order to obtain approval for interim system access;

A Civil Applicant Waiver Form, signed by the contractor(s); and

A Prior Arrests and Criminal Conviction Disclosure Form, signed by the contractor(s).

If out-of-state, contractor must provide one (1) completed fingerprint card from a local sheriff’s office (or other law enforcement agency).

In lieu of the out-of-state fingerprint card, contractors can perform LiveScan fingerprinting at the Nevada Department of Public Safety, General Services Division.

Contractor must provide a money order or cashier’s check made payable to the General Services Division in the amount of $40.00 or current rate at time of submission.

In lieu of the above background check and subject to acceptance by the contracting agency’s Human Resource Department or designee, contractor may submit a current active federal authority security clearance (FBI, DoD, NSA) indicating a fingerprint based background check has been completed with no positive findings.

Contractor(s) may not begin work until such time as they have been cleared by the contracting agency’s Human Resource Department or designee.

Positive findings from a background check are reviewed by the contracting agency’s Human Resource Department or designee, in consultation with the State Chief Information Security Officer, and may result in the removal of vendor staff from the project.

The awarded vendor will be the sole point of contract responsibility.  The State will look solely to the awarded vendor for the performance of all contractual obligations which may result from an award based on this RFP, and the awarded vendor shall not be relieved for the non-performance of any or all subcontractors. 

The awarded vendor must maintain, for the duration of its contract, insurance coverages as set forth in the Insurance Schedule of the contract form appended to this RFP.  Work on the contract shall not begin until after the awarded vendor has submitted acceptable evidence of the required insurance coverages.  Failure to maintain any required insurance coverage or acceptable alternative method of insurance will be deemed a breach of contract. 

The State will not be liable for Federal, State, or Local excise taxes per NRS 372.325.

Attachment B and Attachment K of this RFP shall constitute an agreement to all terms and conditions specified in the RFP, except such terms and conditions that the vendor expressly excludes.  Exceptions and assumptions will be taken into consideration as part of the evaluation process; however, vendors must be specific.  If vendors do not specify any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.

The State reserves the right to negotiate final contract terms with any vendor selected per NAC 333.170.  The contract between the parties will consist of the RFP together with any modifications thereto, and the awarded vendor’s proposal, together with any modifications and clarifications thereto that are submitted at the request of the State during the evaluation and negotiation process.  In the event of any conflict or contradiction between or among these documents, the documents shall control in the following order of precedence:  the final executed contract, any modifications and clarifications to the awarded vendor’s proposal, the RFP, and the awarded vendor’s proposal.  Specific exceptions to this general rule may be noted in the final executed contract.

Local governments (as defined in NRS 332.015) are intended third party beneficiaries of any contract resulting from this RFP and any local government may join or use any contract resulting from this RFP subject to all terms and conditions thereof pursuant to NRS 332.195.  The State is not liable for the obligations of any local government which joins or uses any contract resulting from this RFP.

Any person who requests or receives a Federal contract, grant, loan or cooperative agreement shall file with the using agency a certification that the person making the declaration has not made, and will not make, any payment prohibited by subsection (a) of 31 U.S.C. 1352.

Pursuant to NRS Chapter 613 in connection with the performance of work under this contract, the contractor agrees not to unlawfully discriminate against any employee or applicant for employment because of race, creed, color, national origin, sex, sexual orientation or age, including, without limitation, with regard to employment, upgrading, demotion or transfer, recruitment or recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and selection for training, including, without limitation apprenticeship.

The contractor further agrees to insert this provision in all subcontracts, hereunder, except subcontracts for standard commercial supplies or raw materials.

PROJECT TERMS AND CONDITIONS

The information in this section does not need to be returned with the vendor’s proposal.  However, if vendors have any exceptions and/or assumptions to any of the terms and conditions in this section, they MUST identify in detail their exceptions and/or assumptions on Attachment B, Technical Proposal Certification of Compliance.  In order for any exceptions and/or assumptions to be considered they MUST be documented in Attachment B.  The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.

[bookmark: _Toc66244260][bookmark: _Toc163539083]Award of Related Contracts

The State may undertake or award supplemental contracts for work related to this project or any portion thereof.  The contractor shall be bound to cooperate fully with such other contractors and the State in all cases.

All subcontractors shall be required to abide by this provision as a condition of the contract between the subcontractor and the prime contractor.

[bookmark: _Toc66244249][bookmark: _Toc163539073]Products and/or Alternatives

The vendor shall not propose an alternative that would require the State to acquire hardware or software or change processes in order to function properly on the vendor’s system unless vendor included a clear description of such proposed alternatives and clearly mark any descriptive material to show the proposed alternative.

An acceptable alternative is one the State considers satisfactory in meeting the requirements of this RFP.

The State, at its sole discretion, will determine if the proposed alternative meets the intent of the original RFP requirement.

[bookmark: _Toc66244253][bookmark: _Toc163539084]State Owned Property

The awarded vendor shall be responsible for the proper custody and care of any State owned property furnished by the State for use in connection with the performance of the contract and will reimburse the State for any loss or damage.

[bookmark: _Toc66244261][bookmark: _Toc163539085]Contractor Space  

The contractor will be required to have its project management located in Carson City for the duration of the project.

All communication line costs, contractor computers, workstations, workstation hardware and software and contractor facilities will be the responsibility of the contractor.

The contractor must comply with the State standards for hardware, software and communication lines.

Contractors must coordinate installation of communication lines with EITS Data Communications.

The contractor must, at its own expense and through its own channels, provide its own basic office supplies, clerical support, facsimile machine, furniture, photocopying, phone service and any other necessary equipment and/or resources for its operations.

The State will provide space for four (4) contractor personnel.  If additional space is required, the space selected by the contractor must be mutually agreed upon by the State.

The State guarantees the contractor access to the job site premises, when appropriate, during reasonable hours and without undue hindrance and/or interference in performing work required under the contract.

[bookmark: _Toc66244264][bookmark: _Toc163539088]Inspection/Acceptance of Work

It is expressly understood and agreed all work done by the contractor shall be subject to inspection and acceptance by the State.

Any progress inspections and approval by the State of any item of work shall not forfeit the right of the State to require the correction of any faulty workmanship or material at any time during the course of the work and warranty period thereafter, although previously approved by oversight.

Nothing contained herein shall relieve the contractor of the responsibility for proper installation and maintenance of the work, materials and equipment required under the terms of the contract until all work has been completed and accepted by the State.

[bookmark: _Toc66244265][bookmark: _Toc163539089]Completion of Work

Prior to completion of all work, the contractor shall remove from the premises all equipment and materials belonging to the contractor.  Upon completion of the work, the contractor shall leave the site in a clean and neat condition satisfactory to the State.

[bookmark: _Toc66244266][bookmark: _Toc163539090]Periodic Project Reviews

On a periodic basis, the State reserves the right to review the approved project plan and associated deliverables to assess the direction of the project and determine if changes are required.

Changes to the approved project plan and/or associated deliverables may result in a contract amendment.

In the event changes do not include cost, scope or significant schedule modifications, mutually agreed to changes may be documented in memo form and signed by all parties to the contract.

[bookmark: _Toc66244267][bookmark: _Toc163539091]Change Management

Should requirements be identified during system validation, development and/or implementation that change the required work to complete the project and upon receipt of a change order request by the contractor, a written, detailed proposal must be submitted as outlined in Section 13.3.8.2.

Within 15 working days of receipt of a requested change order, the contractor must submit an amended project plan to include:

The scope of work;

Impacts to the schedule for remaining work for implementing the identified change;

Impacts of not approving the change;

Estimated cost of change;

Alternative analysis of all identified solutions to include, but not limited to:

A system impact report;

Resource requirements for both the State and the contractor;

A work plan;

Estimated hours to complete the work;

The estimated cost of each solution; and

A plan for testing the change.

The amended project plan will be prepared at no cost to the State and must detail all impacts to the project.  The contractor must present the project plan to the Steering Committee prior to final acceptance and approval.

The Steering Committee will either accept the proposal or withdraw the request within 15 working days after receiving the proposal.

[bookmark: _Toc66244268][bookmark: _Toc163539092]Issue Resolution

During the term of the contract, issue resolution will be a critical component.  The following process will be adhered to for all issues.

Presentation of Issues

Issues must be presented in writing to the designated Project Manager for each party.

A uniform issues processing form will be developed by the State to record all issues, responses, tracking and dispositions.

A project issues log will be kept by the State.

Issues raised by either party must be accepted, rejected and/or responded to in writing within three (3) working days of presentation or by a mutually agreed upon due date.

Failure to accept, reject and/or respond within the specified time frame will result in deeming the issue presented as accepted and the party presenting the issue may proceed to act as if the issue were actually accepted.

Escalation Process

If no resolution is obtainable by the respective Project Managers, the issue will be escalated to the:

MHD Administrator or designee; and

Designated representative for the contractor.

A meeting between the parties will take place within three (3) working days or a mutually agreed upon time frame.

Final resolution of issues will be provided in writing within two (2) working days of the meeting or a mutually agreed upon time frame.

All parties agree to exercise good faith in dispute/issue resolution.

If no resolution is obtainable after the above review, the issue will be escalated to the Steering Committee for the State and the designated representative for the contractor.

A meeting between the parties will take place within three (3) working days of the meeting or a mutually agreed upon time frame.

Final resolution of issues will be provided in writing within two (2) working days of the meeting or a mutually agreed upon time frame.

Proceed with Duties

The State and the contractor agree that during the time the parties are attempting to resolve any dispute in accordance with the provisions of the contract, all parties to the contract shall diligently perform their duties thereunder.

Schedule, Cost and/or Scope Changes

If any issue resolution results in schedule, cost and/or scope changes, a State BOE contract amendment will be required.

[bookmark: _Toc66244270][bookmark: _Toc163539094]Travel Requirements 

Most onsite activities, including staff interview, analysis/design, training and testing will occur in Carson City (except those activities mutually agreed to be performed at the contractor’s facility).  

Source Code Ownership

The contractor agrees that in addition to all other rights set forth in this section the State shall have a nonexclusive, royalty-free and irrevocable license to reproduce or otherwise use and authorize others to use all software, procedures, files and other documentation comprising the MHD Core System Replacement Project at any time during the period of the contract and thereafter.
[bookmark: OLE_LINK6][bookmark: OLE_LINK8]
The contractor agrees to deliver such material to the State within 20 business days from receipt of the request by the State.  Such request may be made by the State at any time prior to the expiration of the contract.

The license shall include, but not be limited to:

All MHD Core System Replacement Project and supporting programs in the most current version;

All scripts, programs, transaction management or database synchronization software and other system instructions for operating the system in the most current version;

All data files in the most current version;

User and operational manuals and other documentation;

System and program documentation describing the most current version of the system, including the most current versions of source and object code;

Training programs for the State and other designated State staff, their agents, or designated representatives, in the operating and maintenance of the system;

Any and all performance-enhancing operational plans and products, exclusive of equipment; and 

All specialized or specially modified operating system software and specially developed programs, including utilities, software and documentation used in the operation of the system.

All computer source and executable programs, including development utilities, and all documentation of the installed system enhancements and improvements shall become the exclusive property of the State and may not be copied or removed by the contractor or any employee of the contractor without the express written permission of the State.

Proprietary software proposed for use as an enhancement or within a functional area of the system may require the contractor to give, or otherwise cause to be given, to the State an irrevocable right to use the software as part of the system into perpetuity.

Exemptions may be granted if the proprietary product is proposed with this right in place and is defined with sufficient specificity in the proposal that the State can determine whether to fully accept it as the desired solution.

The contractor shall be required to provide sufficient information regarding the objectives and specifications of any proprietary software to allow it functions to be duplicated by other commercial or public domain products.

The software products (i.e., search engine) must be pre-approved by the State.  The State reserves the right to select such products.

Ongoing upgrades of the application software must be provided through the end of the contract.

Any other specialized software not covered under a public domain license to be integrated into the system must be identified as to its commercial source and the cost must be identified in K, Project Costs.

The State may, at is option, purchase commercially available software components itself.

Title to all portions of the system must be transferred to the State including portions (e.g., documentation) as they are created, changed and/or modified.

The contractor must convey to the State, upon request and without limitation, copies of all interim work products, system documentation, operating instructions, procedures, data processing source code and executable programs that are part of the system, whether they are developed by the employees of the contractor or any subcontractor as part of this contract or transferred from another public domain system or contract.

The provision of Section 13.3.11 Source Code Ownership must be incorporated into any subcontract that relates to the development, operation or maintenance of any component part of the system.

[bookmark: _Toc163539096]Escrow Account

The State may require contractor to establish an escrow account.  The escrow agent chosen for this transaction must be acceptable to the State.

If required, the escrow account must contain the following items:

Two copies of the source code (preferably commented code) including all listing of the lines of programming and any custom developed code for the system for each version of the software on virus-free magnetic media, compiled and ready to be read by a computer;

A complete copy of the executable code including table structures, data structures, system tables and data;

A golden master of the software.

Build scripts;

Any configuration files separate from the build scripts;

Object libraries;

Application Program Interfaces (APIs);

Compilation instructions in written format or recorded on video format;

Complete documentation on all aspects of the system including design documentation, technical documentation and user documentation; and

Names and addresses of key technical employees that a licensee may hire as a subcontractor in the event the contractor ceases to exist.

The escrow deposit materials must be shipped to the escrow agent via a traceable courier or electronically.  Upon receipt of the materials, the escrow agent must verify that the contents of the deposit are in good working order and certify the same to the State.

The escrow agency must store the materials in a media vault with climate control and a gas-based fire extinguishing system.  

Each time the contractor makes a new release or updated version of the software available to customers, that version as described in Section 13.3.12.2 must be deposited with the escrow agent and proof of the deposit must be forwarded to the State. 

In the event that contractor becomes insolvent, subject to receivership, or becomes voluntarily or involuntarily subject to the jurisdiction of the bankruptcy court, or if the contractor fails to provide maintenance and/or support for the product as outlined in the contract, or the contractor discontinues the product, the State will be entitled to access the software source code and related items for use in maintaining the system either by its own staff or by a third party.

Any costs associated with an escrow account must be included in Attachment J, Project Costs.

[bookmark: _Toc66244272][bookmark: _Toc163539097]Ownership of Information and Data

The State shall have unlimited rights to use, disclose or duplicate, for any purpose whatsoever, all information and data developed, derived, documented, installed, improved or furnished by the contractor under this contract.

All files containing any State information are the sole and exclusive property of the State.  The contractor agrees not to use information obtained for any purposes not directly related to this contract without prior written permission from the State.

Contractor agrees to abide by all federal and State confidentiality requirements including, without limitation, providing at Contractor’s expense all notices or other corrective or mitigating measures required by law in the event of a breach of the security of the data for which Contractor is responsible.

[bookmark: _Toc66244273][bookmark: _Toc163539098]Guaranteed Access to Software

The State shall have full and complete access to all source code (where relevant), documentation, utilities, software tools and other similar items used to develop/install the proposed MHD system or may be useful in maintaining or enhancing the equipment and MHD system after it is operating in a production environment.  

For any of the above-mentioned items not turned over to the State upon completion of the installation, the contractor must provide a guarantee to the State of uninterrupted future access to, and license to use, those items.  The guarantee must be binding on all agents, successors and assignees of the contractor and subcontractor.

The State reserves the right to consult legal counsel as to the sufficiency of the licensing agreement and guarantee of access offered by the contractor.

Patent or Copyright Infringement

To the extent of any limited liability expressed in the contract, the contractor agrees to indemnify, defend and hold harmless, not excluding the State’s right to participate, the State from any and all claims, actions, damages, liabilities, costs and expenses, including reasonable attorney’s fees and expenses, arising out of any claims of infringement by the contractor of any United State Patent or trade secret, or any copyright, trademark, service mark, trade name or similar proprietary rights conferred by common law or by any law of the United States or any state said to have occurred because of systems provided or work performed by the contractor, and, the contractor shall do what is necessary to render the subject matter non-infringing in order that the State may continue its use without interruption or otherwise reimburse all consideration paid by the State to the contractor.

[bookmark: _Toc66244285][bookmark: _Toc163539109]Contract Restriction

Pursuant to NAC 333.180, if the Division or using agency undertakes a project that requires (A) more than one request for proposals or invitation for bids; and (B) an initial contract for the design of the project, the person who is awarded the initial contract for the design of the project, or any associated subcontractor, may not make a proposal, assist another person in making a proposal, or otherwise materially participate in any subsequent contract related to that project, unless his participation in the subsequent contract is within the scope of the initial contract.
 
Period of Performance

The contract will be effective upon approval by the BOE and through the period of time the system is installed, operational and fully accepted by the State, including the maintenance and warranty period and delivery and acceptance of all project documentation and other associated material.

[bookmark: _Toc66244286][bookmark: _Toc163539110]Right to Publish

All requests for the publication or release of any information pertaining to this RFP and any subsequent contract must be in writing and sent to the State Project Office. 

No announcement concerning the award of a contract as a result of this RFP can be made without prior written approval of the MHD Administrator or designee.

As a result of the selection of the contractor to supply the requested services, the State is neither endorsing nor suggesting the contractor is the best or only solution.

The contractor shall not use, in its external advertising, marketing programs, or other promotional efforts, any data, pictures or other representation of any State facility, except with the specific advance written authorization of the MHD Administrator or designee.

Throughout the term of the contract, the contractor must secure the written approval of the State per Section 13.3.18.2 prior to the release of any information pertaining to work or activities covered by the contract.

[bookmark: _Toc66244288][bookmark: _Toc163539112]Key Personnel

Key personnel will be incorporated into the contract.  Replacement of key personnel may be accomplished in the following manner:

A representative of the contractor authorized to bind the company will notify the State in writing of the change in key personnel.

The State may accept the change of the key personnel by notifying the contractor in writing.

The signed acceptance will be considered to be an update to the key personnel and will not require a contract amendment.  A copy of the acceptance must be kept in the official contract file.

Replacements to key personnel are bound by all terms and conditions of the contract and any subsequent issue resolutions and other project documentation agreed to by the previous personnel.

If key personnel are replaced, someone with comparable skill and experience level must replace them.

At any time that the contractor provides notice of the permanent removal or resignation of any of the management, supervisory or other key professional personnel and prior to the permanent assignment of replacement staff to the contract, the contractor shall provide a resume and references for a minimum of two (2) individuals qualified for and proposed to replace any vacancies in key personnel, supervisory or management position.

Upon request, the proposed individuals will be made available within five (5) calendar days of such notice for an in-person interview with State staff at no cost to the State.

The State will have the right to accept, reject or request additional candidates within five (5) calendar days of receipt of resumes or interviews with the proposed individuals, whichever comes later.

A written transition plan must be provided to the State prior to approval of any change in key personnel.

The State reserves the right to have any contract or management staff replaced at the sole discretion and as deemed necessary by the State.  

[bookmark: _Toc66244293][bookmark: _Toc163539118]Authorization to Work

Contractor is responsible for ensuring that all employees and/or subcontractors are authorized to work in the United States.

[bookmark: _Toc163539149]System Compliance Warranty

Licensor represents and warrants: (a) that each Product shall be Date Compliant; shall be designed to be used prior to, during, and after the calendar year 2000 A.D.; will operate consistently, predictably and accurately, without interruption or manual intervention, and in accordance with all requirements of this Agreement, including without limitation the Applicable Specifications and the Documentation, during each such time period, and the transitions between them, in relation to dates it encounters or processes; (b) that all date recognition and processing by each Product will include the Four Digit Year Format and will correctly recognize and process the date of February 29, and any related data, during Leap Years; and (c) that all date sorting by each Product that includes a "year category" shall be done based on the Four Digit Year Format.



[bookmark: _Toc443554380]SUBMISSION CHECKLIST

This checklist is provided for vendor’s convenience only and identifies documents that must be submitted with each package in order to be considered responsive.  Any proposals received without these requisite documents may be deemed non-responsive and not considered for contract award. 
	Part I A– Technical Proposal Submission Requirements
	Completed

	Required number of Technical Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tab II
	Table of Contents
	

	Tab III
	Vendor Information Sheet
	

	Tab IV
	State Documents
	

	Tab V
	Attachment B – Technical Proposal Certification of Compliance with Terms and Conditions of RFP
	

	Tab VI
	Section 4 – System Requirements
	

	Tab VII
	Section 5 – Scope of Work
	

	Tab VIII
	Section 6 – Company Background and References
	

	Tab IX
	Attachment I – Proposed Staff Resume(s)
	

	Tab X
	Preliminary Project Plan
	

	Tab XI
	Requirements Matrix
	

	Tab XII
	Other Information Material 
	

	Part I B – Confidential Technical Proposal Submission Requirements
	

	Required number of Confidential Technical Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tabs
	Appropriate tabs and information that cross reference back to the technical proposal
	

	Part II – Cost Proposal Submission Requirements
	

	Required number of Cost Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tab II
	Cost Proposal
	

	Tab III
	Attachment K -  Cost Proposal Certification of Compliance with Terms and Conditions of RFP
	

	Part III – Confidential Financial Information Submission Requirements
	

	Required number of Confidential Financial Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tab II
	Financial Information and Documentation
	

	CDs Required
	

	One (1)
	Master CD with the technical and cost proposal contents only
	

	One (1)
	Public Records CD with the technical and cost proposal contents only
	

	Reference Questionnaire Reminders
	

	Send out Reference Forms for Vendor (with Part A completed)
	

	Send out Reference Forms for proposed Subcontractors (with Part A and Part B completed, if applicable)
	


[bookmark: _Toc443554381]
ATTACHMENT A – CONFIDENTIALITY AND CERTIFICATION OF INDEMNIFICATION

Submitted proposals, which are marked “confidential” in their entirety, or those in which a significant portion of the submitted proposal is marked “confidential” will not be accepted by the State of Nevada.  Pursuant to NRS 333.333, only specific parts of the proposal may be labeled a “trade secret” as defined in NRS 600A.030(5).  All proposals are confidential until the contract is awarded; at which time, both successful and unsuccessful vendors’ technical and cost proposals become public information.  

In accordance with the Submittal Instructions of this RFP, vendors are requested to submit confidential information in separate binders marked “Part I B Confidential Technical” and “Part III Confidential Financial”.

The State will not be responsible for any information contained within the proposal.  Should vendors not comply with the labeling and packing requirements, proposals will be released as submitted.  In the event a governing board acts as the final authority, there may be public discussion regarding the submitted proposals that will be in an open meeting format, the proposals will remain confidential. 

By signing below, I understand it is my responsibility as the vendor to act in protection of the labeled information and agree to defend and indemnify the State of Nevada for honoring such designation.  I duly realize failure to so act will constitute a complete waiver and all submitted information will become public information; additionally, failure to label any information that is released by the State shall constitute a complete waiver of any and all claims for damages caused by the release of the information.

This proposal contains Confidential Information, Trade Secrets and/or Proprietary information as defined in Section 2 “ACRONYMS/DEFINITIONS.” 

Please initial the appropriate response in the boxes below and provide the justification for confidential status.

	Part I B – Confidential Technical Information

	YES
	
	NO
	

	Justification for Confidential Status

	



	A Public Records CD has been included for the Technical and Cost Proposal

	YES
	
	NO  (See note below)
	

	Note:  By marking “NO” for Public Record CD included, you are authorizing the State to use the “Master CD” for Public Records requests.



	Part III – Confidential Financial Information

	YES
	
	NO
	

	Justification for Confidential Status

	

	
	

	Company Name
	

	
	
	
	

	Signature
	
	
	

	
	
	
	

	
	
	
	

	Print Name
	
	
	Date


This document must be submitted in Tab IV of vendor’s technical proposal



[bookmark: _Toc199056543][bookmark: _Toc443554382]ATTACHMENT B – TECHNICAL PROPOSAL CERTIFICATION OF COMPLIANCE
WITH TERMS AND CONDITIONS OF RFP

I have read, understand and agree to comply with all the terms and conditions specified in this Request for Proposal.  

	YES
	
	I agree to comply with the terms and conditions specified in this RFP.




	NO
	
	I do not agree to comply with the terms and conditions specified in this RFP.



If the exception and/or assumption require a change in the terms in any section of the RFP, the contract, or any incorporated documents, vendors must provide the specific language that is being proposed in the tables below.  If vendors do not specify in detail any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.  

	
	

	Company Name
	

	
	
	
	

	Signature
	
	
	

	
	
	
	

	
	
	
	

	Print Name
	
	
	Date




Vendors MUST use the following format.  Attach additional sheets if necessary.

EXCEPTION SUMMARY FORM
	EXCEPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	EXCEPTION
(Complete detail regarding exceptions must be identified)

	
	
	
	

	
	
	
	

	
	
	
	




ASSUMPTION SUMMARY FORM
	ASSUMPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	ASSUMPTION
(Complete detail regarding assumptions must be identified)

	
	
	
	

	
	
	
	

	
	
	
	



This document must be submitted in Tab V of vendor’s technical proposal


[bookmark: _Toc443554383]ATTACHMENT C – VENDOR CERTIFICATIONS

Vendor agrees and will comply with the following:

(1) Any and all prices that may be charged under the terms of the contract do not and will not violate any existing federal, State or municipal laws or regulations concerning discrimination and/or price fixing.  The vendor agrees to indemnify, exonerate and hold the State harmless from liability for any such violation now and throughout the term of the contract.

(2) All proposed capabilities can be demonstrated by the vendor.

(3) The price(s) and amount of this proposal have been arrived at independently and without consultation, communication, agreement or disclosure with or to any other contractor, vendor or potential vendor.

(4) All proposal terms, including prices, will remain in effect for a minimum of 180 days after the proposal due date.  In the case of the awarded vendor, all proposal terms, including prices, will remain in effect throughout the contract negotiation process.

(5) No attempt has been made at any time to induce any firm or person to refrain from proposing or to submit a proposal higher than this proposal, or to submit any intentionally high or noncompetitive proposal.  All proposals must be made in good faith and without collusion.

(6) All conditions and provisions of this RFP are deemed to be accepted by the vendor and incorporated by reference in the proposal, except such conditions and provisions that the vendor expressly excludes in the proposal.  Any exclusion must be in writing and included in the proposal at the time of submission.

(7) Each vendor must disclose any existing or potential conflict of interest relative to the performance of the contractual services resulting from this RFP.  Any such relationship that might be perceived or represented as a conflict should be disclosed.  By submitting a proposal in response to this RFP, vendors affirm that they have not given, nor intend to give at any time hereafter, any economic opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public servant or any employee or representative of same, in connection with this procurement.  Any attempt to intentionally or unintentionally conceal or obfuscate a conflict of interest will automatically result in the disqualification of a vendor’s proposal.  An award will not be made where a conflict of interest exists.  The State will determine whether a conflict of interest exists and whether it may reflect negatively on the State’s selection of a vendor.  The State reserves the right to disqualify any vendor on the grounds of actual or apparent conflict of interest.

(8) All employees assigned to the project are authorized to work in this country.

(9) The company has a written equal opportunity policy that does not discriminate in employment practices with regard to race, color, national origin, physical condition, creed, religion, age, sex, marital status, sexual orientation, developmental disability or handicap.  

(10) The company has a written policy regarding compliance for maintaining a drug-free workplace.

(11) Vendor understands and acknowledges that the representations within their proposal are material and important, and will be relied on by the State in evaluation of the proposal.  Any vendor misrepresentations shall be treated as fraudulent concealment from the State of the true facts relating to the proposal.

(12) Vendor must certify that any and all subcontractors comply with Sections 7, 8, 9, and 10, above.

(13) The proposal must be signed by the individual(s) legally authorized to bind the vendor per NRS 333.337.

	
	

	Vendor Company Name
	

	
	
	
	

	Vendor Signature
	
	
	

	
	
	
	

	Print Name
	
	
	Date



This document must be submitted in Tab IV of vendor’s technical proposal


[bookmark: _Toc443554384]ATTACHMENT D – CONTRACT FORM


The following State Contract Form is provided as a courtesy to vendors interested in responding to this RFP.  Please review the terms and conditions in this form, as this is the standard contract used by the State for all services of independent contractors.  It is not necessary for vendors to complete the Contract Form with their proposal.

If exceptions and/or assumptions require a change to the Contract Form, vendors must provide the specific language that is being proposed on Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.

Please pay particular attention to the insurance requirements, as specified in Paragraph 16 of the embedded contract and Attachment E, Insurance Schedule for RFP 3238.  







To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.














[bookmark: _Toc443554385]ATTACHMENT E – INSURANCE SCHEDULE FOR RFP 3238


The following Insurance Schedule is provided as a courtesy to vendors interested in responding to this RFP.  Please review the terms and conditions in the Insurance Schedule, as this is the standard insurance schedule used by the State for all services of independent contractors.  

If exceptions and/or assumptions require a change to the Insurance Schedule, vendors must provide the specific language that is being proposed on Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.

 





	


To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.










[bookmark: _Toc443554386]ATTACHMENT F – REFERENCE QUESTIONNAIRE


The State of Nevada, as a part of the RFP process, requires proposing vendors to submit business references as required within this document.  The purpose of these references is to document the experience relevant to the scope of work and provide assistance in the evaluation process. 

	INSTRUCTIONS TO PROPOSING VENDOR

	1.
	Proposing vendor or vendor’s proposed subcontractor MUST complete Part A and/or Part B of the Reference Questionnaire.

	2.
	Proposing vendor MUST send the following Reference Questionnaire to EACH business reference listed for completion of Part D, Part E and Part F.

	3.
	Business reference is requested to submit the completed Reference Questionnaire via email or facsimile to:

	State of Nevada, Purchasing Division
	Subject:	RFP 3238
	Attention:	Purchasing Division
	Email:		rfpdocs@admin.nv.gov 
	Fax:		775-684-0188

Please reference the RFP number in the subject line of the email or on the fax.

	4.
	The completed Reference Questionnaire MUST be received no later than 4:30 PM PT April 18, 2016

	5.
	Business references are NOT to return the Reference Questionnaire to the Proposer (Vendor).

	6.
	In addition to the Reference Questionnaire, the State may contact any and all business references by phone for further clarification, if necessary.

	7.
	Questions regarding the Reference Questionnaire or process should be directed to the individual identified on the RFP cover page.

	8.
	Reference Questionnaires not received, or not complete, may adversely affect the vendor’s score in the evaluation process.









To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.




[bookmark: _Toc180917206][bookmark: _Toc443554387]ATTACHMENT G – PROJECT DELIVERABLE SIGN-OFF FORM


Deliverables submitted to the State for review per the approved contract deliverable payment schedule must be accompanied by a deliverable sign-off form with the appropriate sections completed by the contractor.

Please refer to Section 5.2, Deliverable Submission and Review Process, for a discussion regarding the use of this form.








To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.







[bookmark: _Toc180917207]
[bookmark: _Toc443554388]ATTACHMENT H – STATEMENT OF UNDERSTANDING



Upon approval of the contract and prior to the start of work, each of the staff assigned by the contractor and/or subcontractor to this project will be required to sign a non-disclosure Statement of Understanding.

All non-disclosure agreements shall be enforced and remain in force throughout the term of the contract and any contract extensions.







To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.








[bookmark: _Toc443554389]ATTACHMENT I – PROPOSED STAFF RESUME



A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff using the State format.











To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.









[bookmark: _Toc443554390]ATTACHMENT J – PROJECT COSTS


The cost for each task/deliverable must be complete and include all expenses, including travel, per diem and out-of-pocket expenses as well as administrative and/or overhead expenses.  Detailed backup must be provided for all cost schedules completed.












To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.





[bookmark: _Toc443554391]ATTACHMENT K – COST PROPOSAL CERTIFICATION OF COMPLIANCE
WITH TERMS AND CONDITIONS OF RFP

I have read, understand and agree to comply with all the terms and conditions specified in this Request for Proposal.  

	YES
	
	I agree to comply with the terms and conditions specified in this RFP.



	NO
	
	I do not agree to comply with the terms and conditions specified in this RFP.



If the exception and/or assumption require a change in the terms in any section of the RFP, the contract, or any incorporated documents, vendors must provide the specific language that is being proposed in the tables below.  If vendors do not specify in detail any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.  
Note:  Only cost exceptions and/or assumptions should be identified on this attachment.  Do not restate the technical exceptions and/or assumptions on this attachment.

	
	

	Company Name
	

	
	
	
	

	Signature
	
	
	

	
	
	
	

	
	
	
	

	Print Name
	
	
	Date



Vendors MUST use the following format.  Attach additional sheets if necessary.

EXCEPTION SUMMARY FORM
	EXCEPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	EXCEPTION
(Complete detail regarding exceptions must be identified)

	
	
	
	

	
	
	
	




ASSUMPTION SUMMARY FORM
	ASSUMPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	ASSUMPTION
(Complete detail regarding assumptions must be identified)

	
	
	
	

	
	
	
	



This document must be submitted in Tab III of vendor’s cost proposal.
This form MUST NOT be included in the technical proposal.


[bookmark: _Toc443554392]ATTACHMENT L – CERTIFICATION REGARDING LOBBYING

Certification for Contracts, Grants, Loans, and Cooperative Agreements

The undersigned certifies, to the best of his or her knowledge and belief, that:

(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement.

(2)	If any funds other than Federally appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, “Disclosure of Lobbying Activities,” in accordance with its instructions.

(3)	The undersigned shall require that the language of this certification be included in the award documents for all sub awards at all tiers (including subcontracts, sub grants, and contracts under grants, loans, and cooperative agreements) and that all sub recipients shall certify and disclose accordingly.

This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certification is a prerequisite for making or entering into this transaction imposed by section 1352, U.S. Code.  Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.


	By:
	
	
	

	
	Signature of Official Authorized to Sign Application
	
	Date




	For:
	

	
						Vendor Name




	

	Project Title





This document must be submitted in Tab IV of vendor’s technical proposal







[bookmark: _Toc443554393]ATTACHMENT M – FEDERAL LAWS AND AUTHORITIES

The information in this section does not need to be returned with the vendor’s proposal.  Following is a list of Federal Laws and Authorities with which the awarded vendor will be required to comply.

ENVIRONMENTAL:

1. Archeological and Historic Preservation Act of 1974, PL 93-291
2. Clean Air Act, 42 U.S.C. 7506(c)
3. Endangered Species Act 16 U.S.C. 1531, ET seq.
4. Executive Order 11593, Protection and Enhancement of the Cultural Environment.
5. Executive Order 11988, Floodplain Management
6. Executive Order 11990, Protection of Wetlands
7. Farmland Protection Policy Act, 7 U.S.C. 4201 ET seq.
8. Fish and Wildlife Coordination Act, PL 85-624, as amended
9. National Historic Preservation Act of 1966, PL 89-665, as amended
10. Safe Drinking Water Act, Section 1424(e), PL 92-523, as amended
ECONOMIC:
1. Demonstration Cities and Metropolitan Development Act of 1966, PL 89-754, as amended
2. Section 306 of the Clean Air Act and Section 508 of the Clean Water Act, including Executive Order 11738, Administration of the Clean Air Act and the Federal Water Pollution Control Act with Respect to Federal Contracts, Grants or Loans
SOCIAL LEGISLATION
1. Age Discrimination Act, PL 94-135
2. Civil Rights Act of 1964, PL 88-352
3. Section 13 of PL 92-500; Prohibition against sex discrimination under the Federal Water Pollution Control Act
4. Executive Order 11246, Equal Employment Opportunity
5. Executive Orders 11625 and 12138, Women’s and Minority Business Enterprise
6. Rehabilitation Act of 1973, PL 93, 112
MISCELLANEOUS AUTHORITY:
1. Uniform Relocation and Real Property Acquisition Policies Act of 1970, PL 91-646
2. Executive Order 12549 – Debarment and Suspension



[bookmark: _Toc443554394]ATTACHMENT N – MHD OPERATION AND INFORMATION TECHNOLOGY OVERVIEW







[bookmark: _GoBack]










To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.



[bookmark: _Toc443554395]ATTACHMENT O – REQUIREMENTS MATRIX
















To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.
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CONTRACT FOR SERVICES OF INDEPENDENT CONTRACTOR


A Contract Between the State of Nevada


Acting by and Through Its

		Contracting Agency Name



		Address



		City, State, Zip Code



		Contact:




		Phone:


		Fax:




		Email:
 





and


		Vendor Name



		Address



		City, State, Zip Code



		Contact:




		Phone:


		Fax:




		Email:






WHEREAS, NRS 333.700 authorizes elective officers, heads of departments, boards, commissions or institutions to engage, subject to the approval of the Board of Examiners (BOE), services of persons as independent contractors; and

WHEREAS, it is deemed that the service of Contractor is both necessary and in the best interests of the State of Nevada.


NOW, THEREFORE, in consideration of the aforesaid premises, the parties mutually agree as follows:


1. REQUIRED APPROVAL.  This Contract shall not become effective until and unless approved by the Nevada State Board of Examiners.

2. DEFINITIONS.


A. ”State” – means the State of Nevada and any State agency identified herein, its officers, employees and immune contractors as defined in NRS 41.0307.


B. “Independent Contractor” – means a person or entity that performs services and/or provides goods for the State under the terms and conditions set forth in this Contract.


C. “Fiscal Year” – is defined as the period beginning July 1st and ending June 30th of the following year.


D. “Current State Employee” – means a person who is an employee of an agency of the State.


E. “Former State Employee” – means a person who was an employee of any agency of the State at any time within the preceding 24 months.


3. CONTRACT TERM.  This Contract shall be effective as noted below, unless sooner terminated by either party as specified in Section 10, Contract Termination.  Contract is subject to Board of Examiners’ approval (anticipated to be Date).

		Effective from:

		Date

		To:

		Date





4. NOTICE.  Unless otherwise specified, termination shall not be effective until 30 calendar days after a party has served written notice of termination for default, or notice of termination without cause upon the other party.  All notices or other communications required or permitted to be given under this Contract shall be in writing and shall be deemed to have been duly given if delivered personally in hand, by telephonic facsimile with simultaneous regular mail, or mailed certified mail, return receipt requested, posted prepaid on the date posted, and addressed to the other party at the address specified above.

5. INCORPORATED DOCUMENTS.  The parties agree that this Contract, inclusive of the following attachments, specifically describes the scope of work.  This Contract incorporates the following attachments in descending order of constructive precedence:

		ATTACHMENT AA:

		STATE SOLICITATION OR RFP #:**** and AMENDMENT(S) # **



		ATTACHMENT BB:

		INSURANCE SCHEDULE



		ATTACHMENT CC:

		CONTRACTOR’S RESPONSE





A Contractor’s attachment shall not contradict or supersede any State specifications, terms or conditions without written evidence of mutual assent to such change appearing in this Contract.


6. CONSIDERATION.  The parties agree that Contractor will provide the services specified in Section 5, Incorporated Documents at a cost as noted below: 

		$

		per

		





		Total Contract or installments payable at:

		





		Total Contract Not to Exceed:

		$





The State does not agree to reimburse Contractor for expenses unless otherwise specified in the incorporated attachments.  Any intervening end to a biennial appropriation period shall be deemed an automatic renewal (not changing the overall Contract term) or a termination as the result of legislative appropriation may require.

7. ASSENT.  The parties agree that the terms and conditions listed on incorporated attachments of this Contract are also specifically a part of this Contract and are limited only by their respective order of precedence and any limitations specified.


8. BILLING SUBMISSION:  TIMELINESS.  The parties agree that timeliness of billing is of the essence to the Contract and recognize that the State is on a fiscal year.  All billings for dates of service prior to July 1 must be submitted to the state no later than the first Friday in August of the same calendar year.  A billing submitted after the first Friday in August, which forces the State to process the billing as a stale claim pursuant to NRS 353.097, will subject the Contractor to an administrative fee not to exceed one hundred dollars ($100.00).  The parties hereby agree this is a reasonable estimate of the additional costs to the state of processing the billing as a stale claim and that this amount will be deducted from the stale claim payment due to the Contractor.


9. INSPECTION & AUDIT.

A. Books and Records.  Contractor agrees to keep and maintain under generally accepted accounting principles (GAAP) full, true and complete records, contracts, books, and documents as are necessary to fully disclose to the State or United States Government, or their authorized representatives, upon audits or reviews, sufficient information to determine compliance with all State and federal regulations and statutes.


B. Inspection & Audit.  Contractor agrees that the relevant  books, records (written, electronic, computer related or otherwise), including, without limitation, relevant accounting procedures and practices of Contractor or its subcontractors, financial statements and supporting documentation, and documentation related to the work product shall be subject, at any reasonable time, to inspection, examination, review, audit, and copying at any office or location of Contractor where such records may be found, with or without notice by the State Auditor, the relevant State agency or its contracted examiners, the department of Administration, Budget Division, the Nevada State Attorney General’s Office or its Fraud Control Units, the state Legislative Auditor, and with regard to any federal funding, the relevant federal agency, the Comptroller General, the General Accounting Office, the Office of the Inspector General, or any of their authorized representatives.  All subcontracts shall reflect requirements of this Section.


C. Period of Retention.  All books, records, reports, and statements relevant to this Contract must be retained a minimum three (3) years, and for five (5) years if any federal funds are used pursuant to the Contract.  The retention period runs from the date of payment for the relevant goods or services by the state, or from the date of termination of the Contract, whichever is later.  Retention time shall be extended when an audit is schedule or in progress for a period reasonably necessary to complete an audit and/or to complete any administrative and judicial litigation which may ensue.

10. CONTRACT TERMINATION.

A. Termination Without Cause.  Any discretionary or vested right of renewal notwithstanding, this Contract may be terminated upon written notice by mutual consent of both parties, or unilaterally by either party without cause.


B. State Termination for Non-Appropriation.  The continuation of this Contract beyond the current biennium is subject to and contingent upon sufficient funds being appropriated, budgeted, and otherwise made available by the state Legislature and/or federal sources.  The State may terminate this Contract, and Contractor waives any and all claims(s) for damages, effective immediately upon receipt of written notice (or any date specified therein) if for any reason the contracting Agency’s funding from State and/or federal sources is not appropriated or is withdrawn, limited, or impaired.


C. Cause Termination for Default or Breach.  A default or breach may be declared with or without termination.  This Contract may be terminated by either party upon written notice of default or breach to the other party as follows:


1) If Contractor fails to provide or satisfactorily perform any of the conditions, work, deliverables, goods, or services called for by this Contract within the time requirements specified in this Contract or within any granted extension of those time requirements; or

2) If any State, county, city, or federal license, authorization, waiver, permit, qualification or certification required by statute, ordinance, law, or regulation to be held by Contractor to provide the goods or services required by this Contract is for any reason denied, revoked, debarred, excluded, terminated, suspended, lapsed, or not renewed; or

3) If Contractor becomes insolvent, subject to receivership, or becomes voluntarily or involuntarily subject to the jurisdiction of the bankruptcy court; or

4) If the State materially breaches any material duty under this Contract and any such breach impairs Contractor’s ability to perform; or

5) If it is found by the State that any quid pro quo or gratuities in the form of money, services, entertainment, gifts, or otherwise were offered or given by Contractor, or any agent or representative of Contractor, to any officer or employee of the State of Nevada with a view toward securing a contract or securing favorable treatment with respect to awarding, extending, amending, or making any determination with respect to the performing of such contract; or

6) If it is found by the State that Contractor has failed to disclose any material conflict of interest relative to the performance of this Contract.

D. Time to Correct.  Termination upon declared default or breach may be exercised only after service of formal written notice as specified in Section 4, Notice, and the subsequent failure of the defaulting party within fifteen (15) calendar days of receipt of that notice to provide evidence, satisfactory to the aggrieved party, showing that the declared default or breach has been corrected.


E. Winding Up Affairs Upon Termination.  In the event of termination of this Contract for any reason, the parties agree that the provisions of this Section survive termination:


1) The parties shall account for and properly present to each other all claims for fees and expenses and pay those which are undisputed and otherwise not subject to set off under this Contract.  Neither party may withhold performance of winding up provisions solely based on nonpayment of fees or expenses accrued up to the time of termination;

2) Contractor shall satisfactorily complete work in progress at the agreed rate (or a pro rata basis if necessary) if so requested by the Contracting Agency;

3) Contractor shall execute any documents and take any actions necessary to effectuate an assignment of this Contract if so requested by the Contracting Agency;

4) Contractor shall preserve, protect and promptly deliver into State possession all proprietary information in accordance with Section 21, State Ownership of Proprietary Information.


11. REMEDIES.  Except as otherwise provided for by law or this Contract, the rights and remedies of the parties shall not be exclusive and are in addition to any other rights and remedies provided by law or equity, including, without limitation, actual damages, and to a prevailing party reasonable attorneys’ fees and costs.  It is specifically agreed that reasonable attorneys’ fees shall include without limitation one hundred and twenty-five dollars ($125.00) per hour for State-employed attorneys.  The State may set off consideration against any unpaid obligation of Contractor to any State agency in accordance with NRS 353C.190.  In the event that the Contractor voluntarily or involuntarily becomes subject to the jurisdiction of the Bankruptcy Court, the State may set off consideration against any unpaid obligation of Contractor to the State or its agencies, to the extent allowed by bankruptcy law, without regard to whether the procedures of NRS 353C.190 have been utilized.

12. LIMITED LIABILITY.  The State will not waive and intends to assert available NRS Chapter 41 liability limitations in all cases.  Contract liability of both parties shall not be subject to punitive damages.  Liquidated damages shall not apply unless otherwise specified in the incorporated attachments.  Damages for any State breach shall never exceed the amount of funds appropriated for payment under this Contract, but not yet paid to Contractor, for the fiscal year budget in existence at the time of the breach.  Damages for any Contractor breach shall not exceed one hundred and fifty percent (150%) of the Contract maximum “not to exceed” value.  Contractor’s tort liability shall not be limited.


13. FORCE MAJEURE.  Neither party shall be deemed to be in violation of this Contract if it is prevented from performing any of its obligations hereunder due to strikes, failure of public transportation, civil or military authority, act of public enemy, accidents, fires, explosions, or acts of God, including without limitation, earthquakes, floods, winds, or storms.  In such an event the intervening cause must not be through the fault of the party asserting such an excuse, and the excused party is obligated to promptly perform in accordance with the terms of the Contract after the intervening cause ceases.


14. INDEMNIFICATION.  To the fullest extent permitted by law Contractor shall indemnify, hold harmless and defend, not excluding the State’s right to participate, the State from and against all liability, claims, actions, damages, losses, and expenses, including, without limitation, reasonable attorneys’ fees and costs, arising out of any alleged negligent or willful acts or omissions of Contractor, its officers, employees and agents.

15. INDEPENDENT CONTRACTOR.  Contractor is associated with the State only for the purposes and to the extent specified in this Contract, and in respect to performance of the contracted services pursuant to this Contract, Contractor is and shall be an independent contractor and, subject only to the terms of this Contract, shall have the sole right to supervise, manage, operate, control, and direct performance of the details incident to its duties under this Contract.  Nothing contained in this Contract shall be deemed or construed to create a partnership or joint venture, to create relationships of an employer-employee or principal-agent, or to otherwise create any liability for the State whatsoever with respect to the indebtedness, liabilities, and obligations of Contractor or any other party.  Contractor shall be solely responsible for, and the State shall have no obligation with respect to:  (1) withholding of income taxes, FICA or any other taxes or fees; (2) industrial insurance coverage; (3) participation in any group insurance plans available to employees of the State; (4) participation or contributions by either Contractor or the State to the Public Employees Retirement System; (5) accumulation of vacation leave or sick leave; or (6) unemployment compensation coverage provided by the State.  Contractor shall indemnify and hold State harmless from, and defend State against, any and all coverage provided by the State.  Contractor shall indemnify and hold State harmless from, and defend State against, any and all losses, damages, claims, costs, penalties, liabilities, and expenses arising or incurred because of, incident to, or otherwise with respect to any such taxes or fees.  Neither Contractor nor its employees, agents, nor representatives shall be considered employees, agents, or representatives of the State and Contractor shall evaluate the nature of services and the term of the Contract negotiated in order to determine “independent contractor” status, and shall monitor the work, relationship throughout the term of the Contract to ensure that the independent contractor relationship remains as such.  To assist in determining the appropriate status (employee or independent contractor), Contractor represents as follows:

		QUESTION

		CONTRACTOR’S INITIALS



		

		YES

		NO



		1.

		Does the Contracting Agency have the right to require control of when, where and how the independent contractor is to work?

		

		



		2.

		Will the Contracting Agency be providing training to the independent contractor?

		

		



		3.

		Will the Contracting Agency be furnishing the independent contractor with worker’s space, equipment, tools, supplies or travel expenses?

		

		



		4.

		Are any of the workers who assist the independent contractor in performance of his/her duties employees of the State of Nevada?

		

		



		5.

		Does the arrangement with the independent contractor contemplate continuing or recurring work (even if the services are seasonal, part-time, or of short duration)?

		

		



		6.

		Will the State of Nevada incur an employment liability if the independent contractor is terminated for failure to perform?

		

		



		7.

		Is the independent contractor restricted from offering his/her services to the general public while engaged in this work relationship with the State?

		

		





16. INSURANCE SCHEDULE.  Unless expressly waived in writing by the State, Contractor, as an independent contractor and not an employee of the State, must carry policies of insurance and pay all taxes and fees incident hereunto.  Policies shall meet the terms and conditions as specified within this Contract along with the additional limits and provisions as described in Attachment BB, incorporated hereto by attachment.  The State shall have no liability except as specifically provided in the Contract.


The Contractor shall not commence work before:


1) 
Contractor has provided the required evidence of insurance to the Contracting Agency of the State, and

2) 
The State has approved the insurance policies provided by the Contractor.


Prior to approval of the insurance policies by the State shall be a condition precedent to any payment of consideration under this Contract and the State’s approval of any changes to insurance coverage during the course of performance shall constitute an ongoing condition subsequent to this Contract.  Any failure of the State to timely approve shall not constitute a waiver of the condition.


A. Insurance Coverage.  The Contractor shall, at the Contractor’s sole expense, procure, maintain and keep in force for the duration of the Contract insurance conforming to the minimum limits as specified in Attachment BB, incorporated hereto by attachment.  Unless specifically stated herein or otherwise agreed to by the State, the required insurance shall be in effect prior to the commencement of work by the Contractor and shall continue in force as appropriate until:

1) Final acceptance by the State of the completion of this Contract; or


2) Such time as the insurance is no longer required by the State under the terms of this Contract; whichever occurs later.

Any insurance or self-insurance available to the State shall be in excess of and non-contributing with, any insurance required from Contractor.  Contractor’s insurance policies shall apply on a primary basis.  Until such time as the insurance is no longer required by the State, Contractor shall provide the State with renewal or replacement evidence of insurance no less than thirty (30) days before the expiration or replacement of the required insurance.  If at any time during the period when insurance is required by the Contract, an insurer or surety shall fail to comply with the requirements of this Contract, as soon as Contractor has knowledge of any such failure, Contractor shall immediately notify the State and immediately replace such insurance or bond with an insurer meeting the requirements.


B. General Requirements.  


1) Additional Insured:  By endorsement to the general liability insurance policy, the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 shall be named as additional insureds for all liability arising from the Contract.

2) Waiver of Subrogation:  Each insurance policy shall provide for a waiver of subrogation against the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 for losses arising from work/materials/equipment performed or provided by or on behalf of the Contractor.

3) Cross Liability:  All required liability policies shall provide cross-liability coverage as would be achieved under the standard ISO separation of insureds clause.

4) Deductibles and Self-Insured Retentions:  Insurance maintained by Contractor shall apply on a first dollar basis without application of a deductible or self-insured retention unless otherwise specifically agreed to by the State.  Such approval shall not relieve Contractor from the obligation to pay any deductible or self-insured retention.  Any deductible or self-insured retention shall not exceed fifty thousand dollars ($50,000.00) per occurrence, unless otherwise approved by the Risk Management Division.

5) Policy Cancellation:  Except for ten (10) days notice for non-payment of premiums, each insurance policy shall be endorsed to state that without thirty (30) days prior written notice to the State of Nevada, c/o Contracting Agency, the policy shall not be canceled, non-renewed or coverage and/or limits reduced or materially altered, and shall provide that notices required by this Section shall be sent by certified mail to the address shown on page one (1) of this contract.

6) Approved Insurer:  Each insurance policy shall be:

a) Issued by insurance companies authorized to do business in the State of Nevada or eligible surplus lines insurers acceptable to the State and having agents in Nevada upon whom service of process may be made; and

b) Currently rated by A.M. Best as “A-VII” or better.


C. Evidence of Insurance.  


Prior to the start of any work, Contractor must provide the following documents to the contracting State agency:

1) Certificate of Insurance:  The Acord 25 Certificate of Insurance form or a form substantially similar must be submitted to the State to evidence the insurance policies and coverages required of Contractor.  The certificate must name the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 as the certificate holder.  The certificate should be signed by a person authorized by the insurer to bind coverage on its behalf.  The State project/Contract number; description and Contract effective dates shall be noted on the certificate, and upon renewal of the policies listed, Contractor shall furnish the State with replacement certificates as described within Section 16A, Insurance Coverage.

Mail all required insurance documents to the State Contracting Agency identified on Page one of the Contract.


2) Additional Insured Endorsement:  An Additional Insured Endorsement (CG 20 10 11 85 or CG 20 26 11 85), signed by an authorized insurance company representative, must be submitted to the State to evidence the endorsement of the State as an additional insured per Section 16 B, General Requirements.


3) Schedule of Underlying Insurance Policies:  If Umbrella or Excess policy is evidenced to comply with minimum limits, a copy of the underlying Schedule from the Umbrella or Excess insurance policy may be required.


4) Review and Approval:  Documents specified above must be submitted for review and approval by the State prior to the commencement of work by Contractor.  Neither approval by the State nor failure to disapprove the insurance furnished by Contractor shall relieve Contractor of Contractor’s full responsibility to provide the insurance required by this Contract.  Compliance with the insurance requirements of this Contract shall not limit the liability of Contractor or its subcontractors, employees or agents to the State or others, and shall be in addition to and not in lieu of any other remedy available to the State under this Contract or otherwise.  The State reserves the right to request and review a copy of any required insurance policy or endorsement to assure compliance with these requirements.


17. COMPLIANCE WITH LEGAL OBLIGATIONS.  Contractor shall procure and maintain for the duration of this Contact any State, county, city or federal license, authorization, waiver, permit qualification or certification required by statute, ordinance, law, or regulation to be held by Contractor to provide the goods or services required by this Contract.  Contractor will be responsible to pay all taxes, assessments, fees, premiums, permits, and licenses required by law.  Real property and personal property taxes are the responsibility of Contractor in accordance with NRS 361.157 and NRS 361.159.  Contractor agrees to be responsible for payment of any such government obligations not paid by its subcontractors during performance of this Contract.  The State may set-off against consideration due any delinquent government obligation in accordance with NRS 353C.190.

18. WAIVER OF BREACH.  Failure to declare a breach or the actual waiver of any particular breach of the Contract or its material or nonmaterial terms by either party shall not operate as a waiver by such party of any of its rights or remedies as to any other breach.


19. SEVERABILITY.  If any provision contained in this Contract is held to be unenforceable by a court of law or equity, this Contract shall be construed as if such provision did not exist and the non-enforceability of such provision shall not be held to render any other provision or provisions of this Contract unenforceable.


20. ASSIGNMENT/DELEGATION.  To the extent that any assignment of any right under this Contract changes the duty of either party, increases the burden or risk involved, impairs the chances of obtaining the performance of this Contract, attempts to operate as a novation, or includes a waiver or abrogation of any defense to payment by State, such offending portion of the assignment shall be void, and shall be a breach of this Contract.  Contractor shall neither assign, transfer nor delegate any rights, obligations nor duties under this Contract without the prior written consent of the State.

21. STATE OWNERSHIP OF PROPRIETARY INFORMATION.  Any reports, histories, studies, tests, manuals, instructions, photographs, negatives, blue prints, plans, maps, data, system designs, computer code (which is intended to be consideration under the Contract), or any other documents or drawings, prepared or in the course of preparation by Contractor (or its subcontractors) in performance of its obligations under this Contract shall be the exclusive property of the State and all such materials shall be delivered into State possession by Contractor upon completion, termination, or cancellation of this Contract.  Contractor shall not use, willingly allow, or cause to have such materials used for any purpose other than performance of Contractor’s obligations under this Contract without the prior written consent of the State.  Notwithstanding the foregoing, the State shall have no proprietary interest in any materials licensed for use by the State that are subject to patent, trademark, or copyright protection.

22. PUBLIC RECORDS.  Pursuant to NRS 239.010, information or documents received from Contractor may be open to public inspection and copying.  The State has a legal obligation to disclose such information unless a particular record is made confidential by law or a common law balancing of interests.  Contractor may label specific parts of an individual document as a “trade secret” or “confidential” in accordance with NRS 333.333, provided that Contractor thereby agrees to indemnify and defend the State for honoring such a designation.  The failure to so label any document that is released by the State shall constitute a complete waiver of any and all claims for damages caused by any release of the records.

23. CONFIDENTIALITY.  Contractor shall keep confidential all information, in whatever form, produced, prepared, observed or received by Contractor to the extent that such information is confidential by law or otherwise required by this Contract.


24. FEDERAL FUNDING.  In the event federal funds are used for payment of all or part of this Contract:


A. Contractor certifies, by signing this Contract, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded from participation in this transaction by any federal department or agency.  This certification is made pursuant to the regulations implementing Executive Order 12549, Debarment and Suspension, 28 C.F.R. pt 67, Section 67.510, as published as pt. VII of the May 26, 1988, Federal Register (pp. 19160-19211), and any relevant program-specific regulations.  This provision shall be required of every subcontractor receiving any payment in whole or in part from federal funds.


B. Contractor and its subcontracts shall comply with all terms, conditions, and requirements of the Americans with Disabilities Act of 1990 (P.L. 101-136), 42 U.S.C. 12101, as amended, and regulations adopted there under contained in 28 C.F.R. 26.101-36.999, inclusive, and any relevant program-specific regulations.

C. Contractor and it subcontractors shall comply with the requirements of the Civil Rights Act of 1964, as amended, the Rehabilitation Act of 1973, P.L. 93-112, as amended, and any relevant program-specific regulations, and shall not discriminate against any employee or offeror for employment because of race, national origin, creed, color, sex, religion, age, disability or handicap condition (including AIDS and AIDS-related conditions.)


25. LOBBYING.  The parties agree, whether expressly prohibited by federal law, or otherwise, that no funding associated with this Contract will be used for any purpose associated with or related to lobbying or influencing or attempting to lobby or influence for any purpose the following:

A. Any federal, State, county or local agency, legislature, commission, council or board;


B. Any federal, State, county or local legislator, commission member, council member, board member, or other elected official; or


C. Any officer or employee of any federal, State, county or local agency; legislature, commission, council or board.


26. WARRANTIES.

A. General Warranty.  Contractor warrants that all services, deliverables, and/or work products under this Contract shall be completed in a workmanlike manner consistent with standards in the trade, profession, or industry, shall conform to or exceed the specifications set forth in the incorporated attachments; and shall be fit for ordinary use, of good quality, with no material defects.


B. System Compliance.  Contractor warrants that any information system application(s) shall not experience abnormally ending and/or invalid and/or incorrect results from the application(s) in the operating and testing of the business of the State.


27. PROPER AUTHORITY.  The parties hereto represent and warrant that the person executing this Contract on behalf of each party has full power and authority to enter into this Contract.  Contractor acknowledges that as required by statute or regulation this Contract is effective only after approval by the State Board of Examiners and only for the period of time specified in the Contract.  Any services performed by Contractor before this Contract is effective or after it ceases to be effective are performed at the sole risk of Contractor.


28. NOTIFICATION OF UTILIZATION OF CURRENT OR FORMER STATE EMPLOYEES.  Contractor has disclosed to the State all persons that the Contractor will utilize to perform services under this Contract who are Current State Employees or Former State Employees.  Contractor will not utilize any of its employees who are Current State Employees or Former State Employees to perform services under this Contract without first notifying the Contracting Agency of the identity of such persons and the services that each such person will perform, and receiving from the Contracting Agency approval for the use of such persons.


29. ASSIGNMENT OF ANTITRUST CLAIMS.  Contractor irrevocably assigns to the State any claim for relief or cause of action which the Contractor now has or which may accrue to the Contractor in the future by reason of any violation of State of Nevada or federal antitrust laws in connection with any goods or services provided to the Contractor for the purpose of carrying out the Contractor’s obligations under this Contract, including, at the State’s option, the right to control any such litigation on such claim for relief or cause of action.  Contractor shall require any subcontractors hired to perform any of Contractor’s obligations under this Contract to irrevocably assign to the State, as third party beneficiary, any right, title or interest that has accrued or which may accrue in the future by reason of any violation of State of Nevada or federal antitrust laws in connection with any goods or services provided to the subcontractor for the purpose of carrying out the subcontractor’s obligations to the Contractor in pursuance of this Contract, including, at the State’s option, the right to control any such litigation on such claim or relief or cause of action.


30. GOVERNING LAW:  JURISDICTION.  This Contract and the rights and obligations of the parties hereto shall be governed by, and construed according to, the laws of the State of Nevada, without giving effect to any principle of conflict-of-law that would require the application of the law of any other jurisdiction.  The parties consent to the exclusive jurisdiction of the First Judicial District Court, Carson City, Nevada for enforcement of this Contract.


31. ENTIRE CONTRACT AND MODIFICATION.  This Contract and its integrated attachment(s) constitute the entire agreement of the parties and as such are intended to be the complete and exclusive statement of the promises, representations, negotiations, discussions, and other agreements that may have been made in connection with the subject matter hereof.  Unless an integrated attachment to this Contract specifically displays a mutual intent to amend a particular part of this Contract, general conflicts in language between any such attachment and this Contract shall be construed consistent with the terms of this Contract.  Unless otherwise expressly authorized by the terms of this Contract, no modification or amendment to this Contract shall be binding upon the parties unless the same is in writing and signed by the respective parties hereto and approved by the Office of the Attorney General and the State Board of Examiners.


IN WITNESS WHEREOF, the parties hereto have caused this Contract to be signed and intend to be legally bound thereby.


		

		

		

		



		Independent Contractor’s Signature

		Date

		

		Independent Contractor’s Title





		

		

		

		



		Signature 

		Date

		

		Title





		

		

		

		



		Signature 

		Date

		

		Title





		

		

		

		



		Signature 

		Date

		

		Title





		

		

		

		APPROVED BY BOARD OF EXAMINERS



		Signature – Board of Examiners

		

		

		





		

		

		On:

		



		

		

		

		Date





		Approved as to form by:

		

		

		



		

		

		On:

		



		Deputy Attorney General for Attorney General

		

		

		Date





Revised:  10/11
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ATTACHMENT E

INSURANCE SCHEDULE


INDEMNIFICATION CLAUSE: 

Contractor shall indemnify, hold harmless and, not excluding the State's right to participate, defend the State, its officers, officials, agents, and employees (hereinafter referred to as “Indemnitee”) from and against all liabilities, claims, actions, damages, losses, and expenses including without limitation reasonable attorneys’ fees and costs, (hereinafter referred to collectively as “claims”) for bodily injury or personal injury including death, or loss or damage to tangible or intangible property caused, or alleged to be caused, in whole or in part, by the negligent or willful acts or omissions of Contractor or any of its owners, officers, directors, agents, employees or subcontractors.  This indemnity includes any claim or amount arising out of or recovered under the Workers’ Compensation Law or arising out of the failure of such contractor to conform to any federal, state or local law, statute, ordinance, rule, regulation or court decree.  It is the specific intention of the parties that the Indemnitee shall, in all instances, except for claims arising solely from the negligent or willful acts or omissions of the Indemnitee, be indemnified by Contractor from and against any and all claims.  It is agreed that Contractor will be responsible for primary loss investigation, defense and judgment costs where this indemnification is applicable.  In consideration of the award of this contract, the Contractor agrees to waive all rights of subrogation against the State, its officers, officials, agents and employees for losses arising from the work performed by the Contractor for the State.


INSURANCE REQUIREMENTS:


Contractor and subcontractors shall procure and maintain until all of their obligations have been discharged, including any warranty periods under this Contract are satisfied, insurance against claims for injury to persons or damage to property which may arise from or in connection with the performance of the work hereunder by the Contractor, his agents, representatives, employees or subcontractors.  


The insurance requirements herein are minimum requirements for this Contract and in no way limit the indemnity covenants contained in this Contract.  The State in no way warrants that the minimum limits contained herein are sufficient to protect the Contractor from liabilities that might arise out of the performance of the work under this contract by the Contractor, his agents, representatives, employees or subcontractors and Contractor is free to purchase additional insurance as may be determined necessary. 


A.
MINIMUM SCOPE AND LIMITS OF INSURANCE:  Contractor shall provide coverage with limits of liability not less than those stated below.  An excess liability policy or umbrella liability policy may be used to meet the minimum liability requirements provided that the coverage is written on a “following form” basis.



1.
Commercial General Liability – Occurrence Form


Policy shall include bodily injury, property damage and broad form contractual liability coverage.

· General Aggregate
$2,000,000


· Products – Completed Operations Aggregate
$1,000,000


· Personal and Advertising Injury
$1,000,000


· Each Occurrence
$1,000,000


a.
The policy shall be endorsed to include the following additional insured language: "The State of Nevada shall be named as an additional insured with respect to liability arising out of the activities performed by, or on behalf of the Contractor".

2.  Automobile Liability - can be waived if contract does not involve use of motor vehicle.




Bodily Injury and Property Damage for any owned, hired, and non-owned vehicles used in the performance of this Contract.




Combined Single Limit (CSL)
$1,000,000


a. The policy shall be endorsed to include the following additional insured language: "The State of Nevada shall be named as an additional insured with respect to liability arising out of the activities performed by, or on behalf of the Contractor, including automobiles owned, leased, hired or borrowed by the Contractor".


3.
Worker's Compensation and Employers' Liability



Workers' Compensation
Statutory



Employers' Liability




Each Accident
$100,000



Disease – Each Employee
$100,000



Disease – Policy Limit
$500,000


a.
Policy shall contain a waiver of subrogation against the State of Nevada.


b.
This requirement shall not apply when a contractor or subcontractor is exempt under N.R.S., AND when such contractor or subcontractor executes the appropriate sole proprietor waiver form.


4. Professional Liability (Technology Errors and Omissions Liability.



The policy shall cover professional misconduct or lack of ordinary skill for those positions defined in the Scope of Services of this contract.


Each Claim
$1,000,000



Annual Aggregate
$2,000,000


a. In the event that the professional liability insurance required by this Contract is written on a claims-made basis, Contractor warrants that any retroactive date under the policy shall precede the effective date of this Contract; and that either continuous coverage will be maintained or an extended discovery period will be exercised for a period of two (2) years beginning at the time work under this Contract is completed.


5. Network Security (Cyber) and Privacy Liability


(May be combined with E&O policy above) 

Per Occurrence
$1,000,000 


Annual Aggregate 
$2,000,000 


a. This errors and omissions insurance shall include coverage for third party claims and losses including with respect to network risks (such as data breaches, transmission of virus/malicious code; unauthorized access or criminal use of third party, ID/data theft) and invasion of privacy regardless of the type of media involved in the loss of private information (such as computers, paper files and records, or voice recorded tapes), covering collection, use, access, etc. of personally identifiable information., direct liability, as well as contractual liability for violation of privacy policy, civil suits and sublimit for regulatory defense/indemnity for payment of fines and penalties.


b. The retroactive coverage date shall be no later than the effective date of this contract.


c. Contractor shall maintain an extended reporting period for not less than two (2) years after termination of this contract. 


6. Fidelity Bond or Crime Insurance



Bond or Policy Limit
$___________


a. The bond or policy shall be issued with limits of 50% of the contract value or $50,000 - whichever amount is greater.


b. The bond or policy shall include coverage for all directors, officers, agents and employees of the Contractor.


c. The bond or policy shall include coverage for third party fidelity and name the State of Nevada as loss payee.


d. The bond or policy shall include coverage for extended theft and mysterious disappearance.


e. The bond or policy shall not contain a condition requiring an arrest and conviction.


f.  Policies shall be endorsed to provide coverage for computer crime/fraud.


B.
ADDITIONAL INSURANCE REQUIREMENTS:  The policies shall include, or be endorsed to include, the following provisions:


1.
On insurance policies where the State of Nevada is named as an additional insured, the State of Nevada shall be an additional insured to the full limits of liability purchased by the Contractor even if those limits of liability are in excess of those required by this Contract.


2
The Contractor's insurance coverage shall be primary insurance and non-contributory with respect to all other available sources.


C.
NOTICE OF CANCELLATION:  Each insurance policy required by the insurance provisions of this Contract shall provide the required coverage and shall not be suspended, voided or canceled except after thirty (30) days prior written notice has been given to the State, except when cancellation is for non-payment of premium, then ten (10) days prior notice may be given.  Such notice shall be sent directly to Business and Industry, Manufactured Housing Division, 1830 E. College Pkwy Suite #120, Carson City, NV 89706.

D.
ACCEPTABILITY OF INSURERS:  Insurance is to be placed with insurers duly licensed or authorized to do business in the state of Nevada and with an “A.M. Best” rating of not less than A- VII.  The State in no way warrants that the above-required minimum insurer rating is sufficient to protect the Contractor from potential insurer insolvency.


E.
VERIFICATION OF COVERAGE:  Contractor shall furnish the State with certificates of insurance (ACORD form or equivalent approved by the State) as required by this Contract.  The certificates for each insurance policy are to be signed by a person authorized by that insurer to bind coverage on its behalf.


All certificates and any required endorsements are to be received and approved by the State before work commences.  Each insurance policy required by this Contract must be in effect at or prior to commencement of work under this Contract and remain in effect for the duration of the project.  Failure to maintain the insurance policies as required by this Contract or to provide evidence of renewal is a material breach of contract.



All certificates required by this Contract shall be sent directly to Business and Industry, Manufactured Housing Division, 1830 E. College Pkwy Suite #120, Carson City, NV 89706.  The State project/contract number and project description shall be noted on the certificate of insurance.  The State reserves the right to require complete, certified copies of all insurance policies required by this Contract at any time.  DO NOT SEND CERTIFICATES OF INSURANCE TO THE STATES RISK MANAGEMENT DIVISION.


F.
SUBCONTRACTORS:  Contractors’ certificate(s) shall include all subcontractors as additional insureds under its policies or Contractor shall furnish to the State separate certificates and endorsements for each subcontractor.  All coverages for subcontractors shall be subject to the minimum requirements identified above.


G.
APPROVAL:  Any modification or variation from the insurance requirements in this Contract shall be made by the Attorney General’s Office or the Risk Manager, whose decision shall be final.  Such action will not require a formal Contract amendment, but may be made by administrative action.

IN WITNESS WHEREOF, the parties hereto have caused this Contract to be signed and intend to be legally bound thereby.


Independent Contractor's Signature




Date

Independent's Contractor's Title


Signature- State of Nevada







Date

Title
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		State of Nevada
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		Brian Sandoval



		Department of Administration

		

		Governor



		

		

		



		Purchasing Division

		

		Patrick Cates



		

		

		Director



		515 E. Musser Street, Suite 300


Carson City, NV  89701

		

		



		

		

		Jeffrey Haag



		

		

		Administrator





		BUSINESS REFERENCE’S RESPONSE TO REFERENCE QUESTIONNAIRE FOR



		



		STATE OF NEVADA REQUEST FOR PROPOSAL (RFP) 3238



		



		REPLACEMENT OF MANUFACTURED HOUSING DIVISION CORE SYSTEMS





		PART A – TO BE COMPLETED BY PROPOSING VENDOR – Please type or print



		Name of Company Submitting Proposal:

		





		PART B – IF APPLICABLE, NAME OF COMPANY ACTING AS SUBCONTRACTOR 


FOR VENDOR IDENTIFIED IN PART A – Please type or print



		Name of Subcontractor:

		





		PART C – BUSINESS REFERENCE INSTRUCTIONS



		1.

		This Reference Questionnaire is being submitted to your organization for completion as a business reference for the company listed in Part A or Part B, above.



		2.

		Business reference is requested to submit the completed Reference Questionnaire via email or facsimile to:



State of Nevada, Purchasing Division



Subject:

RFP 3238


Attention:
Purchasing Division


Email:

rfpdocs@admin.nv.gov  



Fax:

775-684-0188


Please reference the RFP number in the subject line of the email or on the fax.



		3.

		The completed Reference Questionnaire MUST be received no later than 4:30 PM PT April 18, 2016 



		4.

		Do NOT return the Reference Questionnaire to the Proposer (Vendor).



		5.

		In addition to the Reference Questionnaire, the State may contact references by phone for further clarification, if necessary.



		6.

		Questions regarding the Reference Questionnaire or process should be directed to the individual identified on the RFP cover page.



		7.

		When contacting the State, please be sure to include the RFP number listed at the top of this page.



		8.

		We request all questions be answered.  If an answer is not known please answer as “U/K”.  If the question is not applicable please answer as “N/A”.



		9.

		If you need additional space to answer a question or provide a comment, please attach additional pages.  If attaching additional pages, please place your company/organization name on each page and reference the RFP # noted at the top of this page.





		PART D – COMPANY PROVIDING REFERENCE – Please type or print

CONFIDENTIAL INFORMATION WHEN COMPLETED



		Company Providing Reference:

		



		Contact Name:

		



		Title:

		



		Contact Telephone:

		



		Contact Email Address:

		





RATING SCALE:

Where a rating is requested and using the Rating Scale provided below, rate the following questions by noting the appropriate number for each item.  Please provide any additional comments you feel would be helpful to the State regarding this contractor.

		Category

		Rating



		Poor or Inadequate Performance

		0



		Below Average Performance

		1 – 3



		Average Performance

		4 – 6



		Above Average Performance

		7 – 9



		Excellent Performance

		10





PART E – QUESTIONS:  


		1.  In what capacity have you worked with this vendor in the past?



		





		2. Rate the firm’s knowledge and expertise.

		RATING:




		Comments:







		3. Rate the vendor’s flexibility relative to changes in the project scope and timelines.

		RATING:




		Comments:







		4. Rate your level of satisfaction with hard copy materials produced by the vendor.

		RATING:




		Comments:







		5. Rate the dynamics/interaction between the vendor and your staff.

		RATING:




		Comments:







		6. Rate your satisfaction with the products developed by the vendor.

		RATING:




		Comments:







		7. Rate how well the agreed upon, planned schedule was consistently met and deliverables provided on time.  (This pertains to delays under the control of the vendor.)

		RATING:




		Comments:







		8. Rate the overall customer service and timeliness in responding to customer service inquiries, issues and resolutions.

		RATING:




		Comments:







		9. Rate the knowledge of the vendor’s assigned staff and their ability to accomplish duties as contracted.

		RATING:




		Comments:







		10. Rate the accuracy and timeliness of the vendor’s billing and/or invoices.

		RATING:




		Comments:







		11. Rate the vendor’s ability to quickly and thoroughly resolve a problem related to the services provided.

		RATING:




		Comments:







		12. Rate the vendor’s flexibility in meeting business requirements.

		RATING:




		Comments:







		13. Rate the likelihood of your company/organization recommending this vendor to others in the future.

		RATING:




		Comments:







		14.  With which aspect(s) of this vendor’s services are you most satisfied?



		Comments:







		15. With which aspect(s) of this vendor’s services are you least satisfied?



		Comments:







		16. Would you recommend this vendor to your organization again?



		Comments:







PART F – GENERAL INFORMATION: 

		1. During what time period did the vendor provide these services for your organization?



		Month/Year:

		

		TO:

		Month/Year:
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SAMPLE PROJECT DELIVERABLE SIGN-OFF


		DELIVERABLE INFORMATION (To be completed by the Contractor)



		CONTRACTOR:

		



		PROJECT NAME:

		



		DELIVERABLE #:

		15.6.3.6



		DELIVERABLE TITLE:

		Data Conversion Report



		DUE DATE PER CONTRACT:

		February 1, 2011





		DELIVERABLE SUBMISSION AND REVIEW HISTORY (To be completed by the State)



		Deliverable Submission #

		Date and Time Received From Contractor

		Date Returned to Contractor

		Notes / Comments



		1

		02/01/11 
4:30 PM

		02/15/11

		Refer to comments attached



		2

		02/22/11

3:00 PM

		03/01/11

		State accepts revisions made, except for attached comments



		3

		03/08/11

1:00 PM

		03/18/11

		All revisions accepted by State



		

		

		

		



		

		

		

		



		

		

		

		





		STATE FINAL APPROVAL AND ACCEPTANCE OF DELIVERABLE



		APPROVED BY:

		SIGNATURE

		DATE



		Agency Project Manager:

		

		



		Agency Business Lead:

		

		



		Quality Assurance, if applicable:

		

		





		Distribution

		Original:
Contractor



		

		Copies:
Project Office



Agency Contract Monitor
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Statement of Understanding.doc
STATEMENT OF UNDERSTANDING


As a contract employee to the State of Nevada, I have an implicit responsibility to safeguard the public trust.  I further affirm to follow all statutes, regulations, policies, standards and procedures governing the confidentiality, integrity and security of information resources prescribed by the State as outlined below.


Information Resources are defined as all computing hardware, software, data files, computer generated hard copy, data facilities, communications, modems, multiplexors, concentrators, power sources and other assets related to computer-based information systems of computer installations.


I will guard against and report to the proper authority any accidental or premeditated disclosure or loss of material such as, but not limited to, confidential data, sensitive information, developmental or operation manuals, encoding systems, activation passwords for teleprocessing, keys or any material entrusted to me when such disclosure or loss could be detrimental to the State of Nevada or citizenry thereof.  I acknowledge responsibility to safeguard computer access privileges that I may be entrusted with (e.g., USERID and PASSWORD) and will not disclose this sensitive information to ANYONE.  I will be responsible for all activity conducted under my user registration.  I understand that the LOGONID and PASSWORD are intended for the sole use of the personnel to whom it is assigned and is not to be loaned to or used by any other individual.


In conformance with customer agency regulations and in the performance of my duties, I will release from the State input documents and report output only to an authorized representative of the owning agency.  Under no circumstances will I allow data owned by one customer agency to be made available to another entity without obtaining the express permission of the owning agency for such disclosure or utilization.


Upon termination of the contract assignment with the State of Nevada, for whatever reason, I agree to respect the confidentiality of all customer agency data, applications and procedures entrusted to me and will submit to an authorized State representative all manuals, files, keys, data, applications and any other State owned relevant materials (this includes, but is not limited to, all copies of the same) pertinent to the performance of my assigned duties and tasks.


Furthermore, I agree that if in the employ of, or under contract with, someone other than the State of Nevada, I will not attempt to implement any application or procedure which is proprietary to the State without the express written permission of the State of Nevada.


I further agree that I will not knowingly engage in any activity for monetary gain or otherwise which may jeopardize the integrity of the State.  I will further aid in the investigation of any individual violating or infringing upon this trust, realizing that such violation may be grounds for dismissal.  I am also aware that I will be subject to warning, suspension or dismissal and/or appropriate legal action for any proven infringements or violations of these security provisions.


The State of Nevada has a Zero Tolerance policy regarding sexual harassment which must be followed by all employees/contractors.  The policy against sexual harassment for the State of Nevada states that all employees have the right to work in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive or disruptive, including sexual harassment.  Any employee/contractor who violates this policy is subject to dismissal/removal from the project.


It is the policy of the State of Nevada to ensure that its employees/contractors do not:  report to work in an impaired condition resulting from the use of alcohol or drugs; consume alcohol while on duty; or unlawfully possess or consume any drugs while on duty, at a work site or on State property.  Any employee/contractor who violates this policy is subject to dismissal/removal from the project.


		NAME (Please Print):

		



		SIGNATURE:

		

		DATE:

		



		COMPANY AFFILIATION:

		



		PROJECT/RFP #:
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Proposed Staff Resume.doc
PROPOSED STAFF RESUME

A resume must be completed for all proposed contractor staff and proposed subcontractor staff.

		COMPANY NAME:

		





		Contractor

		Subcontractor





		Name:

		

		 Key Personnel



		Classification:

		

		# of Years in Classification:

		



		Brief Summary of Experience:

		



		# of Years with Firm:

		



		RELEVANT PROFESSIONAL EXPERIENCE



		Required Information:


MMYYYY to Present:


Vendor Name:


Client Name:


Client Contact Name:


Client Address, Phone Number, Email:


Role in Project:


Details and Duration of Project:


Software/hardware used in engagement:

		



		Required Information:


MMYYYY to MMYYYY:


Vendor Name:


Client Name:


Client Contact Name:


Client Address, Phone Number, Email:


Role in Project:


Details and Duration of Project:


Software/hardware used in engagement:

		



		EDUCATION



		Institution Name:


City:


State:


Degree/Achievement:


Certifications:

		



		

		



		

		



		

		



		

		



		HARDWARE/SOFTWARE SUMMARY (Be Specific)



		Description

		# of Year’s Experience



		Environments:

		

		



		Hardware:

		

		



		Software:

		

		



		Tools:

		

		



		Databases:

		

		



		REFERENCES



		Minimum of three (3) required, including name, title, organization, phone number, fax number and email address
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RFP 3238 Cost.xls
Cost Proposal Instructions

		Request for Proposal 3238 -Replacement of MHD Core Systems

		COST PROPOSAL INSTRUCTIONS

				Contents of the cost proposal must be as follows:

				1.		Tab I - Title Page

						The title page must include the following:

						A.		Cost Proposal for:								Replacement of MHD Core Systems

						B.		RFP:								3212

						C.		Proposer Information:						Name:

														Address:

						D.		Proposal opening date:								MMDDYY

						E.		Proposal opening time:								2:00 PM

				2.		Tab II - Cost Proposal

						A.		Cost proposal must be in the format identified in Section 7, Project Costs.

						C.		Proposers must provide a CD of their cost proposal within the master cost proposal.

				3.		Tab III - Cost Proposal Certification of Compliance with Terms and Conditions of RFP

						B.		Proposers must include Attachment L, Cost Proposal Certification of Compliance with Terms and Conditions of RFP for Section 7, Project Costs within this section.
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7.1.1 Detailed Del Cost Schs

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1  COST SCHEDULES

				The cost for each deliverable must be complete and include all expenses, including travel, per diem and out-of-pocket expenses as well as administrative and/or overhead expenses.  Detailed backup must be provided for all cost schedules completed.

		7.1.1 Detailed Deliverable Cost Schedule

				The schedules have been set-up so that the sub-total from each deliverable cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.

		Deliverable Number				Description of Deliverable		Activity Number		Cost

		5.4		Planning and Administration Deliverables

				5.4.3.1		Detailed Project Plan

				5.4.3.3		Risk Management Plan (Note: Vendor not to charge for this deliverable, include cost in other deliverables)				NO CHARGE

						Subtotal for 5.4 - Planning and Administration				$0.00

		5.5		Review and Validate Requirements and Gap/Fit Analysis

				5.5.3.1		Gap Analysis Report (including detailed options to address gaps)

				5.5.3.2		Comprehensive Walk-Through of System, Addressing All Core MHD Business Processes

						Subtotal for 5.5 - Review and Validate Requirements and Gap/Fit Analysis				$0.00

		5.6		System Design/Implementation Configuration

				5.6.3.1		System Design/Implementation Configuration Documentation

						Subtotal for 5.6 - System Design/Implementation Configuration				$0.00

		5.7		Setup and Configure/Build System

				5.7.3.1		Configured Working System (including demonstrations/pilot/walk-through of system components)

				5.8.3.2		Deliver fully functional system that the vendor has fully tested.

				5.8.3.3		Walk-through of entire system prior to UAT.

						Subtotal for 5.7 - Setup and Configure/Build System				$0.00

		5.8		Data Migration

				5.8.3.1		Detailed data migration plan.

				5.8.3.2		Test cases for validating converted data (ensure accuracy of data migration).

				5.8.3.3		Migrate data to test and production environments.

						Subtotal for 5.8 - Data Migration				$0.00

		5.9		User Acceptance Testing

				5.9.3.1		Test environment and fully functioning system, including test data (vendor to have performed comprehensive system testing).

				5.9.3.2		Vendor training of UAT team so that they understand the system to a level necessary to complete UAT.

				5.9.3.3		Review of MHD's UAT plan and test cases.

				5.9.3.4		Technical support and timely remediation of defects, data and system issues throughout the UAT.

						Subtotal for 5.9 - User Acceptance Testing				$0.00

		5.10		Documentation

				5.10.3.1		User manual.

				5.10.3.2		Online help functionality and content.

				5.10.3.3		System administration/operations guide.

						Subtotal for 5.10 - Documentation				$0.00

		5.11		Training

				5.11.3.1		Training plan.

				5.11.3.2		Training materials and scenarios.

				5.11.3.3		Fully functional training environment with data.

				5.11.3.4		Training.

						Subtotal for 5.11 - Training				$0.00

		5.12		Transition to Production

				5.12.3.1		Production transition plan.

				5.12.3.2		Final conversion of legacy data to new system.

				5.12.3.3		Technical support after go-live for at least two weeks.

						Subtotal for 5.12 - Transition to Production				$0.00

		5.13		Post Implementation Review

				5.13.3.1		Post Implementation Review Plan.

				5.13.3.2		Execute Plan.

				5.13.3.3		Resolution of system and vendor operational issues.

						Subtotal for 5.13 -Post Implementation Review				$0.00

		5.14		Warranty and Corrective Maintenance Deliverables

				5.14.3.1		Timely corrective action on all system defects.

				5.14.3.2		User support.

				5.14.3.3		Release notes.

						Subtotal for 5.14 - Warranty and Corrective Maintenance Deliverables				$0.00

		Total Section 7.1.1 Detailed  Deliverable Cost Schedules								$0.00



&C&"Arial,Bold Italic"&A&R&"Arial,Bold Italic"Page &P



7.1.2 Dev-Data Conversion Envir

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.2		Development and Data Conversion Environments

				Proposers must identify costs for any hardware and/or software proposed for the Development and Data Conversion Environments, as follows:

		7.1.2.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.

		7.1.2.2		Proposers must provide a detailed description and cost for each proposed item.

		7.1.2.3		The State reserves the right not to accept the proposed hardware and/or software.

		7.1.2.4		Costs for specific licenses must be provided.

		7.1.2.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Development and Data Conversion Environments		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.2				$0.00
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7.1.3 Inte-System Test-UAT Env

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.3		Integration, System Test and UAT Environments

				Proposers must identify costs for any hardware and/or software proposed for the Integration, System Test and UAT Environments, as follows:

		7.1.3.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.

		7.1.3.2		Proposers must provide a detailed description and cost for each proposed item.

		7.1.3.3		The State reserves the right not to accept the proposed hardware and/or software.

		7.1.3.4		Costs for specific licenses must be provided.

		7.1.3.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Integration, System Test and UAT Environments		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.3				$0.00
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7.1.4 Training Environment

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.4		Training Environment

				Proposers must identify costs for any hardware and/or software proposed for the Training Environment, as follows:

		7.1.4.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.

		7.1.4.2		Proposers must provide a detailed description and cost for each proposed item.

		7.1.4.3		The State reserves the right not to accept the proposed hardware and/or software.

		7.1.4.4		Costs for specific licenses must be provided.

		7.1.4.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Training Environment		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.4				$0.00
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7.1.5 Production Environment

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.5		Production Environment

				Proposers must identify costs for any hardware and/or software proposed for the Production Environment, as follows:

		7.1.5.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.

		7.1.5.2		Proposers must provide a detailed description and cost for each proposed item.

		7.1.5.3		The State reserves the right not to accept the proposed hardware and/or software.

		7.1.5.4		Costs for specific licenses must be provided.

		7.1.5.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Production Environment		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.5				$0.00
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7.1.6 Other Associated Costs

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.6		Other Associated Costs

				Proposers must identify any other costs not covered on the Detailed Deliverable Cost Schedules and/or the specific cost scheudles for any hardware and/or software proposes, as follows:

		7.1.6.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.

		7.1.6.2		Proposers must provide detailed information for each item identified.

		Item #		Description of Other Associated Costs		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.5				$0.00
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7.1.7 Summary Schedule of Costs

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.7   Summary Schedule of Project Costs

		Sub-totals from each of the previous cost schedules must be transferred to the following summary schedule of project costs.

		Deliverable or
Cost Schedule Number		Summary of Total Project Costs		Cost

		5.5		Planning and Administration Deliverables		$0.00

		5.6		Review and Validate Requirements and Gap/Fit Analysis		$0.00

		5.9		System Design/Implementation Configuration		$0.00

		5.10		Setup and Configure/Build System		$0.00

		5.11		User Acceptance Testing		$0.00

		5.12		Documentation		$0.00

		5.13		Training		$0.00

		5.14		Transition to Production		$0.00

		5.15		Post Implementation Review		$0.00

		5.16		Warranty and Corrective Maintenance Deliverables		$0.00

				Sub-Total of Project Tasks		$0.00

		7.1.2		Development and Data Conversion Environments		$0.00

		7.1.3		Integration, System Test and UAT Environments		$0.00

		7.1.4		Training Environment		$0.00

		7.1.5		Production Environment		$0.00

				Sub-Total of Proposed Hardware and/or Software		$0.00

		7.1.6		Other Associated Costs		$0.00

				Sub-Total of Other Associated Costs		$0.00

				Total Project Costs		$0.00
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7.1.8 Rate Sch Change Orders

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.8		Hourly Rate Schedule for Change Orders

		7.1.8.1		Prices quoted for change orders/regulatory changes must remain in effect for six (6) months after State acceptance of the successfully implemented system.

		7.1.8.2		Proposers must provide firm, fixed hourly rates for change orders/regulatory changes, including updated documentation.

		7.1.8.3		Proposers must provide a firm, fixed hourly rate for each staff classification identified on the project.  Proposers must not provide a single compilation rate.

				Classification Title		Hourly Rate
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7.1.9 Annual Prod Lic-Main Sch

		Request for Proposal 3238 -Replacement of MHD Core Systems

		7.1.19		Annual Product Licensing and Maintenance Schedule

		7.1.9.1		Proposers must provide a three (3) year fee schedule with the following information:  

    -  Listing of each product;
    -  Original project proposed price;
    -  Annual licensing fee, if any;
    -  Annual maintenance fee, if any; and
    -  Percentages of the original amount for each fee.

				A.  Year 1

		Item #		Product Description		Cost		Annual
Licensing Fee,
if applicable		Annual
Maintenance
Fee		Percentage
of the
Original Amount

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

				B.  Year 2

		Item #		Product Description		Cost		Annual
Licensing Fee,
if applicable		Annual
Maintenance
Fee		Percentage
of the
Original Amount

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

				C.  Year 3

		Item #		Product Description		Cost		Annual
Licensing Fee,
if applicable		Annual
Maintenance
Fee		Percentage
of the
Original Amount

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12
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Attachment N MHD Operation and IT Overview.docx
Attachment: N – MHD Operation and Information Technology Overview

(Overview of the current system)



RFP 3238

Operation and Information Technology Overview









Manufactured Housing Division – Operation & IT Overview (Attachment N)



[bookmark: _GoBack]

Page 47 of 47



Contents
1.  Introduction	3
2.  Scope of Work	3
3.  Background	3
4.  MHD Core Business Functions	4
Permitting and Inspections	4
Titling	13
Licensing	15
Investigations	18
Mobile Home Parks	21
Lot Rent Subsidy Program	25
Education	27
Cash Receipts/Deposits	30
Online Services to the Public	31
5.  Key Indicator Reporting	32
6.  Metrics	34
7.  Current Systems	37
Permit Database	39
Titling Database	41
Parks Database - Rent Subsidy Program	44
APPENDEX I – Labels and Insignias	46
Installation Label	46
Commercial Coach Compliance Label	47
Factory Built Insignia	48
Manufactured Building/Commercial Coach Insignia	49





[bookmark: _Toc334612601][bookmark: _Toc443053957]1.  Introduction

The Nevada Department of Business & Industry, Manufactured Housing Division (MHD) is planning to replace their legacy systems with a new system(s).  The new system(s) should streamline operations and provide integration of information across business functions (eliminating information silos).  

The purpose of this document is to provide vendors a clear understanding of MHD’s business operations and the current systems so they can effectively prepare their proposals tailored to MHD’s requirements.  Vendors should review this document prior to completing their responses to the Attachment O – Requirements Matrix.   

[bookmark: _Toc443053958]2.  Scope of Work

The scope of work involves replacing all the legacy systems, with the exception of one (Open Text, Global 360 Document Management System).  Included in the scope are:

· Software costs, including licensing fees, maintenance fees, software customization and additional programming.

· Hardware Costs 

· Services to implement the solution, including analysis & design, project management, data conversion, training, etc.

· Ongoing support costs

[bookmark: _Toc443053959]3.  Background

The mission of the Manufactured Housing Division is to protect the interests of the manufactured housing industry and owners or occupants of manufactured homes and commercial structures.

The Nevada Legislature has given the Manufactured Housing Division the responsibility to ensure structures manufactured off site or in a factory are constructed, transported, installed and repaired in a manner that provides a reasonable degree of safety and protection to the public.

The Manufactured Housing Division has adopted codes and standards to govern the construction and repair of these structures. To further protect the public and the building occupants the Division offers a permit and inspection program to ensure a reasonable quality of workmanship and compliance with the adopted codes and standards. Participation in this program is mandatory for all building installations and certain projects.  Services provided by our agency include:

· Issuing "Certificates of Ownership" or “Title”

· Licensing manufactured home dealers, salesmen, servicemen, and manufacturers 

· Inspect and certify manufactured home production facilities 

· Approve plans for additions or modifications to structures regulated by the agency 

· Inspect manufactured home and commercial coach installations 

· Resolve consumer and landlord / tenant complaints

· Regulate mobile home parks

· Administer the Lot Rent Subsidy Program

[bookmark: _Toc443053960]4.  MHD Core Business Functions

This section describes the core business processes performed by the Division.  

1. Permitting and Inspections

2. Titling

3. Licensing  (including continuing education)

4. Investigations 

4.1. Landlord/tenants in mobile home parks

4.2. Consumer complaints (with licensees) 

4.3. Other

5. Mobile Home Parks

6. Rent Subsidy Program

7. Cash Receipts/Deposits 

8. Online Services to Public 

Below are descriptions of current business processes performed within each of the functions.



[bookmark: _Toc443053961]Permitting and Inspections

The MHD has the responsibility to ensure structures manufactured off site or in a factory are constructed, transported, installed and repaired in a manner that provides a reasonable degree of safety and protection to the public.  To protect the public and the building occupants the Division offers a permit and inspection program to ensure a reasonable quality of workmanship and compliance with the adopted codes and standards.  Exhibit 1 – Projects Requiring a Permit, provides a list of projects that require a permit.  An overview of the business process is presented in Exhibit 2 – Process Flow for Permitting & Inspections.

The Division has a plan review program and some projects require the submission of plans or a written scope of work before a permit can be issued.  






Exhibit 1 – Type of Projects That Require a Permit
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Issuing Permits and Inspections  

1. Installer/Owner submits permit request form and pays permit fees.

a. If owner, all necessary documents must be completed if permit is for an installation by the homeowner.

2. MHD staff processes the permit request

a. Form is reviewed for completeness

b. Licensee number of person performing the work is validated (requires look-up in licensee database)

c. Open database and create record using permit request information

d. System auto generates a sequential permit #

e. Print permit

f. Provide permit copy to the purchaser

g. Process payment and issue receipt; fees paid by cash, check or credit card.

i. Log check #, purchaser, amount and receipt # in manual log

3. Licensee/Owner posts permit at jobsite

4. Licensee/Owner performs permitted work

5. Licensee/Owner requests inspection

a. Request is submitted to Division via Fax to one central Division office location

b. Permit system is updated with inspection request data, including assignment to either Carson City, Elko, or Las Vegas regional offices.

6. Pending Inspection report is created

a. Information on reports

i. Sorted by office with page breaks by office

ii. Work is distributed by office location and determined by work load and resources available

iii. Report include comment sections for reference  to historical information relating to the specific permit

7. Inspection is completed by Division staff, contracted inspector or authorized local jurisdiction.

a. Work distributed to specific inspector

b. Inspection performed on work permit was purchased for.

i. Verify type of work to be inspected

ii. Gather all necessary documents needed for inspection: plans, previous correction notices; notes, instructions from licensee/owner, etc.

c. Inspection passes or fails

i. If Passed;

1. Install installation label/insignia on building and complete installation certificate, make necessary notes on permit request form. 

ii. If failed;

1. Complete correction notice and post if necessary, complete information on permit request form.

8. Paperwork returned to staff for data entry

a. Data entry clerk enters all relevant data into permit system

b. All relevant permit data into permit system

c. All relevant seal/certificate information into “labels/insignias” database (See Seal and Certificate Tracking workflow)

9. Generate reports as needed



Exhibit 2 – Inspection and Permit Forms

MHD uses the same form for all permit types and inspection types.   In general, the process is the same for all permit types. 

		Web link to forms: 

		http://mhd.nv.gov/Content/Resources/Forms_InspectPermits/



		



		Form

		Description

		Comments



		Inspection Request Form

		Form used to request MHD to perform an inspection once the work has been completed.  Used for all permit types.

		



		Permit Application Form

		Permit request form – for all permit types.  Filed out by licensee or homeowner.

		



		Owner-Builder Permit Application Form

		This is a request for a permit from an owner builder.  It has 3 pages:

· Page 1 – affidavit that the owner signs

· Page 2 – permit application (same as above)

· Page 3 – inspection request form (same as above)

		Same process as permit application form, except it includes affidavit form.



		Residential Checklist

		Checklist used by the inspector.

		



		Time and Travel

		Time and cost estimates for travel to sites for inspections.

		



		Inspection Certificate

		Certificate issued by inspector.

		













Label and Insignia Tracking 

The Division uses a stock of labels and insignias that are purchased from a vendor.  The label/insignia stock contains preprinted serial numbers.  When an installation/repair is complete and passes inspection, then a label/insignia is affixed to the structure.  The process involves the inventory and control of the labels/insignias.

		Labels and Insignias

(See Appendix I for Label and Insignia Images and Statute References)



		Type

		Used For

		Associated to a Permit?

		Comments



		Installation Label

		Attached to a structure by an MHD staff member after an installation inspection has been performed and approved.

		Yes

		These labels are assigned to MHD inspectors in batches of 5 to 25 at a time.



		Commercial Coach Compliance Label

		Attached to a used commercial coach by an MHD staff member after the unit has been inspected and deemed compliant with current manufactured building codes. 

		Yes

		These labels are assigned to MHD inspectors in batches of 5 to 25 at a time.



		Factory Built Housing Insignia

		Attached to a new factory built home at the plant, by a Third Party Agency Inspector.

(Residential units)

		No

		These insignias are assigned to a specific building and distributed to a Third Party Agency only.



		Manufactured Building/ Commercial Coach Insignia

		Attached to a new manufactured building at the plant, by a Third Party Agency Inspector.

(Non-residential)

		No

		These insignias are assigned to a specific building and distributed to a Third Party Agency only.







1. For reference types of labels/insignias, all are serialized

a. Trip Permit (Trip permit and matching certificate)

b. IN label (Installation seal and matching certificate)

c. FH Insignia (Factory Housing seal and matching certificate)

d. CC Label (Commercial Coach Compliance seal and matching certificate)

e. MC Insignia (New Manufactured Building seal and matching certificate)

2. Labels/insignias  are received from supplier

a. Full number range of labels/insignias are entered into the database, the first step for the full life cycle of Seal/Certificate tracking.

3. Labels/insignias are distributed to Inspectors in batches. Inspectors include; Division staff inspectors, Charles Abbot Associates contracted Inspectors and Counties with agreements with the Division to perform installation inspections.

a. Batch of labels/insignias are counted and batched.

b. Serial number of batch range of numbers must match the serial number range of the certificates (usually batches of 25 or 50) distributed.

c. Range of labels/insignias numbers are assigned to the inspector and match the range of labels/insignias that are updated in the system, noting assignment to the specific inspector.

4. Labels/insignias applied to structure, Certificate return to office for data entry

a. Labels/insignias  applied to structure/building

b. Certificate copies (4 part NCR form) is manually completed and distributed: 

i. White=Purchaser; Blue=Approving Agency; Yellow=MHD; Pink=Installer

c. Data entry of returned certificate to be entered into the database with 7 days of issuance.

i. Data entry clerk insures all fields are complete on the certificate.

1. Details include; installer, license number, owner (last name first), date of inspection, site address, year of home/building, full serial number (alpha numeric, enter without any spaces) size, manufacturer, inspector, and type of installation.

d. Data entry of certificate information is completed, data entry clerk initials hard copy to indicate that record has been entered into the system.

e. Paper certificate is filed and retained by division for three years.

5. Generate reports as needed



Plan Review Work Process



Division staff review plans for manufactured houses.  This includes factory, residential and commercial plans.



1 Factory Plans (without 3rd party approval) 

a Stamped received on the accompanying “Request for Plan Review” Form.

b Issue a Plan Number by entering information into the Plans Database.  Write, or stamp, the Plan Number on the Request for Plan Review Form (this form becomes the cover sheet for the plans).

c Plan Review information is then entered in the “Plans Spreadsheet.”  

d Plans are then scanned and placed in the S: drive 

e Email is then sent to all Inspectors that plans are in the system and ready for review with the following information.

i Company Name

ii Date Received

iii Plan Number

iv Location of Plans (MHD Office)

v Submitted By

vi Scope of Work

vii Address of Work

viii Approval Date

ix Date Returned

f After Plans have been approved an email will be sent back to the Inspector(s) that plans can be stamped approved.

g Inspector(s) will “Electronically Stamp” the scanned plans already in our record system.  Then they will “Wet Hand Stamp” the hard copies to be returned to customer. 



2 Factory Plans (with 3rd party approval) 

a Stamped received on the accompanying “Request for Plan Review” Form.

b Issue a Plan Number by entering information into the Plans Database.  Write, or stamp, the Plan Number on the Request for Plan Review Form (this form becomes the cover sheet for the plans).

c Plan Review information is then entered in the “Plans Spreadsheet.”   

d All copies of the plans (with 3rd party approval) can be “Wet Hand Stamped” as approved.

e Plans are then scanned and placed in the S: drive  

f Plans can then be returned to customer.



3 Residential & Commercial Plans.

a Stamped received on the accompanying “Request for Plan Review” Form.

b Issue a Plan Number by entering information into the Plans Database.  Write, or stamp, the Plan Number on the Request for Plan Review Form (this form becomes the cover sheet for the plans).

c Plan Review information is then entered in the “Plans Spreadsheet.”*  

d Plans are then scanned and placed in the S: drive 

e Email is then sent to all Inspectors that plans are in the system and ready for review with the following information.

i Company Name

ii Date Received

iii Plan Number

iv Location of Plans (MHD Office)

v Submitted By

vi Scope of Work

vii Address of Work

viii Approval Date

ix Date Returned 

f After Plans have been approved an email will be sent back to the office Inspector(s) that plans can be stamped approved.

g Inspector(s) will “Electronically Stamp” the scanned plans already in our record system.  Then they will “Wet Hand Stamp” the hard copies to be returned to customer. 







Exhibit 2 – Process flow for Permitting and Inspections
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[bookmark: _Toc443053962]Titling

The Division is responsible for maintaining the official title records for manufactured houses that are not real property (i.e. personal property).  Title Transfer Documents can be received from New Owner, Seller, Park, Dealer, Lien Holder, or Title Company.  When a new title is created for a unit it is assigned a new unique title number.  Typical transactions include:

· Issuing new titles

· Changing titles (e.g. change of ownership, change of title data)

· Process requests for title documents

· Convert to real property 

· Convert from personal property to real property (and real back to personal)

· Track liens on property and lien opposition  

· Staff conducts title searches to determine ownership chain, provide copies of documents from previous transactions, and history of physical location changes



1.     Received over Counter –

a. Review documents for correctness – if errors, have customer correct or explain errors and give documents back to return later.  Provide customer with correct forms.

b. If correct, date stamp and submit to title clerk



2. Received in mail or by courier delivery – Date stamped by receptionist

a. Review documents for correctness – if errors, write go back letter to person submitting documentation, or to Dealer.   If a currently licensed dealer is involved in transaction.  Mail back for correction with all submitted original paperwork, any blank forms required and funds

b. Save copy of Go-Back letter share drive, “Carson City GOBACKS” folder, “Go Backs” sub-folder, appropriate month/year sub-sub-folder for the date the letter was written.

c. Files named by last 6 digits of the serial number, which is also called the “reference number” in the Go-Back letter (if the serial number is less than 6 digits long, the entire serial number is the reference number).



3. For correct documents received – 

a. Look up current title record in the database

b. Verify that title record matches and has not been previously expired

i. If current record is expired, the expired title is kept and a Go-Back letter is written to the submitting person explaining the situation with a photocopy of the title.

    The Go-Back letter is saved as per the aforementioned procedure.

c. Expire the current title record and place the new information in the database under the new title record.

d. Print a Hard Copy of the current title record to attach to submitted documentation

e. Verify that the Title Number in the upper left hand corner of the title record screen matches the Title Number of the next physical title in the printer

f. Enter Name of new owner(s)

i. Indicate “And” “Or” or “/” if neither are applicable

ii. Enter in “JTWROS” if applicable

g. Address change/update, if applicable

h. Name and address of Lien Holder, if applicable

i. Enter mailing address as indicated by submitted documentation

j. Print the new title



4. Attach “Office Copy” of printed title with a single staple to all documentation submitted for transfer.

a. All title paperwork processed on the same day are kept together with a cover sheet and bound by a rubber band and placed in a box until shipped for imaging.

b. Monthly, send boxes of documents to Imaging to be scanned and digitally imaged

c. Boxes of Originals are retained for 1 year.  After verifying data on imaging is clear, documents can be shredded



5.  Give checks to receptionist to be deposited.



6. Notices of Liens, Notices of Sale by Auctions, or Notices of Opposition to Liens are received by the Division via mail or over counter delivery.  

a. Receptionist date stamps received, gives to Education Officer for processing within 24 hours

b. Education Officer reviews them for accuracy insuring that dates are correct, compares with title database to ensure all persons were noticed, dollar amounts are not exceeded: 

i. If correct, the Education Officer enters the date they were received in the title program

ii. If incorrect, the Education Officer returns the documents for correction.  Go back letter is written and retained on the Share Drive – same procedure as titles.

c. Original Notices are filed in the appropriate folder for the month in which they were received for the current calendar year.

i. Previous calendar year Notices are filed in chronological order in a separate filing cabinet.

d. When a Certificate of Ownership is requested in which there are Notices listed, title clerk pulls original Notices from files and attaches to the title record for imaging.

e. Notices are retained for 1 year, and then shredded.

f. When completed, give checks to receptionist for deposit



7. Real Property Notices – Conversions and Unconversions

a.  Follow same review and go back procedures as Title Transfers

b. If Conversion – update database to show Converted to Real Property and Print Real Property Notice

i. Mail one copy to person submitting documentation

ii. Fax or mail one copy to County Assessor

iii. Retain documents for imaging same as title procedure

c. If Un-Conversion – update database to show unconverted and follow procedures for printing Title and imaging

d. When completed, give checks to receptionist for deposit



[bookmark: _Toc443053963]Licensing  

The Division licenses manufacturers, dealers, salespersons, servicepersons, and responsible managing employees.  Renewals occur every two years and are based on the original issue date.

1) NEW APPLICATIONS

a) received in person 

b) in the mail 

c) date stamped by front desk admin person

d) Licensing Officer reviews and confirms 

(1) all required documents have been received 

(2) are completed with necessary information, signatures and dates.  

e) Pending Status

(1) Incomplete or missing info

(i) Contact Applicant 

a. Send letter or email

b. Contact by phone and note in comment section of database

(ii) Await Background Check	

f) When Information is complete - Enter into the database

(1) PEOPLE

(i) Social Security #

(ii) Last name

(iii) First name

(iv) Resident address

(v) County

(vi) Mailing Address

(vii) Home phone

(viii) Cell phone

(ix) Personal Email address

(x) Date app was received



(2) COMPANY

(i) License #

(ii) Name of Company

(iii) Business Address

(iv) County

(v) Mailing Address

(vi) Company Phone Number

(vii) Class of license

(viii) Trust Account Number

a. Bank Name

b. Bank Address

(ix)  Specialty Serviceperson – NSCB Classifications

(x)  Date license was issued or denied or provisional

(xi) Expiration date

(xii) Comments

g) Give Check to Front Desk for deposit



h) Issue New License

i) Licensee

ii) Company

iii) License #

iv) Issue date

v) Expiration date

2) RENEWALS

a) Mail renewal application 8 weeks prior to expiration date

b) Renewal application is received 

(1) in mail

(2) in person

c) Date stamped by front desk admin person

d) Licensing Officer reviews and confirms 

(1) all required documents have been received 

(2) are completed with necessary information, signatures and dates.  

e) Contact Applicant if incomplete or missing info

(1) Indicate status as “Pending”

(2) Send letter or email

(3) Contact by phone and note in comment section of database

f) When Information is complete - Enter into the database

(1) Company

(2) Date Renewal App was received

(3) Renewal Fee

(4) Late Renewal Fee

(5) New Expiration Date

(6) Indicate status as “Renewed”



3) GENERAL INFO

a) Change Form is received 

b) Duplicate License

c) Address change

(1) Copy of new local business license required

d) Company Name change

(1) Copy of new local business license required

e) Licensee Name change

f) Specialty Serviceperson Classification change

(1) Copy of new NSCB license required

(2) Enter all requested changes to appropriate field in database

g) Transfer form is received for RME or Salesperson transfer

h) Enter to database

(1) Name of previous employer

(2) Name of new employer





4) LIMITED LIEN RESALE LICENSE 

Limited lien resale license are issued for a single sales transaction for a lien sale of a specific unit.  

a) Mobile Home Park will send application 

(1) Licensing Officer reviews and confirms that all required copies are received

(2) Enter into data base 

(i) Name of MHP

(ii) Name of Park Owner

(iii) Name of Park Manager

(iv) Year of MH

(v) Model of MH

(vi) Serial # of MH

(vii) Date of LLR License

(viii) LLR License #

(3) Print license which includes all of the above information
















[bookmark: _Toc443053964]Investigations 

The Division investigates complaints related to manufactured home, mobile home parks and licensees.  

Investigations (Landlord/Tenant and Consumer Complaints) 

1) Complainant files written complaint with Division

a) Compliance Investigator reviews complaint for completeness

b) Contacts complainant with any questions, requests for clarification or documents



2) Compliance Investigator sets up complaint in Database

a) General Data

i) Complaint ID

ii) Type of Complaint

(1) Landlord/Tenant (NRS 118B)

(2) Consumer (NRS 489)

(a) Quality of Workmanship

(b) Unlicensed Activity

(3) Abatement (NR S 461A)

iii) Source of Complaint

iv) Date Opened

v) Investigator assigned

b) Complainant Information

i) Name

ii) Address

iii) City, State, Zip

iv) Phone

v) Email (if available)

c) Respondent Information

i) Respondent Name

ii) Company/Park

iii) Address

iv) City, State, Zip

v) Phone

vi) Email (if available)

d) Allegations and Case Notes

i) Allegations of Complaint

ii) Ongoing notes

iii) Review Dates

iv) Dates of Correspondence



3) Investigator Begins Investigation

a) Landlord/Tenant and Quality of Workmanship Complaints

i) Investigation Opening Letter

(1) Sets forth Issues, Allegations and Possible Statutory Violations

(2) Expectations of the division

(3) Requests Documents or Feedback

(4) Sets Time Frame for Response

b) Investigative Follow-up

i) Fact Gathering

(1) Witness Statements

(2) Documents

(3) Photos 

(4) Observation

(5) Peer Collaboration

(6) Deputy AG

(7) Visits (park or work site)

(8) Rules, Statutes

ii) Update notes in database

c) Second Request to Respondent

i) Second Letter if no response by Respondent

(1) Intent to File Notice of Violation

(2) Request response and documentation

d) No response from respondent

i) Notice of Violation

ii) Determine appropriate disciplinary action



4) Unlicensed Activity

a) Cease and Desist Letter  of Instruction to Respondent

b) Notify homeowner where unlicensed work is being done if applicable

c) Post Stop Work Order if applicable

d) Update notes and close complaint



5) Abatement Complaint

a) Document alleged deficiencies

b) Notify homeowner and park owner (if applicable prior to inspection

c) Schedule Inspection (within 72 hours of complaint)

d) Review Inspection Results

e) Post “Do Not Occupy” if necessary

f) Remediation letter to Homeowner

i) Items to be fixed

ii) Demolishment option

iii) Time frame for remediation

iv) Re-inspection

g) Abatement Order, if necessary

h) Notify Title Clerk to indicate home is substandard on title





6) Complaint Resolution

a) Non Jurisdictional

i) Falls outside Statutes and Regulations they administer

ii) Letter to both parties as appropriate

(1) Close complaints

(2) Suggest alternative methods to solve dispute

b) Complaint Substantiated

i) Respondent is at Fault

ii) Letter to both parties

(1) What actions respondent is expected to take

(2) Time frame for actions to be taken

c) Complaint Unsubstantiated

i) No Violation of Statutes or Regulations Can Be Found

ii) Letter to both Parties

iii) Why complaint could not be substantiated


















[bookmark: _Toc443053965]Mobile Home Parks

The Division maintains an inventory/profile of all the mobile home parks in the state.  They also track changes in park ownership and park managers.  They also ensure owners and managers attend MHD sponsored training on an annual basis.  



Annual Park Surveys & Reporting:

This is the process where they survey the parks and update the Parks Database.  Parks must also calculate and submit their annual fees.  Exhibit 3 – Annual Park Survey Form show the data that is collect about the park.



Prepare and mail:

1. Review and make changes to Annual Report (Word Doc & PDF) by first week of June annually.  Amend Cover Letter to include any new procedures or requirements.

2. Print forms for mailing

3. Upload form and cover letter to website

4. Run “Owners Labels” from Park Database Reports List

· Include Exempt Parks

· Print 2 sets of labels – eliminate any duplicates

· Photocopy label sheet on regular stock to use for checklist

· Affix one label to envelope, affix one label to the form, fold form and cover letter & stuff envelopes

· Send Certified to allow tracking

· Mail no later than June 25th to allow delivery before July 1st.



Annual Park Forms - Return 

1. Review Forms – use printout of labels to note date forms received, date forms returned, or dates phone calls/emails sent for follow-up.  Mark off forms received and all correct.

· If any errors - do not continue to enter information into database or deposit check – set file aside, contact Park via email or return documents as needed, and calendar for follow-up

2.  Update information in Parks Database

3. Compare number of lots from previous years.  Enter any changes.  If numbers do not match total number of lots from previous year, contact Park via email or phone

4. Verify # of Park owned homes against ownership records in Title Database 

5. Validate number of lots in top section of report with bottom Demographics section

· Verify Fee calculation IS CORRECT and check is properly completed – if not, contact Park via email or return form and check for correction. 

6. Update rent History 

7. Verify Owner or Manager Information  – if anything has changed:

· Contact Park for Ownership or Manager Change Forms as needed

· Verify Vendor Registration is current in Controller database.  If not, contact Park for submission of new forms.

8. Enter Email & Fax #’s in Memo Section of Database

9.  Date and Initial that you have completed review and all is correct on top of page 1 of form.  Give check to Front Desk Assistant to make a copy for the file, and deposit original.

10. Update Outlook Contact List

(a) Park Owner/Manager Information

· Name, Title, Park Name, Email address, Phone numbers, Fax #’s, mailing and park location addresses.

11. Check for Satisfaction of Education Requirements for all managers and assistant managers

· If education is missing give file to Education Officer to follow-up.





Incorrect Forms Not Corrected by Deadline, or Forms Not Received by 30 day Deadline:



(a) Assess 50% penalties

(b) Where possible, send email “Report Not Received” and “Corrected Information Not Received”  with delivery/read request, otherwise mail as per (c)

(c) Send “Report Not Received” Letter or “Corrected Information Not Received” Letter to Park with demand for compliance and payment within 30 days, or Notice of Violation will be issued.  Calendar for 30 days.

(d) Run “Parks Who Have Paid” report and compare to Label Printout Checklist for accuracy.

(e) Run “Parks Who Have Not Paid” report and compare to Label Printout Checklist for accuracy.

(f) After 30 days, print another “Parks Who Have Not Paid” report

· If report and payment or corrections are not received, prepare Notice of Violation Order, have Administrator sign, and mail Certified Return Receipt to Park Owner.  Send a copy by Regular Mail to Park Owner and Manager addresses.

(g) Contact DAG to enforce Notice of Violation.



Submit Reports to ASO

(a) Submit reports to the B&I Administrative Services Officer (ASO) – list of parks that have paid and those that have not.



Update of Mobile Home Park Records

When mobile home parks change owners or managers, they must report this to the Division.  The Division updates their records accordingly.  

Manager Change Request Form:   http://mhd.nv.gov/uploadedFiles/mhdnvgov/Content/Resources/ManagerChangeRequestForm.pdf

Park Ownership and Registration Form:

http://mhd.nv.gov/uploadedFiles/mhdnvgov/Content/Resources/Park-Owner-Registration-Change.pdf








Exhibit 3 – Annual Park Survey Form
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[bookmark: _Toc443053966]Lot Rent Subsidy Program

The Division administers the Lot Rent Subsidy Program which provides financial aid to qualifying low-income mobile home park residents by paying 30 percent (not to exceed $150) of their monthly space rent. The program is administered from the Carson City office.



Each month, payments are distributed to mobile home parks in which residents who are eligible for financial assistance from the Lot Rent Subsidy Program. The owners or managers of the mobile home park deduct this amount from the eligible recipient's monthly rent.

All subsidy funds are automatically deposited into the mobile home park's bank account by the Nevada State Controller’s Office (Note: Parks must establish a vendor number with the Controller’s Office). Eligible recipients do not receive money directly from the program.  

Parks are required to notify the MHD of rent increases that will impact Lot Rent Subsidy participants, 90 days in advance of the increases.  



Application Request Process:

1. Upon request for application, either mail or email to tenant

a. Application for Lot Rent Subsidy form:  http://mhd.nv.gov/uploadedFiles/mhdnvgov/Content/Lot_Rent_Subsidy/LotRentSubsidy.pdf



2. Verify Park is eligible for Lot Rent Subsidy (LRS)

3. Mail or email Park Certification to Mobile Home Park



Processing Application (When MHD Receives from Tenant):

1.  Enter information regarding applicant into database:

a.  Name

b. Address – mailing and location

c. Park of occupancy

d. Last 4 digits of SS#, birth date

e. In notes section, enter misc information – living situation, income situation, etc.

f. Dates applied, status and date of status (approved, pending, denied, ineligible and reasons)

g. Contact Park if Manager Certification is not included or received

2.  If approved, send approval letters to Park and Tenant and create hard file

3. If denied, send certified letter to tenant, file in drawer 1 year retention

i.  	Monthly, review drawer and shred documentation over 1 year old

4. As Rent Increase Notices are received, place in binder by month of rental increase

i.  Contact Park if notice not received 90 days prior to increase



Monthly Process:

The monthly process involves updating MHD records related to applicants and parks, and processing rent subsidy payments.



1. Update applicant information as needed:

a.  Remove recipients no longer eligible –

i. Reason for ineligibility

ii. Date of ineligibility

2. Update park information

b. Run Recipient by Park report and verify Vendor Information against the State Accounting System (Advantage) to ensure valid vendor IDs and accounts (for deposits).

c. From Recipient by Park report review rent increases for Parks, enter new rent amounts for each applicant (Note: parks are required to report, in writing, rent increases to MHD 90 days prior to the date they become effective)

d. Update monthly Housing Division spreadsheet (report) to add and remove recipients

3. Process subsidy payments

e. Click on “Calculate Subsidy Payments” in database (calculates payments based on rent amounts)

f. Run new reports:  Recipient by Park (includes park, recipients, rent and subsidy amounts), Current Recipients (recipients, rent amounts, subsidy amounts and other information), and Monthly Activity Reports (name of park, Controller vender#, and total monthly $$ amount of subsidy to be paid to park)

g. Verify information is accurate on reports

h. Submit reports to Business & Industry Administrative Services Officer (ASO) for entry into the State Accounting System (Advantage System) and subsequent issuance of EFT’s to Park.   The ASO also balances with Advantage System and monitors the budget for subsidy funds.

i. Troubleshoot problems with payments to Park – 

· Vendor account deleted by Controller?

· Bank Account Changes

· Park Ownership Changes

· Tax ID # Changes

j. Compile statistics for Performance Indicators

· Number of applications received, by North and South

· Number of applications denied

· Number of applications approved

· Number of recipients made ineligible

· Number of recipients currently on program

· Number of Parks with recipients on program

· Number of days required to process applications



Annual Process:

1. Before January 25th annually, update “Renewal Application” form for current recipients.

2. Run labels for current recipients, place on envelopes, and mail out copy of the most recent list of Recipients by Park no later than January 25th.  Recipients are required to respond no later than the end of February.  

3. When returned:	

a. Pull file, review application for completeness, verify Park Manager’s recertification is received, make any changes necessary in database regarding living situation, number of people in home, rent amount, income & assets.

b. Notate on mailing list as renewals are approved and re-file file.

c. Notate on mailing list when additional information is needed or when application is returned for correction.

	i.  Compose and send letter to recipient as required

	ii.  Make phone call to recipient as required

		iii.  Hold file and calendar for follow up.

1. Notify Park by email or mail of any recipients removed from Program

4. Notify Parks of any change in Subsidy Program (mail or email)

5. By April 15th determine that there are sufficient funds in the budget to provide assistance to all who are approved for subsidy based on completion of the renewal process.

a.  If not sufficient, contact ASO to determine if work program is required.

b.  Review and determine if changes need to be made to the program (% paid, wait list, etc.)

c.  On May 15th, note in the program folder the fund balance obtained from the ASO and your findings and actions taken if needed.



Reports issued from this program:

· Current Recipients by Name including rent amount, subsidy amount, Park name, dates

· Recipients by Park including name, lot # and amount of subsidy paid that month

· Monthly approved, denied, ineligible, waiting list

· Monthly Activity – Park name, Vendor #

· Annual Activity

· Program Statistics by County

· Applicant History by Name, Park, Age and Sex
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The Division approves Continuing Educations (CE) providers and courses.  They also track CE for licensees and park owners and park managers.



RESEARCH COMPANIES TO PROVIDE CE:

1.  Use the internet to search for providers that could offer CE

2. Contact Manufacturers, Product Suppliers and other such companies that may offer classes that could be used for CE

3. Contact companies that provide Real Estate CE to determine if their classes could be used.

4.  Maintain a spreadsheet indicating company contacted, date contacted,  contact name and phone number, and outcome.



APPROVING A COMPANY AND INSTRUCTOR AS A CE PROVIDER:

Application:

1.  Upon request for application, either mail or email to applicant



As applications come in:

1. Verify application is complete:

a.  Name of school or business, owner information, contact name, email and phone #

b. Addresses of business, owner and instructor, and Instruction Site

c. Purpose of school, Title of Course

d. Delivery Method, Explanation of procedure for attendance requirements

e. Course Objective and Subject Classification –

· Dealer

· RME

· Salesperson

· General and Specialty Servicepersons

· Park Owners and Managers

f. Completed check list of required material submitted with application.



Instructor Application:  Reviewed after Company Application is approved

4. Verify form completed and signed property, proof of qualifications are attached – must clearly indicate how instructor is qualified to teach the course – and proper payment is included.

5. Verify Course Material is included:

k.  Sample Course Evaluation/Instructor Evaluation Form including Sponsor and Instructors Names

l.  Sample Certificate of Completion Including:

· Course/Class Title

· Sponsor Name

· Name of Licensee or Park Owner/Manager attending course (and Park Name if Park CE)

· Date and Length of course (in hours)

· Instructor or Sponsor Signature

m. Sample Attendee sign in/out sheet showing course information, attendee name and company, sign in and out times.

6.  If anything out of order or documents missing, return application for correction.

7. If proper and complete, approve course and send notification to Sponsor including copy of approved application:

a.  On front of application assign CE #, initial and date.  

b. Stamp paid on top of application 

c. Deposit check





COURSE PROCEDURES:



1.  Sign in sheets are received from sponsor after each class is concluded – must be received within 30 days.

a. For PARKS CE:

· Copies of completed certificates will also be provided with the course sign in sheet

· Enter attendee into the specific Park in the Parks database.  If an attendee owns or manages more than 1 park, be sure to enter into each Park.

· Enter name, position (Mgr, Asst. Mgr, etc.), date of course, name of course, credit hours (minimum 3, maximum 6)

· When all attendees are entered, print an Education Report from the Parks database and retain it as a pdf in the share drive listed by Class Title, Date and Location.

· File copies of certificates in the specific Park file.

· At the end of each calendar year, run another Education Report to determine which parks have not complied with CE.  Send letters to owners of Parks with 30 day notice of intent to file Notice of Violation.  Calendar for 30 days for follow-up.

· For Parks who do not comply by the next available date, forward file to Program Officer for Notice of Violation Order and legal action.

b. For SERVICE PERSON CE:

· Sponsor will forward certificates when licensees have completed CE.  Enter into licensing database, give original to Licensing Officer.

· Licensing Officer maintains separate database 



OWNER AND MANAGER CHANGES / PARK OWNERSHIP CHANGE:

1.  Park Ownership Change:

a.  Provide new owner, via mail or email, with New Owner Packet (cover letter and information on share drive)  and  Park Owner Registration form for completion and return to us – calendar for 15 days for follow-up

· If owner will be manager, include copy of NRS and NAC 118B and acknowledgement form to be returned.  

b.  Provide new owner, via mail or email, with Controller’s Office information including Fax Sheet and  Vendor Registration Form -  include cover letter that explains State Business License and EFT requirements

c. When forms are returned, verify they are complete:

· If Park has a manager, forward NRS and NAC 118B and acknowledgement form to Manager.  Calendar for 15 days for return and follow up.

· Verify State of Nevada Business license on Vendor form is correct.  Fax form to Controller.

· Print a copy of the Secretary of State filing for business license and place in Park File.

· Update database with new owner, manager, contact information, email, etc.

· Update Outlook Contacts with owner, manager, contact information and email.



2.  Park Owner INFORMATION Change Only (no change in owner):

a.  Provide owner, via mail or email,  with Park Owner Registration/Change Form – calendar for 15 days for follow up

b. If Bank Information, mailing address or Tax ID # has changed – provide owner with new Vendor Registration forms as above.

c. Update Parks database and Outlook Contacts

3.  Manager Change:

a.  Provide Owner with Manager Change Form – calendar for 15 days for follow-up

b. When returned, forward copy of NRS and NAC 118B to new manager with acknowledgement form – calendar for 15 days for follow up.

c. When received, verify form is correct – enter updated information into Parks database and Outlook Contacts.

4.  If forms are not received by follow up date, forward file to Investigator.

5. Keep a spreadsheet of how many Owner and Manager changes are processed monthly for Performance Indicators.



COMPLETE MONTHLY PERFORMANCE INDICATORS:



a.  In share Drive, under Performance Indicators, enter the following:

· Number of Park staff attending CE classes

· Number of Owner/Manager change reports processed



Reports issued from this program:

· PARKS ONLY – Education reports for staff attending.  Education reports for staff NOT attending.

[bookmark: _Toc443053968]Cash Receipts/Deposits 

The Division processes payments for permits/inspections, titles, licenses, and the sale of reports.  They take payments in the form of cash, checks, and credit cards.

Deposits

2. Deposit information is collected and updated into 3 logs/spreadsheets.

a. Check Log

b. Deposit Receipt Log

c. Credit Card Receipt Log

3. The Check Log includes all cash and check deposits for the month. The sheets are titled by the date of the deposit.

a. Enter date, name, transaction type, permit number (if necessary), dollar amount, cash or check information, and if the transaction was a walk-in, the corresponding receipt number

b. Verify that all payments have been entered into the check log

c. Make sure that all check numbers, amounts, and receipt numbers have been entered correctly

d. Include deposit slip number,  preparers name, and number of checks  in designated cells at the bottom of the log

e. Verify that all checks have been endorsed

f. Save all changes

4. The Deposit Receipt Log includes all cash and check deposits for the month. The sheets are titled by the date of the deposit.

a. Each column shows the date of the transaction. Going through the check log day by day, enter the quantity of each transaction in the appropriate cell. The grand total at the bottom of the spreadsheet should be the same as the grand total on the check log.

b. Include deposit slip number and date of deposit in designated cells at the bottom of the log

c. Save all changes

5. The Credit Card Receipt Log includes only credit card transactions processed by Paypoint. 

a. Each sheet is titled by the date of the deposit

b. Enter the quantity of each transaction in the appropriate cell.

c. Include the date of the deposit at the bottom of the log

d. Save information and email to financial rep in the Director’s office each day that there are credit card transactions to report
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The Division provides the capability for the public to lookup information from their website.  Two key items that the Division provides are:

· Title Lookup – Public can search and lookup information on manufactured home titles.

· License Lookup – Public can lookup information on licensees.

[bookmark: _Toc443053970] 5.  Key Indicator Reporting



The following are some of the key indicators MHD must track and report on.

		Key Indicators



		MANUFACTURED HOUSING



		Titles Processed



		Go Back Titles – title related requests that must be returned due to insufficient documentation or inaccurate information. 



		Permits Purchased (sold by division)



		Inspections Performed



		Failed Inspections



		Average number of work days to process a title



		Percentage of titles processed in under 10 days



		Average number of work days to process a new license/ issued



		Average number of work days to process a renewal license / issued



		Average number of days to complete an inspection after request for inspection is made



		Number of consumer complaints received against licensees



		LOT RENT SUBSIDY



		Total number of eligible applicants (Fiscal year average)



		Total number of participants receiving subsidy



		Number of new applications received statewide



		Average number of days to complete application processing



		Number of park spaces statewide

· Number of park spaces in Southern NV less park owned homes

· Number of park spaces in Northern NV less park owned homes



		Number of new applications received in Southern Nevada



		Number of park spaces in Southern Nevada less park owned homes



		Number of new applications received in Northern/Rural Nevada



		Number of park spaces in Northern/Rural Nevada less park owned homes



		MOBILE HOME PARKS



		Park staff attending continuing education classes



		Number of Owner and/or Manager Change forms processed



		Number of 118B complaints received



		Number of complaints resolved (LT & Consumer).



		Number of mobile home parks located in Southern Nevada



		Number of park spaces in Southern Nevada



		Number of mobile home parks located in Northern/Rural Nevada



		Number of park spaces in Northern Rural Nevada



		EDUCATION/RECOVERY



		Licensed servicepersons attending continuing education classes (total # of licensed servicemen)



		Consumer complaints against licensed servicepersons received



		Licensed dealers and salespersons attending education classes (total number of licensed dealers)



		Consumer complaints against licensed dealers received



		Number of servicepersons testing for licensure



		Number of servicepersons passing



		Number of dealers and salespeople testing for licensure



		Number of dealers and salespeople passing
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Permits & Inspections

		Permit/Inspection Type

		FY 2013 Volume

		Comments



		1 Hour Inspection – Basic

		618

		



		1 Hour Inspection – Compliance

		26

		



		1 Hour Inspection – Enforcement

		8

		



		Re-Inspection

		343

		



		Installation – Dry

		306

		



		Installation – Wet

		87

		



		Multi-section Home 

		211

		Involves 2 site inspections for this permit type (count of 422).



		Single –section Home

		251

		



		Total Annual

		1,850

		



		

There were 5 inspections that involved a travel fee only.





Inspectors

		Category

		Count

		Comments



		Number of inspectors on staff

		4

		Plus a supervisor for a total of 5.



		Contracted inspectors – typically contracted for remote areas.  They will follow the same process as staff inspectors.  

		TBD

		It is estimated that there will be approximately 100 inspections performed by contracted inspectors in the course of a year. 



		

		

		










Plan Review Volume (Per Year Est.)

		Plan Type

		Count

		Comments



		Factory Plans (without 3rd party approval) 

		125

		



		Factory Plans (with 3rd party approval) 

		68

		



		Residential & Commercial Plans



		140

		



		Total

		333

		







Title Activity

		Activity Type

		Calendar Year 2013 Volume 

(Ending Dec 2013)

		Comments



		Titles Issued

		2,511

		



		Titles Issued (Real to Personal Property)

		3

		



		Real Property Notices Issued 

		146

		Convert to real property.



		Liens Placed

		657

		



		Liens Removed

		239

		



		Oppositions to Lien

		5

		



		Notices of Sale by Auction

		328

		



		Total Annual

		3,86

		



		

		

		



		Database Record Counts

		

		



		Active Title Records

		79,762

		



		Expired Title Records

		174,839

		



		Total Records

		254,601

		







Licensing (Active)

		License Type

		Count as of Aug 2013

		Comments



		Manufacturers

		71

		



		Dealers

		63

		



		Salespersons

		81

		Must be affiliated with a dealer.



		General Serviceperson

		95

		



		Specialty Serviceperson

		187

		Also licensed by the Nevada State Contractors Board



		Responsible Managing Employee (RME)

		36

		Can represent manufacturers, dealers, general servicepersons, or specialty servicepersons. 



		Total

		533

		



		Turn-over:  On the average there is a turn-over rate of approximately 2 to 3 licensees per month.  

Renewals:  All license types are on a 2 year renewal cycle, based on issuance date.  







Education

		Education Item

		Approx. Count

		Comments



		Number of approved education providers

		15

		



		Number of approved courses

		15

		







Complains Investigations (Annual – FY 2013)

		Item

		Count

		Comments



		New Complaints Received

		

		Complaint submitted in writing to MHD on a complaint form.



		   Landlord/Tenant (NRS 118B)

		160

		



		   Consumer (NRS 489)

		106

		



		   Abatement (NRS 461A)

		62

		



		Total New Complaints

		328

		



		

		

		



		Other Activities

		

		



		   Park Visits

		140

		



		   Informal Complaints Managed

		122

		A verbal complaint handled through communication with a 3rd party.



		   Inquires Handled

		1,742

		An issue that can be handled by the investigator without involving any other party.  







Park Statistics (As of 1/24/2014

		Item

		Count

		Comments



		Total Open Parks

		401

		



		Total Spaces for Open Parks

		30,874

		



		Total Spaces Occupied

		26,244

		



		Park Owned Homes 

		3,610

		



		Tenant Owned Homes

		22,634

		



		

		

		



		Lot Rent Subsidy Recipients

		183

		



		Number of Parks with Tenants in the Rent Subsidy Program

		80

		



		1. The Division surveys the parks once per years and assesses an annual fee.

2. Parks are required to report changes in management and ownership to the Division.
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The following are the primary systems used by Manufactured Housing.  The systems are all “stand alone” and not integrated.  The Division is looking to replace all the systems with the exception of the KOVIS document management system which is used to store and retrieve title documents.  The Division desires to have the new system integrate with the document management system in terms of maintaining title records.   

1. Permit Database (MS Access) – tracks permits and inspections.

2. Label/Insignia Database (Foxpro) – Tracks the inventory of labels/insignias.  This includes:

a. Inspectors they are assigned to (inspectors are issued  groups of 50)

b. Permit which it is related to (label/insignia is posted at site upon passing inspection)

3. Licensing Database (Foxpro) – Tracks licensing information on individuals and companies licensed by the division.  Includes: (a) Repair & installation licensees; (b) Dealers; and (c) Manufacturers.

4. Titling Database (Foxpro) – Tracks title information on manufactured homes.  Includes information on title, owners, characteristics of manufacture home and location.  Also prints title documents.

5. Parks Database (Foxpro) – Tracks information on trailer parks, including ownership, location, spaces (both occupied/unoccupied)

6. Investigations Database (Access) – Tracks complaints and investigations.  

7. Open Text, File 360 Document management system – Storage and retrieval of title documents.  This system maintains electronic files of title document images, while the Titling Database (above) maintains the titling data.  However, the two systems are not integrated.  

8. Check Log – Excel sheet used to track check information.

9. Online Lookup

a. Title Search – Public search of title information on Division website (dynamic data).  The Titling Database has a nightly job that creates a title file that is copied to the public facing webserver.  The public facing Title Search application uses that file.  Public Title Lookup site:  http://mhd1.state.nv.us//TitleSearch/request.aspx

b. License Lookup – Public lookup of licensee information (static data posted to the website).



Exhibit 4, below, shows how the current systems are aligned to support the Division’s business functions.


Exhibit 4 – Current Systems Aligned to Business Function

		Process\

System

		1

P & I

		2

Titling

		3

Licensing

		4

Investigate

		5

Parks

		6

Rent Sub

		7

CR/Dep

		8

OL Services



		Permit DB

		X

		

		

		

		

		

		

		



		Label/Insignia DB

		X

		

		

		

		

		

		

		



		Licensing DB

		X

		

		X

		X

		

		

		

		



		Titling DB

		

		X

		

		

		

		

		

		



		Parks DB

		

		

		

		X

		X

		X

		

		



		Investigation DB

		

		

		

		X

		

		

		

		



		Open Text, File 360 Doc. Management

		

		X

		

		

		

		

		

		



		Check Log

		

		

		

		

		

		

		X

		



		Title Lookup – Web Site

		

		X

		

		

		

		

		

		X



		License Lookup Web

		

		

		X

		

		

		

		

		X









Below are lists of key data (not including lookup tables) currently maintained in the following legacy systems:

· Permit Database

· Titling Database

· Parks Database – Rent Subsidy Program
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Below are the fields for the current Permits Database.  The primary data is maintained in one table, with other tables containing lookup values.

		Permit Number

		Install Seal & Cert  Number

		Type of Inspection

		Date Purchased

		Purchaser

		License Number

		Address

		City

		State

		Zip Code



		19758

		

		Plumbing

		7/1/2014

		

		P0036

		2500 S. Valley View Blvd. #105

		Las  Vegas

		NV

		89102



		19759

		

		Plumbing

		7/1/2014

		

		P0036

		5500 La Madre Way

		Las Vegas

		NV

		89031



		19760

		

		Plumbing

		7/1/2014

		

		P0036

		9452 Gladiolus Ct.

		Las Vegas

		NV

		89108







		Installation Wet

		Installation Dry

		Install Code Set

		Multi-section Home

		Rebuild or Remodel

		Plan Approval #

		1/2 Hour Inspection

		Single-section Home

		CC Label

		Re-Inspect



		FALSE

		FALSE

		FALSE

		FALSE

		FALSE

		

		FALSE

		FALSE

		FALSE

		TRUE



		FALSE

		FALSE

		FALSE

		FALSE

		FALSE

		

		FALSE

		FALSE

		FALSE

		TRUE



		FALSE

		FALSE

		FALSE

		FALSE

		FALSE

		

		FALSE

		FALSE

		FALSE

		TRUE







		Travel Fee

		1 Hour Inspection

		Failed

		Pass

		Date Received

		Date of First Inspection

		Date Completed

		Working Days to Complete

		Comment

		Inspector



		FALSE

		FALSE

		FALSE

		TRUE

		17-Oct-14

		

		10/17/2014

		.5

		Re-Inspect $80 paid w/ch# 200412

		Jesse Swapp



		FALSE

		FALSE

		FALSE

		TRUE

		03-Jul-14

		

		7/3/2014

		.5

		Re-Inspect $80 paid w/ch# 200412

		Jesse Swapp



		FALSE

		FALSE

		FALSE

		TRUE

		10-Jul-14

		

		7/10/2014

		.5

		Re-Inspect $80 paid w/ch# 200412

Owner:  Tory Spelling

		Randy Ehardt
















(Permit Database Continued)

		Las Vegas

		Carson City

		Elko

		Dismantled and Substandard

		Destination

		New Purchaser

		Issued By

		Attachment

		New Home or HUD

		Serial Number

		HUD Label Number

		Date of Last Inspection



		TRUE

		FALSE

		FALSE

		FALSE

		

		Yes! Air Conditioning & Plumbing  P0036

		sc

		

		FALSE

		

		

		



		TRUE

		FALSE

		FALSE

		FALSE

		

		Yes! Air Conditioning & Plumbing  P0036

		sc

		

		FALSE

		

		

		



		TRUE

		FALSE

		FALSE

		FALSE

		

		Yes! Air Conditioning & Plumbing  P0036

		sc

		

		FALSE
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Below are the key data elements in the current Titling Database (foxpro).

		Data Element

		Description

		Comments



		Title & Unit Data

		

		



		

		

		



		Title Number 

		Unique title number for the unit (manufactured structure).

		



		Serial number

		Serial number.

		



		Status

		Status of the title.  For example: issued, lien hold, etc. 

		



		Issue Date 

		Title issue date

		



		Expiration Date

		Title expiration date

		



		Activity Reason activity_reason

		Activity code for title action.  For example: new ownership, transfer ownership, lost or stolen, etc.

		



		Previous Title Number 

		Previous title number assigned to the unit.  Note: The system generates a new title number for a given unit when a new title is generated (e.g. for change of ownership.)

		



		Year

		Year manufactured.

		



		Manufacturer

		Name of manufacturer of the unit.

		



		Trade_name

		The name assigned by the manufacturer to the unit, similar to a “model” or “style”.

		



		Unit Type

		Type of unit (e.g. singlewide, doublewide, etc.)  

		



		New Unit

		Indicates if unit is new (true/false).

		



		Width_1_ft

		Width in feet – 1st measurement.

		



		Width_1_in

		Width in inches – 1st measurement.

		



		lnth_1_ft

		Length in feet – 1st measurement.

		



		lnth_1_in

		Length in inches – 1st measurement.

		



		Width_2_ft

		Width in feet – 2nd measurement.

		



		Width_2_in

		Width in inches – 2nd measurement.

		



		lnth_2_ft

		Length in feet – 2nd measurement.

		



		lnth_2_in

		Length in inches – 2nd measurement. 

		



		Width_3_ft

		Width in feet – 3rd measurement.

		



		Width_3_in

		Width in inches – 3rd measurement.

		



		lnth_3_ft

		Length in feet – 3rd measurement.

		



		lnth_3_in

		Length in inches – 3rd measurement. 

		



		Width_4_ft

		Width in feet – 4th measurement.

		



		Width_4_in

		Width in inches – 4th measurement.

		



		lnth_4_ft

		Length in feet – 4th measurement.

		



		lnth_4_in

		Length in inches – 4th measurement.

		



		

		

		



		Address - Physical

		

		



		Phys_addr

		Physical address where unit is located.

		



		Phys_city

		Physical address where unit is located.

		



		Phys_cnty

		Physical address where unit is located.

		



		Phys_st

		Physical address where unit is located.

		



		Phys_zip

		Physical address where unit is located.

		



		

		

		



		Lien Data

		

		



		Lienholder1

		First lienholder.

		



		ienholder2

		Second lienholder.  

		



		Lien1_date

		Date lien was filed on structure – 1st occurrence.

		



		Lien1_removed

		Date lien was removed – 1st occurrence.

		



		Lien2_date

		Date lien was filed on structure – 2nd occurrence.

		



		Lien2_removed

		Date lien was removed – 2nd occurrence.

		



		Lien3_date

		Date lien was filed on structure – 3rd occurrence.

		



		Lien3_removed

		Date lien was removed – 3rd occurrence.

		



		Notice_date

		Date notice was posted to sell.

		



		Sale_date

		Date structure was sold du to lien (typically auction).  

		



		Opposition date

		Date opposition to lien is filed (typically by home owner).

		



		

		

		



		Address – Mail & Documents

		

		



		Mail_addr

		Mailing address for title holder.

		



		Mail_city

		Mailing address for title holder.

		



		Mail_st

		Mailing address for title holder.

		



		Mail_zip

		Mailing address for title holder.

		



		Doc_to_name

		Mailing address to send title documents.

		



		Doc_to_addr

		Mailing address to send title documents.

		



		Doc_to_city

		Mailing address to send title documents.

		



		Doc_to_st

		Mailing address to send title documents.

		



		Doc_to_zip

		Mailing address to send title documents.

		



		

		

		



		Dealer

		

		



		Dealer_nbr

		Dealer number associated to sale of unit (# assigned by MHD).

		



		

		

		



		Cost Data

		

		



		Structure_cost

		Cost of the structure.

		



		Materials_cost

		Material cost for structure.

		



		Sales_tax

		Sales tax amount.

		



		Insignia_nbr

		Insignia number assigned to the structure (# assigned by MHD).

		



		

		

		



		Owner Name

		

		



		Last_name

		Owner name.

		



		First_name

		Owner name.

		



		Connection

		Type of relationship the owner has to the unit. 

		



		

		

		



		Misc. 

		

		



		Title_printed

		Indication that the title was printed – used internally by the system (Y/N).

		



		

		

		









User Interface for the Legacy Titling Database

[image: ]
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Below are the key data elements related to the Rent Subsidy program in the current Parks Database (foxpro).

		Data Element

		Description

		Comments



		Applicant/ Recipient Information

		Profile of applicant/recipient

		



		SSN

		Social Security Number

		



		Name

		Name of applicant/recipient.

		



		Sex 

		M/F

		



		Date of Birth

		Date of birth of applicant/recipient.

		



		Age

		Age.

		



		Park Number

		Park where applicant has residence. 

		Foreign Key to Park



		Mailing Address

		Mailing address.

		



		Lot Address

		Physical address of lot.

		



		Lot Size 

		Type of lot – single, double, triple, or special.

		



		Date Applied

		Date applied for subsidy program.

		



		Date Approved

		Date approved for subsidy program.

		



		Date Effective

		Effective date that applicant is eligible for subsidy program.

		



		Date Denied

		Date applicant is denied.

		



		Date Ineligible

		Date applicant is no longer eligible for program.  

		



		Status

		Current status of applicant, e.g. “approved”, “denied”, etc.

		



		Subsidy Amount

		Amount ($$) of subsidy applicant qualifies for.  

		



		Comments

		Free format comments.

		



		

		

		



		Subsidy Payments

		Monthly payments to parks

		



		Voucher Number

		State accounting system voucher number for payments to the Park.

		



		Data Sent

		Date the Controller issued the payment.

		



		Effective Date

		Effective date for park/recipient to receive monthly payment.  

		



		Amount

		Amount of monthly payment.

		



		

		

		



		Payment History

		Payment history for recipient

		



		Effective Date

		Effective date for park/recipient to receive monthly payment.  

		



		Rent

		Month rent the recipient pays.

		



		Subsidy

		Amount of subsidy the recipient receives.  Amount Park reduces rent.    

		



		Voucher Number

		State accounting system voucher number for payments to the Park.

		Same as Voucher Number under Subsidy Payments (above).



		

		

		



		Park Profile-Lot Rent Subsidy

		Information in the Park’s profile that is relevant to the Rent Subsidy Program

		



		Vendor Number

		Vendor number assigned by the Controller’s Office.  Used for payments.

		



		ID-Number

		Federal Tax ID number.

		



		Payee Name

		The name used by the Park for payments.  

		



		Bank Name

		Name of financial institution where the park has their account.

		



		Account Number

		Bank account number where payment is deposited.  Note: this is typically blank or contains last few digits of account.  Note: the Controller’s Office will maintain this in the State financial system.  

		



		

		

		







User Interface for the Legacy Parks Database
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NEVADA MANUFACTURED HOUSING DIVISION
Projects Requiring a Permit

‘Additional
. Cost (each
Project Addtions 30
(Classification | ype of Project Base Cost | minutes oftime )
Inspection of Manufactured/Mobile/Modular Home - Single Section 5160.00 N/A
Inspection of Manufactured/Mobile/Modular Home - Multiple Section $240.00 /A
installation  [Inspection of Commercial Coach (Wet) $160.00 N/A
Inspection of Commercial Coach (Dry) $140.00 N/A
Re-Inspection 580.00 N/A
Heat Producing Appliance (nsail $90.00 540.00
[Wiring Repair or Modification”®* (wih dlecrc or continaty tes) $90.00 $40.00
Electrical Service Feeder Replacement fwi dcectricor continuy test) $90.00 540,00
Distribution Panel Replacement** (with deectricor contuty est 590.00 540,00
(Conversion of HoMe* * (rom gas & iectric to i sectric home) $90.00 $40.00
[Plumbing Drain/Water System Replacement 590.00 540.00
Heat Producing Appliance Install exceptcooksovel $90.00 54000
|Gas System  [Low Pressure Manometer Test*** (1 e-estbish seviceatermerrupion) 590.00 $40.00
[Piping Modifications** (with high & low pressre tests) $90.00 54000
[Hvac On-Site Heating Unit Replacement 590.00 540.00
[OnSite AC Unit Install or Replacement $90.00 $40.00
[structural Remodel*~ $90.00 54000
Damage Repair™ (due t fre, food wind wransportaton ec) 590.00 $40.00
Replace 25% or more 590.00 $40.00
[Truss, Sheathing, Sub-Roof, and Shingle** $90.00 $40.00
Roofing Penetrations and Jacks** 59000 540,00
Valley Construction** $90.00 $40.00
Dormer Construction** $90.00 540.00
[Miscellaneous ~[Iinstall Solid Fuel Burning Device (e, freptace, wood stov, etc) $90.00 540.00
[Accessory Structures Attached to the Home (ic corort, awning, etc] $90.00 $40.00

“* Indicates that the inspection requires approved plans or a scope of work
*#% As required by a local utility company

Note: The Division will conduct inspections of Structural Perimeter Foundations ONLY in jurisdictions that
do not otherwise conduct inspections of foundations for Manufactured, Modular or Mobile Homes. All

foundations must be designed and stamped by a Nevada Registered Engineer or Architect and approved
through Manufactured Housing Division.

| Ifvouhave anv guestions about vaur nraiect nlease contact the divisian for clasification Awr addegecoe L
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'DEPARTMENT OF BUSINESS AND INDU:
MANUFACTURED HOUSING DIVI
1830 E College Phwy, Suite #120, Carson City NV
Phone 775-684-2940; Fax 7756
‘mhanv.gov

NSE
ANNUAL FEE CALCULATION

. TOTAL NUMBER OF LOTS IN THE PARK —
(Including vacant lots, park owned & privately owned hom

. TOTAL NUMBER OF LOTS WITH PARK OWNED HOMES -
(Homes MUST b titled in the Park or Corporate Owner's name)

3. TOTAL ON LINE 1, MINUS TOTAL ON LINE 2 =
(Line 1, minus Li ine 3)

4.LOT FEE CALCULATION: Line 3 times $5.0
5.LOT RENT SUBSIDY TRUST FUND:  Line 3 times $12.00 =

6.TOTAL = LINE 4PLUS LINE 5 _(Line 4 + Line 5 = Line 6) s.
“*(Attach your payment for this amount; must be received by MHD within 30 days of
Receipt as noted by US Post Office, along with COMPLETE, ORIGINAL FORM NO FAXES)™

IF REPORT AND FEES ARE RECEIVED BY THE DIVISION AFTER 30 DAYS,

\PLETE THE FOLLOWING AND SUBMIT YOUR FORMS INCLUDING PENALTY PAYMENT:

A50% PENALTY 1S DUE IF PAYMENT IS NOT RECEIVED BY THE DIVISION WITH THE PROPERL)
‘ORIGINAL REPORTING FORM WITHIN 30 DAYS OF RECEIPT AS NOTED BY THE US POST OFFICE:

PENALTY IF APPLICABLE - 50% X Line & s @
TOTAL INCLUDING PENALTY - Line 6+ Line 7 s (Total

DEMOGRAPHICS
(LOT SIZE REFERS TO MAXIMUM SIZE THE LT WILL HOLD, NOT THE SIZE OF THE HOME OCCUPYING THELOT

How many SINGLE WIDE LOTS do you have? ; Howmany are vacant?
How many DOUBLE WIDE LOTS do you have? How many are vacant?

How many OTHER/SPECIAL LOTS do you have? How many are vacant?

CURRENT SPACE RENT:
Single wide § Double Wide $ Other/Special §

HOW MANY HOMES WERE OBTAINED BY THE PARK THROUGH LIEN SALES:
HOW MANY OBTAINED BY THE PARK THROUGH LIEN SALES WERE RESOLD/GIFTED?

RETURN BOTH PAGES OF THIS FORM WITH PAYMENT TO: Manufactured Housing Division
1830 College Parkway, Suite 120
‘Carson City. NV. 89706

Page 102

Tools

Fill & Sign

Comment
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'DEPARTMENT OF BUSINESS AND INDUSTRY

‘mhanv.gov
PARK OWNERSHIP AND MANAGEMENT INFORMATION
w <PLEASE PRINT CLEARLY OR TYPE THIS FORM'
4 SORIGINAL, LEGIBLE. COMPLETED AND SIGNED FORM MUST BE RECEIVED BY THE DIVISION. ALONG
WITF PROPER PAYMENT WTHIN 30 DAYS OF THE USPS NOTED DELIVERY DATE, OR PENALTIES WILL APPLY.

1, HAVE THERE BEEN CHANGES IN THE FOLLOWING PARK OWNER INFORMATION;
NAME, ADDRESS, PHONE, EMAIL, TAX .0, OR BANK ACCOUNT? ves ([ vo (O

F YES, COMPLETE THE SECTION BELOW.

PARK OWNER(S)

amy
PHONE
NEW BANK NAVE TAXLD.#

2 HAVE THERE BEEN CHANC
IF YES, COMPLETE THE SECTION BELOW:
PARK MANAGER
ADDRESS
amy
PHoNE
ASSISTANT MANAGER
ADDRESS
om
PHoNE caiL Fax

IN ACCORDANCE WITH RS 118B.065 ANY CHANGES IN PARK OWNERSHIP OR MANAGEMENT MUST BE
'REPORTED ON PROPER CHANGE FORMS. SEE WEBSITE FOR FORMS OR YOU MAY CONTACT THE

DIVISION TO REQUEST FORMS.

(L WE) HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ALL THE INFORMATION ON THIS DOCUMENT
TRUE AND CORRECT.

FORM COMPLETED BY: (PRINT NAME & TITLE) ‘SIGNATURE:

850x11.00in
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Owners & Managers ent History Euscwodud Subsidy Payments Eduuﬂnn Lookup
Name: PLEASANT VALLEY MOBILE HOME COMMUNITY Number 3800 Curem sm.s OPEN |Z|
Location: 3800 S DECATUR BLVD I LAS VEGAS CL | NV | 89103
Mail Addr: | P O BOX 11427 SANTA ANA CA | 92711
Spaces Mobile Homes Master Meters [ . |
Number Occupied Park Type: Family [+]
sw [ 17 16 For Sale: __0_ b
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3 Bank Name: FARMERS & MERCHANTS BANK
1X- 1
sk o [







image7.png

| Labels Insignias.pdf - Adobe Acrobat Pro

=

Ele Edt View Window Help

£ open |

Faae-| | [[H @ S &

| &

czkhbh oo

e T

¥

1

I T 11

18] N s a7, o i e e foms o

PDF Portfolios

@

APPROVED INSTALLATION
SITE

INSPECTION
AGENCY

STATE (
MA
HOU:

Installation Label

This label is attached to Manufactured Homes and Commercial Coaches by a Division
Inspector or Designee who has approved the installation and certifies that the installation is in
compliance with NRS 489 and NAC 489. A Certificate of Installation is issued in
conjunction with the label. This label is dark blue in color with silver text.

NAC 489.405 Certificate of installation and matching label required for occupancy; provision of certificate to
purchaser. (NRS 489231, 489,251, 489 501, 489.507)

. Nomanufactured home, mobile home or commercial coach that is moved from one location to another may be
occupied as a dwelling unit or otherwise unless a certificate of installation and a matching label has been issued certfying
that the manufactured home, mobile home or commercial coach has been installed in accordance with NAC
489.400 to 489.416, inclusive.

2. A dealer shall provide the original copy of the certificate of installation to each purchaser of a new manufactured
home within 15 days after it has been inspected and approved.

[Mfd. Housing Div., Mobile Homes Reg. part § 200, eff. 12-20-79] (NAC A 3-26.93; 8-23.95; R192.05, 9-18-2006)
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STATE OF NEVADA

Commercial Coach Compliance Label

O (used unit)

This label is issued after an onsite inspection has been conducted on a used commercial coach
that does not have a compliance label affixed to the unit. The label and certificate of compliance
are issued only if the structure complies with the building codes adopted by NAC 461 or NAC
489. This label is silver in color with dark blue text.

NAC 489.185 Certificates and labels of compliance. (NRS 489.231, 489.241)
1. The Division will issue labels of compliance to manufacturers of commercial coaches if:
(2) The Division has approved plans and specifications;

(b) The Division has inspected the manufacturing plant to approve the quality control of its construction and the
qualifications of its key personnel; and

() The manufacturing plant has employed an independent firm to certify compliance with all applicable construction
standards.

2. The manufacturer shall apply for labels of compliance upon the form supplied by the Division.

3. The Division will issue a certificate of compliance to the owner of a used commercial coach and attach a label of
compliance to such a commercial coach if

() The certificate of compliance or label of compliance is missing;
(b) The commercial coach complies with the:
(1) Codes and standards adopted by the Division in NAC 489.177; and

() Americans with Disabilities Act of 1990, 42 U S.C. §§ 12101 et seq., and the regulations adopted pursuant
thereto; and

O (€) Any reconstruction or ateration of the commercial coach has been completed and approved by the Division

[Mfd. Housing Div., Mobile Homes Reg. §§ 400 & 405, eff. 12-20-79}—(NAC A 8.23.95; R192.05, 9-18-2006)
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-#%) Manufactured Housing Division

THIS INSIGNIA™ REMAINS THE
PROPERTY OF THE STATE OF NEVADA
MANUFACTURED  HOUSING ~ DIVISION

“This insignia is for new Factory Built Units or Modular Buildings that have been manufactured
by a Manufacturer licensed with the Division. The insignia i issucd to an approved Third Party
Reviewer who will affix the label to the unit at the manufacturing plant prior to shipment of the
building to Nevada. This insignia is dark blue in color with silver text.

NRS 461.190 Insignia of approv

1. Factory-built housing manufactured afe th effctive date of the regultions for that housing adopted pursuant o
ihis chapter whichissold or offered for sle 0. first user within this St must ber an nsigne of approval isucd by the
Division.

2. A manufactured buikding fabrcated afle the effctive date of the regultions for tha buiking adopted pursuant o
thischapier which i soldor offerd or sale 0. ist user within this State must bear en nsigne of approval ssued by the
Division.

3. The Divison may issue insignia, medallons,symbols or ta issued by the appropris
designated by the uniform codes and standards adopied pursuant to NKS 461,110 10 Sgniy
provisions of NRS 461 17

4 The Division may provide by regulaion for the approval of any factoy-built housing or manufactured bui
‘which has been inpected and approved by th approprite certfing authoriics of anothe Juridiction which has
allthe codes and standards adopted pursuant 0 MRS, 461.170 without acdiional inspecton ot ssuance of sditional
insignia, medallons, symbs or tags by the Division

(Added 10 NRS by 1971, 1313; A 1973, 456, 1979, 1220; 1999,
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State of Nevada

Manufactured Housing Division

THIS INSIGHIA REMAINS THE

@ PROPERTY OF THE STATE OF NEVADA

£ MANUFACTURED HOUSING DIISION
anFACTURER
semaLe
oATE WAUTAGTURED
D APPROVAL 8
wepeCTION AGENCY
seisuic zone
Lonp:Roor Floon
THIS BUILDING 1S APPROVED AND I COMPLIANCE wiTh |
NRS 401 FOR MANOFACTURED AND. COMBERGIAL |
[BUILDINGS, EXCLUDING FACTORY BUILT HOUSING. THE |
BUILDING BEARING Thi3 INSIGMA SHALL NOT RAVE 5
CONSTRUCTION . MODIFIED OR ALTERED ' t.88

APPROVED BY THE STATE OF NEVADA MANUFACTURED

Manufactured Building/Commercial Coach Insignia

(new unit)

This insignia is used for each new Manufactured Building or new Commercial Coach that has
been built by a Manufacturer licensed with the Division. The insignia is issued to an approved
‘Third Party Reviewer who will affix the label to the unit at the manufacturing plant prior to
shipment of the building 1o Nevada. This insignia is silver in color with black text.

NRS 461.190  lnsignia of approval.

1. Factory-built housing manufactured aftr the efective date of the regulations for that housing adopied pursant o hi
chapter which 1s soldor offered for sal toa first user within this Sate must bear an insigne of spproval ssed by the Division.

2. A manufactured building abriated afe th effctive date of the regulation for tha buiding adopied pursuan t tis
chapter which s sold of ofered for sl to 2 first user withi this State must bear n insigne of approval sused by the Division

2 The Division may issuc insigna, medallion, symbols o tags ssued by the sppropriate cerifing authoriy designaied
by the niform codes and standards adoped pursuant to NES.461.17010 sigaify compiiance withal the provisions of
46L170.

. The Division may provide by rgulation forthe approval o any actory built housing or manufactured building which
has been inspectcd and approved by the appropriate certifing authoilies of ancthr fusdicion which has dopied alhe
codes and standards adopted pursuant o NRS 461170 without additiona inspection o ssuance of ad
medallions, symbols ortags by the Division

(Added to NRS by 1971, 1313; A 1973, 456: 1979, 1220; 1999, 929, 2007, 385)
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MHD RFP Attachment  O Requirements Matrix.xlsx


MHD RFP Attachment O Requirements Matrix.xlsx
Instructions

		Vendor Instructions

		Manufactured Housing Division

		ATTACHMENT: O

		This page provides information to assist the vendor in responding to the Replacement of MHD's Core Systems RFP #:  3238



		Project Priority

		Priority		Description

		1		This requirement is a very high priority and should be implemented within the scope of this project.

		2		This requirement is a high priority and the vendor's system should be able to effectively support it.  However, implementation of this functionality can be deferred to a future project.

		3		This requirement will need to be met at some point in time.  However, it is not required within the scope of this project.



		Vendor Response

		Condition		Description

		S – Standard Function		The proposed system fully satisfies the requirement as stated.  The vendor must explain how the requirement is satisfied by the system.

		M – Modification Required		The proposed system requires a modification to existing functionality to meet this requirement which requires a source code modification.  The system will be modified to satisfy the requirements as stated or in a different format.  The vendor must explain the modifications and include the cost of all modifications above and beyond the base cost in Attachment J, Project Costs.

		F – Planned for Future Release		This functionality is planned for a future release.  The vendor must explain how the requirement will be satisfied by the system and when the release will be available.

		C – Custom Design and Development		The proposed system requires new functionality to meet this requirement which requires a source code addition.  The vendor must explain the feature and its value, and include any cost above and beyond the base cost in Attachment J, Project Costs.

		N – Cannot Meet Requirement		The proposed system will not satisfy the requirement.  The vendor must explain why the requirement cannot be satisfied.

		O – Other Software		If the requirement is to be satisfied through the use of a separate software package(s), vendors must identify those package(s) and describe how the functionality is integrated into the base system.

		Included in Scope of this Project?

		Requirement
Inclueded in the Scope of This Project?
(Yes/No and Est Cost)		The vendor indicates in this field weather or not this requirement is included within the scope (and cost) of this proposal.  For example, the vendor's software may have the capability of meeting a specific requirement; however it is not within the scope of this proposal due to project budget constraints (in which case they would answer "No").

The purpose of this field is to allow vendors to indicate that their solution can meet the requirement, however, the total available budget is not adequate to include within the scope of this project.  However, it can be included in the future at a specific cost.  If the vendor answers "No" (even if they can meet the requirement) - do not include that cost in Attachment J, Project Costs.

		Vendor Response Explanation



		This section is provided for the vendor to explain and/or elaborate on the Condition selected under vendor Response (Column F).  The vendor must be very clear and concise.  If appropriate, to provide more in-depth information, then the vendor can X-reference other materials.





Requirments sections

		STATE OF NEVADA
Manufactured Housing Division

		Replacement of Core Systems

				                                                                  Requirement Sections (This table is in reference to tabs within worksheet)

		1.0		General Enterprise Requirements (System features & functionality that supports all business processes within MHD)

		2.0		Permitting & Inspections 

		3.0		Licensing

		4.0		Investigations

		5.0		Lot Rent Subsidy Program

		6.0		Labels and Insignias

		7.0		Mobile Home Parks

		8.0		Titles





























1.0 General Enterprise

				MHD Replacement of Core Systems - RFP#:3238



		FUNCTIONAL AREA:  1.0 - GENERAL ENTERPRISE REQUIREMENTS

		(A)  The General Enterprise Requirements can apply to all functional areas and business processes within the Manufactured Housing Division.





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		1.1		The system shall support a global feature of exporting all data to a printer or a file in a Word, PDF or Excel format.				1

		1.2		The system shall support linking records across functional areas (using available foreign keys), including, but not limited to: 
-  Licensee record (license #)
-  Permit record (permit #)
-  Inspection record (permit #)
-  Park record (park #)
-  Lot rent subsidy (park #, applicant/recipient)
-  Title (serial # of unit)
-  labels and insignias (label/Insignia #)
-  Inspectors - link to permit/inspection/labels & insignias

(note: the current databases currently do not have this integration, they are all stand-alone)				1

		1.3		The system shall globally  support key business functions/processes described  in the attached document "MHD Operation and IT Overview"				1

		1.4		The system shall provide robust capability to support multiple user roles, including, but not limited to:
-  System Administrator
-  View only
-  Update and execution of processes (based on functional area they are responsible for
-  Supervisor - for approval of certain transaction, updates or over-rides.				1

		1.5		The system shall provide the capability to automate correspondence.  This can include, but not limited to: 
-  Allow users to create/modify/setup letter templates
-  Automatic generation of form letters (populated from the database) 
-  Mail merge, automatic generation of mail labels 
-  Automatic generation of letters and emails (based on MHD business rules)				1

		1.6		The system shall provide reporting/query tools that allow end users to create and run reports (users can define data, selection, filter, sort criteria, and basic mathematical formulas).  Capabilities shall include, but not limited to:
-  Ad hoc report generation
-  Complex data searches
-  Generation of statistical reports
-  Trend analysis reports
-  Ability to download results into documents and spreadsheets (including transferring queries to Microsoft Office products)
-  Printing reports				1

		1.7		The system shall provide the ability for a trained system administrator (with minimal technical background) to modify system lookup values.				1

		1.8		The system shall provide the ability for a trained system administrator (with minimal technical background) to setup and modify letter templates.				1

		1.9		The system shall provide the ability to perform mail merges/generate mailing labels.  				1

		1.10		The system shall provide comprehensive security feature, including, but not limited to data encryption, complex user passwords, separation of duties, audit trails, cyber security (if vendor is hosting), etc. 				1

		1.11		The system shall support processing financial transactions related to payments for permits, fines, titles, licensing, and other items.  This includes, but not limited to:
-  Generating receipts
-  Tracking payments to transaction (e.g. permit, title, licensee, etc.)
-  NSFs
-  Tracking accounts receivables				1

		1.12		The system shall support integration with the State's payment processing vendor (Wells Fargo) for accepting online payments (e.g. paying for permits online)				1

		1.13		The system shall have a comprehensive, reliable backup and recovery capability along with a recovery plan and instructions.				1

		1.14		The system shall have reasonable response-time/performance for both  "Back office" users (state staff) and external customers (accessing services over the Internet).  Note: The state understands the vendor is not responsible for those items outside it's control, such as the State's network or the Internet.  This requirement is to ensure the vendor's solution is properly designed for performance and efficiency.				1

		1.15		The system shall allow authorized users to configure "alerts" based on dates, timeframes, task dependencies, etc.				1

		1.16		The system shall have streamlined navigation, where there is a minimal amount of screens and clicks to accomplish a task.				1



























2.0 Permits & Inspections

				MHD Replacement of Core Systems - RFP#: 3238



		FUNCTIONAL AREA:  2.0 - Permits and Inspections





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		2.1		The system shall support the core permitting and inspections processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
-  Issuing Permits
-  Scheduling and Conducting inspections (including re-inspections)
-  Recording Inspection Results
-  Plan review
				1

		2.2		The system shall provide menu driven system at time of permit application to automatically generate permit numbers, automatically generate fees, geographic area and type of permit. Ability to “auto populate" known fields.  System checks to see all required information is valid before proceeding to issuance.				1

		2.3		The system shall allow generation of daily inspection reports pending by office, area, inspectors and type, including open permits and 30 days prior to expiration.				1

		2.4		The system shall provide the ability to look-up all active licensees and permits with the state by category and/or location, look up by license #, name of company, and name of responsible personnel by date.				1

		2.5		The system shall allow search, retrieval and viewing/editing of all active permits, status, activity, attached documents or geographic location.				1

		2.6		The system shall allow email and/or text notifications to applicant of issuance, status, inspections, inspection failures, corrective actions, scheduled request confirmations or other issues.				2

		2.7		The system shall have automated alerts and reminders for staff based on key dates, events or timeframes.				1

		2.8		The system shall have the ability to generate ad hoc reports generated from user defined query. Reports shall have built in templates and also the ability to generate reports defined by user using any/all data fields. The system shall have the ability to include wildcards in search query.				1

		2.9		The system shall have the ability to flag permits that are still open or need corrections. System reminds staff weekly of items so they can be addressed in a timely manner. Flag permits based on 10, 20 and 30+ days aging for appropriate follow up and generate  those reports.				1

		2.10		The system shall have the ability to calculate time and travel costs automatically from the location of the assigned inspector to the applicant’s site of inspection; including manageable parameters for both a time factor and a distance factor.				1

		2.11		The system shall have the capability upon final inspection, seal and certificate information to be entered into database.				1

		2.12a		The system shall allow users to attach and manage documents and pictures related to a permit or inspection. User shall be able to label and categorize documents and allow a comment section.				1

		2.12b		The system shall support a compliance label and insignia database to support  the entry, lookup and reporting of Trip permits, IN labels, FH insignias, CC insignias, and MC insignias. 				1

		2.12c		The vendor shall support data conversion of the existing Trip permits, IN labels, FH insignias, CC insignias, and MC insignias database into the new system.				2

		2.13		The system shall support a compliance label and insignia inventory system allowing for effective tracking of labels and insignias, including a way to complete a periodic reconciliation of all labels regardless of status, like; installed on building, in possession of inspector, in file cabinet not yet assigned.				1

		2.14		The system shall allow users to apply re-inspection fees and corrective actions to permits and inspections.				1

		2.15		The system shall allow the capability to flag open permits if a licensee has had their license revoked, suspended or expired.				1

		2.16		The system shall allow users to easily navigate and view information on a permit or inspection including but not limited to:
- Contact information (all parties connected to the permit)
-  Activities/correspondence
-  Corrective actions
-  Violations
-  Re-inspections
-  Actions taken
-  Payment history
-  Inspection history
-  Documents attached to permit
-  Licensee
-  Compliance labels and insignias issued
- Addenda
- Dates (all)
- Any field				1

		2.17		The system shall provide the ability to close a permit if a vendor is fired by the owner and have the ability to reference it to a new permit issued to complete the work. Ability to flag new permit for follow up by staff of proper closeout of prior permit.				2

		2.18		The system shall track and report permit and inspection related metrics.  Examples including, but not limited to:
- Timeframes between key dates or events
- Avg. timeframe from permits open to closed, by type
- Avg. timeframe to complete certain tasks
-aging reports showing permits that are taking excessive time
- permits by type, opened/closed in a user defined time period
- permits assigned to a specific investigator/auditor				1

		2.19		The system shall provide the ability in the permit application process to have a field for permit numbers or multiple permit #'s from other agencies corresponding to the MHD permit being issued. 				1

		2.20		The system shall provide the ability to determine if engineering or plan check is required, and the ability to figure those fee’s into a permit application. 				1

		2.21		The system shall provide the ability to allow public access via the internet to, including but not limited to:
- purchase permits
- pay online
- request inspections
- look-up a list of all active licensees with the state by category and/or location
- Real time updates/results of inspection requests.
- View applicant’s active permits, status, corrections and activity 
				2

		2.22		The system shall support an administrative function to allow authorized users to maintain and modify fees related to the various permits.				1











3.0 Licensing

				MHD Replacement of Core Systems - RFP#: 3238



		FUNCTIONAL AREA:  3.0 -Licensing 





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		3.1		The system shall support the core licensing processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
-  Processing new applications
-  Processing renewals
-  Processing record changes (e.g. status, contact information, effective dates, licensing information, etc.)
				1

		3.2		The system shall support a database for the entry, retrieval and management of licensing.				1

		3.3		The system shall support the maintenance of contact records for "individuals", including, but not limited to the following fields:
SS Number, Last Name, First, Address, City, St, Zip, Cell Phone, Work Phone, Personal Email, Application Received, License Classification, Title with drop down for Owner, Officer, Salesperson, or RME option; Date original license issued or denied, Status, Reason for Denial, Comments.  				1

		3.4		The system shall support multiple licenses for an individual licensee.  Also, maintain records of both active and inactive licenses.  				1

		3.5		The system shall support “Company” records with the following fields:  License Number, Business Name, DBA Name, Physical Address, Mailing Address, City, St, Zip, Phone, Company Email, Status, Date original license issued, Expiration date, and Comments.

The system shall also identify the company type (e.g. sole proprietorship, LLC, etc.).
				1

		3.6		The system shall allow additional information fields for any given license type to support any unique data requirements.  (For example, Specialty Serviceperson Licenses require the licensee to have a valid contractor's license from the Nevada State Contractor's Board, which has 50 plus classifications.  Users will need to the classifications that apply.).				1

		3.7		The system shall support relationships between "individuals" and "companies".  The relationships should include, but not limited to:
-  Relationship type (e.g., owner, partner, officer, member, employee)
-  Effective dates of relationships (for active and inactive status)
				1

		3.8		The system shall support “Limited Lien Resale License” with the following fields:  Mobile Home Park, Landlord or Manager, Year and Manufacturer, serial Number, Date license issued; Disclaimer: This license is valid for one sale of the above listed manufactured home only.  A copy of this Limited Lien Resale License must be provided to the buyer at the time of the sale. NAC 489.780
(Note: this is a newer license type not tracked in the current FoxPro database.  These are issued for a one-time sales transactions)				1

		3.9		Generate a monthly report of all expired licenses and also print applicable renewal applications that can be edited at any time.				1

		3.10		The system will automatically change status of all companies who’s expiration date has passed, to “inactive.”

The system will also generate a "license expired" notice that can be sent to the licensee.  				1

		3.11		The system shall support ease and flexibility in the configuration of license document formats (layout and data elements) and support multiple options for printing using standard printers.   				1

		3.12		The system shall automatically generate license numbers when licenses are issued.  The system shall provide MHD options to customize the numbering system format to meet it's needs (for example, options to include alpha characters, imbed year, etc.).				1

		3.13		The system shall provide the option to automatically generate renewal notices.  The system shall provide the option to print (for standard mail) or send email notifications to licensees.  				1

		3.14		The system shall provide flexible reporting capabilities (ad hoc and development of standard reports) related to licensing information.  				1

		3.15		The system shall support licensees performing  online renewals (over the Internet). 				1



































4.0 Investigations

				MHD Replacement of Core Systems - RFP#: 3238



		FUNCTIONAL AREA:  4.0 - Investigations 





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		4.1		The system shall support the core Investigations processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
-  Capturing data for: complainant, respondent, complaint, other parties associated to the complaint/case
-  Maintaining log of all activities and correspondence
-  Generate correspondence (letters & emails)
-  Assigning cases
-  Updating status and resolution
				1

		4.2		The system shall have the capability of Menu driven system to facilitate complaint information entry. Should include menus for: Type of complaint, Dates, Investigator, Location, Resolutions, etc.				1

		4.3		The system shall allow Open fields for Complainant and Respondent information, plus other contacts related to the case.				1

		4.4		The system shall allow Open fields for Case Notes				1

		4.5						1

		4.6		The system shall support Electronic storage (attached to a case) of complaint documents, letters, orders, photos etc.				1

		4.7		The system shall have the ability to print screen (not just screen print – but to be able to print complete field)				1

		4.8		The system shall support the Ability to Generate Reports on complaints by Type, Location, Date Range, Status (open, closed, currently open, hearing requested, fines issued) Complainant, Respondent, Hearings, Violations, Fines, all fields.				1

		4.9		The system shall provide the ability to generate Monthly Investigations Report, Ability to generate notifications to Investigators of critical dates or actions needed.				1

		4.11		The system shall have the Ability to associate complaints with Park data (i.e. the mobile home park that is associated with the complaint).  Users should be able to lookup a park record and view all complaints associated with that park.   

When a case is setup, the users should be able to link the park record the  case.				2

		4.12		The system shall generate statistical reports, including  performance indicators - # of complaints by type, # closed, average days to close				2

		4.13		The system shall support an online, interactive,  complaint form, where the public can submit a complaint using the internet.  				3

		4.14		The system shall provide the ability for the public to Look-up, using the Internet,  disciplinary action taken by the Division against Licensees and Parks. 				3

		4.15		The system shall provide the  ability  for a complainant to track the status of their complaint using the Internet.				3





5.0 Lot Rent Subsidy

				MHD Replacement of Core Systems - RFP#: 3238



		FUNCTIONAL AREA:  5.0 - Lot Rent Subsidy





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		5.1		The system shall support the core Lot Rent Subsidy Program processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
- Application Process
-  Monthly Process (including tracking subsidy payments)
-  Annual Process
				1

		5.2		The system shall have the ability to support multiple fields. Fields to include: Last 4# of SS, Name, Space #, Date application received, Sex, DOB, auto populate Park address from Park database, lot address, mailing address, phone #’s, email address, size of home, rent amount, date applied, date approved, date subsidy starts, status dropdown, subsidy amount, reasons for denial dropdown, dropdown for specific codes,  income, nationality, disabled, single parent household, county, female head of household, household type, number of adults, number of children, automatic # for waitlist, comment section, with all information printable.  				1

		5.3		The system shall free format "notes" field for the recipient record.  (For example, may include notes for contacts, such as name and phone number of social worker or family member)				1

		5.4		The system shall provide the ability to search and sort by any, and multiple, fields and issue reports based on particular field search and date ranges.				1

		5.5		The system shall provide the ability to create customized reports & program statistics – export to Excel or mail merge for letters and labels. 				1

		5.6		The system shall have the ability to generate reports for recipients by park, current recipients, amounts paid by recipient, park for date ranges, statistics for monthly average time for approvals,  number of go back letters sent, # of recipients by area, denials, approvals, ineligibles and waitlist.				1

		5.7		The system shall provide tracking for refunds due from parks to MHD.  (Example: MHD continues to pay the park for a subsidy recipient that is no longer qualified.  The park must refund any excess funds paid back to MHD).  				1

		5.8		The system shall have the ability to generate mail merge labels and all letters to parks and recipients.				1

		5.9		The system shall have the ability to integrate “go back” letters and track for time.  If there are deficiencies in the subsidy applications, then MHD sends "go back" letters to the recipient - requesting the missing information or paperwork.  The system shall have the ability to:
-  Track "go back" letter correspondence, and
-  Track and report timeframe for the recipient to respond back to MHD (included identifying overdue responses)				1

		5.10		The system shall have the ability to generate emails from program to recipient and park.				1

		5.11		The system shall provide a link to the Parks record for rent increases, park address changes, manager or owner contact information.				1

		5.12		The system shall have the ability to calculate monthly subsidy amount and print customizable report for accounting.				1

		5.13		The system shall have the ability to process annual renewals – date application received, if accepted, if sent back, follow up dates, reason for go back, contact dates, percentage of go backs for year, reason codes for go backs, status reports.				1

		5.14		The system shall provide the generation of reports that show payments to Park and refunds back to MHD.  (This information will be used to reconcile with the State Accounting system).				1

		5.15		The system shall have the ability to report to assist with budget projections generated from system – using statistics input by Division and populating the amount paid out monthly.  This includes the following:
-  Calculate total amount payments Fiscal YTD, less refunds back to MHD, and 
-  Project payments out for the rest of the Fiscal Year.				2

		5.16		The system shall have the ability to integrate with title records to show titles in recipients name or address.  (Note: this is used to ensure the applicant/recipient still owns their home)				2

		5.17		The system shall have the ability to "flag" or "highlight" records of subsidy program applicants/recipients which have been previously denied, including denial reason (such as fraud).				2

















6.0 Parks Database

				MHD Replacement of Core Systems - RFP#: 3238



		FUNCTIONAL AREA:  6.0 - Parks Database





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		6.1		The system shall support the core Mobile Home Park processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
-  Annual park surveys and reporting
-  Update of mobile home park records				1

		6.2		The system shall provide the ability to link the Park records with the associated Lot Rent Records, and Title records.  Users should have the ability easily navigate to, and view the Park, Lot Rent and Titles records that are associated with each other.				1

		6.3		The system shall support multiple fields. Fields to include: Park name, generate a park # for new parks, status, exempt for all or part of statute, location address, mailing address for reporting and include different address for different situations (2 or 3 choices that would generate from merge or reporting), County, type park, # spaces by type, occupancy by type, vacancy by type (auto calculate), totals, homes for sale, sold or liened, Vendor #, State business lic #, Tax ID#, bank name and account, owner & manager information including email address that automatically populates to education, rent history, fees collected for space and LRS, monthly payments paid populated from LRS database, education tracking,  comment section, with all information printable. 				1

		6.4		The system shall support the ability to search by name for a Park owner or manager to determine multiple park ownership or management.  (i.e. user should be able to look up a park owner or manager and see all parks they are associated with)				1

		6.5		The system shall support the ability to search by location (address) of park address to determine name of park.				1

		6.6		The system shall support the ability to search and sort by any, and multiple, fields and issue reports based on particular field search and date ranges.				1

		6.7		The system shall provide the ability to create customized reports & program statistics – export to Excel or mail merge for letters and labels including Lot Rent Subsidy letters for start or end of subsidy for a tenant.				1

		6.80		The system shall provide the ability to fully customizable (user can configure select, sort and filter parameters) reports for name & space # of Lot Rent recipients, amounts paid to park for date ranges, statistics for total # parks per area, rents, vacant lots, total lots, park owned homes, owner/manager reports sent by date range, park type, annual reports and payments received or sent back, reason codes, contact dates, education reports for those who have or have not attended continuing education.  				1

		6.9		The system shall provide the ability for fields for owner/manager reporting and changes, including dates hired/terminated, 118B acknowledgements sent and received, vendor registrations sent/received, change forms sent/received, and follow up dates for deficiencies.				1

		6.10		The system shall report Park owner changes or manager changes by date range.				1

		6.11		The system shall provide the ability of tracking for Annual Reports form Parks including go backs, tracking for emails sent add, reason code for report returned, date due back, report by type of return, multiple returns and due dates and generate report for each field.				1

		6.12		The system shall provide tracking for Park rent increases,  effective date of increase, and date notification letter was received (from Park).				1

		6.13		The system shall provide tracking for Park education taken; name and position of attendee,  due or delinquent reporting, date and name of class attended, # hours, allow for attachment of CE certificates, field to determine if owner or manager is required to attend class, generate report of attend/did not attend and generate letter of reminder for last class of year.  Follow up dates for reminders, Notices of Violation and fines.  Ability to track and easily update education for owners or managers who own or manage more than one park.  Print history reports.				1

		6.14		The system shall provide the ability to process annual reports from the Parks, including – date received, if accepted, if sent back, follow up dates, reason for go back, contact dates, percentage of go backs for year, reason codes for go backs, status reports				1

		6.15		The system shall provide tracking for refunds or payments due from parks				1

		6.16		The system shall provide the ability to generate mail merge labels and all letters to park owner or manager, including emails for notices and reminders.				1

		6.17		The system shall provide the ability to generate emails from program to all park contacts.				1

		6.18		The system shall provide the ability to link Park records to all investigations associated with the Park (integration of Parks and Investigations records).				2

		6.19		The system shall verify # of park owned homes by integration with Title database (i.e. comparison of Park Annual Report data and count in Title records)				2

		6.20		The system shall integrate with Title database to determine if park owner or manager owns homes in names other than Park – to determine if Dealer Record of Sale is required – and to verify # of  titles of park owned homes 				2

		6.21		The system shall provide the ability of consumer lookup of Park owner and contact information via the Internet.				2

		6.22		The system shall provide the ability for Parks to submit owner and manager changes via the Internet. 				2

		6.23		The system shall provide the ability for Parks to submit annual reports online with payment – with some fields that restrict going to next field or submitting form unless field is completed.  				2

		6.24		The system shall provide the ability to purchase limited lien resale license and make payment online.				3







7.0 Label and Insignia's
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		FUNCTIONAL AREA:  7.0 - Labels and Insignia's

		Note: Labels and Insignias are related to 2.0 Permits & Inspections Process.     



		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		7.1		The system shall support the core Labels and Insignia processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
-  Track labels and insignia stock inventory
-  Track issuance of labels and insignias (batches) to inspectors
-  Link labels/insignias to related permits/new units (when attached to the unit after inspection)
				1

		7.2		The system shall support linking the manufacturer (who built the unit) to the insignia that is issued for the specific unit. 

When the user is assigning an insignia for a new unit, the system will provide a drop-down list of "actively licensed" manufactures to select from and associate to the insignia.  

(Note:  The manufacturer is licensed by MHD.)				1

		7.3		The system shall support linking the "3rd Party Reviewer" (i.e. licensee who inspects the new unit) to the insignia.  

When the user is assigning an insignia for a new unit, the system will provide a drop-down list of active, licensed "3rd Party Reviewers".
				1

		7.4		The system shall support linking labels to specific permits, when the inspector issues the label.  				1

		7.5		The system shall support some method of voiding a Label/Insignia. Number should not be deleted from system but indicate void and comments relating to void when number is searched.				1

		7.6		The system shall support when issuing labels to Inspectors, system will check for all labels previously assigned to the specified inspector. It will identify the labels that have incomplete information. It will list the labels and asked the assigner if they wish to proceed in assigning the new batch.				1

		7.7		The system shall support entering a range of numbers when logging in new inventory and have system create an entry for each number, similar to existing system.				1

		7.8		The system shall support searches by criteria in any field. Filters must be available to reduce search results. Filters should be available for all fields.				1

		7.9		The system shall support that a user must be able to identify a label/insignia number using search function. From there user can launch to all related applicable information. Clicking on the Manufacturer’s name will launch the manufactures record and bring up all info recorded for that manufacturer. Similarly, clicking on a MHD plan number will result in design criteria for that plan, possibly an attached plan as well.				1

		7.10		The system shall support a  report that compiles a list of all labels assigned to Inspectors with incomplete info. Data on report can be organized by Inspector.				1

		7.11		The system shall support  reports for tracking inventory of label/insignias.  This includes, but not limited to: labels/insignias issued in a given period of time; unissued inventory held by MHD;
inventory held by Inspectors and 3rd Party Reviewers; and labels/insignias attached to manufacture housing units. 				1

		7.12		The system shall support Capability to print search results in report format.				1









8.0 Title Database
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		FUNCTIONAL AREA:  8.0 Title Database





		Require- ment ID		Requirements		Reference to Other MHD Items		Project Priority
1, 2, or 3		Vendor Response		Requirement
In the Scope of This Project?
(Yes/No and Est Cost)		Vendor Response Explanation and Comments
(Vendor can x-reference other materials if appropriate)

		8.1		The system shall support the core Titling processes described in Attachment: L - MHD Operations and Information Technology Overview.  This includes:
-  Maintaining title data
-  Issuing titles
-  Changing titles
-  Process requests for title documents
-  Convert titles from personal property to real property
-  Track liens and lien opposition				1

		8.2		The system shall support the ability to generate automatic numbering for titles (sequential).				1

		8.3		The system shall support the ability of the printed title on a form that includes envelope for mailing.				1

		8.4		The system shall support the ability to change or correct location address, mailing addresses, lien holder address, and other changes without printing a new title.  				1

		8.5		The system shall support multiple names (up to 10) for registered owners.  In addition, the name fields must support very long names, for situations where there is a trust, corporation, or individual with multiple hyphenated names.

				1

		8.6		The system shall support fields for Date title change request received, Email address, Title #, Serial Number, issue date, expiration date, type of transfer with several dropdowns including substandard that would trigger warning, new or used home,  size, manufacturer, model, year, size, unit type, title status with more choices, location address including County, lien holder name and address, document “mailed to” name and address, Dealer name and #, Structure cost, CC insignia #, lien and notice dates, issue opposition date, Owner name, type of vesting, email address, phone number, Notes section for keeping status notes (must be able to print comments in note field – internal use only), fields for contract of sale including Seller, Buyer, Dealer, addresses, amount and length of contract and contact phone numbers.				1

		8.7		The system shall support the conversion to real property and generate a Real Property Notice (form letter) that is addressed to the Assessor's Office based on County (editable by staff to accommodate address changes for Assessors).

The system shall allow the user to change the title status to "expired-close title"; reason code = "convert to real property"				1

		8.8		The system shall support tracking the history of a home's physical locations (physical addresses). 
				1

		8.9		The system shall support the ability to make corrections if an error in typing is made, without having to “void” a particular title number. (Note: this addresses a flaw in the current system)				1

		8.10		The system shall support the ability to search and sort by any, and multiple, fields and issue reports based on particular field search and date ranges – user report creation.				1

		8.11		The system shall support the ability to create ad hoc reports – export to Excel or mail merge for letters and labels.  Including reports for income received, average time for titles to be issued, number of go back letters sent.  Export reports for monthly titles issued based on multiple fields.				1

		8.12		The system shall support tracking of edits and title issuance for date/time/employee.				1

		8.13		The system shall support tracking for "go backs" (where paperwork is deficient and MHD returns back for correction) that were prepaid and date when additional fees would apply .  The system must track when the "go back" letter was sent and due date.  The system shall generate a monthly report that shows "go back" activity and delinquencies.  				1

		8.14		The system shall support a field (flag record) to indicate a title had been issued but the check had been returned and additional payment is due.				1

		8.15		The system shall support the ability to generate mail merge letters to owner or lien holder.				1

		8.16		The system shall support the ability to print mailing labels for owners and lien holders.				1

		8.17		The system shall support the ability to generate emails from program to homeowner or lien holder.				1

		8.18		The system shall have the ability to integrate, in the future, with the OpenText File 360 Document Management System, where the system shall support the ability to see imaged documents from the Title application.  (NOTE: Integration with the OpenText system is NOT required within the scope of this project, however, MHD wants this capability in the future.)				3

		8.19		The system shall support a link to  investigation records, where the user can view associated case records for a particular home.  (Example: Reporting of substandard structures by investigators.)  				2

		8.20		The system shall support the ability to link title record transactions to Park records (where a Park is involved in the sale/transfer of a home).
				2

		8.21		The system shall support lien tracking – notice when sale documents are due.				1

		8.22		The system shall support flagging or coding (e.g. color code) of field for certain issuance types (i.e. substandard, dismantled, void, etc.).				2

		8.23		The system shall support public Internet title searches to include previous expired (chain) titles, contracts of sale and history or physical locations (addresses).				2

		8.24		The system shall support the ability to request title search from Division online including credit card payment – prepay service for attorneys and escrow companies who can deposit the funds online to obtain a certain number of searches based on amount deposited.				2
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