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1. INTRODUCTION

1.1. Purpose and Overview

This Request for Proposals (RFP) is published to solicit proposals for the provision of a
training program to Community Mental Health Centers, statewide, that will enable
evidence based delivery of Coordinated Specialty Care (CSC) services for First Episode
Psychosis (FEP) patients.

The Department is seeking a vendor who can provide the following
items/services/tasks:

. Design, develop, coordinate and administer training programs and curricula to
Community Health Centers, statewide.

. Meet with Department and Community Health Center staff on a regular basis
to identify and evaluate training needs.

. Participate and work in collaboration with the Department to update and
maintain training curricula.

. Provide and maintain all necessary supplies and equipment for training
sessions.

. Provide location, publicity, registration and training materials for training
sessions.

. Explore the needs of on-line delivery for appropriate curricula on a continuous
basis.

The successful vendor will develop and implement a training program for statewide
Community Mental Health Centers in fidelity with evidence based First Episode
Psychosis (FEP) training models. The training program must be delivered to
Community Mental Health Center staff at the request of the Department.

RFP #16-DHHS-DCBCS-BBH-07
Trainer for First Episode Psychosis (FEP) Treatment Services
Page 4 of 27



New Hampshire Department of Health and Human Services
Trainer for First Episode Psychosis (FEP) Treatment Services

1.2. Request For Proposal Terminology

CSC - Coordinated Specialty Care for First Episode Psychosis (FEP) is a manualized
prescriptive treatment approach to symptom presentations related to psychotic
disorders.

Qualified FEP Trainer and Consultant - An individual or team who has experience in
and credentials as FEP experts.

DHHS - Department of Health & Human Services
BBH - Bureau of Behavioral Health
RFP — Request for Proposals

SED - Serious Emotional Disturbance: Refers to a child who has been determined
eligible for publically funded services under Administrative Rule He-M 401.

SED-IA - Refers to a child or youth who has been determined eligible for publicly funded
services under Administrative Rule He-M 401 and who has multi-agency involvement.

SMI - Serious Mental lliness - Refers to individuals whom the state defines as having
either Serious Mental lliness (SMI) or Serious and Persistent Mental lllness (SPMI)
under Administrative Rule He-M 401, and whom the State defines as “severely mentally
disabled” pursuant to N.H. Revised Statutes Ann. 135-C:2, XV.

1.3. Contract Period

The resulting contract will be effective upon Governor and Executive Council through
September 30, 2016.

The Department reserves the right to renew the resulting contract for up to two (2) years
subject to satisfactory performance of the selected vendor, continued funding and
approval of the Governor and Executive Council.
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Trainer for First Episode Psychosis (FEP) Treatment Services
Page 5 of 27



New Hampshire Department of Health and Human Services
Trainer for First Episode Psychosis (FEP) Treatment Services

2. BACKGROUND AND REQUIRED SERVICES

2.1. New Hampshire DHHS Bureau of Behavioral Health

First Episode Psychosis (FEP) treatment is a comprehensive approach to treatment for
individuals with first or early stage manifestation of a psychotic disorder.

Data accumulated over the past two decades supports the value of early intervention
following the first episode of psychosis. Clinical research conducted world-wide
supports a variety of interventions for ameliorating psychotic symptoms and promoting
functional recovery in FEP.

These evidence-based components often come together in specialized early
intervention programs that emphasize:

e Prompt detection of psychosis.
e Acute care during or following periods of crisis.

e Recovery-oriented services offered over a 2-3 year period following psychosis
onset.

FEP treatment services include Coordinated Specialty Care, which involves several
professionals with different levels and areas of expertise. The approach includes
shared decision-making, strengths and resiliency focus, recognition of the need for
motivational enhancement, a psychoeducational approach, cognitive-behavioral therapy
methods, and collaboration with natural supports.

3. SCOPE OF SERVICES

3.1. Covered Populations and Services

Community Mental Health Centers who provide services to individuals between the
ages of fifteen (15) and thirty-five (35) years who present with symptoms of a psychotic
disorder and meet State eligibility criteria for one of the following:

e Serious Emotional Disturbance (SED) or Serious Emotional Disturbance
with Interagency Involvement (SED-IA) through use of the Child and
Adolescent Needs and Strengths (CANS) assessment; or

e Serious Mental lllness (SMI) through use of the Adult Needs and
Strengths Assessment (ANSA).

3.2. Services of Work

3.2.1.The selected vendor will provide a training program to ensure Community
Health Centers, statewide, can implement First Episode Psychosis (FEP)
treatment services and continue those services beyond the training period.
This include, but are not limited to:
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3.2.1.1. Initial Assessment. Evaluation of early psychosis must include
a determination of how long an individual has had psychotic
symptoms, as well as a description of the client's psychotic
symptoms.  Individuals being evaluated for First Episode
Psychosis (FEP) will have been assessed for Community Health
Center services using the Child and Adolescent Needs and
Strengths Assessment (CANS) or the Adult Needs and
Strengths Assessment (ANSA). Additional inclusion or
exclusion criteria may also need to be included when
considering an individual’s eligibility for First Episode Psychosis
(FEP) services.

Q1. What additional criteria should be considered when conducting an initial
assessment for FEP services? Please provide your sample assessment
tool that will be used for training.

3.2.1.2. Clinical and Support Skills. In treating any specialized patient
group, there are often some clinical areas that require increased
emphasis. For instance, providers with experience in treating
patients with schizophrenia, may have experience with multi-
episode patients. Managing early phase patients will require
additional training to supplement current professional
experience and expertise.

3.2.1.3. The coordinated implementation of FEP services requires an
approach to treatment that is shared by all team members. This
approach includes shared decision-making, strengths and
resiliency focus, recognition of the need for motivational
enhancement, a psychoeducational approach, cognitive-
behavioral therapy methods, and collaboration with natural
supports.

Q2. Describe the proposed comprehensive treatment model you using for
training Community Health Center staff.

Q3. Identify and describe the clinical and support skills that will be obtained by
providers upon completion of your training program.
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3.2.1.4. Infrastructure Development. It is important to link a FEP
specialty care program with other programs in the community
that may be needed during the course of patient treatment. For
example, emergency care services, inpatient substance abuse
treatment programs, and other services may not be available
through the FEP team but are needed by the client. It is critical
that programs and their clinicians connect and develop
relationships with these other services during the initial phase of
setting up FEP services. This infrastructure will allow simplified
access to services that can be accessed by clients in a crisis
situation. The partnerships need to be in place and ready for
use.

Q4. How you will assist Community Mental Health Centers in building
sustainable collaborative relationships with providers and community
partners?

3.2.1.5. Fidelity. Fidelity measures are important because they provide
valuable information to three stakeholder groups: funders,
trainers/supervisors, and clients/families. These stakeholders
want to know if the services they are investing their
time/effort/finances in are up to par and can reasonably be
expected to promote the outcomes they care about
(school/work/friends/health).

Q5. Please describe best practice standards trained staff will employ when
delivering FEP treatment components.

Q6. How do the best practice standards used by trained staff ensure fidelity to
the FEP services model?

3.2.2.Vendors must provide, as part of their narrative, protocols and training
materials for infrastructure development, team training, team meetings,
and supervision and coordination. Teams will be supervised for one year
by the qualified trainer(s) selected. At least one clinician from each team
will be trained to supervise FEP-trained staff in their day-to-day related
work.

Q7. Provide your proposed training plan. The proposed plan must include:

Q7.1 The proposed methodology for FEP supervisor training and the
rationale for this proposed methodology.

Q7.2 The proposed schedule for FEP training and the rationale for this
proposed schedule.

Q7.3 Sample materials that will be used and/or provided to FEP trainees
and the rationale for selection of these materials.

Q8. Please describe any certification and re-certification requirement for
trainees.

RFP #16-DHHS-DCBCS-BBH-07
Trainer for First Episode Psychosis (FEP) Treatment Services
Page 8 of 27



New Hampshire Department of Health and Human Services
Trainer for First Episode Psychosis (FEP) Treatment Services

3.2.3.Recent studies emphasize continuity of specialized care for up to five

years post-psychosis onset in order to consolidate gains achieved through
initial treatment.

3.2.4.Critical post-implementation issues involve sustainability of the model:

Qo.

ongoing training and supervision of team members, ways to measure
fidelity to the team model, and how to build supervision and fidelity
assessment into ongoing practice within the clinic.

Provide your proposed plan to ensure ongoing fidelity to FEP treatment.

Q10. How will you ensure program sustainability?

3.2.5.The selected vendor must provide reports regarding training progress to

the Department on a regular basis. The reports must include information
that ranges from initial trainings to ongoing services. The reports must
include trainee feedback and descriptions of how training is being
incorporated in day-to-day activities. Additionally, reports should reflect
outcomes that are a direct result of trainings provided.

Q11. Please identify the information you will report to the Department regarding
training services.
Q12. How will you report information to the Department? (Include a sample
report.)
3.3. Staffing

3.3.1.The successful trainer(s) or training entity will have knowledge of, and

Q13.

Q14.

experience with best practice standards for the provision of FEP services.
Staff must be qualified to provide FEP training and supervision and have
experience providing training and organizing a training curriculum.
Additionally, the selected vendor must have demonstrated experience with
implementing FEP services within the public community mental health
system.

Provide your proposed organizational chart. Include resumes for filled
positions and job descriptions for vacant positions.

Provide your proposed staff development plan.

3.4. Culturally and Linguistically Appropriate Standards
3.4.1.The New Hampshire Department of Health and Human Services (DHHS)

is committed to reducing health disparities in New Hampshire. DHHS
recognizes that culture and language can have a considerable impact on
how individuals access and respond to health and human services.
Culturally and linguistically diverse populations experience barriers in their
efforts to access services. As a result, DHHS is strongly committed to
providing culturally and linguistically competent programs and services for
its clients, and as a means of ensuring access to quality care for all. As
part of that commitment DHHS continuously strives to improve existing
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3.4.2.

3.4.3.

3.4.4.

3.4.5.

3.4.6.

3.4.7.

programs and services, and to bring them in line with current best
practices.

DHHS requires all contractors and sub-recipients to provide culturally and
linguistically appropriate programs and services in compliance with all
applicable federal civil rights laws, which may include: Title VI of the Civil
Rights Act of 1964, the Americans with Disabilities Act of 1990, the Age
Discrimination Act of 1975, and the Rehabilitation Act of 1973.
Collectively, these laws prohibit discrimination on the grounds of race,
color, national origin, disability, age, sex, and religion.

There are numerous resources available to help recipients increase their
ability to meet the needs of culturally, racially and linguistically diverse
clients. Some of the main information sources are listed in the Bidder’s
Reference Guide for Completing the Culturally and Linguistically
Appropriate Services Section of the RFP, and, in the Vendor/RFP section
of the DHHS website.

A key Title VI guidance is the National Standards for Culturally and
Linguistically Appropriate Services in Health Care (CLAS Standards),
developed by the U.S. Department of Health and Human Services in 2000.
The CLAS Standards provide specific steps that organizations may take to
make their services more culturally and linguistically appropriate. The
enhanced CLAS standards, released in 2013, promote effective
communication not only with persons with Limited English Proficiency, but
also with persons who have other communication needs. The enhanced
Standards provide a framework for organizations to best serve the nation’s
increasingly diverse communities.

Bidders are expected to consider the need for language services for
individuals with Limited English Proficiency as well as other
communication needs, served or likely to be encountered in the eligible
service population, both in developing their budgets and in conducting
their programs and activities.

Successful applicants will be:

3.4.6.1. Required to submit a detailed description of the language
assistance services they will provide to LEP persons to ensure
meaningful access to their programs and/or services, within 10
days of the date the contract is approved by Governor and
Council;

3.4.6.2. Monitored on their Federal civil rights compliance using the
Federal Civil Rights Compliance Checklist, which can be found
in the Vendor/RFP section of the DHHS website.

The guidance that accompanies Title VI of the Civil Rights Act of 1964
requires recipients to take reasonable steps to ensure meaningful access
to their programs and services by persons with Limited English Proficency
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(LEP persons). The extent of an organization’s obligation to provide LEP
services is based on an individualized assessment involving the balancing
of four factors:

3.4.7.1. The number or proportion of LEP persons served or likely to be
encountered in the population that is eligible for the program or
services (this includes minor children served by the program
who have LEP parent(s) or guardian(s) in need of language
assistance);

3.4.7.2. The frequency with which LEP individuals come in contact with
the program, activity or service;

3.4.7.3. The importance or impact of the contact upon the lives of the
person(s) served by the program, activity or service;

3.4.7.4. The resources available to the organization to provide language
assistance.

3.4.8.Bidders are required to complete the TWO (2) steps listed in the
Appendix E to this RFP, as part of their proposal. Completion of these
two items is required not only because the provision of language and/or
communication assistance is a longstanding requirement under the
Federal civil rights laws, but also because consideration of all the required
factors will help inform bidders’ program design, which in turn, will allow
bidders to put forth the best possible proposal.

3.4.9.For guidance on completing the two steps in Appendix E, please refer to
Bidder's Reference Guide for Completing the Culturally and Linguistically
Appropriate Services Addendum of the RFP, which is posted on the
DHHS website. http://www.dhhs.nh.gov/business/forms.htm.
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4. FINANCE

4.1. Financial Standards

Department access to supporting funding for this project is dependent upon the criteria
set forth in the Catalog of Federal Domestic Assistance (CFDA) #93.778, Department of
Health and Human Services, Centers for Medicare and Medicaid Services.

5. PROPOSAL EVALUATION
5.1. Technical Proposal

a) Best Practices (Q1-Q3, Q5) 20 Points
b) Collaboration (Q4) 15 Points
c) Fidelity (Q6, Q9) 20 Points
d) Proposed Plan (Q7, Q8) 25 Points
e) Sustainability (Q10) 15 Points
f) Reporting (Q11, Q12) 15 Points
g) Staffing (Q13, Q14) 25 Points
5.2. Cost Proposal
Budget 30 Points
Budget Narrative 30 Points
Total number of points available for this RFP 195 Points

RFP #16-DHHS-DCBCS-BBH-07
Trainer for First Episode Psychosis (FEP) Treatment Services
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6. PROPOSAL PROCESS

6.1. Contact Information: - Sole Point of Contact

The sole point of contact, the Procurement Coordinator, for this RFP relative to the bid
or bidding process for this RFP, from the RFP issue date until the selection of a Bidder,
and approval of the resulting Contract by the Governor and Executive Council is:

State of New Hampshire

Department of Health and Human Services
Denise Sherburne

Contracts & Procurement Unit

Brown Building

129 Pleasant St.

Concord, New Hampshire 03301

Email: dsherburne@dhhs.state.nh.us
Phone: 603-271-9540

Other personnel are NOT authorized to discuss this RFP with Bidders before the
proposal Submission deadline. Contact regarding this RFP with any State personnel not
listed above could result in disqualification. The State will not be held responsible for
oral responses to Bidders regardless of the source.

6.2. Procurement Timetable

Procurement Timetable

Item Action Date

1. Release RFP 11/25/2015

2. Optional Letter of Intent 12/04/2015

3. RFP Questions Due 12/11/2015

4. DHHS answers to RFP questions posted 12/15/2015

5. Technical and Cost Bids due at DHHS by 4:00pm
01/08/2016

All times are according to Eastern Time.
DHHS reserves the right to modify these dates at its sole discretion.

6.3. Letter of Intent
A letter of intent to submit a proposal in response to this RFP is not required.

Receipt of the Letter of Intent by DHHS will be required in order to receive any
correspondence regarding this RFP, any RFP amendments in the event such are
produced, or any further materials on this project, including electronic files containing
tables required for response to this RFP, any addenda, corrections, schedule
modifications, or notifications regarding any informational meetings for bidders, or
responses to comments or questions.

RFP #16-DHHS-DCBCS-BBH-07
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The Letter of Intent may be transmitted by e-mail to the procurement coordinator
identified in 6.1, but must be followed by delivery of a paper copy within two (2)
business days to the procurement coordinator identified in 6.1.

The potential bidder is responsible for successful e-mail transmission. DHHS will
provide confirmation if the name and e-mail address or fax number of the person to
receive such confirmation is provided.

The Letter of Intent must include the name, telephone number, mailing address and e-
mail address of the Bidder's designated contact to which DHHS will direct
correspondence.

6.4. Bidders’ Questions and Answers
6.4.1.Bidders’ Questions

All questions about this RFP, including but not limited to requests for clarification,
additional information or any changes to the RFP must be made in writing, citing the
RFP page number and part or subpart, and submitted to the Procurement Coordinator
identified in Section 6.1.

DHHS may consolidate or paraphrase questions for efficiency and clarity. Questions
that are not understood will not be answered. Statements that are not questions will not
receive a response.

DHHS will not acknowledge receipt of questions. The questions may be submitted by
fax or e-mail; however, DHHS assumes no liability for assuring accurate and complete
fax and e-mail transmissions.

Questions must be received by the deadline given in Section 6.2 Procurement
Timetable.

6.4.2.Vendors’ Conferences
There are no Vendors’ Conferences scheduled for this RFP.
6.4.3. DHHS Answers

DHHS intends to issue responses to properly submitted questions by the deadline
specified in Section 6.2 Procurement Timetable. Written answers will be posted on the
DHHS Public website (http://www.dhhs.nh.gov/business/rfp/index.htm) and sent as an
attachment in an e-mail to the contact identified in accepted Letters of Intent. This date
may be subject to change at DHHS'’s discretion.

6.5. RFP Amendment

DHHS reserves the right to amend this RFP, as it deems appropriate prior to the
proposal submission deadline on its own initiative or in response to issues raised
through Vendor questions. In the event of an amendment to the RFP, DHHS, at its sole
discretion, may extend the proposal submission deadline. Vendors who submitted a
Letter of Intent will receive notification of the amendment, and the amended language
will be posted on the DHHS Internet site.
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6.6. Proposal Submission

Proposals submitted in response to this RFP must be received no later than the time
and date specified in Section 6.2: Procurement Timetable. Proposals must be
addressed for delivery to the Procurement Coordinator, as specified in 6.1, and marked
with RFP # 16-DHHS-DCBCS-BBH-07.

Late submissions will not be accepted and will remain unopened. Disqualified
submissions will be discarded if not re-claimed by the bidding Bidder by the time the
contract is awarded. Delivery of the Proposals shall be at the Bidder's expense. The
time of receipt shall be considered when a Proposal has been officially documented by
DHHS, in accordance with its established policies, as having been received at the
location designated above. The State accepts no responsibility for mislabeled mail.
Any and all damage that may occur due to shipping shall be the Bidder’s responsibility.

6.7. Compliance

Bidder must be in compliance with applicable federal and state laws, rules and
regulations, and applicable policies and procedures adopted by the Department of
Health and Human Services currently in effect, and as they may be adopted or
amended during the contract period.

6.8. Non-Collusion

The Bidder's required signature on the Transmittal Cover Letter for a proposal
submitted in response to this RFP guarantees that the prices, terms and conditions, and
services quoted have been established without collusion with other Bidders and without
effort to preclude DHHS from obtaining the best possible competitive proposal.

6.9. Collaborative Proposals

Proposals must be submitted by one organization. Any collaborating organization must
be designated as subcontractor subject to the terms of Exhibit C Special Provisions
(see Appendix B: Contract minimum requirements).

6.10. Validity of Proposal

Proposals must be valid for two hundred forty (240) days following the Closing Date for
receipt of proposals as listed in Section 6.2, Procurement Timetable or until the effective
date of any resulting contract, whichever is later. This period may be extended by
mutual written agreement between the Bidder and DHHS.

6.11. Property of Department

All material property submitted and received in response to this RFP will become the
property of DHHS and will not be returned to the Bidder. DHHS reserves the right to use
any information presented in any proposal provided that its’ use does not violate any
copyrights or other provisions of law.

6.12. Proposal Withdrawal

Prior to the Closing Date for receipt of proposals, a submitted Letter of Intent or
proposal may be withdrawn by submitting a written request for its withdrawal to
Procurement Coordinator identified in Section 6.1.
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6.13. Public Disclosure

A Proposal must remain confidential until the Governor and Executive Council have
approved a contract as a result of this RFP. A Bidder’s disclosure or distribution of
Proposals other than to the State will be grounds for disqualification.

The content of each Bidder's proposal and addenda thereto will become public
information once the Governor and Executive Council have approved a contract. Any
information submitted as part of a bid in response to this RFP may be subject to public
disclosure under RSA 91-A. In addition, in accordance with RSA 9-F:1, any contract
entered into as a result of this RFP will be made accessible to the public online via the
website Transparent NH (www.nh.gov/transparentnh/). Accordingly, business financial
information and proprietary information such as trade secrets, business and financials
models and forecasts, and proprietary formulas may be exempt from public disclosure
under RSA 91-A:5, IV.

Insofar as a Bidder seeks to maintain the confidentiality of its confidential commercial,
financial or personnel information, the Bidder must clearly identify in writing the
information it claims to be confidential and explain the reasons such information should
be considered confidential. This should be done by separate letter identifying by page
number and proposal section number the specific information the bidder claims to be
exempt from public disclosure pursuant to RSA 91-A:5.

Each Bidder acknowledges that DHHS is subject to the Right-to-Know Law New
Hampshire RSA Chapter 91-A. DHHS shall maintain the confidentiality of the identified
confidential information insofar as it is consistent with applicable laws or regulations,
including but not limited to New Hampshire RSA Chapter 91-A. In the event DHHS
receives a request for the information identified by a Bidder as confidential, DHHS shall
notify the Bidder and specify the date DHHS intends to release the requested
information. Any effort to prohibit or enjoin the release of the information shall be the
Bidder's responsibility and at the Bidder's sole expense. If the Bidder fails to obtain a
court order enjoining the disclosure, DHHS may release the information on the date
DHHS specified in its notice to the Bidder without incurring any liability to the Bidder.

6.14. Non-Commitment

Notwithstanding any other provision of this RFP, this RFP does not commit DHHS to
award a Contract. DHHS reserves the right to reject any and all proposals or any
portions thereof, at any time and to cancel this RFP and to solicit new proposals under a
new bid process.

6.15. Liability

By submitting a Letter of Intent to submit a proposal in response to this RFP, a Bidder
agrees that in no event shall the State be either responsible for or held liable for any
costs incurred by a Bidder in the preparation or submittal of or otherwise in connection
with a proposal, or for work performed prior to the Effective Date of a resulting contract.
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6.16. Request for Additional Information or Materials

During the period from date of proposal submission to the date of Contractor selection,
DHHS may request of any Bidder additional information or materials needed to clarify
information presented in the proposal. Such a request will be issued in writing and will
not provide a Bidder with an opportunity to change, extend, or otherwise amend its
proposal in intent or substance. Key personnel shall be available for interviews.

6.17. Oral Presentations and Discussions

DHHS reserves the right to require some or all Bidders to make oral presentations of
their proposal. Any and all costs associated with an oral presentation shall be borne
entirely by the Bidder. Bidders may be requested to provide demonstrations of any
proposed automated systems. Such a request will be in writing and will not provide a
Bidder with an opportunity to change, extend, or otherwise amend its proposal in intent
or substance.

6.18. Contract Negotiations and Unsuccessful Bidder Notice

If a Bidder(s) is selected, the State will notify the Successful Bidder(s) in writing of their
selection and the State’s desire to enter into contract negotiations. Until the State
successfully completes negotiations with the selected Bidder(s), all submitted Proposals
remain eligible for selection by the State. In the event contract negotiations are
unsuccessful with the selected Bidder(s), the evaluation team may recommend another
Bidder(s).

In accordance with New Hampshire Statutes Chapter 21-1:13-a, no information shall be
available to the public, the members of the general court or its staff, notwithstanding the
provisions of RSA 91-A:4, concerning specific invitations to bid or other proposals for
public bids, from the time the invitation or proposal is made public until the bid is
actually awarded, in order to protect the integrity of the public bidding process. This
means unsuccessful Bidders shall not be notified until after the Governor and Executive
Council have approved the selected bid awards. No information can be provided to
non-selected bidders until after contracts are awarded, at which time non-selected
bidders may submit a written request for more information about the reasons for not
being selected and recommendations that may make future proposals more effective.
Such requests are not considered appeals. Once a bidder has submitted a letter,
DHHS will attempt to accommodate such requests within a reasonable time.

6.19. Scope of Award and Contract Award Notice

DHHS reserves the right to award a service, part of a service, group of services, or total
proposal and to reject any and all proposals in whole or in part. The notice of the
intended contract award will be sent by certified mail or overnight mail to the selected
Bidder. A contract award is contingent on approval by the Governor and Executive
Council.

If a Contract is awarded, the Bidder must obtain written consent from the State before
any public announcement or news release is issued pertaining to any Contract award.
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6.20. Site Visits

DHHS reserves the right to request a site visit for DHHS Staff to review Vendor's
organization structure, subcontractors, policy and procedures, and any other aspect of
the proposal that directly affects the provisions of the RFP and the delivery of services.
Any and all costs associated with the site visits incurred by the bidder shall be borne by
the bidder.

Prior to implementation, DHHS reserves the right to make a pre-delegation audit by
DHHS staff to the bidders site to determine that the bidder is prepared to initiate
required activities. Any and all costs associated with this pre-delegation visit shall be
borne by the bidder.

6.21. Protest of Intended Award

Any protests of intended award or otherwise related to the RFP, shall be governed by
the appropriate State requirements and procedures and the terms of this RFP. In the
event that a legal action is brought challenging the RFP and selection process, and in
the event that the State of New Hampshire prevails, the Bidder agrees to pay all
expenses of such action, including attorney’s fees and costs at all stages of litigations.
Legal action shall include administrative proceedings.

6.22. Contingency

Aspects of the award may be contingent upon changes to State or federal laws and
regulations.
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7. PROPOSAL OUTLINE AND REQUIREMENTS

7.1. Presentation and Identification
7.1.1.Overview

e Bidders are expected to examine all documentation and other requirements. Failure
to observe the terms and conditions in completion of the Proposal are at the Bidder’s
risk and may, at the discretion of the State, result in disqualification.

e Proposals must conform to all instructions, conditions, and requirements included in
the RFP.

e Acceptable Proposals must offer all services identified in Section 3 - Statement of
Work, unless an allowance for partial scope is specifically described in Section 3,
and agree to the contract conditions specified throughout the RFP.

e Proposals should be received by the date and time specified in the Procurement
Timetable identified in Section 6.2 and delivered, under sealed cover, to
Procurement Coordinator identified in Section 6.1

e Fax or email copies will not be accepted
e Bidders shall submit a Technical Proposal and a Cost Proposal.
7.1.2. Presentation
e Original copies of Technical and Cost Proposals in separate three-ring binders

e Copies in a bound format (for example wire bound, coil bound, saddle stitch, perfect
bound etc. at minimum stapled) NOTE: loose proposals will not be accepted

e Major sections of the Proposal separated by tabs
e Standard eight and one-half by eleven inch (8 72" x 11”) white paper
e Font size of 10 or larger
7.1.3. Technical Proposal
e Original in 3 ring binder marked as “Original”

e The original Transmittal Letter (described in Section 7.2.2.1) must be the first page
of the Technical Proposal and marked as “Original”

e 4 copies in bound format marked as “Copy”

e 1 electronic copy (divided into folders that correspond to and are labeled the same
as the hard copies)

NOTE: In the event of any discrepancy between the copies, the hard copy marked
“Original” will control.

e Front cover labeled with

o Name of company / organization
o RFP# 16-DHHS-DCBCS-BBH-07
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o  Technical Proposal
7.1.4.Cost Proposal
e Original in 3 ring binder marked as “Original”

e A copy of the Transmittal Letter marked as “Copy” as the first page of the Cost
Proposal

e 2 copies in bound format marked as “Copy”

e 1 electronic copy (divided into folders that correspond to and are labeled the same
as the hard copies)

NOTE: In the event of any discrepancy between the copies, the hard copy marked
“Original” will control.

e Front cover labeled with:

o Name of company / organization
o RFP# 16-DHHS-DCBCS-BBH-07
o  Cost Proposal

7.2. Outline and Detall
7.2.1.Proposal Contents - Outline

Each Proposal shall contain the following, in the order described in this section:

(Each of these components must be separate from the others and uniquely identified
with labeled tabs)

Technical Proposal

Transmittal Cover Letter

Table of Contents

Executive Summary

Proposal Narrative, Project Approach, and Technical Response
Description of Organization

Bidder's References

Bidder’'s Staff and Resumes (if applicable)
Subcontractor Letters of Commitment (if applicable)
License, Certificates and Permits as Required
Affiliations — Conflict of Interest statement

Required Attachments

Cost Proposal (in separate binder)
Transmittal Cover Letter

Cost Proposal

Statement of Bidder’s Financial Condition
Required Attachments
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7.2.2. Technical Proposal Contents - Detail

7.2.2.1. Transmittal Cover Letter

A Transmittal Cover Letter must be:

e On the Bidding Company’s letterhead

e Signed by an individual who is authorized to bind the Bidding Company to all
statements, including services and prices contained in the proposal

e Contain the following:

©)
@)

Identify the submitting organization

Identify the name, title, mailing address, telephone number and email address
of the person authorized by the organization to contractually obligate the
organization

Identify the name, title, mailing address, telephone number and email address
of the fiscal agent of the organization

Identify the name, title, telephone number, and e-mail address of the person
who will serve as the Bidder’'s representative for all matters relating to the
RFP

Acknowledge that the Bidder has read this RFP, understands it, and agrees
to be bound by its requirements

Explicitly state acceptance of terms, conditions, and general instructions
stated in Section 8 Mandatory Business Specifications, Contract Terms and
Conditions

Confirm that Appendix A Exceptions to Terms and Conditions is included in
the proposal

Explicitly state that the Bidder’'s submitted Proposal is valid for a minimum of
two hundred forty (240) days from the Closing Date for receipt of proposals
Date proposal was submitted

Signature of authorized person

7.2.2.2. Table of Contents

The required elements of the Proposal shall be numbered sequentially and represented
in the Table of Contents.

7.2.2.3. Executive Summary

The Bidder shall submit an executive summary to:

e Provide DHHS with an overview of the bidder's organization and what is intended to
be provided by the Bidder.

e Demonstrate the Bidder's understanding of the services requested in this RFP and
any problems anticipated in accomplishing the work.

e Show

the Bidder's overall design of the project in response to achieving the

deliverables as defined in this RFP.
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e Specifically demonstrate the Bidder's familiarity with the project elements, its
solutions to the problems presented and knowledge of the requested services.

7.2.2.4. Proposal Narrative, Project Approach, and Technical Response

The Bidder must answer all questions and must include all items requested for the
proposal to be considered. The Bidder must address every section of Section 3
Statement of Work, even though certain sections may not be scored.

Responses must be in the same sequence and format as listed in Section 3 Statement
of Work and must, at a minimum, cite the relevant section, subsection, and paragraph
number, as appropriate.

7.2.2.5. Description of Organization

Bidders must include in their Proposal a summary of their company’s organization,
management and history and how the organization’s experience demonstrates the
ability to meet the needs of requirements in this RFP.

e At a minimum respond to:

e General Company Overview

e Ownership and Subsidiaries

e Company Background and Primary Lines of Business
e Number of Employees

e Headquarters and Satellite Locations

e Current Project commitments

e Major Government and Private Sector Clients

e Mission Statement

e This section must include information on:

« the programs and activities of the organization,
» the number of people served,
« programmatic accomplishments.

e And also include:

« reasons why the organization is capable to effectively complete the
services outlined in the RFP;
« all strengths that are considered an asset to the program.

e The Bidder should demonstrate:

» the length, depth, and applicability of all prior experience in providing the
requested services;

« the skill and experience of staff and the length, depth and applicability of
all prior experience in providing the requested services.
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7.2.2.6. Bidder’'s References

The Proposal must include relevant information about at least three (3) similar or related
contracts or subcontracts awarded to the Bidder and must also include client
testimonials. Particular emphasis should be placed on previous contractual experience
with government agencies. DHHS reserves the right to contact any reference so
identified. The information must contain the following:

e Name, address, telephone number, and website of the customer
e A description of the work performed under each contract

e A description of the nature of the relationship between the Bidder and the
customer

e Name, telephone number, and e-mail address of the person whom DHHS can
contact as a reference

e Dates of performance

7.2.2.7. Staffing and Resumes

Each Bidder shall submit an Organizational Chart and a staffing plan for the program.
For persons currently on staff with the Bidder, it shall provide names, title, qualifications
and resumes. For staff to be hired, Bidder shall describe the hiring process and the
gualifications for the position and the job description. The State reserves the right to
accept or reject dedicated staff individuals.

7.2.2.8. Subcontractor Letters of Commitment (If Applicable)

If subcontractors are part of this proposal, signed letters of commitment from the
subcontractor are required as part of the RFP. The Bidder shall be solely responsible for
meeting all requirements and terms and conditions specified in this RFP, its Proposal,
and any resulting contract, regardless of whether or not it proposes to use any
subcontractors. The Bidder and any subcontractors shall commit to the entire contract
period stated within the RFP, unless a change of subcontractors is specifically agreed to
by the State. The State reserves the right to approve or reject subcontractors for this
project and to require the Bidder to replace subcontractors found to be unacceptable.

7.2.2.9. License, Certificates and Permits as Required

This includes: a Certificate of Good Standing or assurance of obtaining registration with
the New Hampshire Office of the Secretary of State. Required licenses or permits to
provide services as described in Section 3 of this RFP.

7.2.2.10. Affiliations — Conflict of Interest

The Bidder must include a statement regarding any and all affiliations that might result
in a conflict of interest. Explain the relationship and how the affiliation would not
represent a conflict of interest.
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7.2.2.11. Required Attachments

The following are required statements that must be included with the Proposal. The
Bidder must complete the correlating forms found in the RFP Appendices and submit
them as the “Required Attachments” section of the Proposal.

Bidder Information and Declarations will include:
e Exceptions to Terms and Conditions Appendix A
e CLAS Requirements Appendix E
7.2.3.Cost Proposal Contents - Detail

7.2.3.1. Cost Bid Requirements

Cost proposals may be adjusted based on the final negotiations of the scope of work.
Reference Section 4 for specific requirements.

7.2.3.2. Statement of Bidder’s Financial Condition

The organization’s financial solvency will be evaluated. The Bidder's ability to
demonstrate adequate financial resources for performance of the contract or the ability
to obtain such resources as required during performance under this contract will be
considered.

Each Bidder must submit audited financial statements for the four (4) most recently
completed fiscal years that demonstrate the Bidder’s organization is in sound financial
condition. Statements must include a report by an independent auditor that expresses
an unqualified or qualified opinion as to whether or not the accompanying financial
statements are presented fairly in accordance with generally accepted accounting
principles. A disclaimer of opinion, an adverse opinion, a special report, a review report,
or a compilation report will be grounds for rejection of the proposal.

Complete financial statements must include the following:
e Opinion of Certified Public Accountant
e Balance Sheet;
¢ Income Statement
e Statement of Cash Flow
e Statement of Stockholder’s Equity of Fund Balance; and
e Complete Financial Notes
e Consolidating and Supplemental Financial Schedules.

A Bidder, which is part of a consolidated financial statement, may file the audited
consolidated financial statements if it includes the consolidating schedules as
supplemental information. A Bidder, which is part of a consolidated financial statement,
but whose certified consolidated financial statements do not contain the consolidating
schedules as supplemental information, shall, in addition to the audited consolidated
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financial statements, file unaudited financial statements for the Bidder alone
accompanied by a certificate of authenticity signed by an officer of the corporation,
partner, or owner under penalty of unsworn falsification which attests that the financial
statements are correct in all material respects.

If a bidder is not otherwise required by either state or federal statute to obtain a
certification of audit of its financial statements, and thereby elects not to obtain such
certification of audit, the bidder shall submit as part of its proposal:

e Uncertified financial statements; and

e A certificate of authenticity which attests that the financial statements are correct
in all material respects and is signed by an officer of the corporation, partner, or
owner under penalty of unsworn falsification.

7.2.3.3. Required Attachments

The following are required statements that must be included with the Proposal. The
Bidder must complete the correlating forms found in the RFP Appendices and submit
them as the “Required Attachments” section of the Proposal.

Bidder Information and Declarations will include:

e Budget — Appendix C
e Personnel Sheet — Appendix D
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8. MANDATORY BUSINESS SPECIFICATIONS

8.1. Contract Terms, Conditions and Penalties, Forms

The State of New Hampshire sample contract is attached; bidder to agree to minimum
requirement as set forth in the Appendix B.

The Department and the Contractor agree that the actual damages that the Department
will sustain in the event the Vendor fails to maintain the required performance standards
throughout the life of the contract will be uncertain in amount and difficult and
impracticable to determine. The Contractor acknowledges and agrees that any failure
to achieve required performance levels by the Contractor will more than likely
substantially delay and disrupt the Department’s operations. Therefore the parties
agree that liguidated damages shall be determined as part of the contract specifications.

Assessment of liquidated damages shall be in addition to, and not in lieu of, such other
remedies as may be available to the Department. Except and to the extent expressly
provided herein, the Department shall be entitled to recover liquidated damages
applicable to any given incident.

The Department will determine compliance and assessment of liquidated damages as
often as it deems reasonable necessary to ensure required performance standards are
met. Amounts due the State as liquidated damages may be deducted by the State from
any fees payable to the Contractor and any amount outstanding over and above the
amounts deducted from the invoice will be promptly tendered by check from the
Contractor to the State.

The State intends to negotiate with the awarded vendor to include liquidated damages
in the Contract in the event any deliverables are not met.
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9. ADDITIONAL INFORMATION

9.1.
9.2.
9.3.
9.4.
9.5.

Appendix A - Exceptions to Terms and Conditions
Appendix B — Contract minimum requirements
Appendix C — Budget

Appendix D — Personnel Sheet

Appendix E - CLAS Requirements
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APPENDIX A
EXCEPTIONS TO TERMS AND CONDITIONS

A Responder shall be presumed to be in agreement with the terms and conditions of the RFP
unless the Responder takes specific exception to one or more of the conditions on this form.

RESPONDERS ARE CAUTIONED THAT BY TAKING ANY EXCEPTION THEY MAY BE
MATERIALLY DEVIATING FROM THE RFP SPECIFICATIONS. IF A RESPONDER
MATERIAL