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[bookmark: _Toc298163941]Background 
[bookmark: _Toc282169006][bookmark: _Toc298163942]University of California
Founded as the state’s first and only land grant institution in 1868, the University of California is a system of ten (10) campuses serving approximately 201,000 undergraduate and graduate students and 160,000 faculty and staff, making the University of California the world's premier public university.  The official research arm of the State of California, the University of California has five medical schools, and four law schools. The University is also involved in the management of three laboratories on behalf of the U.S. Department of Energy — the Ernest Orlando Lawrence Berkeley National Laboratory (LBL), the Lawrence Livermore National Laboratory (LLNL), and the Los Alamos National Laboratory (LANL) — that are engaged in energy and environmental research and approximately 130,000 acres of natural habitat in California for research, teaching and outreach activities. The University’s fundamental mission is teaching, research and public service. The University of California, Office of the President (UCOP), located in Oakland, California, is the corporate headquarters of the University. 
[bookmark: _Toc282169007][bookmark: _Toc298163943]About the Campuses
The Undergraduate Admissions unit of the UCOP Student Affairs department administers the Undergraduate Admission Application process for the University’s nine (9) undergraduate campuses, located in Berkeley, Davis, Irvine, Los Angeles, Merced, Riverside, San Diego, Santa Barbara and Santa Cruz (San Francisco services graduate students only). Except as otherwise noted, each campus is considered a separate entity for purposes of the Family Educational Rights and Privacy Act (FERPA) and California Information Privacy Act (IPA), and that distinction must be preserved in terms of campus access to student information. Implementation of University admission policies and admission decisions are the responsibility of the individual campuses.
[bookmark: _Toc282169008][bookmark: _Toc298163944]About Undergraduate Admissions
The University operates on an 18-month Undergraduate Admission Application cycle and accepts applications for fall, winter, and spring terms. Seven of the nine campuses are on a quarter systems and may admit applicants for three terms per academic year. UC Berkeley and UC Merced are on a semester system and may admit applicants for two terms per academic year. Applicants for the Fall Quarter/Semester apply the preceding November. Applicants for the Winter Quarter/Spring Semester apply the preceding July and applicants for the Spring Quarter apply the preceding October. The process of making admissions decisions is time-sensitive and completed in a matter of only a few months. Over 90 percent of the work in Undergraduate Admissions occurs between the months of December and April, following the November filing period. Over 486,000 applications (143,000 unduplicated applications) were processed for fall 2011 admissions. See the Appendix, 18-month Undergraduate Admission Application Cycle.
Undergraduate Admissions operates under enormous scrutiny, and strives to be accountable to its multiple constituents, including the residents of California, the Regents of the University of California, the California state legislature, and the University faculty. Policies and procedures governing University eligibility and admissions are determined in consultation with the University’s constituents.   
UC has an integrated, comprehensive centralized admissions system developed out of the University’s Information Resources and Communications (IR&C) department on behalf of the Student Affairs department.  The admissions system (applyUC) provides an interface for all application and pre-admission activities for the applicant. The admission application provides immediate data checks, including multiple-field checks to minimize inconsistencies, errors, and omissions. Data fields are also computed (e.g., GPA calculations) behind the scenes for export to the campuses.  The centralized admissions system is also the primary mechanism for campuses to receive individual and aggregated application data to support their evaluation and selection processes.
[bookmark: _Toc298163945]About Eligibility in the Local Context
[bookmark: elc]Students who apply to UC and meet the UC freshman admissions requirements have their academic history reviewed systematically for Eligible in the Local Context or ELC determination. To be ELC, a student must have attended an eligible, participating California high school, satisfactorily completed a specific pattern of 11 UC-approved courses prior to senior year, and have a UC-calculated GPA that meets or exceeds a 9 percent benchmark GPA  established by UC for their school. 
The ELC program allows the University to provide outreach to the top 15 percent of rising high school seniors from participating California high schools to encourage application to UC, and once those students have applied, aims to identify those who are in the top 9 percent of the graduating class from each school. The outreach effort involves requesting eligible schools to submit the names, addresses, and e-mail addresses of the top 15 percent of their rising senior class for outreach to those students. Identification of the top 9 percent is done by the centralized admission application system as part of the admission application process; the system checks to see if the applicant meets or exceeds the 9 percent benchmark GPA associated with the school the applicant attended in the 11th grade and meets the minimum ELC course subject requirements. Initial benchmark GPAs were created for all eligible participating schools based on historical ELC GPA data. These initial benchmark GPAs will be added to the application system for fall 2012 admission applications that are processed during November 2011. To support the 9 percent identification process in subsequent years, the benchmark 9 percent GPA for each participating school (and participating magnet program) will be reset on a 3-year cycle, requiring GPA resetting for one-third of the schools each year. Benchmark GPAs will be calculated for schools newly eligible to participate; new schools will have their initial benchmark GPA reset for the following two years before being scheduled for resetting on the 3-year cycle. 
The ELC program fulfills an important UC admissions goal: to recognize and reward the academic accomplishment of students who have made the most of the opportunities available to them. The ELC program was implemented in 2000 to:
increase the pool of eligible students 
meet the guideline of the California Master Plan for Higher Education which states that the top 12.5 percent of public high school graduates will be considered UC-eligible 
provide a UC presence in each California high school and stimulate a college-going culture at those schools that typically do not send many graduates to UC.
In order to be considered for ELC, an applicant must have completed the following specific courses prior to the senior year:
History/social science - 1 year
English – 2 years 
Mathematics - 2 years 
Laboratory science - 1 years 
Language other than English - 1 years 
College-preparatory elective -  4 years (chosen from the subjects listed above or another elective course approved by the university)
The application system identifies ELC applicants following systematic clearing of D and F grades, ACT and SAT test score matching, and clearing of subject area deficiencies. The UC GPA used for ELC determination is computed and measured against the 9 percent benchmark GPA associated with the school the applicant attended in the 11th grade.  When an applicant is identified as ELC, the ELC status is added to the applicant record, along with the GPA percentile band the applicant met (e.g., top 1%, 2%, 3%...) and this information is sent to the UC campuses for their consideration in their application review process. The ELC status is also viewable on the Administrator website for UC campus staff and displayed to applicants on the post submission “My UC Application” website. 
[bookmark: _Toc87112584][bookmark: _Toc298163946]Statement of Intent
The purpose of this Request for Proposal (RFP) is to solicit proposals and ultimately enter into a contract with a qualified vendor for providing an array of services supporting UC’s Eligible in the Local Context program. 
The University expects that the undergraduate admissions policy and implementation requirements described in the RFP for 2012-2013 may be different than those required in future admissions cycles. While the University has attempted to anticipate those changes in this RFP, it is likely that additional, new and modified services provided under this Agreement will be necessary. 
The University expects the successful vendor to deliver the agreed upon services in the most accessible, efficient, and cost-effective manner, without sacrificing service quality. The vendor is also expected to provide integrated services utilizing secure, effective, up-to-date technology. The successful vendor will assume sole responsibility for any and all services provided under a resulting contract, with the successful vendor including any services it subcontracts out. The University must approve all subcontractors.
[bookmark: _Toc87112585][bookmark: _Toc44132601][bookmark: _Toc298163947]Contract Term
The anticipated commencement date of a new contract resulting from this RFP will be April 1, 2012. It is expected that the initial term of the contract will be for a period of three (3) years, with an option to renew for seven (7) successive one-year periods at the mutual consent of both parties.
[bookmark: _Toc87112586][bookmark: _Toc298163948]Major Project Activities and Process Overview
ELC Operational Support Services has the following major project requirements and activities:

Provide a toll free telephone line and Post Office Box for customer service to high schools and receipt of material.
Maintain a Schools Database built from several different sources tracking school eligibility, participation, magnet programs, new participation requests, and used to facilitate mailings.
Request student contact information and transcripts from participating high schools.
Mail outreach letters to students based on the student contact data submitted by schools. 
Provide a secure ELC School Portal Website to facilitate the electronic collection of student data (both transcripts and student contact data) and provide information to schools.
Provide support to schools related to electronic and non-electronic data submission.
Allow for receipt and processing of paper transcripts, in addition to electronic transcripts.
Provide the following Reports to UC:
New Schools Report (March)
End of Cycle Report (March)
Receive the following files from UC:
Applicant File (January)
School Code File (August)
Provide the following files to UC:
Transcript List (February)
Transcript (Non-Applicant) Data Extract (April)
Student Contact File (July)
Magnet Programs List (August)
File descriptions and the Fiscal Year Schedule of Key ELC Vendor Tasks are located in the Appendix.
[bookmark: _Toc298163949]Process Overview
Each spring, the vendor contacts all schools eligible to participate in the ELC program, requesting that schools submit student contact information for the top 15 percent of their rising senior class by June 30th of that year. Student contact information is received to allow UC to perform outreach to these students and to encourage application to the University during the November application filing period. 
All Freshmen applicants to UC have their academic record assessed by the admission application system to see if the student meets the ELC criteria when the student’s application is submitted. If the applicant is designated as ELC, the ELC status is considered by the UC campus admission evaluators during the admission review process. ELC status guarantees admission to the UC system, though not necessarily the campus or major of choice, if space is available. To meet the ELC criteria, the applicant must attend a California high school that participates in ELC, satisfy the ELC subject requirements, meet or exceed the 3.00 GPA requirement, and have a GPA that meets or exceeds the 9 percent GPA benchmark associated with their school. See the ELC website http://www.ucop.edu/sas/elc/ and the UC Admission Website ELC information page http://www.universityofcalifornia.edu/admissions/freshman/california-residents/local-path/index.html for more information about how UC operates the ELC program and determines ELC status.
UC has established a benchmark GPA for each ELC participating school. The benchmark GPA represents the GPA UC estimates will be met or exceeded by the top 9 percent of the students from the school. The benchmark GPA for each school is reset every three years. To support the GPA resetting process, when the vendor contacts schools for the student contact information, an additional request is made of schools selected for GPA resetting; those schools are required to submit transcripts for the top 15 percent of their rising senior class as well as the student contact information for this group. Transcripts are received in the fall to allow inclusion of coursework that might have been taken during the summer between junior and senior year. After the November application filing period, the students that did not apply to UC from the transcript pool are identified. The non-applicant transcripts are processed with the goal of calculating a GPA for those who meet the ELC criteria and these GPAs are used for the GPA benchmark resetting, along with the GPAs of students from the transcript pool that did apply to UC. The GPAs for the applicants are extracted from the UC application system and combined with the GPAs calculated for the non-applicants so that there is a UC-calculated GPA for each of the top 15 percent transcript records; from this data the new top 9 percent GPA is identified and added to the application system for the following November application filing period. The vendor sorts and sends to UC the non-applicant coursework in the appropriate UC course categories (called the “a-g” categories) following UC guidelines and UC performs the GPA calculations and resets the benchmark GPAs as needed.
[bookmark: _Toc298163950]Project Requirements
[bookmark: _Toc298163951]R1. Post Office Box
The vendor shall establish a post office box to receive paper transcripts or other material and correspondence from high schools related to the ELC process. The post office box will have a California mailing address and shall be the primary mailing address used throughout the UC ELC process. The post office box address may be referenced on publications and websites as well as on other materials that may be distributed widely to the University’s public.  
The post office box must have a California address and zip code.
The vendor shall check the post office box daily except weekends and California State and Federal holidays. 
Volume – For the 2010 ELC cycle, 57 percent of the participating schools submitted paper transcripts.
[bookmark: _Toc298163952]R2. Telephone Number
The vendor shall establish a toll-free phone number for use by high school staff with concerns related to the submission of transcripts or student contact information. It is the University’s intent to have the vendor, rather than the University, be the primary contact with high schools on ELC related matters. Other callers will be redirected to the UC Office of the President or the admission operations support vendor’s Contact Center as appropriate. Typical FAQs (Frequently Asked Questions) are included in the Appendix. The vendor should research issues, as necessary, in order to minimize the number of calls that have to be redirected to the University for handling. The telephone number may be referenced on Admissions publications, websites, and on other materials that may be distributed to the University’s public. See Security and Performance Requirements.
When calls are placed “on hold” or in a queue to be answered by a representative, it shall be apparent to the caller that his/her call has been received and in queue.
If not immediately answered by a help desk staff member, a voice message will state that the call will be answered in the order it was received. 
A recording will be provided during non-business hours and business holidays. The University will provide the text for the outgoing message when the contract is awarded.
Callers shall have the option of leaving a voice message when the call is received outside service hours or the call was put “on hold”.
The vendor shall pass inquiries to a designated University staff person when a specific answer is cannot be determined by vendor staff. The vendor shall inform the individual that the inquiry has been forwarded and that the individual can expect a response within 72 hours. The vendor shall track forwarded inquiries to confirm that a response from the University is received by the vendor. 
A voice response system that provides an option to speak to a Customer Service Representative for three quarters of the year (March through November) and provides recorded information during the remaining months may be an option provided in the vendor’s proposal. UC would be interested in this option if it would reduce costs.  
The vendor shall operate the customer service operation in such a manner that the customers do not realize that they are interacting with non-employees of the University.
[bookmark: _Toc283798035][bookmark: _Toc298163953]R3. E-mail Address
The vendor shall establish and host a primary e-mail address with a domain name that is associated with the University’s ELC program. The e-mail address may be referenced on Admissions publications, websites, and on other materials that will be distributed to the University’s public. The email address should mask that messages are received by or sent from non-UC employees. See Security and Performance Requirements.
Any e-mail address provided for the public to communicate with the vendor must be approved by the University.
The vendor may establish additional e-mail addresses as needed to support specific functions, if necessary.
The vendor shall pass inquiries to a designated University staff person when a specific answer is cannot be determined by vendor staff. The vendor shall inform the individual that the inquiry has been forwarded and that the individual can expect a response within 72 hours. The vendor shall track forwarded inquiries to confirm that a response from the University is received by the vendor. 
The vendor shall develop processes to allow and encourage schools to communicate electronically when appropriate to reduce the cost of incoming calls.
[bookmark: _Toc283798039][bookmark: _Toc298163954]R4. Call and E-mail Counts
The vendor shall be able to capture the volume and type of incoming calls and e-mails for reporting purposes. See R16 and R17 for report requirements.
Volume – 1000-1500 annually
[bookmark: _Toc298163955]R5. Technical Support
The vendor shall provide guidance and technical support to high schools regarding use of the submission website, and submission of student data and transcripts. Technical support will be provided by e-mail, telephone, and written material such as FAQs or Submission Instructions that are developed by the vendor and approved by UC. 
[bookmark: _Toc298163956]R6. Schools Database 
A database of information on California high schools will be required to support the ELC project. The Schools Database will include information about the schools including ELC eligibility and submission status.  ELC mailings to schools will depend on the Schools Database having accurate information. 
To be eligible to participate in the ELC program, public or private schools must be located in California, possess an American Testing Programs (ATP) code, have a list of UC-approved courses in the UC Doorways system for the most recent academic cycle and be accredited by the Western Association of Schools and Colleges (WASC) or WASC candidates. In addition, schools eligible to participate in the ELC program must be comprehensive (defined as having at least 80 percent of student instruction received inside a traditional classroom). The Doorways course list must be comprehensive. The vendor should be prepared for continual growth in program participation each year. The vendor will facilitate participation of new schools but UC will determine new school eligibility.
The faculty committee that oversees UC undergraduate admissions, the Board of Admissions and Relations with Schools (BOARS) has decided that alternative schools are not eligible to participate in the ELC program. Alternative schools are defined as those with 50 percent or more alternative enrollment. Alternative schools include, but are not limited to those serving pregnant or parenting students, offering community/experience based or continuation courses, and independent-study schools. Magnet programs and comprehensive public charter schools that are considered dependent charters within a public school district and have a UC-approved course list on file are not considered alternative schools for ELC participation. This requirement is subject to periodic review and possible change.
Magnet programs are defined as programs within a school that offer a distinctive curriculum based on a special theme or method of instruction. Military and performing arts academies are two examples. A school that has both a regular and a magnet component will be treated as two separate schools for ELC purposes; the school will send data when requested for the top 15 percent of their regular program and the top 15 percent of their magnet program. By separating the regular and magnet students, neighborhood students are not disadvantaged because their school attracts students from beyond the local area. The magnet students are ranked among themselves, as are the regular program students.  A school can have more than one magnet program. Whole-school magnet programs will be treated like non-magnet schools.
Many schools are creating Small Learning Communities (SLCs), also known as schools within a school. These SLCs can be treated in one of two ways. If the students in the different SLCs are considered separate from students at other SLCs and the high school has a separate ATP code for each SLC, then instructions will be sent to each SLC as if they are separate schools. If the SLCs are similar to magnet schools where students take a specialized curriculum and the SLCs do not have their own ATP code, then the school can treat the SLC as if it were a magnet program. 
Schools are responsible for identifying if any programs at their school qualify as magnet or SLC programs under the ELC definition. 1389 schools participated in most recent ELC cycle. Of these, 61 schools had a total of 142 magnet programs. There are an estimated 20-40 new schools added each year. The vendor shall provide UC with a list of schools with magnet programs each year, including the magnet program name and magnet program code.
The ELC program requests participating schools to submit the student contact information of the top 15 percent of their rising senior class by June 30 in the summer following entry of final junior year grades. Obtaining the top 15 percent student contact information allows the admissions support vendor to send an outreach letter to these students in the fall on UCs behalf, to encourage application to the University.  In addition, the ELC program requests 1/3 of the schools to submit transcripts for the students they identified as being in the top 15 percent of their school for the purpose of GPA benchmark resetting; all schools should have their GPAs reset on a 3 year cycle. The vendor will manage the school transcript submission schedule and follow up with schools if either the transcript submission or student contact information submission are missing or incomplete.
UC will provide the UC School Code File to the vendor each year. In almost all instances, the UC School Code matches the ATP School Code. The vendor will be required to compare the UC School Codes against the ATP School Codes for schools in the Schools Database to identify differences. Differences, if any, should be noted in the Schools Database and the UC School Code should be used on files sent to UC.
The vendor shall create and maintain a Schools Database to support ELC tasks, mailings, and reporting needs.  The vendor’s Schools Database shall include at least the following information:
School ATP Code  
School Name
School Address
School Contact Name(s)
School Contact Email Addresses
School Contact Phone Number(s)
School Type (Public, Private, Charter)
Magnet Program Status
Magnet Program Name
Magnet Program Code (R, A, B, C, etc.)
School District association
School County association
School Student Information System Type
Transcript Submission Type (paper or electronic)
Eligibility Status
Participation Status
Transcript Submission Schedule
Date of Transcript Submission Request
Transcript Submission Status
Transcript Submission Date
Date Benchmark GPA set or reset
Date of Student Contact Information Submission Request
Student Contact Information Submission Status
Student Contact Information Submission Date
Notes Area for recording relevant communications with the school   
The vendor shall be able to add new schools to the Schools Database when a new school is identified and approved as eligible. See R17 Annual New Schools Report. 
The vendor shall identify schools that should have their eligibility status changed from eligible to ineligible. A comparison between the ELC Schools Database and Schools with Doorways course lists on file for the current year will be used for this analysis. Consultation with UCOP is required before switching an eligible school to ineligible.
The vendor shall identify schools that are eligible but have not participated in the recent past and will contact the school to encourage participation, if requested to do so by UC.
The vendor will include an area on the Schools Database to allow entry of vendor comments and communications associated with the school, including submission follow- up efforts by phone and e-mail. 
The vendor shall maintain the school name, address, and school contacts’ phone numbers and e-mail addresses to facilitate communication with the school. 
The vendor will update school and contact information when notified or the need for an update is discovered (such as if a mailing to a school is returned as undeliverable or recipient unknown). 
The vendor shall display the transcript submission schedule and status for each school.
The vendor shall display the names/addresses submission status for each school.
The vendor shall keep the Schools Database updated.
The vendor shall provide access to the Schools Database to select UC users.
The vendor shall include Administrative functions to manage users.
The vendor shall be able to query the Schools Database to support ad hoc requests and produce reports as needed.
The vendor shall provide the Magnet Programs List file to UC each July. The file will identify all schools with magnet program and include each magnet program name and magnet program code. The Magnet Programs List file description is located in the Appendix.
Volume – For the most recent cycle, 1640 schools were in the schools database; 1389 participating, 87 not participating, and 162 ineligible to participate.  
[bookmark: _Toc298163957]R7. Parental Authorization
Federal, state and local privacy laws protect student data and transcripts. In order to legally release this information, high schools must have authorization from the parents or legal guardians. If a student is 18 or older, the student should sign the authorization for release of the student contact information or transcript.
The vendor shall not accept student data unless the school has certified the parental authorization was obtained.
The vendor shall remind schools that the school must obtain parental authorization before submitting student data. 
The vendor shall provide a method for the high school to certify that they have obtained parental authorizations for all student data submitted.
The vendor shall provide a link from the ELC School Portal website to the sample parental authorization request letters and forms on UC’s website or will provide the sample parental authorizations letters and forms provided by UC on the ELC School Portal website. See sample parent authorization letters and forms in three different languages (English, Spanish, and Chinese) in the Appendix.
The vendor shall contact the school if student data is submitted without the parental authorization certification to clarify if the certification was overlooked or misunderstood.    
[bookmark: _Toc298163958]R8.  Student Contact Information Request 
The University wishes to contact the top students at every ELC participating California high school in order to recognize the student’s achievement and encourage application to the University. To support the outreach process, all schools participating in the ELC program will be asked to provide the student contact information (name, address, and e-mail) of the top 15 percent of their rising senior class after final junior year grades have been entered. High schools may use any method of calculating a GPA to rank students, as long as the method identifies the top students.
The vendor shall send the Student Contact Information Request letter to the participating high schools no later than April each year to allow schools time to obtain parental authorization to release student data. 
The vendor shall mail two Student Contact Information Request letters to each participating high school; one addressed to “Principal” and one addressed to “Head Counselor”.
The vendor shall send additional Student Contact Information Request letters upon request by UC or the school, in cases where the school did not receive the initial letter or a new school has joined the ELC program after initial letters were mailed.
The vendor shall note a June 30th submission deadline in the Student Contact Information Request letter. The submission deadline can be extended on a case-by-case basis following consultation with UC. 
The vendor shall follow up for missing Student Contact Data submissions or if the submission numbers are in question.
Volume – Mail two copies of the Student Contact Information Request letter to 2/3 of the estimated 1400 participating schools. 57,000 student contact information records are estimated to be received in response to the Student Contact Information Request letter and the Student Contact Information and Transcript Request letter.
[bookmark: _Toc298163959]R9. Student Contact Information and Transcript Request
Initial benchmark 9 percent GPAs will be added to the UC admission application system and used in the ELC determination of students applying to UC from ELC participating schools during November 2011. To support the 9 percent identification process in subsequent years, the benchmark 9 percent GPA for each participating school (and participating magnet program) will be reset on a 3-year cycle, requiring GPA resetting by UC for one-third of the schools each year. Benchmark GPAs will also be calculated for schools newly eligible to participate; new schools will have their initial benchmark GPA reset for the following two years before being scheduled for resetting on the 3-year cycle. Transcripts will be collected and processed by the vendor to allow UC to calculate or reset the benchmark 9 percent GPAs.

The vendor shall request that one-third of the participating schools submit transcripts, in addition to the names and addresses of the top 15 percent of their rising senior class.  Schools selected for transcript submission will have the transcript submission requirement and transcript submission deadline added to the Student Contact Information Request letter (see Student Contact Information and Transcript Request Letter sample in the Appendix). Therefore, there will be two versions of the letter sent to high schools requesting student data; the Student Contact Information Request Letter and the Student Contact Information and Transcript Request Letter.
The vendor shall note a June 30th submission deadline for the Student Contact Information and a September 30th submission deadline for the transcripts in the Student Contact Information and Transcript Request Letter. The June 30 deadline for Student Contact Information allows UC to begin outreach to this population in July, while the September 30th submission deadline for transcripts allows inclusion of any summer coursework completed during the summer following the student’s junior year on the transcript. 
The vendor shall manage the transcript submission schedule so that each school has their benchmark GPA reset every three years, with schools newly participating submitting transcripts three years in a row before going on the regular transcript submission cycle.
The vendor shall send the Student Contact Information and Transcript Request Letter to schools that are new ELC participants, as approved by UC. The transcript submission deadline for new school participants may be earlier than September 30th, to allow for an initial 9 percent GPA benchmark calculation prior to the fall. 
The vendor shall send the Student Contact Information and Transcript Request letter to the participating high schools no later than April each year to allow schools time to obtain parental authorization to release student data. 
The vendor shall mail two Student Contact Information and Transcript Request letters to each participating high school; one addressed to “Principal” and one addressed to “Head Counselor”.
The vendor shall send additional Student Contact Information and Transcript Request upon request by UC or the school, in cases where the school did not receive the initial letter or a new school has joined the ELC program after initial letters were mailed.
The vendor shall be able to receive and process both paper and electronic transcripts. The Student Contact Information and Transcript Request letter shall note the mailing address for submitting paper transcripts and the link for uploading electronic transcripts using the ELC School Portal website.
The vendor shall follow up for missing transcript submissions or if the transcript submission numbers are in question. 
Volume – Mail two copies of the Student Contact Information and Transcript Request letter to 1/3 of the estimated 1400 schools. Transcript volume returned in response to the request letter will depend on size of schools selected for GPA resetting but is estimated at 19,000 transcripts. 
[bookmark: _Toc298163960]R10. Submission Website
A website will be used to facilitate the collection of student data to support the ELC process. All schools will use the website to submit the student contact information, and schools that wish to submit transcripts electronically will also use the website for transcript submission. Processes should be automated as much as possible. 
The vendor shall provide a website, the ELC School Portal, for collecting the student contact information and transcripts electronically, and provide information on the website regarding ELC and the submission process.
The website must require the school to use a vendor supplied unique PIN when first accessing the ELC School Portal Website, or employ other alternate methods to enforce access controls and security. 
The website will allow the school to manage users. The school will be able to set up one or more users with school selected user IDs and passwords. The website will allow the school to add, delete or edit users. School users will be presented on a User List in alpha order to facilitate user management. 
The website will allow a single user to access multiple school accounts if authorized by the schools to do so. For example, a school district employee might submit data on behalf of multiple schools in the district. This arrangement must be documented on the schools records in the Schools Database. 
The website shall allow a school to enter student contact data directly into data collection fields on the website, or allow a school to upload a file of student contact information. 
The vendor shall provide a file template and file layout for uploading the Student Contact information. See the Sample File Layout for Student Contact Information in the Appendix.
The website shall provide a student contact information upload feature that allows a school to browse for an existing file to upload.
After a school submits a file, the system must perform data validation on critical individual data elements according to the criteria to be determined with UC. The website will display a confirmation message following successful submissions.
The website will inform the user if the submission was not successful and provide meaningful error messages to assist the user.
The user will be notified when student contact information records will be available for the school to review or modify.
The website will allow the school to edit, add, or delete submitted Student Contact information until a cut-off date has passed.
The website will display the student contact information records in alpha order by student name.
The student contact information must be collected and maintained to facilitate mailings and the creation of the Student Contact File. The Student Contact File description is located in the Appendix, as is a sample of the Top 15 Percent letter. 
The website will require the school to indicate the size of the rising senior class. 
The website will display the size of the rising student class, calculate and display the number representing 15 percent of the rising student class, and once the student contact information is submitted, will display the number of student records submitted. There must be a means to revise the size of the rising senior class if the number entered was incorrect.
The Login page of the website will display a UC copyright and a notation regarding Section 502 of the California Penal Code.
The Login page will provide a link to a list of Frequently Asked Questions and will link to UC’s website for the ELC website program overview, high school eligibility criteria, and Parent Authorization letters and forms.
Once logged in, the website will provide information pages, including at least the following: Calendar/School Process, Student Ranking Information, Magnet School Information, Submission Instructions for Student Contact Data, Submission Instructions for Transcripts, Submission Form to include if mailing paper transcripts, and FAQs. The Submission Instructions for Transcripts will include information about the Student Information Systems that contain the transcript extract, how the extract works, and provides appropriate contact information for assistance using those systems. Samples of these information pages are located in the Appendix.
All pages of the website will provide contact information for receiving assistance.
The website will provide for electronic transcript submission.
The vendor shall provide a transcript file layout for electronic transcript submission. See the Sample File Layout for Transcripts in the Appendix.
The school ATP code and school name will display on all pages past log in.
Page level text will be present on all pages. UC will approve all website text.
The website look and feel requires UC approval. The website will be designed to be easy for high school staff to use and the website must appear to be hosted by UC. 
The vendor shall provide a means for the school to certify that they obtained Parental Authorizations for all student contact information and transcripts being submitted. The vendor shall follow up with the school if the certification is missing or unclear and will not use the student data until the certification has been confirmed.
The vendor shall provide a means for schools or providers to submit test files for transcript submission to confirm they have access through firewalls and resolve other submission issues.
The vendor shall provide for testing and assistance to Student Information System providers to encourage electronic submission. The following Student Information Systems (SIS) or entities have extracts built into their systems to export transcript data to the ELC vendor: Aeries, the California School Information System (CSIS), the Los Angeles Unified School District, and PowerSchool. Other popular Student Information Systems at this time are Infinite Campus, SchoolMax, Zangle. Of the roughly 600 schools who submitted electronic transcripts in 2010, 285 were schools using Aeries, 117 using CICS, 65 using LAUSD, and 45 were from PowerSchool users. 71 schools submitted transcripts using the current vendor’s turnkey system developed for the SASIxp Student Information System; however, the company that developed SASIxp will no longer support that program and electronic submissions from that SIS using the turnkey are not anticipated in the future. The vendor shall provide written instructions as appropriate to assist high school staff using Student Information Systems containing the ELC extract.  
The vendor shall collect the following information when transcripts are submitted:
Size of total rising senior (formerly junior) class and number of transcripts submitted
Magnet School information
Term and Grading type
Certification that transcript data is accurate
Certification that Parental Authorizations were obtained for all transcripts submitted
The vendor shall provide a means for schools to submit a roster of students for whom transcripts are submitted.
The vendor shall archive paper copies of transcripts and other school submissions for retention for 18 months after submission of data to UC.
The vendor shall allow access to the website via multiple browser types.
[bookmark: _Toc298163961]R11. Student Contact File
The purpose of collecting the student contact information is to identify the top rising senior students for outreach action. The student contact information collected by the vendor will be sent in a Student Contact File to UC. The data from the Student Contact File will be added to UC’s outreach website, UC4You, and used for campus outreach.
The vendor shall send UC the Student Contact File in early July, following the June 30 submission deadline. Additional files will be supplied to UC on a rolling basis prior to the fall outreach mailing as needed, to accommodate school corrections or additions. See the Student Contact File description in the Appendix. 
The vendor shall reflect the names and addresses in the Student Contact File in Title Case. 
[bookmark: _Toc298163962]R12. Top 15 Percent Letter
The Top 15 Percent Letter will be mailed each fall to the students whose student contact data was submitted by their high school. This letter will congratulate the student on their academic achievement, invite application to UC in November, and encourage the student to register on the UC4You outreach website. The Top 15 Percent letter is expected to be one page, double-sided. 
The vendor shall mail the Top 15 Percent Letter to all students on the Student Contact File.
The vendor shall be able to reprint letters upon request.
The vendor shall be able to generate additional letters following the initial mailing if requested to do so by UC. Additional letters may be required if an exception is made to the student contact data submission deadline.
The vendor shall use Title Case to display the student name and address on the envelope for the Top 15 Percent letter and the student’s first name in the letter salutation. 
See R15 Letter and Mailing Requirements.

Volume - 56,000 Top 15 Percent letters estimated. Volume dependent on number of student contact records submitted.
[bookmark: _Toc298163963]R13. Transcript Applicant and Non-Applicant Identification
The majority of the students for whom transcripts are received end up applying for admission to UC in November of their senior year. For students in the top 15 percent that applied to UC, the application system will calculate the UC-GPA (minimum of 3.0 required for minimum eligibility) and the ELC-GPA, and this data will be used by UC for the benchmark GPA resetting process (as well as for ELC determination). The vendor shall be required to identify the applicants and non-applicants from the top15 percent population represented in the pool of transcripts received. A Transcript List will be provided to UC by the vendor indicating for each transcript received if the student represented by the transcript applied to UC or not. For the non-applicants, then vendor will provide to UC the school and student data from the transcript needed by the application system to calculate the GPAs needed for the benchmark GPA resetting process for this population, as noted in R14.  See Security and Performance Requirements. 
The following tasks are required to support the identification of non-applicants from the transcripts received.
The vendor shall receive the Applicant File from UC in January following the November admission application filing period. The file will be a subset of the total applicant file, and will contain records for fall term freshman with a California high school for the 11th grade school of attendance. See the Applicant File description in the Appendix.
The vendor shall compare the transcript demographic data with the applicant demographic data on the Applicant File received from UC to match transcripts received to applicants and identify the transcripts of the non-applicants. This assumes some transcript processing is required to capture the transcript demographic data for comparison to the Applicant File.
The vendor shall create a Transcript List File of student names and other elements for all students represented in the transcript pool. Each student record will include the Applicant Match Flag field and UC ID number field which will be either populated or left blank. If a UC ID number can be matched to a student represented by a transcript, then both the UC ID number and Applicant Match Flag will be present on the Transcript List File. Non-applicants are identified on the Transcript List File by the absence of the Transcript Match Flag and UC ID number. See the Transcript List File description in the Appendix.
The Transcript List File will be submitted by the vendor to UC in February and used by UC to extract applicant data for the GPA benchmark resetting process. 
The transcripts for the non-applicants identified on the Transcript List File will be used for transcript processing as noted in R14.
Volume – estimated 7,000 – 10,000 non-applicants identified from @19,000 transcripts received. Transcript volume will depend on size of schools selected for GPA resetting. In the most recent cycle, (when all schools were asked to send transcripts for the top 12 percent) 615 schools submitted 25,130 electronic transcripts and 707 schools submitted 20125 paper transcripts.
[bookmark: _Toc298163964]R14. Transcript Processing 
It is the University’s objective to have GPAs for non-applicants calculated in the same manner as for the applicant within the UC online admission application and use the calculations for both populations in the GPA benchmark resetting performed by UC. UC will obtain the GPAs for the applicants that have been identified on the Transcript List File from their application system, but will require the vendor to send the data needed to calculate the GPAs for the non-applicants on the Transcript List that the vendor created. Some transcript processing is required for all transcripts received to facilitate the creation of the Transcript List File. Transcripts for non-applicants will require additional processing and procedures to facilitate the creation of the Transcript (Non-Applicant) Data Extract File(s).
The vendor shall be able to receive and process both paper and electronic transcripts. Most paper transcripts are expected to be received on one or two 81/2 by 11 inch pages, and it is expected that no transcript be larger than 11 by 17 inches. However, any variation in paper size, color, and document enclosures will need to be accommodated. It is envisioned that the vendor will receive, scan, and enter student paper transcript information to an electronic file and, along with student transcript information received from the high school electronically, use the data to facilitate the production of the required output files and reports. Electronic transcript data may need to be formatted to resemble a transcript to facilitate the transcript processing and coursework sort by “a-g” category.
The vendor shall provide validation checks for transcripts submitted electronically and will reject submissions that do not pass the validation checks. The vendor shall track failed submissions and work with the school or district to correct the errors or omissions. The validation checks will include at least the following: 
File length is correct
File is correct type
Each student record has student name
Date fields contain only dates
Alpha fields contain only letters
Numeric fields contain only numbers
Range fields contain valid ranges
Each course has at least one grade
The vendor shall build a system that will allow course work from the non-applicant transcript to be sorted into the appropriate UC “a-g” category and create the Transcript (Non- Applicant) Data Extract File. Non-academic coursework, such as sports or P.E. classes, will not be included. Courses with grades of W, I, P, NP, CR, and/or NC will also not be included. For a list of course subjects that meet the different “a-g” categories, see the UC admissions website http://www.universityofcalifornia.edu/admissions/freshman/california-residents/statewide-path/subject-requirement/index.html. Use of the UC Doorways system may aid the vendor with the assignment of transcript courses to the correct “a-g” category or with understanding the transcript and courses for a particular school. Go to http://www.ucop.edu/doorways/  to access the UC Doorways website.
The vendor shall have a special handling process for special circumstances.
The vendor shall create the Transcript (Non-Applicant) Data Extract File following the file description in the Appendix.
The vendor shall perform the conversions and mappings according to the Transcript (Non-Applicant) Data Extract File description. While over ninety percent of California high schools use the A-F grading scale, transcripts received reflecting other grading systems will require grades converted to the A-F scale. Convert the 0-100 grading system as follows: 90-100 = A; 77-89 = B; 69-76 = C; 65-68 = D; and 0-64 = F. Grading systems other than A-F or 0-100 may require the vendor to obtain the school’s transcript key or consult with the high school for grade conversion guidelines. The number of grades sent for a course depends on the grading system used by the school. For example, it is expected that a full year course on a semester system would have two grades (fall and spring), a full year course on a trimester system will have three grades, a full year course on a quarter system would have four grades, and a school using the Full/Block system would have one grade for a full year course. The vendor will send up to four grades for each course, rather than send a separate course record for each grade.  
The vendor shall consult with UC regarding the correct “a-g” course category assignment or term or grade types if in doubt, but it is expected that the vendor staff performing this task are familiar with UC policies, the UC Doorways system, high school practices and are well versed regarding high school transcripts.
The Transcript (Non- Applicant) Data Extract File(s) shall be provided to UC before May. Files should be sent in batches of up to 250 student records to facilitate processing.
Volume – estimated 7,000–10,000 non-applicant transcripts.
[bookmark: _Toc298163965]R15. Letter and Mailing Requirements
All letters sent on behalf of the University will appear to be from the University and not the vendor. Letters to schools are mailed in the spring and letters to students are mailed in the fall. Two thirds of the schools will be requested to submit only names/addresses of the top 15 percent and one third of the schools will be requested to submit names/addresses and transcripts. The schools being asked to submit both names/addresses and later transcripts for those same students can receive one mailing instead of two.
The vendor shall produce personalized letters to the high school for the Student Contact Information request (R8) and the Student Contact Information and Transcript request (R9) , and to the students for the Top 15 Percent Letter (R12).
Letters will include the school name and address using data from the vendor maintained ELC School Database.
The vendor shall use the text supplied by the University regarding the ELC program and the general process and requirements, which will be provided no less than 10 business days before the mailing date for the letters. This includes taking the electronic text for the letter from the University and printing out and mailing the letters. See the Appendix for samples.
The vendor shall supply text regarding ELC School Portal website login procedure along with the school PIN and note the submission instructions that will be available on the website. 
The vendor shall provide final text for all communications to UCOP administrators upon request. 
The vendor shall print letters on University letterhead. Electronic letterhead will be supplied to the vendor as a Word template.
The vendor shall employ an electronic signature on letters, based on an original signature provided by the University for this purpose. The signature is required to be of good quality.
The return address on the envelope and in the letter will be the University of California at the post office box maintained by the vendor for this project.
Unless otherwise specified by the University, mail that the vendor sends via the U.S. Postal Service should be sent first class.
The vendor shall prepare documents for mailing utilizing the most cost-effective procedures to obtain postage discounts.
Use of Sealer or pressure seal forms is not anticipated at this time for ELC mailings.
The vendor shall investigate school address or contact data for all letters sent to the high school that have been returned as undeliverable and will re-mail if a better address or contact name can be determined. Updated school or school contact information will be reflected in the Schools Database.
[bookmark: _Toc298163966]R16. End of Cycle Report
Program tasks and volumes will be monitored by UC to assist with assessments of the program success and evaluate areas for improvement.
The vendor shall provide to the University an Annual End of Cycle Report of the program’s operations for that year. The End of Cycle Report will include at least the following:
Number of eligible schools in ELC database
Number of ineligible schools in ELC database
Number of participating schools
Number of letters sent to schools requesting Student contact data only
Number of letters sent to schools requesting Student contact data and Transcripts
Number of letters sent to schools returned as undeliverable for which a better address could not be located.
Number of schools that supplied student contact data, by month
Number of student contact information records received by month
Total number of student contact records submitted
Number of letters sent to students
Number of schools that supplied transcripts, by month
Number of schools that submitted paper transcripts
Number of paper transcripts received
Number of schools that submitted electronic transcripts
Number of electronic transcripts received
Total number of transcripts received
Number of electronic transcripts by SIS type
List of schools that submitted transcripts
List of schools that did not submit transcripts when requested
Number applicants on the Transcript List
Number of non-applicants on the Transcript List
Number of non-applicant “a-g” records submitted on the Transcript (Non-Applicant) Data Extract file 
Number of incoming ELC calls
Number of incoming ELC emails
Brief summary of program successes, issues, concerns, and recommendations, including suggestions for improving efficiency, reducing costs, or program improvements.  
 Report due annually. 
[bookmark: _Toc298163967]R17.  New Schools Report 
It is expected that the number of ELC participating schools will change each year. The vendor may be the first point of contact for schools with questions about ELC participation. Prior to the spring school mailings, UC will review requests from schools that want to join the program that have contacted the vendor.
The vendor shall track requests from schools wishing to join the ELC program and will provide the school with general information regarding high school eligibility.
The vendor shall produce a “New Schools Report” each spring identifying schools that may be able to participate in the next cycle that had not participated the prior cycle. Possible new schools include those with UC-approved course lists on Doorways that are not in the ELC Schools Database, schools that had wanted to be new participants the prior cycle but were identified too late, and schools that recently inquired about participation and appear eligible, and schools that have recently been accredited by the Western Association of Schools and Colleges (WASC). Identification will require the vendor to review data from the ELC School Database, the WASC website (www.acswasc.org/), the UC Doorways website (http://www.ucop.edu/doorways/) and may involve contact with the school. UCOP staff will make the final school eligibility determination.
Volume – 20-40 new schools annually. Report due in March.
[bookmark: _Toc298163968]R18. Monthly Activity Report
The vendor shall produce a monthly activity report noting the critical tasks and task volumes handled that month. 
[bookmark: _Toc298163969]R19. Status Updates
The vendor shall provide the University regular status updates by e-mail or conference call. Frequency of status updates will be determined following the award of the contract.
[bookmark: _Toc298163970]R20. Problem Notification
The vendor shall promptly report to the University errors or delays that could impact the success of the program, as well as issues the University should be aware of.
[bookmark: _Toc298163971]R21. Problem Tracking
The vendor shall have a method of documenting issues and tracking issue resolution. Problem tracking may be handled within the Schools Database fields or by another method.  Documentation of problems and problem resolution will be made available to the University upon request.
[bookmark: _Toc298163972]R22. Ad Hoc Requests
The vendor shall accommodate ad hoc requests from the University. 
[bookmark: _Toc298163973]Security and Performance Requirements
[bookmark: _Toc298163974]R23. Privacy and Security
Some of the data collected for ELC is defined as confidential under the State of California Education Code (section 67110, et seq.), the Federal Regulations implementing the Family Education Rights and Privacy Act of 1974 (FERPA), California Senate Bill 1386, California Assembly Bill 3016, and the University of California policies applying disclosure of information from student records. See Appendix DS.
[bookmark: _Toc298163975]R24. Student Data Security
The vendor shall keep transcript data and student contact information secure following all University privacy policies. See Appendix DS. 
[bookmark: _Toc298163976]R25. Data Access Control
The vendor shall ensure that access to data is controlled with a secure means of authentication and authorization at various levels of privilege.  Vendor staff with access to the database shall be informed of the legal and institutional requirements for protection of personal information. Such information shall be shared only with those who need the data to perform their assigned duties. Such information shall never be left exposed on a computer screen if the responsible staff member is absent. 
[bookmark: _Toc298163977]R26.  Retention Guidelines
The vendor shall follow the University’s Records Disposal Schedule regarding student ELC and admissions-related information that is retained and disposed.
 http://www.ucop.edu/recordsretention/
[bookmark: _Toc298163978]R27. Disaster Contingency Planning
The vendor shall prepare a contingency plan in the event of a natural disaster (such as fire, tornado, earthquake, or snowstorm) or manmade disaster (such as acts of terror or war) that could disable the vendor’s established capabilities. The plan will include at minimum the following features:
A description of how services, including but not limited to the call center, will continue assuming a range of possible scenarios from the simple inability to access the premises due to a natural disaster to complete destruction of existing facilities. Include a description of alternate site facilities and the capacity to perform the same responsibilities in a secured environment and how UC’s public will be informed if the contingency plan impacts vendor communication methods.
Internal assessment and recovery procedures after a disaster.
Testing, evaluation and maintenance of all backup, disaster and recovery plans.
[bookmark: _Toc298163979]R28. Data Retrieval
The vendor shall be able to share transcript data for transcripts received within three business days to the University upon request.
[bookmark: _Toc298163980]R29. Test Plans and Results
The vendor shall provide a detailed plan for testing internal systems and processes to ensure all new enhancements and existing program functionality are as expected, provide a sample and summary of the annual test results, and document for the University that all test activities on the test plan were completed (or provide a reasonable explanation for why an item was not tested). 
The test plan, sample and summary of test results, and confirmation of testing completion will be due annually.
[bookmark: _Toc298163981][bookmark: _Toc283798152]R30.  Quality Assurance
The vendor shall have in place an ongoing quality control process to ensure that data is received and processed appropriately, data in all data exchanges are being sent as expected, and mailings and notifications are sent appropriately. Documentation of the quality assurance process will be made available to the University upon request.
[bookmark: _Toc298163982]R31. Efficient and Automated Processes
The vendor shall have streamlined processes and procedures to promote efficiency. Processes should be automated whenever possible to promote efficiency when doing so does not compromise quality.
[bookmark: _Toc283798131][bookmark: _Toc298163983][bookmark: _Toc283798153]R32. Sufficient Resources
The vendor shall provide sufficient staff and computer and telephone access and capacity to satisfactorily handle the volume of inquiries and other tasks associated with the contract.
[bookmark: _Toc298163984]R33. Appropriate Training
The vendor shall provide training of the type and length appropriate for its staff involved in supplying services under this Agreement. The vendor shall give particular consideration to the complexity of the University’s servicing needs and operational structure, and assign staff who not only have been “properly trained” but also have the appropriate level of knowledge, skills, and experience to provide a high standard of service under this Agreement. Such staff must be able to communicate effectively with both the University’s public and the University’s staff.
[bookmark: _Toc298163985]R34. Communication Skills
The vendor shall ensure the staff responsible for answering the phones shall have excellent oral communication skills in English, a professional and courteous manner, a positive and helpful attitude. Written material or communications must be written in a clear, concise, and easy-to-understand manner, free of any grammatical, spelling, punctuation, and other typographical errors.
[bookmark: _Toc298163986]R35. Staff Responsiveness
The vendor’s staff shall make every effort to be responsive to the requester’s needs.
[bookmark: _Toc283798157][bookmark: _Toc298163987]R36. Staff Competency
The vendor shall have a means to measure the competency of its employees for the job responsibilities to which they have been assigned. Only those staff that meet or exceed the competency standards and possess the knowledge and skills necessary to perform successfully in their positions will be deemed “properly trained.”
[bookmark: _Toc283798133][bookmark: _Toc298163988]R37. Call Response Time
The vendor shall answer 90 percent of calls within 30 seconds. See R39 for Call Center Hours. 
[bookmark: _Toc283798134][bookmark: _Toc298163989]R38. E-mail Response Time
The vendor shall answer e-mails requiring a response within 2 working days of receipt.
[bookmark: _Toc283798144][bookmark: _Toc298163990]R39. Call Center Hours
The vendor shall provide staff to respond to requests for general information and technical support from 9:00 am to 5:00 pm PST, Monday through Friday, excluding Federal and California State holidays. Few inquiries are expected outside the data collection periods. Note that if the vendor will propose an option to use a voice response system and provide recorded information only during the months of December, January, and February to reduce costs in response to R2F, the Call Center hours will be adjusted accordingly. 
[bookmark: _Toc283798164][bookmark: _Toc298163991]R40. Complaint Investigation
The vendor shall immediately investigate and take appropriate action to resolve any complaints filed by the University or its constituents regarding dissatisfaction with the performance of any of the vendor’s staff. Documentation of complaints and complaint resolution will be made available to the University upon request.
[bookmark: _Toc298163992]R41. Background Checks
The vendor shall document that background checks are performed on employees with access to protected data.
[bookmark: _Toc298163993]R42. Data Center Hosting 
The ELC data center may be hosted by either the vendor or UC. For vendor data center hosting, the vendor must provide a secure and cost effective database and server environment, with adequate back up measures, capable of handling the anticipated volume of data and usage. The proposal response should describe the vendor’s plan to use physical or virtual servers (or a combination of both) the rationale for this choice, and how the database and server environment support testing, maintenance, enhancements, patches, performance, and security. The data center hosting responsibility will be confirmed during contract negotiations. If a decision is made for UC to host the data center, the vendor must work with UC to confirm the appropriate roles and responsibilities between the two organizations regarding the data center hosting arrangement. Pricing must indicate the cost of data center hosting separately.
[bookmark: _Toc298163994][bookmark: _Toc283798196]R43. Secure FTP Server
The vendor shall make available a Secure FTP site for the exchange of files.
[bookmark: _Toc298163995]R44. Return of Data
The vendor shall be responsible for the complete and timely return of all University data for conversion to another service provider or for University use.
The vendor shall make reasonable efforts to accommodate the University’s requests for assistance, information, materials, and services that are essential to achieving the University’s goals with respect to the conversion, even if those requests extend beyond what would otherwise be the scope and/or term of the Agreement. The University’s goals include, but are not limited to, effecting a timely, accurate, smooth, and complete conversion from one system to another, minimizing or avoiding disruption of service to the University and its public, and protecting the integrity of the University’s data. 
[bookmark: _Toc298163996]Alternative Proposals
The University of California will weigh all factors noted in this RFP to determine the best course of action in awarding this part of the University’s business. If a Bidder sees an opportunity to propose a different, more efficient way to structure pricing and/or services covered in the scope of this RFP, while still meeting all stated requirements, we ask that the Bidder provide this as an “Alternative Proposal.” The University of California is committed to reviewing all proposals that meet stated requirements and which may also offer unanticipated benefits.  Only those Bidders that respond to the entire RFP as written also qualify to bid an “alternative proposal” (Bidders may not only bid an “Alternative Proposal”).
Any vendor seeking to incorporate an off-shore component (any portion of the work expected to be performed outside of the continental United States) must provide two proposals. 
One (1) proposal detailing ALL work and associated costs for work being conducted domestically with no off-shore component considered
One (1) proposal detailing work and associated costs for work conducted domestically and off-shore.
[bookmark: _Toc277162088][bookmark: _Toc298163997]RFP Dates
Suppliers interested in submitting proposals in response to this RFP should do so according to the following schedule. A supplier may be disqualified for failing to adhere to the dates and times for performance specified below (all times Pacific Daylight Time):
	Release of RFP
	07/12/11

	Bidders Questions Deadline
	07/27/11, 12:00 p.m.

	Bidders’ Conference Call with UC Response to Questions
	08/01/11, 10:00 a.m.

	Bids Due
	08/15/11, 12:00 p.m.

	Notify finalists for Finalist Presentations
	09/02/11

	Finalist Presentations
	Week of 09/12/11

	Contract Award
	09/23/11


[bookmark: _Toc298163998]Addenda to the Request For Proposal
Any changes, additions, or deletions to this Request for Proposal will be in the form of written addenda issued by the RFP Administrator. Any addenda to this Request for Proposal will be distributed to all participating bidders via the Internet by posting the information at www.ucla.edu under Campus Services, then Buying and Info for Vendors, as well as the UCOP website.
[bookmark: _Toc298163999]Instructions for Submitting Your Bid Proposal
ONE (1) ELECTRONIC VERSION SUBMITTED VIA EMAIL with Pricing must be received by the RFP Administrator no later than 12:00 p.m. (Pacific Time), 08/15/11 to:  
ddiotte@finance.ucla.edu
In addition, an unpriced ELECTRONIC VERSION SUBMITTED VIA EMAIL to the following with the same timeframe:
julie.lind@ucop.edu
Late bid proposals will not be accepted or bid proposals sent via facsimile (FAX) will not be accepted. Proposals received after the time for closing will be filed unopened or returned to the Bidder unopened by request.  
Bidders shall prepare and return their response to this RFP in the format of the RFP. Bidders are highly discouraged from providing binders, pamphlets, sales brochures, etc. 
A copy of the entire RFP must be returned with your signed original hard copy bid proposal. The bid proposal must follow the format specified in this RFP under Section I (item 1.5 See below) “PROPOSAL FORMAT GUIDELINES”, and must be signed by a company officer authorized to enter into contracts on behalf of the bidding firm. The submission of a signed bid proposal will confirm understanding and acceptance of all requirements, terms, and conditions of the RFP unless specific exceptions are taken and alternative language or provisions are offered by bidder.
[bookmark: _Toc298164000]Proposal Format Guidelines
Bidders must submit their proposals in the format presented below. Proposals must use the same section titles shown below for ease of evaluation. Proposals must provide a complete response to all requirements stated in the RFP.  Incomplete proposals are subject to disqualification.
RESPONSES to SERVICE STANDARDS/IMPLEMENTATION PLAN and SUPPLIER CAPABILITIES
In this section, bidders shall provide their responses to this Proposal’s service standards, implementation plan and supplier capabilities in RFP Sections III and IV.
PRICE QUOTATION ATTACHMENT 1 
Bidders are to provide a price quotation in the form and format described in RFP Section V and Attachment 1. Follow the template as shown without revisions; proposal submissions that utilize an alternate method of pricing or revised quotation sheet may be subject to disqualification.   
UNIVERSITY of CALIFORNIA BUSINESS INFORMATION and BIDDER FINANCIAL INFORMATION 
All bidders must complete the enclosed University of California Business Information Form (UAA101 12/23/08) and return it as part of the bid, in addition to the Substitute W9 Form.
[bookmark: _Toc298164001]Proposal Evaluation and Method of Contract Award
This solicitation, the evaluation of proposals, and the award of any resulting contract shall be made in conformity with applicable University policies and California State law.  The University reserves the right to withdraw this Request for Proposal at any time for any reason.
Any contract(s) resulting from this Request for Proposal will be awarded in writing to responsive bidder(s) whose proposal, in the opinion of the University, offers the greatest benefit to the University when considering the total value including the quality of service and total cost (including trade and prompt payment discounts and other miscellaneous charges) or based on low bid.
Proposals will be evaluated by a Commodity Team using a quality points system or low bid. The evaluators will examine each proposal to determine, through the application of uniform criteria, the effectiveness of the proposal in meeting the University’s requirements. In addition to material provided in the proposals, the Commodity Team may utilize site visits, product evaluations, oral presentations, additional material/information or references from the supplier and others for evaluation purposes.
Factors that will be used to evaluate proposals for our bid requirement(s) will include:
TECHNICAL SPECIFICATIONS
SERVICE STANDARDS and IMPLEMENTATION PLAN
SUPPLIER CAPABILITIES
The average of all quality points per category awarded by individual evaluators will be added together to compile a quality points total. Bidders MUST achieve 70% of the total available quality points to be considered as a possible finalist. The total quoted cost will then be divided by the total averaged quality points to determine the best proposal or low bid.  The University reserves the right to evaluate all or some random selection of the items in Attachment 1 and/or in combination with responses to Items in Sections III and IV to determine the total quoted cost or low bid by the bidders.     
The proposal(s) offering the lowest cost per quality point or low bid for any of the specified bid requirements, which the University elects to exercise in its sole discretion, will be recommended for the award. Should the bidder(s) with the proposal offering lowest cost per quality point or low bid for any bid requirement refuse or fail to accept the tendered purchase contract, the award may be made successively to the bidder with the second lowest cost per quality point, or then to the third in the event of further failure to accept.    
The following formula will be used to compute the Bidder's cost-per-quality point score:
          Cost
--------------------------- 	=  Cost-per-Quality Point score
Quality Point Value
The University may waive irregularities in a proposal provided that, in the judgment of the University, such action will not negate fair competition and will permit proper comparative evaluation of bids submitted. The University reserves the right to accept or reject proposals on each item separately, by category, or as a whole. The University's waiver of an immaterial deviation or defect shall in no way modify the Request for Proposal documents or excuse the bidder from full compliance with the Request for Proposal specifications in the event the contract is awarded to that bidder.
The University reserves the right to accept or reject any or all bids, make one award, more than one award or no award, if deemed to be in the best interest of the University. Any contract awarded pursuant to this RFP will incorporate the requirements and specifications contained in the RFP, as well as the contents of the bidder’s proposal as accepted by the University, and will be in writing. 
Proposals must include all of the elements and use the section titles below for ease of evaluation. Proposals must provide a complete response to all requirements stated in the RFP. Incomplete proposals are subject to disqualification.  The proposal shall be signed by an Officer or employee duly authorized to legally bind the entity submitting the proposal.
Table of Contents
Executive Summary
Bidder Qualifications
Table of Contents – Proposals must include a Table of Contents with page numbers covering all parts (including exhibits and addenda), with sufficient detail to facilitate easy reference to all requested information.
Executive Summary – This section should provide a statement of the Bidder’s understanding of the major objectives of the RFP and the Bidder’s approach to fulfilling the RFP requirements.  The overview should include a description of the salient features and distinctive merits of the proposed products and/or services.  Maximum length of the Executive Summary is three (3) pages.
Bidder Qualifications – This section should present an overview of the company, audited annual reports or financial statements for the past two (2) years and customer references.
[bookmark: _Toc277162093][bookmark: _Toc298164002]RFP Exceptions
Technical Exceptions:  Bidder shall clearly describe any and all deviations in their Proposal from the functional requirements stated in this RFP and also describe any services that could be made by the Bidder to satisfy those requirements.
General Exceptions:  Bidder shall also clearly state their objections, exceptions, or alternatives to the general (non-technical) requirements stated in this RFP.  If the Bidder has no general exceptions to present, this fact should be stated in the Proposal.
The University will not consider the submission of the Bidder's standard hardware or software license and/or maintenance agreements to be a presentation of exceptions.  Every exception must be stated as such in the document mentioned above.
Bidders are cautioned that if the University is unwilling or unable to approve a request for exception to the RFP requirements and Bidder does not withdraw such request, the proposal will be deemed to be non-responsive and ineligible for contract award.
[bookmark: _Toc298164003][bookmark: _Toc277162094]Marketing References
The successful bidder shall be prohibited from making any reference to the University of California, in any literature, promotional material, brochures, or sales presentations without the express written consent of the University of California Office of the President, Strategic Sourcing Department.
[bookmark: _Toc298164004]Auditing Requirements
Any resulting Contract/Agreement and any orders resulting there from shall be subject to examination and audit by UC, the State of California and/or a 3rd party independent auditor at the supplier’s expense during the Contract/Agreement term and for a period of three (3) years after final payment. The examination and audit shall be confined to those matters connected with the performance of the Agreement, including, but not limited to, the costs of administering the Agreement.
[bookmark: _Toc298164005]Invoicing
Submission of an invoice is necessary for Accounts Payable to process payment to a vendor. All invoices must be itemized and clearly indicate the following information:
		Vendor's Name 
	If payment should be made out to a different name, specify the name the check should be made out to.

	Address 
	If payment should be remitted to an address other than the vendor's physical address, a remittance address should be specified.

	Vendor's Contact Information  
	Phone Number, Fax Number, etc. 

	Tax ID Number  
	The vendor's tax ID number (XX-XXXXXX or XXX-XX-XXXX)

	Bill to Address  
	Invoices mailed to the ordering department. Invoices will be reviewed and forwarded to the Accounts Payable Department. 

	Ship to Address 
	If goods were shipped, indicate where the goods were shipped to. Vendors can verify shipping information by requesting a system generated fax copy of the purchase order. Obtaining a copy of the purchase order also ensures the validity of the order and that it has been posted. 

	Shipped Via 
	If goods were shipped, indicate the shipping method used.

	Purchase Order Number 
	A valid purchase order number has the format of four numbers followed by three letters followed by three numbers (e.g. 1234ABC567). Only one purchase order number should be referenced per invoice.



	Requisitioner's Information 
	Full name and contact information of the person who placed the order. 

	Invoice Number 
	Invoice numbers should be unique and not repeated (e.g. ABC Inc. should not use invoice number 1 more than one time). Credit memos can have the same number as the original debit invoice with a "CR" as the prefix or suffix (e.g. if the invoice is number is 1, then the corresponding credit memo can be CR1 or 1CR). 

	Invoice Date 
	The date of the invoice. 

	Description 
	Provide a detailed description of what was ordered. This includes product name, quantity, unit price, catalog/part number, description of services rendered, etc. 

	Comments or Special Instructions 
	Provide additional details that may help to determine whether tax should be paid/accrued on the goods or services rendered. On credit memos reference the original invoice and purchase order numbers. 

	Terms
	Include discount information if it is being offered. 

	Amount Due 
	If tax, shipping or other handling fees apply, these charges should be clearly itemized. 




	


Invoices will normally be paid within thirty (30) days of satisfactory service delivery and/or receipt of correct invoice. Supplier agrees to accept payment through Electronic Fund Transfer (EFT) and/or Procurement Card.
[bookmark: _Toc298164006]Bid Requirement
All proposals must be based on the following requirement. In addition, bidders may submit an alternate proposal so that the University can evaluate the costs and benefits of a different program(s). Orders shall be shipped “FOB Destination”.
Product delivery (i.e. inside campus deliveries) by bidder to specified site as needed and agreed.
[bookmark: _Toc298164007]Proposal Validity Period and Costs 
All proposals shall remain valid and subject to University contract award for a minimum of one hundred twenty (120) days following the RFP due date.  All costs incurred in the preparation and submission of proposals and related documentation, including but not limited to Bidder presentation to the University, will be borne by the Bidder.  No modification of submitted proposals will be permitted in any form.  No proposal may be withdrawn once it is submitted.
[bookmark: _Toc298164008]Bidder Representation
Bidder represents and warrants that it is an independent contractor licensed and bonded in its state of business and conducts business according to the requirements of such state, and Bidder desires to provide the products and/or services on the terms and conditions provided herein.  By submitting a proposal, Bidder also represents that it has:
Read and completely understands the RFP and associated documents; and
Based the proposal upon the requirements described in the RFP.
[bookmark: _Toc298164009]Simplicity of Preparation
Proposals should be prepared simply and economically, providing a straightforward, concise description of the Bidder’s capability to satisfy the requirements of the RFP.  Emphasis should be on completeness and clarity of content.  Special bindings, color displays, etc., are not desired.  Promotional materials are especially discouraged.
[bookmark: _Toc298164010]Complete Proposals
All proposals must be full and complete at the time of proposal submittal or such submission may be subject to disqualification.
[bookmark: _Toc298164011]Specifications
Bidders are expected to meet or exceed the specifications in their entirety.  Each proposal shall be in accordance with this RFP.  If products and/or services as proposed do not comply with the RFP as written, Bidder shall attach to its proposal a complete detailed itemization and explanation for each and every deviation or variation from these specifications.  Absence of any such itemization and explanation shall be understood to mean that Bidder shall meet all details of these specifications. In addition, the University reserves the right to reject any proposal, or portion(s) thereof, that deviates from the specifications provided in this document.
[bookmark: _Toc298164012]Insurance Requirements
The successful bidder shall be required to provide the following insurance:

Seller shall defend, indemnify, and hold the University, its officers, employees, and agents harmless from and against any and all liability, loss, expense (including reasonable attorneys' fees), or claims for injury or damages that are caused by or result from the negligent or intentional acts or omissions of Seller, its officers, agents, or employees.

Seller, at its sole cost and expense, shall insure its activities in 	connection with the work under this order and obtain, keep in force, and maintain insurance as follows:

Comprehensive or Commercial Form General Liability Insurance (contractual liability included) with limits as follows:
Each Occurrence							$ 	1,000,000

Products/Completed Operations Aggregate				$ 	1,000,000

Personal and Advertising Injury					$ 	1,000,000

General Aggregate (Not applicable to the Comprehensive Form)	$ 	2,000,000

If the above insurance is written on a claims-made form, it shall continue for three years following termination of this Agreement.  The insurance shall have a retroactive date of placement prior to or coinciding with the effective date of this Agreement.
Business Automobile Liability Insurance for owned, scheduled, non-owned, or hired automobiles with a combined, single limit not less than $500,000 dollars per occurrence.
Professional Liability Insurance with a limit of  $N/A dollars ($ N/A dollars ($N/A).  If this insurance is written on a claims-made form, it shall continue for three years following termination of this Agreement.  The insurance shall have a retroactive date of placement prior to or coinciding with the effective date of this Agreement.
Workers' Compensation as required by California State law.
It is understood that the coverage and limits referred to under a., b., and c. above shall not in any way limit the liability of Seller.  Seller shall furnish the University with certificates of insurance evidencing compliance with all requirements prior to commencing work under this Agreement.  Such certificates shall:

Provide for thirty (30)-days advance written notice to the University of any modification, change, or cancellation of any of the above insurance coverage.
Indicate that The Regents of the University of California has been endorsed as an additional insured for the coverage referred to under a. and b.  This provision shall only apply in proportion to and to the extent of the negligent acts or omissions of Seller, its officers, agents, or employees.
Include a provision that the coverage will be primary and will not participate with nor be excess over any valid and collectible insurance or program of self-insurance carried or maintained by the University.
[bookmark: _Toc298164013]Amendments to RFP before Due Date
No individual is authorized to amend any part of this RFP in any respect, by an oral statement, or to make any representation of interpretation in conflict with the provisions of this RFP prior to the proposal submission date.  However, if necessary, supplemental information in addenda form will be provided to all prospective Bidders who have submitted a Notice of Intent to Submit Proposal to the University’s contact person stipulated in Section I. Failure of any Bidder to receive such addenda shall not relieve the Bidder from any obligation under their proposal as submitted.  All addenda so issued shall become part of this RFP.
[bookmark: _Toc298164014]Contract Negotiation
Any contract awarded pursuant to this RFP will incorporate the requirements, specifications, terms and conditions contained in this RFP, as well as the contents of the Bidder’s proposal as accepted by the University. The University reserves the right to negotiate modification of the terms and conditions contained in the RFP and/or the Proposal with the apparent successful bidder prior to the execution of a contract to ensure a satisfactory contract, provided that such modifications would not materially alter the nature of the competition. If the parties are unable to reach agreement, the University may go to the next lowest responsive Bidder.
[bookmark: _Toc298164015]Rejection of Proposals
The University reserves the right to reject proposals that are non-responsive, including, without limitation, proposals which contain the following defects:
Late or incomplete proposals.
Failure to conform to the rules or requirements contained in the RFP.
Failure to sign the proposal.
Proposals which contain false or misleading statements, or which provide references which do not support an attribute or condition claimed by the Bidder.   
Proof of collusion among Bidders, in which case all proposals involved in the collusive action will be rejected.
Noncompliance with applicable law, unauthorized additions or deletions, conditional proposals, incomplete proposals, or irregularities of any kind which may tend to make the proposal incomplete, indefinite or ambiguous as to its meaning.
Provisions reserving the right to accept or reject an award or to enter into a contract containing terms and conditions that are contrary to those in the solicitation.
[bookmark: _Toc298164016]Errors and Omissions
If Bidder discovers any discrepancy, ambiguity, error, or omission in this RFP or any related documents, the Bidder should notify the University contract person set forth in Section I immediately and request clarification or correction. Any such errors or omissions if verified by the University will be corrected by written addendum to the RFP.  If the RFP contains an error or omission known, or that reasonably should have been known to the Bidder, and if the Bidder fails to notify the University of such error or omission prior to the date fixed for submission of proposals, and if the Bidder is subsequently awarded the contract, the Bidder shall not be entitled to additional monetary compensation and/or time for performance by reason of the error or omission, or its later correction.
[bookmark: _Toc298164017]Clarification of Proposals
Prior to contract award, the University may, at its sole discretion, seek clarification from any Bidder regarding proposal information and may do so without notification to any other Bidder.
[bookmark: _Toc298164018]University’s Right to Negotiate Pricing Prior to Award
The University reserves the right to negotiate the modification of proposed prices, terms and conditions with the bidder(s) offering the best value to the University, in conjunction with the award criteria contained herein, prior to the execution of any contract(s) to ensure a satisfactory contract(s). Such terms and conditions may include the proposed financial structure, quality standards, delivery, invoicing/billing administration and other administrative business elements, etc.  In addition, the University may require additional cost and pricing data or documentation prior to award of any contract in whole or in part which may result from this RFP.
[bookmark: _Toc298164019][bookmark: _Toc31912717]Method of Award
[bookmark: _Toc277162110][bookmark: _Toc298164020]PROPOSAL EVALUATION METHOD
The contract resulting from this RFP, if any, shall be awarded to the responsive Bidder, whose proposal is determined to be the most advantageous to the University taking into consideration the evaluation factors set forth in the solicitation, while maintaining the option of awarding on low bid.
Eligible proposals will be examined by a University evaluation team and scored using a Quality Points system. The intent of the evaluation process is to determine, through application of uniform criteria, how effectively the proposed products and/or services satisfy the University’s requirements. In addition to material provided in the proposal, the evaluation team may utilize site visits, or may request oral presentations, additional material, information, or references from the Bidders and others. The evaluation team will assign quality point scores to each proposal using the criteria listed below. The points assigned by each evaluator will be added together to determine the total Quality Points for each proposal.  The total Quality Points to determine will then be divided by the total proposed cost to determine the proposal offering the lowest cost per Point. 
Criteria that will be used to evaluate proposals for quality points include, but are not limited to, the following:
Quality, clarity and responsiveness of the proposal in conformance with instructions, conditions and formats described in this RFP.
Overall product strategy and roadmap.
Experience and competency of the bidder in providing installation, technical support and customer service for projects of similar size and scope.
Technical features of the equipment and how well the proposal meets all of the technical specifications and service requirements as defined in the RFP.
Quality of vendor technical support and training options.
Proposals must meet or exceed a pre-determined minimum number of Quality Points in order to be considered for award.  Any proposals that are found to be administratively or technically non-responsive are subject to immediate disqualification.
The evaluation process may occur in two phases at the option of the University. If the option is taken, a preliminary cost per Quality Point analysis will be conducted to determine a list of finalists. The University will then conduct further evaluation of the finalists which may include an on-site demonstration of product features and options to the Evaluation Committee, requests for additional information, site visits to the Bidder facilities, reference site visits and other means to further determine the Bidder’s capabilities.  A final Quality Point evaluation will then be completed that includes the additional information obtained from these presentations and other sources.
The responsive Bidder offering the lowest cost per Quality Point will be recommended for award. Should the Bidder with the proposal offering lowest Cost Per Quality Point refuse or fail to accept the tendered purchase contract, the award may be made successively to the Bidder with the second lowest Cost Per Quality Point, or then to the third in the event of further failure to accept.
Exceptions taken in proposals, or irregularities therein, may be negotiated with or corrected by the Bidder involved provided that, in the judgment of the University, such action will not negate fair competition and will permit proper comparative evaluation of proposals submitted. The University's waiver of an immaterial deviation or defect shall in no way modify the RFP documents or excuse the Bidder from full compliance with the Request for Proposal specifications in the event the contract is awarded to that Bidder.
The University reserves the right to accept or reject any or all proposals, make more than one award, or no award, as the best interests of the University may appear.  Any contract award resulting from this RFP will incorporate the terms, conditions, and requirements contained in the RFP, as well all relevant provisions of the related proposal.   
Finalists shall be awarded additional points based on the quality of their presentations/site-visits, etc. and how well their products as presented, will meet the University’s needs.  These points will be factored into the existing Quality Point score to produce the new quality point score.
[bookmark: _Toc298164021]Contract Award in Best Interest
The University reserves the right to accept or reject proposals on each item separately or as a whole, to make one award, multiple awards or no award, to reject any or all proposals without penalty, to waive any informalities or irregularities therein, and to contract as the best interest of the University may require in order to obtain the products and/or services which best meets the needs of the University, as expressed in this RFP. The University reserves the right to negotiate the modification of, terms and conditions with the bidder offering the best value to the University, in conjunction with the award criteria contained herein, prior to the execution of a contract to ensure a satisfactory contract.
[bookmark: _Toc298164022]References
Bidder shall provide a minimum of six (6) references – Three of which represent existing contracts with customers of a similar size and scope, and three representing customers with a similar size and scope who are no longer contracted with your company:


CURRENT REFERENCE 1:   
	Company Name:
	

	Address:
	

	Contact Person:
	

	Title:
	

	E-Mail:
	

	Phone Number:
	

	Dates Under Contract:
	From:                         To:



CURRENT REFERENCE 2:   
	Company Name:
	

	Address:
	

	Contact Person:
	

	Title:
	

	E-Mail:
	

	Phone Number:
	

	Dates Under Contract:
	From:                         To:


CURRENT REFERENCE 3:   
	Company Name:
	

	Address:
	

	Contact Person:
	

	Title:
	

	E-Mail:
	

	Phone Number:
	

	Dates Under Contract:
	From:                         To:


FORMER REFERENCE 1:   
	Company Name:
	

	Address:
	

	Contact Person:
	

	Title:
	

	E-Mail:
	

	Phone Number:
	

	Dates Under Contract:
	From:                         To:


FORMER REFERENCE 2:   
	Company Name:
	

	Address:
	

	Contact Person:
	

	Title:
	

	E-Mail:
	

	Phone Number:
	

	Dates Under Contract:
	From:                         To:






FORMER REFERENCE 3:   
	Company Name:
	

	Address:
	

	Contact Person:
	

	Title:
	

	E-Mail:
	

	Phone Number:
	

	Dates Under Contract:
	From:                         To:



[bookmark: _Toc277162115][bookmark: _Toc298164023]Supplier Capabilities (Bidder Responses Required)
[bookmark: _Toc298164024]Bidder Qualifications
[bookmark: _Toc31912737][bookmark: _Toc31914839][bookmark: _Toc31917060][bookmark: _Toc31912740][bookmark: _Toc31914842][bookmark: _Toc31917063][bookmark: _Toc31912742][bookmark: _Toc31914844][bookmark: _Toc31917065][bookmark: _Toc31912744][bookmark: _Toc31914846][bookmark: _Toc31917067][bookmark: _Toc31912746][bookmark: _Toc31914848][bookmark: _Toc31917069][bookmark: _Toc31912754][bookmark: _Toc31914856][bookmark: _Toc31917077][bookmark: _Toc31912756][bookmark: _Toc31914858][bookmark: _Toc31917079][bookmark: _Toc31912770][bookmark: _Toc31914872][bookmark: _Toc31917093][bookmark: _Toc31912772][bookmark: _Toc31914874][bookmark: _Toc31917095][bookmark: _Toc31912778][bookmark: _Toc31914880][bookmark: _Toc31917101][bookmark: _Toc31912780][bookmark: _Toc31914882][bookmark: _Toc31917103][bookmark: _Toc31912784][bookmark: _Toc31914886][bookmark: _Toc31917107][bookmark: _Toc31912786][bookmark: _Toc31914888][bookmark: _Toc31917109][bookmark: _Toc31912790][bookmark: _Toc271897659]The bidder must have significant successful experience in providing the products and/or services (or substantially similar) specified in this RFP.  Accordingly, prospective bidders must conform to the following qualification standards and provide the required information in order to be considered for award.
COMPANY INFORMATION
Company’s full name and headquarters address.
List total annual gross sales, by major product line, for the last three years.
Provide audited financial statements for the past two (2) fiscal years (or equivalent data) in order to establish the company’s financial health to provide the required products and services on a long-term basis.  This requirement extends to any affiliated Third Parties that may be required to implement or support the proposed solution.
Indicate the name and title of the person who will have the overall ongoing account management responsibility as specified in this RFP.
RESPONSE: 
[bookmark: _Toc298164025]Technical Capabilities
Describe the key features that differentiate your technology and your organization from other vendors, the advantages they confer, and the benefits the University will accrue from them.
Describe your company’s approach to quality assurance, control, and continuous improvement. 
RESPONSE: 
[bookmark: _Toc298164026]Implementation Capabilities
Provide an implementation plan detailing milestones after the purchase order is received by the vendor.
Describe any services or training the vendor proposes to offer related to the installation and implementation of the technology.
RESPONSE: 
[bookmark: _Toc298164027]Support Capabilities
Describe and provide a copy of the service/support level agreement(s) that would be offered with the services proposed in this RFP.
RESPONSE: 
[bookmark: _Toc298164028]Account Management
Indicate the name and title of the person who will have the overall account management responsibility as specified in this RFP.  Provide a brief resume of the account manager’s background, training, experience and length of time with the company. Specifically discuss the individual’s experience in managing a program of similar size and scope as described in this RFP. 

RESPONSE: 

[bookmark: _Toc298164029]Program Administration
Supplier shall provide the following program administration functions:
Project  Manager to coordinate program implementation
Account Management for on-going contract monitoring and maintenance  
Monthly meetings between supplier’s account manager(s) and the University to discuss previous month’s activities and resolution of any open issues
Conduct quarterly business review meeting 
[bookmark: _Toc277162128][bookmark: _Toc298164030]Pricing and Product Detail (Bidder Responses Required)
The University reserves the right to evaluate all products and services being proposed. This evaluation may include professional committees.   The University reserves the right to evaluate all or some random selection of the items and/or in combination with bidders’ response to determine the total quoted cost by the bidders.     
[bookmark: _Toc277162129][bookmark: _Toc298164031]Price Quotation
Bidder certifies that prices quoted in their proposal submitted in response to this RFP are the lowest prices quoted to any other University, governmental agency, other educational customer or similar customer (check yes or no).  
      
YES (     ) NO (    ) 

RESPONSE/EXPLANATION:
[bookmark: _Toc277162130][bookmark: _Toc298164032]Price Protection 
Prices quoted cannot increase during the first year of the agreement. Price changes after the first year, if any, shall be negotiated by both parties. Any price changes require a 30-day written notification. However, in no event shall price increase exceed three (3) percent or CPI whichever is less for a 12 month period from the contract inception date.   In the event that a certain product(s) provided has a significant cost increase in excess of five (5) percent, that particular price(s) shall be negotiated individually.

Price increases for any renewal periods must be supported by documented evidence of supplier cost increases. The University shall benefit from any lower price offered to other universities, hospitals, government agencies or entities where the economic and service requirements are similar.  If the bidder's list price is reduced, the University shall benefit from a corresponding price reduction based on the discount levels offered by bidders.

RESPONSE: 
[bookmark: _Toc277162132][bookmark: _Toc298164033]Other Financial Incentives/Prompt Payment Discount
Specify any other additional type of economic discount incentives which will be made available to the University for consideration: 
E- commerce orders
  
RESPONSE:

EFT (direct deposit) payments
 
RESPONSE:
 
Other(s) 

RESPONSE:

Bidders are to quote discounts offered for prompt payment.  UCLA considers 30-day payment periods as normal.  Additional discounts should be quoted for payments received in 10, 15, and 20 days.

Early pay incentive 

RESPONSE:

Do you offer other cost saving strategies, in addition to unit pricing improvements and more aggressive discounts?

RESPONSE:
[bookmark: _Toc298164034]Cost Proposal
Cost Proposal must include sufficient itemization to enable the University to evaluate the item unit costs of Bidder’s proposal.  If the cost proposal is not complete and/or does not clearly indicate all rate elements, proposals may be rejected by the University. 
All proposed products and/or services necessary to meet the RFP requirements and perform the scope of work must be clearly identified in the cost proposal. Bidders must include any additional items and cost information which may be relevant to the proposal. Unless otherwise specified, prices will be F.O.B. Destination, University of California, Office of the President.
Cost Proposals must include sufficient itemization to enable the University to evaluate the reasonableness and fairness of all cost elements.  Please quote your lowest price for the proposed products and services.  Any deviation from the specifications must be identified and fully described.  The Cost Proposal must clearly indicate if bidder is unable to provide one or more of the required item(s). 
No charges for handling, packaging, drayage or other incidental costs will be allowed over and above the prices quoted on this sheet.  The right is reserved to accept or reject quotation on each item separately, or as a whole, and to waive any irregularities in a quotation.
UC payment terms are net 30 days, following delivery and acceptance of the products and/or services.  Bidders should quote any available discounts offered for prompt payment (less than 30 days).
Pricing must be valid for a minimum of 120 days from the closing date for submitting proposals.   
Pricing will not be subject to any increase after the closing date for submission of proposals.  Following contract award and prior to final acceptance by the University, if the supplier’s published price for any product or service decreases, the University shall benefit from a corresponding price decrease.  In addition, the University shall benefit from any lower price for the same product(s) or services offered by the supplier to other universities, hospitals, government agencies or entities where the economic and service requirements are substantially similar. 
Indicate if there is software and/or documentation that are available for delivery via electronic download (and therefore not subject to California sales/use tax). 










[bookmark: _Toc298164035]Appendices
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