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DEPARTMENT OF ADMINISTRATIVE AND FINANCIAL SERVICES 

OFFICE OF STATE PROCUREMENT SERVICES 

STATE OF MAINE 

 

 

PROCUREMENT JUSTIFICATION FORM (PJF) 

 

This form must accompany all contract requests and sole source requisitions (RQS) over $5,000 

submitted to the Office of State Procurement Services.   

 

PART I: OVERVIEW 

Department Office/Division/Program: 
 Office of Special Services and Inclusive Education 
 

Department Contract Administrator or  

Grant Coordinator:   

Leigh Lardieri  

 

(If applicable) Department Reference 

#: 
 N/A 

 Amount: 

(Contract/Amendment/Grant) 
$ 440,000.00 Advantage CT / RQS #: 20241023*0008 

CONTRACT Proposed Start Date: 11/6/2024 Proposed End Date: 11/25/2026 

AMENDMENT 
Original Start Date:   Effective Date:   

Previous End Date:   New End Date:   

GRANT 
Project Start Date:   Grant Start Date:   

Project End Date:   Grant End Date:   

Vendor/Provider/Grantee Name,  

City, State: 
Multiple Vendors  

Brief Description of 

Goods/Services/Grant: 

 Due Process mediations, hearing presiders, back-up 

complaint investigators, and IEP facilitators 

 

PART II: JUSTIFICATION FOR VENDOR SELECTION 

Check the box below for the justification(s) that applies to this request. (Check all that apply.) 

☐ A. Competitive Process ☐ G. Grant 

☐ B. Amendment ☐ H. State Statute/Agency Directed      

☐ C. Single Source/Unique Vendor ☐ I. Federal Agency Directed 

☐ D. Proprietary/Copyright/Patents ☒ J. Willing and Qualified 

☐ E. Emergency ☐ K. Client Choice 

☐ F. University Cooperative Project ☐ L. Other Authorization 

 

 

Please respond to ALL of the questions in the following sections. 
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PART III: SUPPLEMENTAL INFORMATION 

1. Provide a more detailed description and explain the need for the goods, services or grant to 

supplement the response in Part I.   

The purpose of this willing and qualified PJF is to provide mediators, hearing officers, complaint 

investigators, and IEP facilitators that are needed to cover due process proceedings in disputes concerning 

the free and appropriate public education for students with disabilities.  

 

Under federal law, the Individuals with Disabilities Education Act (IDEA)(20 U.S.C.1412), and state 

regulations, the Maine Unified Special Education Regulations (MUSER)(20-A MRSA Chapters 301, 303, and 

304) the Department must provide mediation, formal State-level complaint, and due process hearing 

procedures to resolve disputes related to students who are or may be eligible under IDEA. Under this PJF, 

the Department will establish a list of willing and qualified provider to provide these services.  

 

MEDIATORS 

Mediation is a voluntary dispute resolution option when filing a Due Process Hearing request or a State 

Complaint Investigation request. A neutral person assists the parties in communicating and exploring 

possible options for resolving a conflict. The goal of special education mediation is to help the parties reach 

their own mutually acceptable resolution of the disputed issues related to a student’s special education 

services. Stand-alone mediation is available without filing for a Due Process Hearing or a State Complaint 

Investigation. 

 

Mediators are appointed by the Commissioner of Education. This appointment establishes the mediator as 

an agent of the Commissioner and permits the mediator to have access to the student's educational records. 

A qualified and impartial mediator is trained in effective mediation techniques and is knowledgeable in 

special education laws and regulations. The mediator is an independent contractor hired by the Department 

and must not have a personal or professional conflict of interest. The mediator is a neutral party working to 

assist the parent and the school to resolve a special education dispute. The mediator is not the decision-

maker. In fulfilling this role, the mediator will approach the session free of bias, treating both sides with 

respect. The mediator will facilitate problem solving by the parties. If disagreements arise, the mediator will 

ensure that the right to respectfully disagree is protected while maintaining a civil and open dialogue. 

 

 

HEARING OFFICERS 

 

A Due Process hearing is a process involving a Hearing Officer who conducts a hearing, much like a formal 

court proceeding. The parties may present evidence, give testimony, and cross-examine witnesses. The 

Hearing Officer considers the information and testimony offered by each side and issues a written decision. 

 

COMPLAINT INVESTIGATORS 

 

A Complaint Investigation is a written complaint requesting an investigation of any alleged violations of the 

IDEA/MUSER requirements that can be filed by any individual or organization.  A State Complaint Officer will 

conduct an informal investigation, consider the information and interviews of the parties involved, and issue 

a written decision within 60 calendar days. 

 

 

IEP FACILITATORS 

 

IEP facilitation is an optional early dispute resolution process using a neutral third party (facilitator) to 

promote effective communication and assist the IEP team in developing a mutually acceptable IEP. The 

process is voluntary; both the parent and the school district must agree to participate in the facilitated IEP 
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PART III: SUPPLEMENTAL INFORMATION 

meeting. A facilitated IEP meeting is the same as any other IEP meeting, except that a facilitator joins the 

meeting. Facilitation cannot interfere with procedural safeguards, including a parent or district’s right to 

request a stand-alone mediation, state complaint investigation or due process hearing. 

 

The Department is responsible for appointing a facilitator for this process. The facilitator is not an employee 

of the Department. The facilitator is an independent contractor hired by the Department and must not have a 

personal or professional conflict of interest. The facilitator is a neutral party working to assist the IEP team in 

developing an IEP. The facilitator is not the decision-maker. In fulfilling this role, the facilitator will approach 

the meeting free of bias, treating both sides with respect. The facilitator will facilitate problem solving by the 

team. If disagreements arise, the facilitator will ensure that the right to respectfully disagree is protected  

while maintaining a civil and open dialogue. 

 

2. Provide a brief justification for the selected vendor to supplement the response in Part II.  

Reference the RFP number, if applicable. 

Any provider who meets the qualifications listed in this section and is willing to be placed on the appropriate 

category list should contact the listed Contract Administrator (listed above) with evidence of qualifications.   

 

The Department shall maintain a list for each category that is populated by time application was received 

and approved as meeting the qualification as outlined in this section. Each time a Provider is needed the 

Department will use the next available provider on the list.  

 

Mediators must meet the following minimum requirements: 

 

1. Have a minimum of a B.A. or B.S. from an accredited institution. 
2. Have a minimum of 32 hours of formal mediation training by a recognized institution.  
3. Have a minimum of 25 hours mediation experience within the last 5 years.  
4. Be a Maine resident.  
5. Be able to work with a variety of individuals, understanding and respecting individual 

differences, particularly those related to cultural and demographic characteristics.  
6. Be familiar with the following topics: the identification, evaluation, and placement of infants, 

toddlers, and students with disabilities age birth - 22, the provision of early intervention 
services and a Free and Appropriate Public Education (FAPE), timelines for special 
education evaluations and reevaluations, and an alleged failure to implement an 
individualized family service plan (IFSP) or a student's Individualized Education Program 
(IEP) pursuant to federal and state laws and regulations. Pursuant to 20-A M.R.S.A. §7207- 
C. 

7. Be available during school hours to travel to SAUs in their region to mediate or conduct 
virtual mediations as assigned.  

8. Be able to maintain confidentiality of information.  
9. Be able to use email as a form of communication.  
10. This can be demonstrated by providing the following:  

  

 A resume with at least three references (please provide contact information) 
  

 Transcripts 
  

 Other supporting documents as evidence of qualifications 
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Independent Hearing Officers must meet the following minimum requirements: 

 

1. Be licensed to practice law in the State of Maine.  

2. Not be a person who is an employee of the Department, school administrative unit (SAU) or 

public agency that is involved in the education or care of the child, or a person having a 

personal or professional interest that would conflict with his or her objectivity in a hearing.  

3. Provide evidence of the knowledge of and the ability to understand the provisions of the 

IDEA, federal and state regulations pertaining to the IDEA, and legal interpretations of the 

IDEA by federal and state courts.  

4. Provide evidence of the knowledge and ability to conduct hearings in accordance with 

appropriate standard legal practice.  

5. Provide evidence of the knowledge and ability to render and write decisions in accordance 

with appropriate standard legal practice. 

6. This can be demonstrated by providing the following: 

 

 A resume with at least three references (please provide contact information) 

 

 A license to practice law in the state of Maine 

 

 Transcripts 

 

 A writing sample of a redacted decision, or other legal document written in accordance with 

appropriate standard legal practice. 
  

 Other supporting documents as evidence of qualifications 

 

 

Complaint Investigators must meet the following minimum requirements: 

 

1. Have a master’s degree in education, special education or be licensed to practice law 
in the State of Maine. 

2. May not be a person who is an employee of a public agency that is involved in the 
education or care of children, or a person having a personal or professional interest 
that would conflict with his or her objectivity in an investigation. 

3. Be able to work with a variety of individuals, understanding and respecting individual 
differences, particularly those related to cultural and demographic characteristics. 

4. Provide evidence of the knowledge of, and the ability to understand the provisions of 
the IDEA, federal and state regulations pertaining to the IDEA, and legal interpretations 
of the IDEA by federal and state courts. 

5. Provide evidence of the knowledge and ability to conduct investigations in accordance 
with appropriate investigative practices. 

6. Provide evidence of the knowledge and ability to render and write reports in 
accordance with appropriate standard special education investigative practices. 

7. Must have a minimum of 3 years related experience. 
8. This can be demonstrated by providing the following: 
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PART III: SUPPLEMENTAL INFORMATION 

 
  

 A resume with at least three references (please provide contact information) 
  

 Transcripts 

 

 A writing sample of a redacted investigation or other document that provides evidence of 

writing ability. 
  

 Other supporting documents as evidence of qualifications 

 

IEP Facilitators must meet the following minimum requirements: 

 

1. Have a minimum of a B.A. or B.S. from an accredited institution. 
2. Have knowledge or experience with the special education process. 
3. Have the ability to work with a variety of individuals, understanding and respecting 

individual differences, particularly those related to cultural and demographic 
characteristics. 

4. Maintain confidentiality of information provided to them regarding special education 
meetings they facilitate. 

5. Be able to use email to communicate with the Department and other related parties. 
6. Not be a person who is an employee of the Department of Education, or a public 

agency that is involved in the education or care of children, or a person having a 
personal or professional interest that would conflict with his or her objectivity. 

7. Be available for a 16.5-hour IEP Facilitator training prior to joining the roster of 
facilitators. 

8. Be available during school hours to travel to school public agencies statewide to 
facilitate or conduct virtual meetings as assigned. 

9. This can be demonstrated by providing the following: 
  

 A resume with at least three references (please provide contact information) 
  

 Transcripts 
  

 Other supporting documents as evidence of qualifications 

 
 

3. Explain how the negotiated costs or rates are fair and reasonable; or how the funding was 

allocated to grantee.  

The rates for these services are set by the Maine DOE as specified below.  The Maine DOE has researched 

the national data rates and per CADRE these rates are comparable.    

 

MEDIATORS 

 

Rate of $135 per hour. 

Administrative costs are paid at $55 per hour. 
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PART III: SUPPLEMENTAL INFORMATION 

 

HEARING OFFICERS 

 

Rate of $200 per hour. 

Administrative costs are paid at $55 per hour. 

 

COMPLAINT INVESTIGATORS 

 

Rate of $165 per hour.  

Administrative costs are paid at $55 per hour. 

 

FACILITATORS 

 

Rate of $135 per hour for up to three hours per IEP meeting. 

Administrative costs are paid at $55 per hour. 

 

 

4. Describe the plan for future competition for the goods or services.  

 

 The future plan is to continue to use the PJF, willing and qualified process.  

 

 

PART IV: AMERICAN RESCUE PLAN ACT (ARPA) / MAINE JOBS & RECOVERY PLAN (MJRP) 

Does this request utilize ARPA/MJRP funds? 

☐ Yes, MJRP funds (023) – If Yes, please attach the approved Business Case(s). 

☐ Yes, ARPA funds (025)  – If Yes, please be aware of the requirements from awarding federal 

agencies. 

☒ No – If No, proceed to Part V. 

 

PART V: CONFLICTS OF INTEREST (COI); CONTRACT WITH THE STATE 

Maine law contains Conflict of Interest statutes directed to State Departments, State Officers, and 

Employees Generally under MRS Title 5, §18 and §18-A, in harmony with MRS Title 17, §3104. 

☒ The requesting department signatory understands and acknowledges Maine’s Conflict of Interest 

statutes. 

 
 
 

PART VI: APPROVALS 

The signatures below indicate approval of this procurement request. 
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Signature of requesting 

Department’s Commissioner  

(or designee): 

 

Typed Name:  Date:   

Signature of DAFS  

Procurement Official: 

 

 

Typed Name:  Date:   
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notices and disclosures to you by the same method and to the same address that you have given 

us. Thus, you can receive all the disclosures and notices electronically or in paper format through 

the paper mail delivery system. If you do not agree with this process, please let us know as 

described below. Please also see the paragraph immediately above that describes the 

consequences of your electing not to receive delivery of the notices and disclosures 

electronically from us. 

 

How to contact Carahsoft OBO Maine Department of Education:  

You may contact us to let us know of your changes as to how we may contact you electronically, 

to request paper copies of certain information from us, and to withdraw your prior consent to 

receive notices and disclosures electronically as follows: 

To contact us by email send messages to: jennifer.l.tarr@maine.gov 

 

To advise Carahsoft OBO Maine Department of Education of your new email address  

To let us know of a change in your email address where we should send notices and disclosures 

electronically to you, you must send an email message to us at jennifer.l.tarr@maine.gov and in 

the body of such request you must state: your previous email address, your new email 

address.  We do not require any other information from you to change your email address.  

If you created a DocuSign account, you may update it with your new email address through your 

account preferences.  

 

To request paper copies from Carahsoft OBO Maine Department of Education  

To request delivery from us of paper copies of the notices and disclosures previously provided 

by us to you electronically, you must send us an email to jennifer.l.tarr@maine.gov and in the 

body of such request you must state your email address, full name, mailing address, and 

telephone number. We will bill you for any fees at that time, if any. 

 

To withdraw your consent with Carahsoft OBO Maine Department of Education  

To inform us that you no longer wish to receive future notices and disclosures in electronic 

format you may: 



i. decline to sign a document from within your signing session, and on the subsequent page, 

select the check-box indicating you wish to withdraw your consent, or you may; 

ii. send us an email to jennifer.l.tarr@maine.gov and in the body of such request you must state 

your email, full name, mailing address, and telephone number. We do not need any other 

information from you to withdraw consent..  The consequences of your withdrawing consent for 

online documents will be that transactions may take a longer time to process.. 

 

Required hardware and software  

The minimum system requirements for using the DocuSign system may change over time. The 

current system requirements are found here: https://support.docusign.com/guides/signer-guide-

signing-system-requirements.  

 

Acknowledging your access and consent to receive and sign documents electronically  

To confirm to us that you can access this information electronically, which will be similar to 

other electronic notices and disclosures that we will provide to you, please confirm that you have 

read this ERSD, and (i) that you are able to print on paper or electronically save this ERSD for 

your future reference and access; or (ii) that you are able to email this ERSD to an email address 

where you will be able to print on paper or save it for your future reference and access. Further, 

if you consent to receiving notices and disclosures exclusively in electronic format as described 

herein, then select the check-box next to ‘I agree to use electronic records and signatures’ before 

clicking ‘CONTINUE’ within the DocuSign system. 

By selecting the check-box next to ‘I agree to use electronic records and signatures’, you confirm 

that: 

 You can access and read this Electronic Record and Signature Disclosure; and 

 You can print on paper this Electronic Record and Signature Disclosure, or save or send 

this Electronic Record and Disclosure to a location where you can print it, for future 

reference and access; and 

 Until or unless you notify Carahsoft OBO Maine Department of Education as described 

above, you consent to receive exclusively through electronic means all notices, 

disclosures, authorizations, acknowledgements, and other documents that are required to 

be provided or made available to you by Carahsoft OBO Maine Department of Education 

during the course of your relationship with Carahsoft OBO Maine Department of 

Education. 

https://support.docusign.com/guides/signer-guide-signing-system-requirements
https://support.docusign.com/guides/signer-guide-signing-system-requirements

		2024-12-02T18:25:25-0800
	Digitally verifiable PDF exported from www.docusign.com




