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PUBLIC NOTICE

*************************************************

State of Maine
Department of Transportation
RFP# 202004074
 Workplace Safety Training Software as a Service

The State of Maine is seeking Proposals for Workplace Safety Training Software as a Service.

A copy of the RFP, as well as the Questions & Answers Summary and all amendments related to this RFP, can be obtained at the following website: https://www.maine.gov/dafs/bbm/procurementservices/vendors/rfps

Proposals must be submitted to the State of Maine Division of Procurement Services, via e-mail, to the following email address: Proposals@maine.gov.  Proposal submissions must be received no later than 11:59 pm, local time, on 6/9/2020.  Proposals will be opened at the Burton M. Cross Office Building, 111 Sewall Street - 4th Floor, Augusta, Maine the following business day. Proposals not submitted to the Division of Procurement Services’ aforementioned email address by the aforementioned deadline will not be considered for contract award.

*************************************************


RFP DEFINITIONS/ACRONYMS

The following terms and acronyms shall have the meaning indicated below as referenced in this RFP:

	Term/Acronym
	Definition

	ACORD
	Association for Cooperative Operations Research and Development

	Department
	Maine Department of Transportation

	EMP
	Employee Role in the system, representing the users who will use the system to acquire training and view their own records.

	General Compliance Report  
	Report consisting of the name of training course and count of users completing the course.  

	Informa
	The Department’s Learning Management System 

	OSHA
	Occupational Safety and Health Administration  

	OSS
	Occupational Safety Specialist. Individuals with this role in the system manage the training of other employees.

	RFP
	Request for Proposal

	SaaS
	Software as a Service - a method of software delivery and licensing in which software is accessed online via a subscription, rather than bought and installed on individual computers.

	State
	State of Maine

	System Administrator
	System Administrators will perform the Department’s role in configuring, managing, and supporting the system. 

	Training Record
	For each individual, the course title, date completed, test score for each course completed. 

	VPN
	Virtual Private Network – an encrypted connection over the Internet from a device to a network.

	UI 
	User Interface -- the screens and screen tools that enable a user to interact with the software

	User Location
	The assigned location of the user used for grouping and sorting users within the system on reports and lists.  Typical User Location data would be “Headquarters”, “Dixmont”, “Crew 12345”.  




State of Maine - Department of Transportation
RFP# 202004074
 Workplace Safety Training Software as a Service


[bookmark: _Toc367174722][bookmark: _Toc397069190]PART I	INTRODUCTION

[bookmark: _Toc367174723][bookmark: _Toc397069191]A.	Purpose and Background

The Maine Department of Transportation (Department) is seeking proposals to provide web-based workplace safety training software as a Service (SaaS) as defined in this Request for Proposals (RFP) document.  This document provides instructions for submitting Proposals, the procedure and criteria by which the Bidder(s) will be selected and the contractual terms which will govern the relationship between the State of Maine (State) and the awarded Bidder(s).

The Department has approximately 750 employees throughout the State currently utilizing an online Workplace Safety Training SaaS. The current system is eSafety, by Safety Matters, Inc. The Department’s current contract will be expiring; therefore, to meet the statutory requirements, the Department is competitively bidding this service.

The Department uses this service to offer web training courses, track, and report on safety training as needed to remain in compliance with relevant and applicable Occupational Safety and Health Administration (OSHA) regulations for a set of its employees. The courses consist of self-directed web courses, providing standard workplace safety courses for OSHA awareness level training.  This is the system of record for employees’ training history. The employees use this service to take safety training courses during their working hours. Several Occupational Safety Specialists (OSSs’) use the system to manage the safety training of the employees in their assigned locations.

[bookmark: _Toc367174724][bookmark: _Toc397069192]B.	General Provisions

1. From the time this RFP is issued until award notification is made, all contact with the State regarding this RFP must be made through the aforementioned RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding this RFP.  Violation of this provision may lead to disqualification from the bidding process, at the State’s discretion.
2. Issuance of this RFP does not commit the Department to issue an award or to pay expenses incurred by a Bidder in the preparation of a response to this RFP.  This includes attendance at personal interviews or other meetings and software or system demonstrations, where applicable.
3. All Proposals should adhere to the instructions and format requirements outlined in this RFP and all written supplements and amendments (such as the Questions & Answers Summary), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions, as specified below in the “Proposal Submission Requirements” section of this RFP.
4. Bidders shall take careful note that in evaluating a proposal submitted in response to this RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Bidder (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating a Bidder’s experience and capabilities.
5. The proposal shall be signed by a person authorized to legally bind the Bidder and shall contain a statement that the proposal and the pricing contained therein will remain valid and binding for a period of 180 days from the date and time of the bid opening.
6. The RFP and the selected Bidder’s proposal, including all appendices or attachments, shall be the basis for the final contract, as determined by the Department.
7. Following announcement of an award decision, all submissions in response to this RFP will be considered public records available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. §§ 401 et seq.). 
State of Maine Freedom of Access Act 
	FREEDOM OF ACCESS ACT – CONFIDENTIALITY
Interested parties are advised that under Maine’s Freedom of Access Act, Title 1 M.R.S.A. Chapter 13 §402 (3), et seq., “Public Records” (as that term is defined in Title 1 M.R.S.A. Chapter 13 §402(3)) are available for public inspection and copying once an award notification has been made.

As a general matter, information submitted in response to this RFP will be considered to be “Public Records” available for public inspection and copying once an award notification has been made.  If, however, a Bidder believes that parts of its Proposal fall within one or more of the exceptions to the definition of “Public Records” set forth in Title 1 M.R.S.A. Chapter 13 §402(3), that bidder may submit those parts of its Proposal, with each page marked “Confidential” in a separate envelope marked “Confidential”.  Included in the envelope should be a non-confidential statement of the basis for bidder’s claim that those parts of its Proposal fall within one or more of the exceptions to the definition of “Public Records”.  Designating part of a Proposal “Confidential” does not by itself ensure that those parts of the Proposal will remain confidential.

In the event that MaineDOT receives a request to inspect or copy those parts of the Bidder’s Proposal marked Confidential, MaineDOT will notify the bidder that such a request has been received.  Any Bidder claiming documents are Confidential shall, within 14 days of receiving MaineDOT’s notice, send MaineDOT a list identifying each document that it claims is Confidential.  If MaineDOT agrees that the documents so identified fall within one of the exceptions to the definition of “Public Records”, MaineDOT will notify the party requesting disclosure that the documents will be withheld.  If the party seeking disclosure files a legal action to gain access to the confidential information, then the Bidder must retain counsel and file for a protective order.  Bidder’s failure to join the action and secure a protective order shall constitute a waiver of its claim that the information is Confidential.  MaineDOT will comply with the order issued by the reviewing court.
8. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to this RFP.
9. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall be the Bidder’s responsibility to determine the applicability and requirements of any such laws and to abide by them.
 
[bookmark: _Toc367174725][bookmark: _Toc397069193]C.	Eligibility to Submit Bids

All interested parties are invited to submit bids in response to this Request for Proposals.


[bookmark: _Toc367174726][bookmark: _Toc397069194]D.	Contract Term

The Department is seeking a cost-efficient proposal(s) to provide services, as defined in this RFP, for the anticipated contract period defined in the table below.  Please note that the dates below are estimated and may be adjusted, as necessary, in order to comply with all procedural requirements associated with this RFP and the contracting process.  The actual contract start date will be established by a completed and approved contract.

Contract Renewal:  Following the initial term of the contract, the Department may opt to renew the contract for two (2) renewal periods, as shown in the table below, and subject to continued availability of funding and satisfactory performance.

The term of the anticipated contract, resulting from this RFP, is defined as follows:
		
	Period
	Start Date
	End Date

	Initial Period of Performance 
	7/1/2020
	6/30/2022

	Renewal Period #1 
	7/1/2022
	6/30/2024

	Renewal Period #2 
	7/1/2024
	6/30/2025



[bookmark: _Toc367174727][bookmark: _Toc397069195]E.	Number of Awards

The Department anticipates making one (1) award as a result of this RFP process.


[bookmark: _Toc367174728][bookmark: _Toc397069196]PART II	SCOPE OF SERVICES TO BE PROVIDED	

A. MaineDOT Requires the Following Services: 
 
1. Workplace Safety Training SaaS meeting the requirements set forth in the Proposed Services Form (Appendix F) and the Proposed Services Requirements Worksheet (Appendix G).
 
2. Implementation required for production use includes the following activities (On site presence is not required by the Department):
a. System configuration.  
b. Initial import of active users, user locations, and user location assignments from files provided by the Department. There are around 750 active users currently.
c. Initial data load of five (5) years of active user’s training history – user, training course title, date completed, test score – from files provided by the Department.  These historical records do not have to be linked to current training courses in the system but must show up in the user’s Training Record.  Users average seven (7) training records per year.
d. System Administrator training for two (2) individuals.
e. Support the Department in its compliance of the State of Maine Application Deployment Certification Policy in testing of the initial deployment, major upgrades, and new releases.   
f.    Systems integration as described in the Proposed Services Requirements Worksheet (Appendix G).
g. Provision of a detailed implementation project plan with schedule and bi-weekly implementation status reports, including actions performed, next steps, issues, and any schedule changes to the Department Contract Administrator until completion of the production implementation.

3. Ongoing Customer Support meeting requirements in Proposed Services Requirements Worksheet (Appendix G).

4. Compliance with State of Maine Office of Information Technology policies.  

5. Standards and Performance Measures
The selected bidder shall submit to security scans by the Department or provide security scan results to the Department as follows:
a. An application vulnerability scan, to be completed for every release.
(i) The scan will be focused on the areas of the application that were fixed/enhanced by the code being deployed into production.
(ii) If not run by the Department, the configuration settings of the tool used will be provided to the Department for the Security Team to review.
(iii) The scan will be run by the Department or provided to the State two (2) weeks prior to the planned release to be reviewed.
b. Every six (6) months (twice a year) the application will have a complete scan of the current production version at the time of the scan (i.e. the version scanned should match what is currently in production, not necessarily the actual production system). 
(i) If not run by the Department, the configuration settings of the tool used will be provided to the Department for the Security Team to review.
(ii) Within thirty (30) days of scan results delivery, Bidder shall remediate any “CRITICAL”, “HIGH” and “MEDIUM” issues that Department and Bidder agree are not false-positives. 

6. SSAE Audits
The selected Bidder shall have annual audits in accordance with Standards for Attestation Engagements (SSAE) Reporting on Controls at a Service Organization (SOC), including SOC 2 Type II, performed on its operations. Based upon the services provided, the State and the selected Bidder will determine which of the five (5) trusted service principles should be included (Security, Availability, Processing Integrity, Confidentiality or Privacy). Additionally, the State and the selected Bidder will establish an agreed-upon timeline for the initial SOC audit and report deliverable. A copy of the audit and plan of action for remediation of any deficiencies will be provided to the Department’s Program Manager and the Office of Information Technology, Information Security.

7. At termination of contract, regardless of reason for termination, the awarded Bidder will provide data exports in computer readable format, suitable for populating a new system (spreadsheets, SQLServer Express database, etc.), to the Department within 14 days of Departmental request, at no additional cost.



[bookmark: _Toc367174729][bookmark: _Toc397069197]PART III	KEY RFP EVENTS

A. [bookmark: _Toc367174732][bookmark: _Toc397069200]Questions

1.	General Instructions	
a.	It is the responsibility of all Bidders and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.
b.	Bidders and other interested parties should use Appendix E – Submitted Questions Form – for submission of questions.
c. 	The Submitted Questions Form must be submitted by e-mail and received by the RFP Coordinator, identified on the cover page of this RFP, as soon as possible but no later than the date and time specified on the RFP cover page.
d.	Submitted Questions must include the RFP Number and Title in the subject line of the e-mail.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.

2.	Questions & Answers Summary: Responses to all questions will be compiled in writing and posted on the following website no later than seven (7) calendar days prior to the proposal due date: Division of Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Questions/Clarifications & Answers Summary.  Only those answers issued in writing on this website will be considered binding.

B. [bookmark: _Toc367174733][bookmark: _Toc397069201]Amendments

All amendments released in regard to this RFP will also be posted on the following website: Division of Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.

C. Submitting the Proposal

1. Proposals Due: Proposals must be received no later than 11:59 p.m. local time, on the date listed on the cover page of this RFP, at which point they will be opened.  Proposals received after the 11:59 p.m. deadline will be rejected without exception.

2. Delivery Instructions: Email proposal submissions are to be submitted to the State of Maine Division of Procurement Services, via email, to the email address provided on the RFP Cover Page (Proposals@maine.gov).
a. Only proposals received by email will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt.
b. Bidders are to insert the following into the subject line of their email submission:
“RFP# 202004074 Proposal Submission”
c. Bidder’s proposals are to be broken down into multiple files, with each file named as it is titled in bold below, and include:

-	File #1 – [Bidder Name]: PDF format preferred
		Completed Proposal Cover Page (Appendix A)
		Debarment, Performance and Non-Collusion Certification (Appendix B) 

-	File #2 – [Bidder Name]: PDF format preferred
· Qualifications and Experience Form (Appendix C)
· All related/required attachments stated in Appendix C 
· Certificate of Insurance stated in Part IV, B., Section I

-	File #3 – [Bidder Name]: PDF format preferred
· Proposed Services Form (Appendix F)
· All related/required attachments stated in Appendix F  
· Proposed Services Requirements Worksheet (Appendix G) 
· All related/required attachments stated in Appendix G
· Safety Training Course Offerings List stated in Part IV, B., Section II
· Sample Reports stated in Part IV, B., Section II
· Service Level Agreement stated in Part IV, B., Section II
· Voluntary Product Accessibility Template stated in Part IV, B., Section II
· Reports and Screen Prints in Lieu of Demo Site Access, if demo site access is not provided, stated in Part IV, B., Section II
· Additional files that cannot be incorporated into the File#3 PDF for this section should be labeled an appropriate name starting with FILE3DOC  

-	File #4 – [Bidder Name]: PDF format preferred
· Cost Proposal Form (Appendix D)



[bookmark: _Toc367174734][bookmark: _Toc397069202]
PART IV 	PROPOSAL SUBMISSION REQUIREMENTS

This section contains instructions for Bidders to use in preparing their proposals. The Bidder’s proposal must follow the outline used below, including the numbering and section and sub-section headings as they appear here.  Failure to use the outline specified in this section, or to respond to all questions and instructions throughout this document, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team for this RFP, has sole discretion to determine whether a variance from the RFP specifications should result in either disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in this RFP will, at best, be considered minimally responsive. The Department seeks detailed yet succinct responses that demonstrate the Bidder’s experience and ability to perform the requirements specified throughout this document.

A. [bookmark: _Toc367174735][bookmark: _Toc397069203]Proposal Format

1. All pages of a Bidder’s proposal should be numbered consecutively beginning with number 1 on the first page of the narrative (this does not include the cover page or table of contents pages) through to the end, including all forms and attachments.  For clarity, the Bidder’s name should appear on every page, including Attachments.  Each Attachment must reference the section or subsection number to which it corresponds.
2. The Bidder is asked to be brief and concise in responding to the RFP questions and instructions.
3. All electronic documents should be formatted for printing as formatting will not be adjusted prior to printing and reviewing these documents.
4. The Bidder may not provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated.
5. Include any forms provided in the submission package or reproduce those forms as closely as possible.  All information should be presented in the same order and format as described in the RFP.
6. It is the responsibility of the Bidder to provide all information requested in the RFP package at the time of submission.  Failure to provide information requested in this RFP may, at the discretion of the Department’s evaluation review team, result in a lower rating for the incomplete sections and may result in the proposal being disqualified for consideration.
7. The Bidder should complete and submit the “Proposal Cover Page” provided in Appendix A of this RFP and provide it with the Bidder’s proposal.  It is important that the cover page show the specific information requested, including Bidder address(es) and other details listed.  The proposal cover page shall be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.
8. The Bidder should complete and submit the “Debarment, Performance and Non-Collusion Certification Form” provided in Appendix B of this RFP.  Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
[bookmark: _Toc367174736]
[bookmark: _Toc397069205]

B. Proposal Contents 

Section I   Organization Qualifications and Experience  

1. Overview of the Organization
The Bidder is to complete Appendix C (Qualifications and Experience Form) describing their qualifications and skills, litigation, financial viability, and use of subcontractors to provide the requested services in this RFP.  The Bidder is also to include three examples of projects from the past five years which demonstrate their experience and expertise in performing these services as well as highlighting the Bidder’s stated qualifications and skills.

1. Certificate of Insurance 
Provide a certificate of insurance on a standard Acord form (or the equivalent) evidencing the Bidder’s general liability, professional liability and any other relevant liability insurance policies that might be associated with the proposed services.
	
[bookmark: _Toc367174738]Section II   Proposed Services

1. Complete and submit Appendix F, Proposed Services Form with all requested/required attachments requested in Appendix F   
2. Complete and submit Appendix G, Proposed Services Requirements Worksheet
3. Provide a list of the included Safety Training Course Offerings. Include title, short description, time estimate, and format (e.g. slideshow, video, .PDF) 
4. Provide the proposed Service Level Agreement (SLA)
5. Please provide a completed Voluntary Product Accessibility Template https://www.itic.org/policy/accessibility/vpat as required by State Digital Accessibility Policy https://www.maine.gov/oit/policies/DigitalAccessibilityPolicy.pdf
6. If access to a demo website as requested in Proposed Services Form (Appendix F) is not provided, please provide the following in lieu of demo website access:
a. Screen print of a typical user’s start page
b. Screen print of a page showing the system administration menu
c. Screen print of pages showing how a user will query and select a training course on a chosen topic 
d. Sample file and sample test for an interactive training course, if available within the system, or a video training course
e. Sample file and sample test for a non-interactive/non-video training course, if available within the system
f. Screen print of pages showing how an authorized user will request another employee’s Training Record Report, and first and last page of a sample Training Record Report 
g. Screen print of pages showing how an authorized user will request a General Compliance Report, and first and last page of a sample General Compliance Report 
h. Screen print of pages showing how an authorized user will assign a training course with due date and mandatory flag set to either Y or N to selected members of a User Location in one operation





[bookmark: _Toc367174739]Section III   Cost Proposal
	
1. General Instructions
a. The Bidder must submit a cost proposal that covers the entire period of the contract including renewals.  Please use the expected “Period of Performance” dates stated in PART I, D.
b. The cost proposal shall include the costs necessary for the Bidder to fully comply with the contract terms and conditions and RFP requirements.
c. No costs related to the preparation of the proposal for this RFP or to the negotiation of the contract with the Department may be included in the proposal.  Only costs to be incurred after the contract effective date, that are specifically related to the implementation or operation of contracted services, may be included.
2. Cost Proposal Form Instructions
The Bidder should fill out Appendix D (Cost Proposal Form), following the instructions detailed here and in the form.   Failure to provide the requested information and/or to follow the required cost proposal format provided, may result in the exclusion of the proposal from consideration, at the discretion of the Department.

[bookmark: _Toc367174742][bookmark: _Toc397069206]
PART V 	PROPOSAL EVALUATION AND SELECTION

Evaluation of the submitted proposals shall be accomplished as follows:

A. [bookmark: _Toc367174743][bookmark: _Toc397069207]Evaluation Process - General Information

1. An evaluation team, comprised of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP.
2. Officials responsible for making decisions on the selection of a contractor shall ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract is awarded to the Bidder whose proposal provides the best value to the State of Maine.
3. The Department reserves the right to communicate and/or schedule interviews/presentations with Bidders, if needed, to obtain clarification of information contained in the proposals received, and the Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  Interviews/presentations are not required, and changes to proposals will not be permitted during any interview/presentation process.  Therefore, Bidders should submit proposals that present their rates and other requested information as clearly and completely as possible.
4. [bookmark: _Hlk520189182]The goals of the evaluation process are to ensure fairness and objectivity in review of the proposal provides the best value (“Best Value”) to the State of Maine. To determine Best Value, MaineDOT takes into consideration the quality of the services to be provided, as described in the proposal, and their conformity with the specifications set out in the RFP. MaineDOT reserves the right to disqualify from consideration, any Bidder with "Unsatisfactory" or “Below Standard” performance ratings on previous work for MaineDOT, if MaineDOT determines that such disqualification is in the best interest of the State.

B. [bookmark: _Toc367174744][bookmark: _Toc397069208]Scoring Weights and Process

1. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

Section I.  Organization Qualifications and Experience (20 points)	
Includes all elements addressed above in Part IV, B, Section I.
 
Section II.   Proposed Services (50 points)  
Includes all elements addressed above in Part IV, B, Section II.

Section III.  Cost Proposal (30 points) 
Includes all elements addressed above in Part IV, B, Section III.

2. Scoring Process:  The review team will use a consensus approach to evaluate and score Sections I & II above.  Members of the review team will not score those sections individually but, instead, will arrive at a consensus as to the assignment of points for each of those sections.  Sections III, the Cost Proposal, will be scored as described below.  

3. Scoring the Cost Proposal: The total cost proposed for conducting all the functions specified in this RFP will be assigned a score according to a mathematical formula.  The lowest bid will be awarded 30 points.  Proposals with higher bids values will be awarded proportionately fewer points calculated in comparison with the lowest bid.
	
The scoring formula is:

(Lowest submitted cost proposal / Cost of proposal being scored) x 30 = pro-rated score

No Best and Final Offers: The State of Maine will not seek a best and final offer (BAFO) from any Bidder in this procurement process.  All Bidders are expected to provide their best value pricing with the submission of their proposal.

4. Negotiations:  The Department reserves the right to negotiate with the successful Bidder to finalize a contract at the same rate or cost of service as presented in the selected proposal.  Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposals to an extent that may affect the price of goods or services requested.  The Department reserves the right to terminate contract negotiations with a selected Bidder who submits a proposed contract significantly different from the proposal they submitted in response to the advertised RFP.  In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.

C. [bookmark: _Toc367174745][bookmark: _Toc397069209]Selection and Award

1.	The final decision regarding the award of the contract will be made by representatives of the Department subject to approval by the State Procurement Review Committee.
2.	Notification of contractor selection or non-selection will be made in writing by the Department.
3.	Issuance of this RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to this request, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Bidder. 
4.	The Department reserves the right to reject any and all proposals or to make multiple awards. 

D. [bookmark: _Toc367174746][bookmark: _Toc397069210]Appeal of Contract Awards 

Any person aggrieved by the award decision that results from this RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 MRSA § 1825-E and 18-554 Code of Maine Rules, Chapter 120 (found here: Chapter 120).  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of contract award.

[bookmark: _Toc367174747][bookmark: _Toc397069211]
PART VI	CONTRACT ADMINISTRATION AND CONDITIONS

A. [bookmark: _Toc367174748][bookmark: _Toc397069212]Contract Document

1. The successful Bidder will be required to execute a State of Maine Service Contract with the following provision added to Rider B, and with appropriate riders as determined by the issuing department.  
	
27	ACCESSIBILITY	All IT products must be accessible to persons with disabilities, and must comply with the State Accessibility Policy and the Americans with Disabilities Act. All IT applications must comply with the State of Maine Digital Accessibility Policy (https://www.maine.gov/oit/policies/DigitalAccessibilityPolicy.pdf). 

	The complete set of standard State of Maine Service Contract documents, along with other forms and contract documents commonly used by the State, may be found on the Division of Procurement Services’ website at the following link: 
	Division of Procurement Services Forms Page

2.	Allocation of funds is final upon successful negotiation and execution of the contract, subject to the review and approval of the State Procurement Review Committee.  Contracts are not considered fully executed and valid until approved by the State Procurement Review Committee and funds are encumbered.  No contract will be approved based on an RFP which has an effective date less than fourteen (14) calendar days after award notification to Bidders.  (Referenced in the regulations of the Department of Administrative and Financial Services, Chapter 110, § 3(B)(i): Chapter 110)

	This provision means that a contract cannot be effective until at least 14 calendar days after award notification.

3.	The State recognizes that the actual contract effective date depends upon completion of the RFP process, date of formal award notification, length of contract negotiation, and preparation and approval by the State Procurement Review Committee.  Any appeals to the Department’s award decision(s) may further postpone the actual contract effective date, depending upon the outcome.  The contract effective date listed in this RFP may need to be adjusted, if necessary, to comply with mandated requirements. In providing services and performing under the contract, the successful Bidder(s) shall act as an independent contractor and not as an agent of the State of Maine.

B. [bookmark: _Toc367174749][bookmark: _Toc397069213]Standard State Agreement Provisions

1.	Agreement Administration
Following the award, an Agreement Administrator from the Department will be appointed to assist with the development and administration of the contract and to act as administrator during the entire contract period.  Department staff will be available after the award to consult with the successful Bidder in the finalization of the contract. 

2.  	Payments and Other Provisions
The State anticipates paying the Contractor on the basis of net 30 payment terms, upon the receipt of an accurate and acceptable invoice.  An invoice will be considered accurate and acceptable if it contains a reference to the State of Maine contract number, contains correct pricing information relative to the contract, and provides any required supporting documents, as applicable, and any other specific and agreed-upon requirements listed within the contract that results from this RFP.
 
[bookmark: _Toc367174750][bookmark: _Toc397069214]PART VII	LIST OF RFP APPENDICES AND RELATED DOCUMENTS


1. Appendix A – Proposal Cover Page

2. Appendix B – Debarment, Performance and Non-Collusion Certification

3. Appendix C – Qualifications and Experience Form

4. Appendix D – Cost Proposal Form

5. Appendix E – Submitted Question Form

6. Appendix F – Proposed Services Form

7. Appendix G – Proposed Services Requirements Worksheet

8.      State of Maine Office of Information Technology Remote Hosting Policy -      
	https://www.maine.gov/oit/policies/RemoteHostingPolicy.pdf

9.      State of Maine Office of Information Technology Application Deployment Certification
     Policy - https://www.maine.gov/oit/policies/Application-Deployment-Certification.pdf

10.       State of Maine Office of Information Technology Information Security Policy –
      https://www.maine.gov/oit/policies/SecurityPolicy.pdf
      
11.       Voluntary Product Accessibility Template - https://www.itic.org/policy/accessibility/vpat

12.       State of Maine Digital Accessibility Policy -  
      https://www.maine.gov/oit/policies/DigitalAccessibilityPolicy.pdf
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APPENDIX A

State of Maine 
Department of Transportation
PROPOSAL COVER PAGE
RFP# 202004074
 Workplace Safety Training Software as a Service

	Bidder’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	



· This proposal and the pricing structure contained herein will remain firm for a period of 180 days from the date and time of the bid opening.
· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal.
· No attempt has been made, or will be made, by the Bidder to induce any other person or firm to submit or not to submit a proposal.
· The above-named organization is the legal entity entering into the resulting agreement with the Department should they be awarded the contract.
· The undersigned is authorized to enter contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed proposal, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):


	Title:

	Authorized Signature:


	Date:
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APPENDIX B

State of Maine 
Department of Transportation
DEBARMENT, PERFORMANCE and NON-COLLUSION CERTIFICATION
RFP# 202004074
 Workplace Safety Training Software as a Service

	Bidder’s Organization Name:
	



By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:
1. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.
1. Have not within three years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:
0. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government transaction or contract.
0. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;
0. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification; and
0. Have not within a three (3) year period preceding this proposal had one or more federal, state or local government transactions terminated for cause or default.
1. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above-mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.


	Name (Print):


	Title:

	Authorized Signature:


	Date:




APPENDIX C

State of Maine 
Department of Transportation
QUALIFICATIONS & EXPERIENCE FORM
RFP# 202004074
 Workplace Safety Training Software as a Service



	Bidder’s Organization Name:
	



Instructions: Please respond to the questions below.  You may expand the form space and use additional pages as necessary to provide the requested information. Information provided as separate documents must be titled clearly and be included in File 2 of the e-mail proposal submission.


	1. Present a brief statement of qualifications.  Describe the history of the Bidder’s organization, especially regarding skills pertinent to the specific work required by the RFP and any special or unique characteristics of the organization which would make it especially qualified to perform the required work activities.   

	



















	2. Litigation: Attach a list of all current litigation in which the Bidder is named and a list of all closed cases that have closed within the past five (5) years in which Bidder paid the claimant either as part of a settlement or by decree.  For each, list the entity bringing suit, the complaint, the accusation, amount, and outcome.  If no litigation will be included, write “none” on submitted attachment

	












	3. Financial Viability: Provide the following financial information for each year for the past three calendar years:

	Year
	Current Assets
	Current Liabilities
	Annual Revenue
	Net Profit

	 
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	
4. Subcontractors: If use of subcontractors, other than the IT Hosting, is proposed, for each subcontractor, please identify the subcontractor, describe the role, and describe their qualifications for that role.

	













	5. Projects: Provide a description of projects that occurred within the past five years which reflect experience and expertise needed in performing the functions described in the “Scope of Services” portion of this RFP.  For each of the project examples provided, a contact person from the client organization involved should be listed, along with that person’s telephone number and email address.  Please note that contract history with the State of Maine, whether positive or negative, may be considered in rating proposals even if not provided by the Bidder.




	Project One

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	













	Project Two

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	
















	Project Three

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	














APPENDIX D

State of Maine 
Department of Transportation
COST PROPOSAL FORM
RFP# 202004074
 Workplace Safety Training Software as a Service


	Bidder’s Organization Name:
	



Instructions: Bidders shall break down total project fixed costs per each area as indicated below, for the full the full period of performance, including renewals, for all services described in this RFP and in the Bidder’s proposal. Licenses for any specialized application or desktop software that the Department must hold for the operation of the system, such as Crystal Reports, must be included and itemized.  Do not include Microsoft Office products as MaineDOT holds these licenses already.

Add more lines as necessary to accurate reflect pricing. 

	1. Itemize all annual fees such as Hosting or Customer Support. Add lines as needed.

	Description
	Year 1
	Year 2
	Year 3
If renewed
	Year 4
If renewed
	Year 5
If renewed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	2. List all other costs necessary for the Bidder to fully comply with the contract terms and conditions and RFP requirements, including all modifications indicated with “will meet requirement with modifications” in Appendix G Proposed Services Requirements Worksheet. These costs may be broken out or presented as a lump sum.  Add lines as needed.


	Description
	Cost

	
	

	 
	

	 
	




	3. Proposed Fixed Cost 
The Proposed Fixed Cost will be used in the scoring cost formula for evaluation purposes.  Proposed cost must be the sum of the above itemized costs. The sum of the above itemized costs will be used if they do not match. 
	$ 




 APPENDIX E

State of Maine 
Department of Transportation
SUBMITTED QUESTIONS FORM
RFP# 202004074
 Workplace Safety Training Software as a Service


	Organization Name:
	




	RFP Section & Page Number
	Question

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




* If a question is not related to any section of the RFP, state “N/A” under “RFP Section & Page Number”.
** Add additional rows, if necessary.
 


APPENDIX F

State of Maine 
Department of Transportation
PROPOSED SERVICES FORM
RFP# 202004074
 Workplace Safety Training Software as a Service


	Bidder’s Organization Name:
	



Instructions: Use as much space as necessary for a concise and meaningful response.  Attachments or images should be inserted into the worksheet where reasonable.  Information that cannot be incorporated into the PDF must be included in the email submission with clear filenames starting with FILE3DOC in the e-mail proposal submission.

Do not describe functionality or implementation activities that are NOT offered as part of this proposal. Do not include cost information in this section.   

	1. Software Proposed

	1.1 Provide the name of the Workplace Safety Training SaaS proposed, including module names and license details (such as user seats, activity limits).  Software and licenses must cover all uses described in Part II of the RFP, Proposed Services Form (Appendix F), and Proposed Services Requirements Worksheet (Appendix G) for use by at least 800 Department users including at least two systems administrators.

	



	1.2 Licenses for any specialized application or desktop software that the Department must hold for the operation of the system, such as Crystal Reports, must be included in the proposal.  Please list them, including the module names and license details but not costs.   Do not include Microsoft Office products as MaineDOT holds these licenses already.

	


	1.3 Please list any browser add-ons/downloads that are required for successful use of the SaaS and training courses, such as Adobe Flash Player.

	


	1.4 Please provide minimum and/or recommended client specifications for successful operation of this SaaS, excluding use of any specialized mobile field modules.

	









	2. Proposed functionality  

	2.1 Describe the proposed SaaS briefly, highlighting its fit to the Department’s requirements.

	





















	2.2 If possible, provide access for four users to a demo SaaS site with some sample data populated, in which users have access to view screens, run basic reports and queries, and review training courses, including at a minimum sufficient access to view the following.  We understand that sample data and reports and functionality will not necessarily reflect the system as configured for the Department.  
a. typical user’s start page
b. the system administration menu
c. how a user will query and select a training course on a chosen topic 
d. Take a sample interactive training course, if available within the system, or a video training course, including the test
e. Take a sample non-interactive/non-video training course, if available within the system, including the test
f. Produce an employee’s Training Record report 
g. Produce a General Compliance report 
h. Assign a training course with due date and mandatory flag set to selected members of a User Location in one operation

Please provide the URL for the demo site below.  The Department’s RFP Administrator will request the user credentials upon receipt of the proposal in order to protect their confidentiality.

	

	2.3 Please describe how the training content offered is kept consistent with current OSHA standards as these standards change.

	

	2.4 Mandatory training on a topic can lose its effectiveness if the exact same material is presented annually. Please describe any efforts to keep the provided training content interesting over the years.

	

	2.4 How does the system help prevent the creation of duplicate training course assignments to a user within a short date range?  How is that date range set for the system?

	

	2.5 It is mandatory that the system emails the user reminders of training assignments on at least 2 intervals before the due date, such as 3 months and 1 week. Please describe how this system meets this requirement.

	 

	2.6 Users will stop and restart courses.  Please describe how this system reminds a user of started content, and repositions the user upon restarting a course, including whether this behavior changes depending on the time elapsed between stop and restart. Address interactive, video, and static content as appropriate since they may differ.

	










	2.7 Please describe any features within the system offered to assist the user in response to test errors on failed tests, such as providing links or forcing review of content related to a missed question.

	

	2.8 Certain courses may require periodic retaking, such as once-a-year, for some employee positions.  Does this system have any way for the Department to flag those courses and/or the period for retaking, to assist in assignment of the course in the following year?

	




	3. Training Content Customization Features

	3.1 Please describe briefly how the Department will modify the content of a standard course offering of the proposed SaaS to include Department specific content.   

	



	3.2 Please describe briefly how the Department customizes the content of a test for a standard course offering in the proposed SaaS.

	



	3.3 Please describe the process of adding a MaineDOT developed training course and test in to the system. Please list the file formats that are supported.

	











	4. Personnel Interface:  Although it is not a mandatory requirement, the Department is interested in setting up a Personnel interface with the State system, meeting the requirements listed in Proposed Services Requirements Worksheet. (Appendix G) - requirements 77-79. Please describe how the interface would work technically and how the System Administrator would access logs. 

	














	5. Implementation Services: Provide an implementation plan including major milestones and timeframes. Use the Start Date in the expected “Period of Performance” dates stated in PART I, D. Describe each major task, and identify major State and Provider responsibilities.   Describe each milestone, including major tasks, deliverables, Provider and Departmental roles, effort (hours or days), key assumptions and risks, addressing this implementation, rather than a “sample” implementation.  

	













































	6. Customer Support: Please describe the customer support provided, including hours of operation and modes of contact (e.g. phone, website).  

	




	6.1 Please indicate whether end users can contact customer support directly or reports must be made through designated Departmental contacts. If designated Department contacts are required, what number of Department support contacts are allowed?

	

	6.2 Is the Department System Administrator able to review and update the Department’s current and historical customer support tickets and information associated with them on the internet?

	

	6.3 Please describe any System Help available to end users.

	




 
	7. Training: Please describe the proposed training for the initial implementation.

	








	6. IT Hosting Provision

	6.1 IT Hosting Provider Name:
	

	6.2 Briefly describe the IT hosting architecture highlighting its appropriateness for hosting a Workplace Safety Training SaaS.  Diagrams or documents may be attached if desired.

	










	6.3 Identify any third-party security audits which have been performed against the SaaS or hosting infrastructure, such as SSAE 18 SOC 2 Type II, FISMA Level 3 ATO, FedRAMP CSP, ISO/IEC 27001:2005, US-EU Safe Harbor Framework, SkyHigh CloudTrust. 

	Audit type
	Year Last Audited
	Audited SaaS application, or hosting Infrastructure, or both

	
	
	




	7. State of Maine IT Policy Compliance

	7.1  Please note any issues complying with the State of Maine Office of Information Technology Remote Hosting Policy and how you propose to address them.  https://www.maine.gov/oit/policies/RemoteHostingPolicy.pdf.  

	





	7.2  Please note any issues complying with the State of Maine Office of Information Technology Digital Accessibility policy https://www.maine.gov/oit/policies/DigitalAccessibilityPolicy.pdf  and how you propose to address them.   Please note that the training courses as well as the SaaS must comply with this policy.

	 



	7.3  Please note any issues complying with the with State of Maine Office of Information Technology Information Security Policy and how you propose to address them https://www.maine.gov/oit/policies/SecurityPolicy.pdf.   

	








	
8. Caveats and Comments: Provide proposal caveats, scope limitations, and any similar conditions not covered elsewhere in the proposal or SLA here.    

	






APPENDIX G

State of Maine 
Department of Transportation
Proposed Services Requirements Worksheet
RFP# 202004074
 Workplace Safety Training Software as a Service

INSTRUCTIONS

Do not put costs in this Worksheet.  Cost information should be ONLY in the Cost Proposal.

Mark ONE box that best describes the fit of the proposed solution to the requirement line for each requirement line.  The colored headers are not requirement lines.
· “will meet req. as stated” – the proposed solution will meet the requirement without modification.  
· “will meet req. with mod.” – the proposed solution will meet the requirement with a reasonable modification of either the requirement or the application system   
·  “Will not meet req.” – the proposed solution will not meet the requirement even with reasonable modification. 
Note: “will not meet req.” of a mandatory requirement may result in the disqualification of the Bidder’s proposal, at the Department’s discretion.    

Please use the Comment area as follows: 
· Briefly address any request for information made in that requirement line.     
· If “will meet requirement with modification” is selected, please briefly describe the modification proposed.  
· If “Will Not Meet Requirement” is selected, please explain briefly. 


	Line #
	Mandatory
	Requirement
	Will meet req. as stated
	Will meet req. with mod.
	Will not meet req. 
	Comment


	
	
	Technical Requirements
	
	
	
	

	1
	M
	Mandatory: Software solution must be offered as a SaaS.  
	 
	
	
	

	2
	M
	Mandatory: Compatible with Microsoft 365 Office 2016. 
	
	
	
	

	3
	M
	Mandatory: SaaS available to users at least during the hours of 6:00 AM to 9:00 PM EST Monday through Friday with 99.5% uptime during those hours.
	
	
	
	

	4
	
	System must be compatible with current version of Chrome, Edge, and Internet Explorer.
	
	
	
	

	5
	M
	Mandatory: User access cannot be limited by IP range.
	
	
	
	

	6
	M
	Mandatory: No limit on number of system or training accesses of any type by a user for normal usage. Limits to prevent Denial of Service and other hacking that do not bar normal user activity are acceptable.
	
	
	
	

	7
	
	System Administrator can post a user message on the System Home Page.
	
	
	
	

	
	
	User Management
	
	
	
	

	8
	
	Use of Active Directory Federation Services integrated with the State’s Active Directory, which includes use of multifactor authentication. 
	
	
	
	

	8.1
	M
	Mandatory: Each user has a personal user ID and password.
	
	
	
	

	9
	M
	Mandatory: Either ADFS provided, OR System Administrator able to edit, activate, and inactivate users.
	
	
	
	

	10
	M
	Mandatory: Passwords encrypted to AES-256 in storage and transmission to at least TLS 1.2 strength.
	
	
	
	

	11
	
	Users able to reset their passwords without System Administrator involvement.
	
	
	
	

	12
	M
	Mandatory: Basic user information includes, at a minimum:  this system’s User ID, Name, State Employee ID of at least 12 alphanumeric characters, email, User Location, active flag. 
	
	
	
	

	13
	M
	Mandatory: user name can be modified without requiring the creation of a new user record.
	
	
	
	

	14
	
	System captures last update date/time and user ID on user record changes.

	
	
	
	

	15
	M
	Mandatory: System Administrator able to generate lists of users including all of the basic user fields listed above.

	
	
	
	

	
	
	User Roles / Permissions
	
	
	
	

	16
	M
	Mandatory: Able to establish a System Administrator role with full system access including user/permissions, management, and systems configuration (such as system codes, screen layouts). 
	
	
	
	

	17
	M
	Mandatory: Able to assign at least two (2) active users to the System Administrator role.
	
	
	
	

	18
	
	Able to establish an OSS role with full system access, excluding user/permissions management and configuration (such as system codes, screen layouts). If “Will not meet requirement as stated”, please comment whether twelve (12) additional users can be assigned to System Administrator role.
	
	
	
	

	19
	M
	Mandatory: Able to establish EMP role with access only to his/her own information.
	
	
	
	

	 
	
	 Location management
	
	
	
	

	20
	M
	Mandatory: Able to establish a User Location (e.g. HQ, Crew 12345) with a set of valid values managed by the System Administrator. Please show maximum length of value in Comment.
	
	
	
	

	21
	M
	Mandatory: System Administrator must be able to associate each user with one User Location.  Please note in Comment whether system can limit the user to one User Location.
	
	
	
	

	[bookmark: _Hlk37244857]22
	M
	Mandatory: Able to query out all active users without one (1) and only one (1) valid User Location.
	
	
	
	

	23
	M
	Mandatory: Able to view User Locations and their membership.
	
	
	
	

	24
	M
	Mandatory: Able to include User Location on reports, and filter and sort on User Location.
	
	
	
	

	25
	
	Able to define at least one additional field with similar requirements as User Location. Please note in Comment whether able to configure such a field to allow either single-select or multi-select.
	
	
	
	

	
	
	Training Assignment
	 
	 
	 
	 

	26
	M
	Mandatory: OSS can assign and unassign training courses to users. 
	
	
	
	 
 

	27
	M
	Mandatory: OSS can flag an assigned course for an individual as mandatory.
	
	
	
	

	28
	M
	Mandatory: Due date is required for mandatory courses and optional for non-mandatory courses.
	
	
	
	

	29
	M
	Mandatory: OSS can modify assigned training, including due date, mandatory flag, and un-assigning training.
	
	
	
	

	30
	M
	Mandatory: EMP can assign, unassign, and modify due date of training courses to themselves only, and cannot flag as mandatory.
	
	
	
	   

	31
	
	System keeps audit history of training assignment data changes, such as assignments, removal of assignments, due date changes, changes to mandatory flag with date/time of update, and updated user ID  
	
	
	
	

	32
	
	Audit history of training data assignment changes can be viewed in UI by at least system administrators.
	
	
	
	

	33
	
	Upon data entry of a due date, the system must prompt for correction, rather than saving, if it is in the past or more than one year in the future.
	
	
	
	

	34
	M
	Mandatory: OSS able to assign a training course with due date, and mandatory flag set to either Y or N, to selected members of a User Location in one operation. 
	
	
	
	

	35
	
	OSS able to change a course due date for all selected members of a User Location in a single operation.
	
	
	
	

	36
	
	Prevents duplicate assignment of training courses within a short date range.
	
	
	
	

	37
	
	Able to flag courses that sometimes require periodic retaking, and capture the normal period (e.g.  12 months, 24 months).
	
	
	
	

	
	
	System Notifications
	
	
	
	

	38
	M
	Mandatory: System emails user notification upon assignment of training course.
	
	
	
	

	39
	M
	Mandatory: System emails user notification upon due date change of a mandatory training course.
	
	
	
	

	40
	M
	Mandatory: System emails user reminders on at least 2 intervals before the due date, such as 3 months and 1 week.
	
	
	
	

	41
	M
	Mandatory: System emails overdue notices of mandatory trainings – only mandatory - weekly, after failure to complete the course by due date.
	
	
	 
	 

	
	
	User Training Experience
	
	
	
	

	42
	M
	Mandatory: User able to stop and restart a course. 
	
	
	
	 

	43
	
	System reminds users of courses that have been started but not completed in the UI.
	
	
	
	

	
	
	Testing and Course Completion
	
	
	
	

	44
	M
	Mandatory: System must require the user to take a knowledge-based test at the conclusion of the safety course. 
	
	
	
	

	45
	M
	Mandatory: A course is not considered completed until the test has been passed by the trainee.
	
	
	
	

	46
	M
	Mandatory: Tests may consist of multiple-choice questions and true/false questions.  No test may be 100% True False questions.
	
	
	
	

	47
	M
	Mandatory: System Administrator, at the system level, able to set the standard number of test questions for a course.
	
	
	
	

	48
	
	System administrator, at the system level, able to configure the criteria for test pass vs fail within the system.
	
	
	
	

	49
	
	For a repeated test, the test consists of at least 30% new questions on each iteration, over at least 3 iterations.
	
	
	
	

	50
	M
	Mandatory: User is required to complete the training course prior to taking the course test.
	
	
	
	

	51
	M
	Mandatory: User is allowed to retake the test an unlimited number of times over a reasonable period of time. Please state the period of time allowed in Comment.
	
	
	
	 

	52
	
	User is not able to retake a test after passing the test. 
	
	
	
	

	53
	M
	Mandatory: System must maintain a Training Record: Course Title, Date Completed, Final Score, Trainee.
	
	
	
	

	54
	M
	Mandatory: A fresh Training Record is written by the system whenever a course is completed; that is, the older training records for the same course persist.
	
	
	
	

	
	
	Classroom Support
	
	
	
	

	55
	
	Authorized user will be able print a course test to administer. Does not have to be able to print more than one variation or copy.
	
	
	
	

	56
	
	Authorized user able to enter course, completion date, students, and their test grades in a batch operation.
	
	
	
	

	57
	
	Authorized user able to print a Certificate of Completion for a specific course and completion date for a set of individuals in a single operation.
	
	
	
	

	
	
	Report and Query Support
	
	
	
	

	58
	M
	Mandatory: EMP can view own training assignments and Training Record.
	
	
	
	
	

	59
	M
	Mandatory: OSS users can view other users’ training assignments and Training Record. 
	
	
	
	
	

	60
	M
	Mandatory: EMP can print Certificate of Completion for any course he/she has completed.
	
	
	
	
	

	61
	M
	Mandatory: OSS can print Certificate of Completion for any Training Record in the system.
	
	
	
	
	

	 62
	
	System provides access to extensive user, course, and training data for reports and queries within the system.
	
	
	
	

	63
	
	Widespread provision of sort/filter options for viewing data on system screens.
	 
	 
	 
	 

	 64
	M
	Mandatory: EMP using ad-hoc queries and reports are always restricted to their own data.
	
	
	
	

	65
	M
	Mandatory: Able to output reports and query results to MS Word or PDF format.
	 
	 
	 
	 

	66
	M
	Mandatory: Able to output tabular reports to Excel with one (1) record per row.
	 
	 
	 
	 

	67
	
	Standard report format, including report generation date, page numbers, column headers, report title, and showing filters or SQL used if ad-hoc filters can be applied.  
	
	
	
	 

	
	
	Customization of Content 
	
	
	
	

	68
	M
	Mandatory: Able to add MaineDOT training courses with tests into system.  
	
	
	
	

	69
	M
	Mandatory: Able to customize a standard training course offered by the SaaS with Departmental specific material.
	
	
	
	

	70
	M
	Mandatory: System Administrator able to customize the set of test questions for a specific training course.
	
	
	
	

	
	
	Training Content
	
	
	
	

	71
	
	Training content consists of at least 65 courses, available as self-directed web courses, and providing standard Workplace Safety Courses for OSHA Awareness Level training.
	
	
	
	

	72
	
	Training content consists of at least 25% interactive or video content.
	
	
	
	

	
	
	Reports: Able to generate the following reports:
	
	
	
	

	73
	
	General Compliance Report: Name of training course, count of users that completed that course for selected User Location(s) for a designated time period for either all or mandatory assignments only.  Does not have to include converted historical data.
	
	
	
	

	74
	
	Training Record report for a specific individual or set of selected individuals and time period: course title, date completed, test score for each course completed.  Must include converted historical training records.
	
	
	
	

	75
	
	Standard reports to support normal training management activities available.
	
	
	
	

	
	
	System Integration: Training Records FTP
	
	
	
	

	76
	
	Able to post a weekly spreadsheet, consisting of the new Training Records, to the State’s Move-IT secure FTP site, overwriting the prior file.    
	
	
	
	

	
	
	System Integration: Personnel Interface
	
	
	
	

	77
	
	Able to add new employees and modify basic employee data, including active/inactive status, name, User Location, and email address, in a weekly personnel interface, based on interface data supplied by the State. 
	
	
	
	

	78
	
	Able to detect and log personnel interface failures and errors at the job level and record level, and make that log available for review by the System Administrator.
	
	
	
	

	79
	
	Able to provide notification to the System Administrator when personnel interface errors occur.
	
	
	
	

	
	
	Customer Support 
	
	
	
	

	
	
	Customer Support available by phone or web, available at least between the hours of 8 a.m. and 4 p.m. EST.  
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