[bookmark: _Toc437267525]Attachment 10, Bidder Qualifications Form
	Bidder Name:
	

	#
	Mandatory Experience
	Project Name and Time Period
	Relevant Experience Description
	Reference Contact

	1
	Five years of demonstrated experience implementing and maintaining document imaging solutions for a government or private entity that processes over one million pages per year.
	a. 
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	c.
	c.
	c.

	
	
	Total Duration:

	2
	Two years of experience developing and implementing a document imaging solution that integrates with business process management software (.e.g. Oracle BPM) and an existing scanning solution.
	a. 
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	c.
	c.
	c.

	
	
	Total Duration:





Bidder Qualifications Form Instructions
General Instructions: A Bidder Qualifications Form must be completed by each Bidder. Bidders may use multiple projects to meet the total experience requirements for each mandatory experience requirement.
	Bidder Name:
	Enter the name of the Bidder

	#
	Mandatory Experience
	Project Name and Time Period
	Relevant Experience Description
	Reference Contact

	1
	Carefully review the mandatory qualifications noted.
	a. 
Enter the following:
Project Name: Provide the project for which the work was conducted.
Time Period: Provide the start and end dates on the project using the MM/DD/YYYY format.
	a.
Include a description of the project and how the Bidder meets the mandatory qualification.
If applicable, the same project experience may be used for each minimum qualification.
	a.
Enter the Contact Name, Title, Company Name, Telephone Number, E-mail, and Work Relation.
The Reference Contact must be external to the Bidder’s organization and corporate structure.
A Bidder Reference Form will be required for each reference listed on this form.
Bidders may not use references from any member of the State procurement and evaluation teams for this RFO.

	
	
	b. 
	b.
	b.

	
	
	Add more lines for additional project experience as required (c, d, etc.).

	
	
	Total Duration: Enter the sum of the experience gained in all referenced projects for each qualification. For example, if the Bidder had 14 months of experience on Project a, and 37 months of experience on Project b, then a total of 51 months would be entered.





[bookmark: _Toc437267529][bookmark: _GoBack]Attachment 11, Staff Qualifications Form: Project Manager
	Bidder Name:
	

	Key Staff Position:
	Project Manager

	Proposed Individual’s Name:
	

	#
	Staffing Minimum Qualifications
	Project Name and Time Period
	Relevant Experience Description
	Reference Contact

	1
	The Project Manager shall have five years of experience implementing and maintaining document imaging solutions for a government or private entity that processes over one million pages per year. 
	a. 
	a.
	a.

	
	
	b. 
	b.
	b.

	
	
	c.
	c.
	c.

	
	
	Total Duration:

	2
	The Project Manager shall have a Project Management Professional (PMP) certification. (Optional)
	a. 
	a.
	a.

	
	
	b. 
	b.
	b.

	
	
	c.
	c.
	c.

	
	
	Total Duration:





Attachment 12, Staff Qualifications Form: Technical Lead
	Bidder Name:
	

	Key Staff Position:
	Technical Lead

	Proposed Individual’s Name:
	

	#
	Staffing Minimum Qualifications
	Project Name and Time Period 
	Relevant Experience Description
	Reference Contact

	1
	The Technical Lead shall have five years of experience developing and implementing a document imaging solution with at least one year of experience incorporating with business process management software (.e.g. Oracle BPM) and an existing scanning solution.
	a. 
	a.
	a.

	
	
	b. 
	b.
	b.

	
	
	c.
	c.
	c.

	
	
	Total Duration:




Attachment 13, Staff Qualifications Form: Lead Business Analyst
	Bidder Name:
	

	Key Staff Position:
	Lead  Business Analyst

	Proposed Individual’s Name:
	

	#
	Staffing Minimum Qualifications
	Project Name and Time Period
	Relevant Experience Description
	Reference Contact

	1
	The Lead Business Analyst shall have three years of experience gathering evaluating requirements, conducting gap analyses and preparing for business change on a document imaging project that processes over one million pages per year.
	a. 
	a.
	a.

	
	
	b. 
	b.
	b.

	
	
	c.
	c.
	c.

	
	
	Total Duration:





Staff Qualification Form Instructions
	Bidder Name:
	Enter the name of the Bidder.

	Key Staff Position:
	The Name of the Position is pre-populated.

	Proposed Individual’s Name:
	Enter the name of the proposed individual

	#
	Staffing Minimum Qualifications
	Project Name and Time Period
	Relevant Experience Description
	Reference Contact

	1
	Carefully review the mandatory qualifications noted.
	a. 
Enter the following:
Project Name: Provide the project for which the work was conducted.
Time Period: Provide the start and end dates on the project using the MM/DD/YYYY format. To reflect an ongoing project, the proposal submission date should be used for experience calculations.
	a.
Specify how the proposed Individual meets the minimum qualification including information on assigned responsibilities, and tasks performed.
The same project experience may be used for each minimum qualification.

	a.
Enter the Contact Name, Title, Company Name, Telephone Number, E-mail, and Work Relation.
The Reference Contact must be external to the Bidder’s organization and corporate structure.
Where applicable, a Staff Reference Form will be required for one reference listed on this form.
Bidders may not use references from any member of the State procurement and evaluation teams for this RF0.


	
	
	b. 
	b.
	b.

	
	
	Add more lines for additional project experience as required (c, d, etc.).

	
	
	Total Duration: Enter the sum of the experience gained in all referenced projects for each qualification. For example, if the proposed individual had 14 months of experience on Project a, and 37 months of experience on Project b, then a total of 51 months would be entered
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	Bidder Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)




Bidder Reference Form Page 2
	Bidder Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	The Firm provided professional and qualified individual(s).
	

	The Firm offered solutions and innovative ideas to resolve issues during the project.
	

	The Firm completed the contracted work in accordance with the workplan/schedule and budget.
	

	The Firm produced and delivered quality deliverables.
	

	Rate your overall satisfaction with the Firm.
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The firm’s performance and abilities were above average during this engagement.

	2 points = Good
	The firm’s performance and abilities were average during this engagement.

	1 point = Poor
	The firm’s performance and abilities were below average during this engagement.

	0 points = No Value
	The firm’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date



Bidder Reference Form Instructions
A Bidder Reference Form is required for each project listed
on the Bidder Qualifications Form.
	Bidder Name:
	Enter the Bidder Name.


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	Complete field
	Reference Contact Name:
	Complete field

	Bidder Company Name:
	Complete field
	Reference Company Name:
	Complete field

	Bidder Company Address:
	Complete field
	Reference Company Address:
	Complete field

	Bidder Telephone Number:
	Complete field
	Reference Telephone Number:
	Complete field

	Bidder E-mail Address:
	Complete field
	Reference E-mail Address:
	Complete field



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	The text here shall be a match from the “Project Name and Description columns on the Bidder Qualifications Form.
	|_| Yes     |_| No*
(Add explanation here if needed)
Do not complete. This is to be completed by the reference.
	|_| Yes     |_| No*
(Add explanation here if needed)
Do not complete. This is to be completed by the reference.




Bidder Reference Form Instructions, Page 2
	Bidder Name:
	Enter the Bidder Name.



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	The Firm provided professional and qualified individual(s).
	Do not complete.
Reference will provide values for each item.

	The Firm offered solutions and innovative ideas to resolve issues during the project.
	

	The Firm completed the contracted work in accordance with the workplan/schedule and budget.
	

	The Firm produced and delivered quality deliverables.
	

	Rate your overall satisfaction with the Firm.
	

	TOTAL POINTS FOR ALL STATEMENTS
	Reference will total.



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The firm’s performance and abilities were above average during this engagement.

	2 points = Good
	The firm’s performance and abilities were average during this engagement.

	1 point = Poor
	The firm’s performance and abilities were below average during this engagement.

	0 points = No Value
	The firm’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	Bidder may complete this field for reference.
	Bidder may complete this field for reference.

	Name of Reference Contact (print)
	Name of Reference Company (print)

	Do not complete. Only reference may sign.
	Do not complete. Only reference may sign.

	Signature of Reference Contact
	Date





Staff Reference Form
One (1) or more Staff Reference Form is required for each of the following key staff positions:
1. Project Manager
2. Technical Lead
3. Lead Business Analyst
There is a separate form for each position. Instructions for completing the form are provided at the end of this section.


Attachment 15, Project Manager Staff Reference Form
	Bidder Name:
	

	Proposed Individual’s Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)




Project Manager Staff Reference Form Page 2
	Bidder Name:
	

	Proposed Individual’s Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to manage to a workplan/schedule and budget.
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date




Attachment 16, Technical Lead Staff Reference Form
	Bidder Name:
	

	Proposed Individual’s Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)




Technical Lead Staff Reference Form Page 2
	Bidder Name:
	

	Proposed Individual’s Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to resolve technical challenges..
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date




Attachment 17, Lead Business Analyst Staff Reference Form
	Bidder Name:
	

	Proposed Individual’s Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)




Lead Business Analyst Staff Reference Form Page 2
	Bidder Name:
	

	Proposed Individual’s Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to understand complex business environments and user needs.
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date



Staff Reference Form Instructions
A Staff Reference Form is required for each project listed on the Staff Qualifications Form.
	Bidder Name:
	Enter the Bidder’s name.

	Proposed Individual’s Name:
	Enter the individual’s name.


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	Complete field
	Reference Contact Name:
	Complete field

	Bidder Company Name:
	Complete field
	Reference Company Name:
	Complete field

	Bidder Company Address:
	Complete field
	Reference Company Address:
	Complete field

	Bidder Telephone Number:
	Complete field
	Reference Telephone Number:
	Complete field

	Bidder E-mail Address:
	Complete field
	Reference E-mail Address:
	Complete field



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	The text here shall be a match from the “Project Name and Description columns on the Bidder Qualifications Form.
	|_| Yes     |_| No*
(Add explanation here if needed)
Do not complete. This is to be completed by the reference.
	|_| Yes     |_| No*
(Add explanation here if needed)
Do not complete. This is to be completed by the reference.



Staff Reference Form Instructions, Page 2
	Bidder Name:
	Enter the Bidder’s name.

	Proposed Individual’s Name:
	Enter the individual’s name.



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Statement 1
	

	Statement 2
	

	Statement 3
	

	Statement 4
	

	TOTAL POINTS FOR ALL STATEMENTS
	Reference will total.



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	Bidder may complete this field for reference.
	Bidder may complete this field for reference.

	Name of Reference Contact (print)
	Name of Reference Company (print)

	Do not complete. Only reference may sign.
	Do not complete. Only reference may sign.

	Signature of Reference Contact
	Date



