Appendix 5A - General Essay Questions
Revised 5A.15 Instructions paragraph 3

[bookmark: _Hlk31206766]Instructions: All Proposers must respond to the following questions by restating the identifying number of each question (for example, 5A.01), restating each question or statement, and providing a detailed written response. The Proposal, at a minimum, must address the items listed below, and be organized in the order indicated below. Include all documents requested in Appendix 5A and label the document provided with the section number it replies to (for example, “Appendix 5A.1 Organizational Chart”). Do not include cost/pricing information in this section of the Proposal. Costs must only be in Appendix 13 – Cost Proposal. 

COMPANY INFORMATION: Questions 5A.1 – 5A.14
Ownership
5A.01	Describe your organization’s corporate or other business entity structure, including the state of incorporation or formation and list any controlling stockholders, officers, directors, general partners, members, managers, etc.
a. Provide an organizational chart showing principal officers, directors, general partners, members, managers and staff members who will be associated with providing services related to this RFP.
b. What year was your organization established and what year did it begin providing PAS software and services to public pension organizations?
c. What percentage of your organization’s revenue is derived from PAS?
5A.02	Is your organization a subsidiary, affiliate, or joint venture of another organization? If yes, provide names and roles. Describe your organization’s strategic alliances and partnerships. Provide full disclosure of any direct or indirect ownership or control by any administrative service agency and/or financial institution and describe the relationship fully.

5A.03	Describe any acquisitions, mergers or other material developments (e.g. changes in ownership, key personnel, etc.) pending now or that occurred in the past five (5) years with your organization and how they impacted the organization financially, etc. Disclose any potential mergers or acquisitions that have been recently discussed by senior officials and could potentially take place within three (3) years after the Contract starts.
5A.04 	Indicate all entities that have an ownership stake in your organization (name and percentage).
Clients
5A.05 	Describe the composition of your clients below:

	Clients
	Number (#) of clients using the version of PAS that is being proposed to ETF
	# of clients using an earlier version (specify version)
	# of clients using an earlier version (specify version)
	# of clients using an earlier version (specify version)

	Clients in production:
	
	
	
	

	Clients in implementation:

	
	
	
	

	Clients with a signed contract, but not yet in implementation:
	
	
	
	

	Total:
	
	
	
	


Litigation
5A.06 	Over the past five (5) years, has your organization or any officer or principal, been involved in any litigation or other legal proceedings related to the sale, implementation or maintenance and support of its Pension Administration System (PAS)? If so, please provide a brief explanation and indicate the current status. 
a. Has your organization been subject to any litigation alleging breach of contract, fraud, breach of fiduciary duty, or other willful or negligent misconduct? If so, provide details including dates and outcomes. The Department reserves the right to reject a response based on this information.
b. Provide certification that your organization has not been in bankruptcy and/or receivership within the last five (5) calendar years.
5A.07 Within the last ten (10) years, has Proposer been censured or fined by any regulatory body? If so, please indicate the dates and describe the situation. This includes debarment or suspension by any government, including the federal government, and states besides Wisconsin.
Resources 
5A.08 	Provide a statement confirming that Proposer can perform the implementation and maintenance and support using only current levels of staff and computer equipment/software/technology (together ‘Resources’). If additional Resources will be needed by Proposer, please describe and explain how that will be addressed. Confirm Proposer’s most experienced implementation team and maintenance & support team will be assigned to ETF’s project.
5A.09	Describe in detail the computer and data processing facilities your organization currently uses (owned or otherwise used) and would make available to ETF for the PAS. Include a description of any mainframe, network structures, or cloud solutions that Proposer will use for ETF’s PAS project as required in this RFP. Tell us if the solution(s) is a public, private, or government cloud and whether it is FedRAMP or StateRAMP certified.
5A.10	Provide a copy of your organization’s standard agreement concerning employee confidentiality and intellectual property rights. 
5A.11	Provide a statement confirming that all of your organization’s employees, who will work on ETF’s project, will have signed your organization’s confidentiality and intellectual property right agreement. 
5A.12 	Provide examples of the training your organization’s employees have received concerning handling of a client’s confidential information and Personally Identifiable Information (PII) and Protected Health Information (PHI). 
5A.13	Has your organization previously performed a proof of concept (PoC) exercise with a client or potential client? If so, provide a sample set of PAS user stories and describe the approach used to complete the PoC.
5A.14	Tell us about the Key Personnel assigned to ETF’s PAS project and how much of their time will be dedicated to ETF's PAS project. (May cite to Key Personnel resumes provided with Appendix 4 - Mandatory Proposer Qualifications).
5A.15 IMPLEMENTATION PLAN: 5A.15.1 – 5A.15.9
Instructions: Provide an implementation plan that best ensures the delivery of the following:
· a stable, robust, and mature software product 
· a clean and complete data conversion
· thoroughly trained users (members, employers, and ETF staff)
· a thoroughly prepared IT support team
The purpose of the implementation plan is to sequence tasks to achieve these four deliverables within an acceptable timeframe, keeping cost and resource availability in mind. In addition, the plan must ensure the integration of these deliverables with the overall program plan, clearly identifying and understanding the interdependencies between the proposer’s plan and the broader program objectives. 
Given the constraints and guidelines listed in the RFP and in the table below, provide a concise narrative discussing the plan for implementing the system, as well as a project schedule in Microsoft Project. Phases, tasks, subtasks, durations, resources, and milestones should be included in the document. Discuss the overall scope of responsibility and also provide the details of the tasks that are considered in scope for the implementation. Include a list of the tasks that ETF will be responsible for. This Implementation Plan narrative should be a maximum of twenty (20) pages, excluding the project schedule, using Arial 12-point font. The Proposer’s goal should be to enable ETF to understand and confirm the scope of the Proposer’s responsibilities versus what ETF needs to do, and to show the major tasks that are included within the scope of the Proposer’s responsibilities.
For example, requirements analysis is an iterative and time-intensive process that requires substantial involvement by ETF staff. Explain in detail the process to be used for gathering and analyzing requirements, plus documenting and validating the requirements, while allowing ETF staff to conduct their normal business. User testing and data conversion carry a similar level of involvement for ETF staff. It is important to ETF that their expected level of involvement for these tasks is explained at this early stage of the project.
In addition, Proposer should identify common risks to the implementations and discuss risk mitigation strategies for each one, as well as a description of what ETF needs to do to help mitigate the risk. Without mentioning client names, describe one project that went smoothly and one that did not.  Describe in both cases what you think contributed to each circumstance and lessons learned. Be candid and specific. 
ETF will review the implementation plans for specificity, quality, and perceived risk/efficiency balance. The brevity of the response is intended to encourage Proposer to present the essentials of their process and to avoid generic project methodology or marketing language.
Implementation Requirements
ETF will rely on the Proposer to determine the most time and cost-efficient method of implementing the system into ETF’s environment; however, ETF’s implementation standards must be met. ETF has undertaken a significant effort to document the relevant requirements and business processes. It is expected that the Proposer will need to confirm these requirements in a series of work sessions as an initial phase of the project. The Proposer’s team must have the necessary experience to understand the requirements without elaborate explanation. ETF has limited staff resources to devote to the project, and as such does not have time to educate the Proposer’s staff in defined benefit plan business rules. The Proposer’s business analyst(s) are expected to be familiar with public retirement systems in general. 
The requirements confirmation sessions must be scheduled in a manner that does not impact ETF’s operations. A maximum of 18 hours of meetings shall be scheduled with staff each week and shall not exceed 4 hours in any given day for any one individual unless otherwise approved by ETF.
The Proposer shall assist and provide guidance to ETF in the installation and initial set-up of the hardware, database software, and miscellaneous other software required for all environments (at a minimum) listed below to be included in the Cost Proposal (Attachment 13) and the implementation plan including the duration that each environment will be available and how the environments will be refreshed including how long it takes to refresh an environment:
· One (1) production environment
· One (1) development environment
· One (1) system testing environment
· One (1) UAT environment
· One (1) training environment
· One (1) data conversion environment
 
Testing
The Proposer must utilize a rigorous testing methodology throughout the course of the project. Each module that is delivered to ETF must have been tested on converted or simulated data prior to being certified for release by the Proposer’s test team. ETF may at its discretion request written proof of certification for any release. 
ETF expects the following types of testing to be performed during the project:
· Unit 
· System (SIT)
· Stress (volume) 
· Performance/Load
· Regression
· UAT
· End to End, meaning program-level testing that tracks changes as they move through business processes, unique systems, and paths to create results following critical events in the end-to-end lifecycle. Both the proposer’s PAS team and ETF will be heavily involved and require dedicated resources during this time because the test is validating that data flows through multiple systems correctly and that all processes, systems, and paths work together throughout the lifecycle. 
The Proposer will be required to test certain processes in parallel, or parallel equivalent, with the legacy system and any new applications required to support the PAS; including payroll, sample employer reporting, etc. 
Training and Training Manual Standards
The Proposer will train ETF staff at four different levels:
· Regular users
· Power users
· Business Administrator
· Technical Administrator
The regular training materials the Proposer provides must be editable and organized by ETF’s business processes, such that staff can use the manuals for their everyday work. For example, rather than describing each screen of member information, the manual should describe the step-by-step process for setting up a service purchase contract. It is strongly desired for Proposer to provide their training materials in an on-line format, via web-based videos or another similar system. The system must also provide on-line help for all screens and fields.
The business administrator’s materials must contain at a minimum all the information required for a business or systems analyst to maintain the configuration of the system, including instructions on how to perform common processes. Below are examples of some of the processes to be included: 
· Update contribution rates
· Update interest rates
· Change annuity adjustments
· Update Federal and State tax tables, etc. 
ETF also expects that the Bidder will provide guidance to IT staff on the initial setup of the overall system, including the hardware, software, database, and required integrations for all implementation phases of installation and configuration. 
Project Documentation
The selected Proposer will deliver all project documentation to ETF in a standard format using professional standards. Documents must be properly formatted, versioned, named, and organized. ETF will not dictate the format or frequency of project documentation, but the Proposer shall ensure the following standards are met: 
· All business requirements must be documented
· The technical design of the system must be completely documented
· All software releases must be documented (i.e., release notes)
· All increased functionality, enhancements or modifications must be documented
· The Proposer must submit written project reports on a regular basis
The Proposer must provide draft release notes with confirmed content of the build prior to delivery, with final release notes accompanying the delivery. ETF will use this information to plan their testing activities prior to receiving delivery of functionality.
ETF must have a minimum of five (5) full business days to review all documentation that requires a sign-off. ETF will be granted extensions if the Proposer submits documents that are particularly lengthy.
Data Conversion                                                                                                                           
The Proposer must include the migration of legacy data into the Proposer’s PAS database as part of this project. The data conversion will be a major collaborative effort between all parties; it is therefore important that the Proposer account for this critical sub-project in the implementation plan and allocate sufficient hours for this activity. 
Based on the requirements of this PAS RFP ETE0061, please ensure the following required components are included in your Implementation Plan narrative: 
5A.15.1 Define the scope of the implementation, identify what is considered out-of-scope for the proposer, and specify any out-of-scope elements that are still necessary for the project.
5A.15.2 Define the overall project duration, identify the main project phases, specify the duration and start/finish dates for each phase, outline the major activities/tasks, and provide hour estimates for each phase.
5A.15.3 Identify the project deliverables and milestones for the project.
5A.15.4 Describe the formal methods and disciplines that will be employed to ensure high-quality releases of functionality, detail the formal methods and disciplines that will be used for testing based on the RFP requirements, and specify the methodology for populating the new PAS, including data identification, data mapping to the current system, and the templates, tools, and processes for data loading.
5A.15.5 Identify the staffing resources (Staffing Plan) needed for each phase of the project from both the Proposer and ETF, specify which activities require on-site resources, indicate if subcontractors will be utilized and their roles, and provide details about the project team, including their experience, qualifications, employment duration with the Proposer, and the project leader.
5A.15.6 Specify the types of training offered based on the RFP requirements; describe how training is coordinated with incremental deliveries, provide details on the user documentation that will be provided, and explain the extent to which the training and user manual are customized to the solution provided to ETF.
5A.15.7 Specify the type of documentation that will be provided during the course of the project based on the RFP requirements, explain how they will ensure that ETF’s requirements are properly documented, and describe the process for ensuring that training and user documentation is continually updated as the product evolves in the future.
5A.15.8 Identify common risks to the implementation, discuss risk mitigation strategies for each, and describe how ETF can help mitigate these risks. The vendor must also explain how risks and issues will be managed and mitigated and provide detailed solutions built into the proposed system to address specific risks related to benefit calculations, overpayments, processing delays, data integrity issues, ineligible payments, and premature payment resumptions.
5A.15.9 Identify how interfaces and data migration will be handled as part of the overall implementation approach.
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