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Mississippi Emergency Management Agency
#1MEMA Drive 
Pearl, MS  39208

Request for Proposal
To Provide
Accounting and Oversight Services 
For Hurricane Katrina Recovery Projects

RFP NO. 012-2015PAS

Contact Person: Edward Williams
(601) 933-6390
FAX: (601) 933-6630
ewilliams@mema.ms.gov








INSTRUCTIONS AND SPECIAL CONDITIONS FOR
PROPOSAL TO PROVIDE ACCOUNTING AND OVERSIGHT SERVICES
FOR HURRICANE KATRINA RECOVERY PROJECTS

INVITATION:  Written proposals subject to the conditions herein stated and attached hereto, will be received at this office until 10 a.m. Tuesday, Dec. 15, 2015 for providing the services as described below for the Mississippi Emergency Management Agency. 

DESCRIPTION:  MEMA is hereby requesting written proposals to provide professional accounting and oversight services for Hurricane Katrina recovery projects.

MEMA will receive proposals from firms having specific experience and qualifications in the area identified in this solicitation.  For consideration, proposals for this project must contain evidence of the offeror’s experience and abilities in the specified area and other disciplines directly related to the proposed services.  Other information required by MEMA may be included elsewhere in the solicitation.  

A selection committee shall review and evaluate all replies. The selection committee will have only the response to the solicitation to review for selection of finalists. It is, therefore, important that respondents emphasize specific information pertinent to the work. Evaluation of the responses will be based on the following criteria:

1. The overall quality of the proposed plan and management team for performing the required services – the plan should reflect an understanding of the project and its objectives. Consideration will be given to the completeness of the response to the specific requirements of the solicitation – Very Important (total points – 15).
1. Understanding of the project and its objectives – Important (total points – 10).
1. Familiarity with MEMA, and FEMA – Important (total points – 10).
1. The degree of completeness of response to the specific requirements of the solicitation – Important (total points – 10).
1. Offeror’s ability to provide the required services as reflected/evidences by qualifications (education, experience, etc.).  This includes the ability of the offeror to provide a work product that is legally defensible – Important (total points – 10).
1. The personnel, equipment and financial resources to perform the services currently available or demonstrated to be made available at the time of contracting – Important (total points – 5) .
1. A record of past performance of similar work.  Direct experience in Mississippi is desirable – Very Important (total points – 15).
1. Price – Very Important (total points – 25).

Inquiries regarding this Request for		       Proposals and attachments must be 
Proposal must be directed to:			       submitted to:

Edward Williams                                                          Edward Williams
Mississippi Emergency Management Agency	        Mississippi Emergency Management Agency
#1 MEMA Drive				        #1 MEMA Drive
Pearl, MS 39208			                     Pearl, MS 39208		
601-933-6390					        601-933-6390
ewilliams@mema.ms.gov			        ewilliams@mema.ms.gov   
1. 
SPECIFICATIONS, TERMS AND CONDITIONS FOR ACCOUNTING AND OVERSIGHT SERVICES:

0. General Statement: All services listed in this statement are to be performed by offeror unless otherwise noted. MEMA is desirous of securing services to provide accounting and oversights to Hurricane Katrina Recovery projects. Additional information may be obtained by written request from Edward Williams Branch Director Office of Support Services, MEMA, #1 MEMA Drive, Pearl, MS 39208, ewilliams@mema.ms.gov. 

0. Detailed Minimum Specifications: Devise a written proposal that will illustrate how the offeror will provide accounting and oversight services for Hurricane Katrina Recovery projects. The Mississippi Emergency Management Agency requests proposals for services of accounting and oversight assistance. The offeror is intended to work with local municipalities and state agencies to facilitate fund tracking, sub-grantee internal controls, ensure state and local contracting compliance and track and reconcile project financial performance.  Further, the offeror will work side by side with MEMA’s Public Assistance professionals and State Auditors, assisting them in reconciling obligated funding for qualified and authorized projects.  MEMA seeks to be proactive in its accounting services to its applicants.  These accounting oversight and compliance services are essential in enabling Mississippi to manage and audit its reconstruction efforts in an open and effective manner. This concurrent auditing assistance to applicants will minimize situations giving rise to any potential subsequent federal recoupment - all entities will be working from the same reconciled financial documents.  This is particularly sensitive to Mississippi’s local tax base; future potential recoupment efforts can thwart these economies from a full and fair economic recovery. Offeror shall appoint a lead contact for this contract that shall be responsible for managing staff, meeting project goals and objectives within budget limits. The written proposal should be such that it clearly and fully explains how the offeror will:

1. Provide audit oversight and management.
1. Provide for budget creation, tracking, consolidation and reporting, as well as budget variance monitoring for all authorized projects to sub-grantees.
1. Ensure financial compliance (i.e. track, catalog and document).
1. Ensure branch and division reconciliation between the many local        governmental and non-profit agencies.
1. Provide for sub-grantee assistance including project financial controls and reporting.
1. Provide for financial reporting, by sub-grantee, by project.
1. Project financial tracking and variance reporting.
1. Coordinate and liaise with relevant federal, state and local financial community.
1. Ensure procurement and contracting compliance.
1. Identify and flag potential duplicate service contacts.
1. Provide for fraud, waste and abuse identification and remediation.
1. Provide accounting process definitions and reconciliation services.
1. Provide for consolidated financial reporting.
1. Provide for issue resolution - field contact teams.
1. Provide for financial data analysis and sensitivity.
1. Provide for financial performance and projection modeling - how are we doing?; how have we done?; how much to go?

MEMA requests the following positions, a total of forty (40) positions, be provided in accomplishing the above goals:

1. One Director of Recovery Accounting Oversight and Program Management.
1. One Deputy Director of Recovery Accounting Oversight and Program Management.
1. One Financial Systems IT liaison.
1. Three Branch Coordinators; CPA Certified in Mississippi.
1. Five Division Coordinators, finance and accounting professionals.
1. One Information Systems Coordinator.
1. Fifteen Financial Analysts, Division Contact Teams.
1. Ten Information Management Specialists.
1. Three Administrative Assistants.

Position descriptions are attached as Attachment A. MEMA reserves the right to determine the positions titles necessary to fulfill work under this contract as well as the number of staff allocated to each position title. Any alteration to the positions requested by MEMA shall not fall outside the Detailed Minimum Specifications provided for in this Request for Proposals. 

Also, MEMA currently uses an advanced Web Based ‘Cloud Computing’ Solution that is hosted at a state of the art network operation center.  The system requires bandwidth capacity of 10 meg that is burstable to 100meg.  The system requires the management of Dell servers, Lefthand SANs, Cisco and Sonic Wall network hardware. The system Software requires the management of MS SQL, MS Reporting Services, Citrix, and Hyland’s OnBase. The successful bidder will be responsible for all costs of ongoing maintenance and operation of this system through the term of the contract, including renewing licenses listed below.  Costs associated with these items will not be billed separately and should be included in the personnel rates. Technical specifications are attached as Attachment B.

1. OFFEROR’S WRITTEN PROPOSAL SHALL CONTAIN THE FOLLOWING MINIMUM INFORMATION:

1. Name of the offeror, location of the offeror’s principal place of business, and the place of performance of the proposed contract.
1. Age of offeror’s business and the average number of employees over the past three (3) years.
1. Resume’ listing abilities, qualifications and experience of all individuals who will be assigned to provide the required services.
1. A listing of three (3) contracts under which services similar in scope, size, or discipline were performed or undertaken, including at least two (2) references for current contracts or those awarded during the last three (3) years. (On a proposal form, list three (3) projects to include the names and addresses of the projects, the scope of the project, and the names and telephone number of the clients for reference purposes. All information on the proposal form must be completed. Incomplete or unsigned proposal forms will be rejected.)
1. A plan giving as much detail as is practical explaining how the services will be performed and demonstrates an understanding of the Public Assistance program.
1. An estimate of price including total cost per hour per position for a 45-hour work week.
1. Proof of an established full-time office in Mississippi to facilitate timely and cost effective coordination.  Subcontracting or partnering with an offeror within Mississippi will meet this requirement (resumes on this company/staff shall be included also).  Must show that a Mississippi firm and its employees will be compensated for services provided through this partnership.
1. Timeline for execution.

1. INSURANCE REQUIREMENTS: The successful offeror shall be required to procure and maintain workers’ compensation insurance which shall inure to the benefit of all Offeror’s personnel provided hereunder and errors and omissions/professional liability coverage in the amount of $500,000.00 (five hundred thousand dollars) per occurrence for the duration of the contract and offer proof of such coverage.  All professional liability insurance will provide coverage to MEMA as an additional insured. Offeror shall also be required to show proof of liability for injury to include automobile coverage. MEMA reserves the right to request from carriers certificates of insurance regarding the required coverage. Insurance carriers must be licensed or hold a Certificate of Authority from the Mississippi Department of Insurance. Should the certificate expire during the term of the contract, it is the responsibility of the vendor to provide copies of the current insurance certificate.

1. RENEWAL OF CONTRACT: The contract may be renewed at the discretion of the agency upon written notice to the offeror at least 60 days prior to the contract anniversary date for a period of one (1) year under the same prices, terms, and conditions as in the original contract.  The total number of renewal years permitted shall not exceed four (4). 

1. COMPENSATION FOR SERVICES WILL BE IN THE FORM OF A FIRM FIXED PRICE AGREEMENT.

1. REJECTION OF PROPOSALS: Proposals that do not conform to the requirements set forth in this RFP may be rejected by MEMA.  Proposals may be rejected for reasons that include, but are not limited to, the following:
5. The proposal contains unauthorized amendments to the requirements of the RFP.
5. The proposal is conditional.
5. The proposal is incomplete or contains irregularities which make the proposal indefinite or ambiguous. 
5. The proposal is received late.
5. The proposal is not signed by an authorized representative of the party.
5. The proposal contains false or misleading statements or references.
5. The proposal does not offer to provide all services required by the RFP.

1. ACCEPTANCE OF PROPOSALS: MEMA reserves the right, in its sole discretion, to waive minor irregularities in proposals. A minor irregularity is a variation of the RFP which does not affect the price of the proposal, or give one party an advantage or benefit not enjoyed by other parties, or adversely impact the interest of MEMA.  Waivers, when granted, shall in no way modify the RFP requirements or excuse the party from full compliance with the RFP specifications and other contract requirements, if the party is awarded the contract. This clause in no way requires MEMA to waive minor irregularities.

1. DISPOSITION OF PROPOSALS: All submitted proposals become the property of the State of Mississippi.

1. COMPETITIVE NEGOTIATION: The bidding method to be used is that of competitive negotiation from which MEMA is seeking the best combination of price, experience and quality of service.  Discussions may be conducted with offerors who submit proposals determined to be reasonably susceptible of being selected for award.  Likewise, MEMA also reserves the right to accept any proposal as submitted for contract award, without substantive negotiation of offered terms, services or prices.  Therefore, all parties are advised to propose their most favorable terms initially.

1. RFP DOES NOT CONSTITUTE ACCEPTANCE OF OFFER: The release of the Request for Proposal does not constitute an acceptance of any offer, nor does such release in any way obligate MEMA to execute a contract with any other party.  MEMA reserves the rights to accept, reject, or negotiate any or all offers on the basis of the evaluation criteria contained within this document.  The final decision to execute a contract with any party rests solely with MEMA.

1. EXCEPTIONS AND DEVIATIONS:  Offerors taking exception to any part or section of the solicitation shall indicate such exceptions on the proposal and shall be fully described.  Failure to indicate any exception will be interpreted as the offeror’s intent to comply fully with the requirements as written.  Conditional or qualified offerors, unless specifically allowed, shall be subject to rejection in whole or in part.

1. NONCOMFORMING TERMS AND CONDITIONS: A proposal that includes terms and conditions that do not conform to the terms and conditions in the Request for Proposal is subject to rejection as non-responsive.  MEMA reserves the right to permit the offeror to withdraw nonconforming terms and conditions from its proposal prior to a determination by MEMA of non-responsiveness based on the submission of nonconforming terms and conditions.

PROPOSAL ACCEPTANCE PERIOD: The original and three (3) copies of the proposal and all attachments (Four (4) copies total) along with one electronic copy of the proposal saved as a .pdf file and stored on a CD shall be signed and submitted in a sealed envelope or package to Edward Williams, #1 MEMA Drive, Pearl, MS 39208 no later than 10:00 a.m. on Tuesday, December 15, 2015.  To ensure that all submitted proposals are adequately sealed and unable to be reviewed prior to the proposal opening time, no electronic of facsimile copies of proposals will be accepted. Offerors shall also submit the proposal through the State of Mississippi online financial program the Mississippi Accountability System for Government Information and Collaboration, MAGIC. Should you have questions regarding how to register as a vendor or submit your proposal please contact Edward Williams at 601-933-6390 or ewilliams@mema.ms.gov. Timely submission of the proposal is the responsibility of the offeror. Offers received after the specified time shall be rejected and returned to the offeror unopened. The envelope or package shall be marked with the proposal opening date and time and the number of the request for proposal. The time and date of receipt shall be indicated on the envelope or package by the MEMA Office of Support Services. Each page of the proposal, all attachments and the CD shall be identified with the name of the offeror.

1. EXPENSES INCURRED IN PREPARING OFFERS: MEMA accepts no responsibility for any expense incurred by the offeror in the preparation and presentation of an offer.  Such expenses shall be borne exclusively by the offeror.

1. PROPRIETARY INFORMATION: The offeror should clearly mark any and all pages of the proposal considered to be proprietary information which may remain confidential in accordance with Section 25-61-9 and 79-23-1 of the Mississippi Code. Further, said marked pages shall be arranged and organized into one grouping so as to be easily separable from the non-confidential portion of the proposal. Any pages not marked accordingly will be subject to review by the general public after award of the contract. Request to review the proprietary information will be handled in accordance with applicable legal procedures.

1. ADDITIONAL INFORMATION: Questions about the request for proposals document must be submitted in writing to Edward Williams, Branch Director of the Office of Support Services, MEMA at #1MEMA Drive, Pearl, MS 39208; email. Offerors are cautioned that any statements made by the contact person that materially change any portion of the Request for Proposal shall not be relied upon unless subsequently ratified by a formal written amendment to the Request for Proposal. Questions about the request for proposals document will not be accepted after noon Central Standard Time, Thursday, Dec. 10, 2015.

1. DEBARMENT: By submitting a proposal, the offeror certifies that it is not currently debarred from submitting proposals or bids for contracts issued by any political subdivision or agency of the state of Mississippi and that it is not an agent of a person or entity that is currently debarred from submitting bids for contracts issued by an political subdivision or agency of the state of Mississippi.

1. REQUIRED CLAUSES FOR PROCUREMENT 

16. Acknowledgment of Amendments: Offerors shall acknowledge receipt of any amendment to the solicitation by signing and returning the amendment with the proposal, by identifying the amendment number and date in the space provided for this purpose on the proposal form, or by letter. The acknowledgment must be received by MEMA by the time and place specified for receipt of proposals.

16. Certification of Independent Price Determination:  The offeror certifies that the prices submitted in response to the solicitation have been arrived at independently and without – for the purpose of restricting competition – any consultation, communication, or agreement with any other proposer or competitor relating to those prices, the intention to submit a bid, or the methods or factors used to calculate the prices bid.

16. Prospective Contractor’s Representation Regarding Contingent Fees (To be placed in prospective contractor’s response bid or proposal.) The prospective contractor represents as a part of such contractor’s bid or proposal that such contractor has/has not (use applicable word or words) retained any person or agency on a percentage, commission, or other contingent arrangement to secure this contract.

16. E-Verification: Contractor represents and warrants that it will ensure its compliance with the Mississippi Employment Protection Act, Section 71-11-1, et seq. of the Mississippi Code Annotated (Supp. 2008), and will register and participate in the status verification system for all newly hired employees. The term “employee” as used herein means any person that is hired to perform work within the State of Mississippi. As used herein, “status verification system” means the Illegal Immigration Reform and Immigration Responsibility Act of 1996 that is operated by the United States Department of Homeland Security, also known as the E-Verify Program, or any other successor electronic verification system replacing the E-Verify Program. Contractor agrees to maintain records of such compliance and, upon request of the State and approval of the Social Security Administration or Department of Homeland Security, where required, to provide a copy of each such verification to the State. Contractor further represents and warrants that any person assigned to perform services hereunder meets the employment eligibility requirements of all immigration laws of the State of Mississippi. Contractor understands and agrees that any breach of these warranties may subject Contractor to the following: (a) termination of this Agreement and ineligibility for any state or public contract in Mississippi for up to three (3) years, with notice of such cancellation/termination being made public, or (b) the loss of any license, permit, certification or other document granted to Contractor by an agency, department or governmental entity for the right to do business in Mississippi for up to one (1) year, or (c) both. In the event of such termination/cancellation, Contractor would also be liable for any additional costs incurred by the State due to contract cancellation or loss of license or permit.

16. E-Payment and E-Invoicing:  The State requires the Contractor to submit invoices electronically throughout the term of the agreement. Vendor invoices shall be submitted to the state agency using the processes and procedures identified by the State. Payments by state agencies using the Statewide Automated Accounting System (SAAS) shall be made and remittance information provided electronically as directed by the State. These payments shall be deposited into the bank account of the Contractor’s choice. Contractor understands and agrees that the State is exempt from the payment of taxes. All payment shall be in United States currency.

16. Representation Regarding Contingent Fees: The contractor represents that it has not retained any person or agency to solicit or secure a State contract upon an agreement or understanding for a commission, percentage, brokerage, or other contingent fee, except as disclosed in the contractor’s proposal.

16. Representation Regarding Gratuities:  The Offeror represents that it has not violated, is not violating, and promises that it will not violate the prohibition against gratuities set forth in Section 7-204 (Gratuities) of the Mississippi Personal Service Contract Procurement Regulations.

1. STANDARD TERMS AND CONDITIONS WHICH WILL BE INCLUDED IN ANY CONTRACT AWARDED FROM THIS RFP

17. Applicable Law: The contract shall be governed by and construed in accordance with the laws of the State of Mississippi, excluding its conflicts of law’s provisions, and any litigation with respect thereto shall be brought in the courts of the state. The contractor shall comply with applicable federal, state, and local laws and regulations.

17. Availability of Funds:  It is expressly understood and agreed that the obligation of the State to proceed under this agreement is conditioned upon the appropriation of funds by the Mississippi State Legislature and the receipt of state and/or federal funds.  If the funds anticipated for the continuing fulfillment of the agreement are, at anytime, not forthcoming or insufficient, either through the failure of the federal government to provide funds or of the state of Mississippi to appropriate funds or the discontinuance or material alternation of the program under which funds were provided or if funds are not otherwise available to the state, the state shall have the right upon ten (10) working days written notice to the Contractor, to terminate this agreement without damage, penalty, cost or expense to the state of any kind whatsoever.  The effective date of termination shall be as specified in the notice of termination.

17. Certification of Independent Price Determination:  The offeror certifies that the prices submitted in response to the solicitation have been arrived at independently and without- for the purpose of restricting competition – any consultation, communication, or agreement with any other proposer or competitor relating to those prices, the intention to submit a proposal, or the methods or factors used to calculate the prices submitted.

17. Compliance with Laws:  The Contractor understands that MEMA is an equal opportunity employer and therefore maintains a policy which prohibits unlawful discrimination based on race, color, creed, sex, age, national origin, physical handicap, disability, or any other consideration made unlawful by federal, state, or local laws.  All such discrimination is unlawful and the Contractor agrees during the term of the agreement that they will strictly adhere to this policy in its employment practices and provision of services.  The Contractor shall comply with, and all activities under this agreement shall be subject to, all applicable federal, state of Mississippi, and local laws and regulations, as now existing and as may be amended or modified.

17. Confidentiality:  The offeror shall agree to assure the confidentiality of any records obtained from MEMA as required by state and federal privacy laws.  No information, documents or other material provided to or prepared by the offeror deemed confidential by MEMA pursuant to state and federal privacy laws, shall be made available to any person or organization without the prior approval of MEMA.  Any liability resulting from the wrongful disclosure of confidential information on the part of the offeror shall rest with the offeror.

17. Procurement Regulations:  The contract shall be governed by the applicable provisions of the Personal Service Contract Review Board Regulations, a copy of which is available at 301 North Lamar Street, Jackson, MS, for inspection.

1. EVALUATION PROCEDURE AND FACTORS TO BE CONSIDERED IN THE EVALUATION PROCESS:

1. Qualifications of Offerors:  The offeror may be required before the award of any contract to show to the complete satisfaction of MEMA that it has the necessary facilities, ability and financial resources to provide the service specified therein in a satisfactory manner.  The offeror will be required to give a past history and references.  MEMA may make reasonable investigations deemed necessary and proper to determine the ability of the offeror to perform the work, and the offeror shall furnish to MEMA all information for this purpose that may be requested.  MEMA reserves the right to reject any offer if the evidence submitted by, or investigation of, the offeror fails to satisfy MEMA that the offeror is properly qualified to carry out the obligations of the contract and to complete the work described therein.  Evaluation of the offeror’s qualifications shall include: 

0. The ability, capacity, skill, financial, and other necessary resources to perform the work or provide the service required.
0. The ability of the offeror to perform the work or provide the service promptly or within the time specified, without delay or interference.
0. The character, integrity, reputation, judgment, experience, and efficiency of the offeror.
0. The quality of performance of previous contracts or services.

A selection committee made up by qualified MEMA staff, or other qualified individuals as selected by MEMA, shall review and evaluate all replies.  The selection committee will have only the response to the solicitation to review for selection of finalists.  It is therefore important that respondents emphasize specific information pertinent to the work.

1. Step I:  Proposals will be reviewed to assure compliance with the minimum specifications.  Proposals that do not comply with the minimum specifications will be rejected immediately, receiving no further consideration.

Step II:  Proposals that satisfactorily complete Step I will be reviewed and scored by the following criteria: 

0. Overall quality of proposed plan for performing the required services – the plan should reflect an understanding of the project and its objectives. Consideration will be given to the completeness of the response to the specific requirements of the solicitation. Very Important (15 Total Points).
0. Understanding of the project and its objectives-Important (10 Total Points).
0. Familiarity with MEMA and FEMA- Important (10 Total Points).
0. The degree of completeness of the response to the specific requirements of the solicitation- Important (10 Total Points).
0. Offeror’s ability to provide the required services as reflected/evidences by the qualifications (education, experience, ect.) this includes the ability of the offeror to provide a work product that is legally defensible. Important (10 Total Points).
0. The personnel, equipment and financial resources to perform the services currently available or demonstrated to be made available at the time of contracting- Important (5 Total Points)
0. A record of past performance of similar work Direct experience in Mississippi is desirable- Very Important (15 Total Points) 
0. Price – Very Important (25 Total Points) 

Step III: MEMA may contact the top offerors via telephone to schedule an interview after the opening date of the proposal.

Step IV: MEMA’s Executive Director or his designee will contact the offeror with the proposal that best meets MEMA’s needs (based on factors evaluated in Step II) and attempt to negotiate an agreement that is deemed acceptable to both parties.

1. ALL PROPOSALS SUBMITTED IN RESPONSE TO THIS REQUEST SHALL BE IN WRITING.

1. COST DATA SUBMITTED AT THIS STAGE IS SUBJECT TO NEGOTIATION BUT SHOULD INCLUDE AN ESTIMATE OF THE ANNUAL COST OF THE SERVICE.

1. THE FOLLOWING RESPONSE FORMAT SHALL BE USED FOR ALL SUBMITTED PROPOSALS: 

21. Completed and signed Invitation for Proposal Submission Form (included).

21. Management Summary:  Provide a statement indicating the underlying philosophy of the offeror in providing the service.

21. Proposal:  Describe in detail how the service will be provided.  Include a description of major tasks and subtasks.  A timeline for execution shall be included in this section.

21. Corporate experience and capacity:  Describe the experience of the offeror in providing the service, give number of years that the service has been delivered, and provide a statement on the extent of any corporate expansion required to handle the service.

21. Personnel:  Attach resumes’ of all those who will be involved in the management of this project that include their experience in the area of service delivery.  Indicate the level of involvement by principals of the offeror in the day-to-day operation of the contract.

21. References:  Give at least three (3) references for contracts of similar size and scope, including at least two (2) references for current contracts or those awarded during the past three (3) years.  Include the name of the organization, the length of the contract, a brief summary of the work, and the name and telephone number of a responsible contact person. Explain the similarity of the projects to the MEMA project.

21. Acceptance of conditions:  Indicate any exceptions to the general terms and conditions of the proposal document and to insurance, bonding, and any other requirements listed.

21. Additional data:  Provide any additional information that will aid in evaluation of the response.

21. Cost data:  Estimate the annual cost of the service.  Cost data submitted at this stage is not binding and is subject to negotiation if your proposal is chosen as a finalist.  Include the number of personnel proposed to be assigned to the contract and the total estimated cost of the labor portion of the contract (include a sample staffing chart).  Identify all non-labor costs and their estimate totals. It is estimated that each staff member will work a 45-hour workweek.  Hourly rates shall include all overhead, direct, indirect, fringe and other miscellaneous expenses.  Lodging, travel, rental cars (or company vehicles), per diem, gas and cell phones will be billed at cost and incompliance with state laws and regulations.  







1. PROPOSAL REVIEW SCHEDULE

Unless otherwise indicated, the following proposal review schedule will be adhered to. Any protest or question concerning the evaluation or award must be received by the Mississippi Emergency Management Agency on or before the evaluation review deadline.

* Deadline for Questions: noon, Thursday, Dec. 10, 2015.
* Proposal Opening: 10 a.m., Tuesday, Dec. 15, 2015.
* Evaluation Process:  Dec. 15-16, 2015.
* Distribution of Apparent Award: Wednesday, Dec. 16, 2015.
* Evaluation Review Period: Jan. 16-30, 2015
* Evaluation Review Deadline: Wednesday, Dec. 30, 2015.
* Effective Date: Wednesday, Feb 28, 2016.
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The pricing included in the proposals will be graded on a points system. The maximum points available for pricing are 25 (twenty five). The lowest price submitted will receive the maximum score of 25 (twenty five). The lowest price offered in response to this RFP will then be divided by every other price offered, individually. This will produce a percentile for each proposal price. Each percentile will then be multiplied by the total available points to produce a score for each proposal price.

Formula: 	(Lowest Price/Proposal Price) x 25 = score
Proposal pricing will then be recorded in the RFP grading process according to the points awarded based on the above mentioned formula.

Example:	Proposal Price A: $10,000
		Proposal Price B: $12,000
		Proposal Price C: $20,000
		Proposal Price D: $9,950

Proposal D will receive the maximum 25 (twenty five) points as it is the lowest price submitted.

The scores for Proposals A, B and C are then calculated in the following manner:

		Proposal A:	($9,950/$10,000) x 25 = 24.875

		Proposal B:	($9,950/$12,000) x 25 = 20.729

		Proposal C	($9,950/$20,000) x 25 = 12.438 


REQUEST FOR PROPOSAL FORM
REQUEST FOR PROPOSAL TO PROVIDE ACCOUNTING AND OVERSIGHT SERVICES FOR HURRICANE KATRINA RECOVERY PROJECTS
RFP NO. 012-2015PAS
This form is to be completed by all offerors and included in their submitted proposal 
	OFFEROR:
	

	CONTACT PERSON:
	

	PHONE NUMBER:
	

	EMAIL ADDRESS:
	



	Listing of three contracts with services similar in scope, size, or discipline including at least two  references for current contracts awarded in the last three years

	Project Name:
Address:
Scope:

Name & Number of Reference:

	Project Name:
Address:
Scope:

Name & Number of Reference:

	Project Name:
Address:
Scope:

Name & Number of Reference:



	Cost Data

	Annual Cost of the Service:
	

	No. of Personnel to be Assigned to Contract:
	

	Total Estimated Cost of the Labor Portion of the Contract:
	

	Attachment included showing sample staffing chart
	Initial here showing presence of attachment

	Attachment identifying all non-labor costs and their estimated totals
	Initial here showing presence of attachment



Offeror agrees to supply the products or services not to exceed the price below in accordance with the terms, conditions, and specifications contained in this proposal to assist with the accounting/auditing requirements associated with the Public Assistance Program for Hurricane Katrina.
Director, Recovery Accounting Oversight and Program Management Office:
$ ____________ per hour
Written:__________________________________________ per hour

Deputy Director, Recovery Accounting Oversight:
$ ____________ per hour
Written:__________________________________________ per hour

Branch Coordinator; CPA Certified in Mississippi:
$ ____________ per hour

Written:__________________________________________ per hour

Division Coordinators; Finance-Accounting professionals:
$ ____________ per hour
Written:__________________________________________ per hour

Information Systems Coordinator
$ ____________ per hour
Written: __________________________________________ per hour

Financial Analysts:
$ ____________ per hour
Written:__________________________________________ per hour

Financial Systems IT Liaison:
$ ____________ per hour
Written:__________________________________________ per hour

Administrative Assistant:
$ ____________ per hour
Written:__________________________________________ per hour

Information Management Specialist
$ ____________ per hour
Written:__________________________________________ per hour























ACKNOWLEDGEMENT OF AMENDMENTS
I (we) acknowledge receipt of the following amendments:
	Amendment #___, dated __________		______ (initial here)
	Amendment #___, dated __________		______ (initial here)
	Amendment #___, dated __________		______ (initial here)
Further, all acknowledged amendments are included with this proposal and are signed as required in the Request for Proposal.
	
EMPLOYEES NOT TO BENEFIT
I (we) hereby certify that if the contract is awarded to our firm, partnership, corporation, that no employee of MEMA or members of his/her family, including spouse, parents or children has received or been promised directly or indirectly, any financial benefit by way of fee, commission, finder’s fee, political contribution or any similar form of remuneration on account of the act of awarding and/or executing this contract.

CONFLICTS OF INTEREST
The offeror [ ] is [ ] is not aware of any information bearing on the existence of any potential organizational conflict of interest.

REPRESENTATION REGARDING CONTINGENT FEES
The offeror [ ] has [ ] has not retained any person or agency on a percentage, commission, or other contingent arrangement to secure this contract.

REPRESENTATION REGARDING GRATUITIES
The offeror represents that it has not violated, is not violating, and promises that it will not violate the prohibition against gratuities set forth in Section 7-204 (Gratuities) of the Mississippi Personal Service Contract Procurement Regulations.

CERTFICATION OF INDEPENDENT PRICE DETERMINATION
The offeror certifies that the price submitted in response to the solicitation has been arrived at independently and without – for the purpose of restricting competition – any consultation, communication, or agreement with any other bidder or competitor relating to those prices, the intention to submit a bid, or the methods or factors use to calculate the prices bid.

COLLUSION
I certify that this offer is made without prior understanding, agreement, or connection with any corporation, firm or person submitting an offer for the same services, materials, supplies or equipment, and is in all respects fair and without collusion or fraud.  I understand collusive bidding is a violation of State and Federal laws and can result in fines, prison sentences, and civil damage awards.

I hereby certify that the responses to the above representations, certifications, and other statements are accurate and complete.  I agree to abide by all conditions of the proposal and certify that I am authorized to sign for my company.

____________________________			___________________________
Signature						Date

_________________________________		________________________________
Name (Printed)						Title





Attachment A
Position Descriptions

Director of Recovery Accounting Oversight and Program Management Office
Major Duties
Reporting to MEMA, responsible for overall Recovery Accounting Oversight activities:
· [bookmark: OLE_LINK1]Directs and manages statewide project work teams that provide accounting and compliance assistance to sub-grantees.
· Ensures the completeness and accuracy of pre-audit activities related to Public Assistance funds in anticipation of federal Inspector General audits and reviews.
· Leads research, identification and resolution of complex program issues and problems impacting oversight, accounting and internal control related to Public Assistance fund programs.  
· Performs key leadership role working with federal, state, and local officials on controversial issues.
· Responsible for the overall review, reconciliation, and audit activities of the receipt and disbursement of Public Assistance recovery funds for the state.
· Proactively manages the various project budgets to ensure compliance and accountability.
· Performs a statewide leadership role in negotiating with key federal, state, and local officials on controversial accounting and financing issues.
· Attends and/or leads meetings and confers with officials from FEMA, state and localities, and other federal agencies, and professional groups. 

Other Significant Facts
This position exercises responsibilities associated with accounting and financial reconciliation oversight of the Public Assistance Program. The Public Assistance Program provides financial assistance to (1) a state or local government for the repair, restoration, reconstruction, or replacement of public facility which is damaged or destroyed by a major disaster and for associated expenses incurred by such government; and (2) a person who owns or operates a private, nonprofit facility damaged or destroyed by a major disaster for the repair, restoration, reconstruction, or replacement of the facility and for associated expenses incurred by the individual.
Knowledge Required by the Position:
· Certified Public Accountant possessing deep knowledge of a wide range of accounting principles, auditing standards and accounting systems.
· Knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of the disaster processes.
· Project management and supervisory skills.
· Written communications skills to write correspondence and reports.
· Oral communication skills to interface with federal, state and local governmental officials.


Supervisory Controls
The incumbent reports to the MEMA. The supervisor and employee develop a mutually acceptable project plan, which typically includes identification of the work to performed, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.
Guidelines
The incumbent uses regulatory information, generally accepted accounting principles, and agency policies and procedures as guidelines; however, these guidelines are broad and non-specific, and the incumbent analyzes and interprets the information, remaining abreast of changes to legislation and/or the initiatives of other federal, state, local and tribal agencies in the program areas.
Complexity
The work involves the review and documentation of complex accounting systems and records, and requires a high degree of attention to detail.  Further, it involves analysis of interrelated issues of effectiveness, efficiency, and productivity of substantive missions-oriented programs. Develops detailed plans, goals, budgets, and objectives for the overall implementation and administration of the recovery accounting oversight program, and/or develops criteria for evaluating the effectiveness of the program. Decisions concerning planning, organizing and conducting studies are complicated by conflicting program goals and objectives. Assignments are complicated by the need to deal with subjective concepts, the quality and quantity of actions are measurable primarily in predictive terms, and findings and conclusions are highly subjective and not readily susceptible to verification through replication of study methods or reevaluation of results. Options, recommendations, and conclusions take into account and give appropriate weight to uncertainties about the data and other variables, which affect overall program performance.
Personal Contacts
Contacts are with persons outside MEMA, which may include local appointed and elected officials, consultants, contractors, or business executives in a moderately unstructured setting. Contacts may also include the head of the employing agency or program officials several managerial levels removed from the employee when such contacts occur on an ad-hoc basis.
Physical Demands
The work is primarily sedentary, although some slight physical effort may be required.

Work Environment
The work is typically performed in an adequately lighted and climate controlled office.
Deputy Director, Recovery Accounting Oversight
Major Duties
Reporting to Director, Recovery Accounting Oversight and Program Management Office, responsible for overall Recovery Accounting Oversight activities:
· Supports the Director in the fulfillment of the mission of the Recovery Accounting Oversight program.
· In the Director’s absence, acts on behalf of the Director.
· Assists with the directing and managing statewide project work teams that provide accounting and compliance assistance to sub-grantees.
· Assists to ensure the completeness and accuracy of pre-audit activities related to Public Assistance funds in anticipation of federal Inspector General audits and reviews.
· Performs leadership role working with federal, state, and local officials on controversial issues.
· Attends and/or leads meetings and confers with officials from FEMA, state and localities, and other federal agencies, and professional groups. 

Knowledge Required by the Position:
· Certified Public Accountant possessing deep knowledge of a wide range of accounting principles, auditing standards and accounting systems. 
· Knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of the disaster processes. 
· Project management and supervisory skills. 
· Written communications skills to write correspondence and reports. 
· Oral communication skills to interface with federal, state and local governmental officials.

Supervisory Controls
The incumbent reports to the Director, Recovery Accounting Oversight. The supervisor and employee develop a mutually acceptable project plan, which typically includes identification of the work to performed, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.
Guidelines
The incumbent uses regulatory information, generally accepted accounting principles, and agency policies and procedures as guidelines; however, these guidelines are broad and non-specific, and the incumbent analyzes and interprets the information, remaining abreast of changes to legislation and/or the initiatives of other federal, state, local and tribal agencies in the program areas.
Complexity
The work involves the review and documentation of complex accounting systems and records, and requires a high degree of attention to detail.  Analyzes interrelated issues of effectiveness, efficiency, and productivity of substantive missions-oriented programs. Develops detailed plans, goals, budgets, and objectives for the overall implementation and administration of the recovery accounting oversight program, and/or develops criteria for evaluating the effectiveness of the program. Decisions concerning planning, organizing and conducting studies are complicated by conflicting program goals and objectives. Assignments are complicated by the need to deal with subjective concepts, the quality and quantity of actions are measurable primarily in predictive terms, and findings and conclusions are highly subjective and not readily susceptible to verification through replication of study methods or reevaluation of results. Options, recommendations, and conclusions take into account and give appropriate weight to uncertainties about the data and other variables, which affect overall program performance.
Personal Contacts
Contacts are with persons outside MEMA, which may include local appointed and elected officials, consultants, contractors, or business executives in a moderately unstructured setting. Contacts may also include the head of the employing agency or program officials several managerial levels removed from the employee when such contacts occur on an ad-hoc basis.
Physical Demands
The work is primarily sedentary, although some slight physical effort may be required.
Work Environment
The work is typically performed in an adequately lighted and climate controlled office.

Branch Coordinator
Major Duties
Reporting to the Director, Recovery Accounting Oversight and Program Management Office, responsible for Recovery Accounting Oversight activities within a designated branch:
· Coordinates and manages branch work teams that provide accounting and compliance assistance to sub-grantees.
· Coordinates the review, reconciliation, and audit preparation activities of the receipt and disbursement of Public Assistance recovery funds for a major segment of the state.
· Proactively manages project budgets to ensure compliance and accountability.
· Researches and identifies complex program issues or problems impacting accounting oversight program initiatives. Makes recommendations for and coordinates resolutions and improvements.
· Performs a branch leadership role in negotiating with key federal, state, and local officials on controversial accounting and financing issues.
· Attends meetings and confers with officials from FEMA, state and localities, and other federal agencies, and professional groups. 

Knowledge Required by the Position:
· Certified Public Accountant possessing deep knowledge of a wide range of accounting principles, auditing standards and accounting systems. 
· Knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of the disaster processes. 
· Project management and supervisory skills. 
· Written communications skills to write correspondence and reports. 
· Oral communication skills to interface with management and local governmental officials.

Supervisory Controls
The incumbent reports to the Director, Recovery Accounting Oversight and Program Management Office. The supervisor and employee develop a mutually acceptable project plan, which typically includes identification of the work to be done, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.
Guidelines
The incumbent uses regulatory information, generally accepted accounting principles, and agency policies and procedures as guidelines; however, these guidelines are broad and non-specific, and the incumbent analyzes and interprets the information, remaining abreast of changes to legislation and/or the initiatives of other federal, state, local and tribal agencies in the program areas.

Complexity
The work involves the review and documentation of complex accounting systems and records, and requires a high degree of attention to detail.  Analyzes interrelated issues of effectiveness, efficiency, and productivity of substantive missions-oriented programs. Develops detailed plans, goals, budgets, and objectives for the implementation and administration of the recovery accounting oversight program, and/or develops criteria for evaluating the effectiveness of the program. 
Personal Contacts
Contacts are with persons outside MEMA, which may include local appointed and elected officials, consultants, contractors, or business executives in a moderately unstructured setting. Contacts may also include the head of the employing agency or program officials several managerial levels removed from the employee when such contacts occur on an ad-hoc basis.
Physical Demands
The work is primarily sedentary, although some slight physical effort may be required.
Work Environment
The work is typically performed in an adequately lighted and climate controlled office.

Division Coordinators
Major Duties
Reporting to Branch Coordinator, responsible for overall Recovery Accounting Oversight activities within multiple Divisions:
· Leads and manages division work teams that provide accounting and compliance assistance to sub-grantees.
· Leads the accounting review, reconciliation, and audit preparation activities for the receipt and disbursement of Public Assistance recovery funds within a multi-county geographic area. 
· Works closely with the State Auditor’s Office and local governmental officials to ensure that an appropriate and adequate system of internal controls is in place for Public Assistance funds.  
· Coordinates audit and/or pre-audit activities, by project in anticipation of federal Inspector General audits and reviews. 
· Responsible for the provision of complex advice and guidance concerning accounting issues and advises management and staff on all matters concerning the accounting, reconciliation and oversight of Public Assistance and recovery funds.
· Conducts negotiations with sub-grantees in order to resolve remaining issues associated with accounting oversight. 
· Provides authoritative advice on all matters of importance or those having far-reaching consequences relative to accounting oversight.
· Prepares financial status reports and monitors public assistance funds, including authorizations, tracking, and management of funds. 
· Reconciles and balances funds, responds to questions regarding discrepancies, and reviews expenditures and obligation reports in the assigned program areas.
· Meets with disaster assistance grantees and sub-grantees to address and resolve accounting issues. 
· Provides advanced technical assistance to state officials, project applicants, and sub-grantees regarding accounting. 
· Serves as the field focal point for problem solving. Maintains lines of communication with appropriate State and local officials.

Knowledge Required by the Position:
· Deep knowledge of a wide range of accounting principles, auditing standards and accounting systems.
· Knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of the disaster processes.
· Project management and supervisory skills.
· Written communications skills to write correspondence and reports.
· Oral communication skills to interface with management and local governmental officials.

Supervisory Controls
The incumbent reports to the Branch Coordinator, Recovery Accounting Oversight. The supervisor and employee develop a mutually acceptable project plan, which typically includes identification of the work to be done, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.
Guidelines
The incumbent uses regulatory information and agency policies and procedures as guidelines; however, these guidelines are broad and non-specific, and the incumbent analyzes and interprets the information, remaining abreast of changes to legislation and/or the initiatives of other Federal, State, local and tribal agencies in the program areas.
Complexity
The work involves the review and documentation of complex accounting systems and records, and requires a high degree of attention to detail.  
Personal Contacts
Contacts are with staff and persons outside MEMA, which may include representative of State or local governments or private organization, and consultants, contractors, or grantees in a moderately unstructured setting.
Physical Demands
The work is primarily sedentary, although some slight physical effort may be required.
Travel is required to conduct site visits and attend meetings.
Work Environment
The work is typically performed in an adequately lighted and climate controlled office.


Information Systems Coordinator
Major Duties
Coordinating all contractor staff and MEMA staff in the effective use of NEMIS, MSPA, and testing and tracking software.
· Work with all analysts to assist with efficiency and effectiveness of testing and tracking software.
· Work with all analysts to identify and communicate corrections needed in MS PA regarding PW balances and communicate questions regarding PW size (large vs. small).
· Work with NEMIS, MSPA, and testing and tracking software to provide weekly reports to MEMA management on:
· Percentage of applicants closed and paid for large and small
· Overall summary of obligated amount vs. paid amount by category
· Status of PWs going through final inspection – information requests, payment status
· Special reports as needed by applicant, project type, or category as may be requested by MEMA for its use
· Work with Branch Coordinator team to pull information from all sources to help identify overall funding priorities.
Knowledge Required by the Position
This position must have a particular expertise to understand MEMA, FEMA and contractor's own information systems and integrate the information found in each into one functional tool for meeting a variety of information needs.  This person must work with all of the analysts to assist with their testing duties as well as with MEMA Management to provide status reporting to aid in making decisions.
Supervisory Controls
The incumbent reports to the Branch Coordinators, Recovery Accounting Oversight.  The supervisors and employee develop a mutually acceptable project plan, which typically includes identification of the work to be done, the scope of the project, and deadlines for its completion.  Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project.  The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact.  Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.


Guidelines
The incumbent uses specialized technical training and ability to ensure the accurate input and maintenance of critical data into testing and tracking software.  The incumbent integrates information from NEMIS, MSPA, and tracking and testing software into a variety of specialized reports.
Complexity
The Work involves the technical knowledge of various database and information systems, complex accounting systems and records, and requires a high degree of attention to detail.
Personal Contacts
Contacts are with staff and persons outside MEMA, which may include representatives of State or local governments or private organizations, and consultants, contractors, or grantees in a moderately unstructured setting.
Physical Demands
The work is primarily sedentary, although some slight physical effort may be required.  Travel is required to conduct site visits and attend meetings.
Work Environment
The work is typically performed in an adequately lighted and climate controlled office.


Financial Analyst
Major Duties
Reporting to a Division Coordinator:
· Responsible for detailed review, reconciliation, and audit preparation for the receipt and/or disbursement of Public Assistance funds within a designated geographic area or political jurisdiction(s).
· Works closely with local government officials to ensure the integrity and completeness of the recovery financial records in accordance with federal and state guidelines, and generally accepted accounting principles. 
· Assists and performs, where necessary, in the physical preparation of project procurement documentation, project budgets, budget tracking, and budget variance reporting.
· Performs audit and/or pre-audit activities, by project in anticipation of federal Inspector General audits and reviews. 
· Advises local appointed and elected officials on program guidelines and informs management and local officials of unresolved issues. 
· Conducts or provides quality control for document scanning activities.
· Manages scanned documents using a sophisticated electronic database system capable of detailed analysts of grant expenditures.

Knowledge Required by the Position:
· Deep knowledge of a wide range of accounting principles and accounting systems.
· Knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of the disaster processes.
· Written communications skills to write correspondence and reports.
· Oral communication skills to interface with management and local governmental officials.

Supervisory Controls
The incumbent reports to the Division Coordinator. The supervisor and employee develop a mutually acceptable project plan, which typically includes identification of the work to be performed, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.
Guidelines
The incumbent uses regulatory information and agency policies and procedures as guidelines; however, these guidelines are broad and non-specific, and the incumbent analyzes and interprets the information, remaining abreast of changes to legislation and/or the initiatives of other Federal, State, local and tribal agencies in the program areas.

Complexity
The work involves the review and documentation of complex accounting systems and records, and requires a high degree of attention to detail.
Personal Contacts
Contacts are with staff and persons outside MEMA, which may include representative of State or local governments or private organization, and consultants, contractors, or grantees in a moderately unstructured setting.
Physical Demands
The work is primarily sedentary, although some slight physical effort may be required.
Travel is required to conduct site visits and attend meetings. 
Work Environment
The work is typically performed in an adequately lighted and climate controlled office.














Information Management Specialist

Major Duties

Reporting to a Division Coordinator:

· Responsible for initial review, verification, physical preparation, and electronic organization of source documentation in preparation for review and disbursement of Public Assistance funds.
· Works closely with Analysts and state officials to ensure the integrity and completeness of the recovery financial records in accordance with federal and state guidelines.
· Uses program knowledge and individual judgment to ensure the most accurate identification and organization of documentation to allow for efficient retrieval from system by a variety of users.
· Responsible for the capture, organization, and management of documentation, by project, in anticipation of federal Inspector General audits and reviews. 
· Advises local appointed and elected officials on best practices for securing documentation and provides on-site assistance in the capture and organization of source documentation in preparation for submission. 
· Analyzes and responds to requests for documentation from the Inspector General, State Auditor's Office, FEMA, and any other applicable state or federal agency in the format specified.
· Works with state officials in the tracking of various processes, including payments processing, appeals, and Inspector General audits, and provides summary reports.
· Assists in the closeout process by capturing finalized documentation and reports, tracking and preserving insurance commitments, and managing processes for collecting overpayments. 

Knowledge Required by the Position:

· Deep knowledge of the strategies, principles, and processes involved in enterprise content management systems.
· Advanced proficiency in a wide range of information technology applications, including, but not limited to, web-based tracking tools, work-flow, document conversion, OCR, and Excel.
· Knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of the disaster processes.
· Written communications skills to write correspondence and reports.
· Oral communication skills to interface with management and local, state, and federal governmental officials.

 Supervisory Controls

The incumbent reports to the Division Coordinator. The supervisor and employee develop a mutually acceptable project plan, which typically includes identification of the work to be performed, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for performing the work, coordinating with staff and management personnel, and conducting all phases of the project. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.

Guidelines

The incumbent uses regulatory information and agency policies and procedures as guidelines; however, these guidelines are broad and non-specific, and the incumbent analyzes and interprets the information, remaining abreast of changes to legislation and/or the initiatives of other Federal, State, local and tribal agencies in the program areas.

Complexity

The work involves the detailed review, critical analysis, and consistent organization of documentation, by project. 

Personal Contacts

Contacts are with staff and persons outside MEMA, which may include representative of State or local governments or private organization, and consultants, contractors, or grantees in a moderately unstructured setting.

Physical Demands

The work is primarily sedentary, although some slight physical effort may be required.

Travel is required to provide on-site assistance with source documentation and attend meetings. 

Work Environment

The work is typically performed in an adequately lighted and climate controlled office.



Attachment B

Technical Specifications

IT Hardware and Software services at the Network Operation Center requires the management of the following devices and software:

1. Full Server rack and internet connectivity
1. Internet connectivity at client site (MSRO) 
1. Router & Firewall maintenance at server site and client site
1. Circuit & VPN monitoring between client site and server site
1. Server & service monitoring at server site
1. Citrix Farm administration
1. Microsoft SQL & Reporting Services administration
1. LeftHand Networks SAN administration for server storage
1. Symantec BackupExec tape backup administration
1. Offsite storage administration for tape backups and replicated data
 
Server types and descriptions managed:

· 6- Citrix Server Farm
· 2 -Fileservers
· 2-Microsoft SQL servers
· 4- OnBase servers
· 9- LeftHand Networks SAN Modules (12TB’s) 
  
Enterprise Content Management System (OnBase) requirements:

· Manage and Support OnBase Workflow for the Final Closeout Process.  This consists of new document queues, actions and alerts generation that model changes to the closeout process.
· Manage and Support OnBase Workview for the PA Pay Request Process.  This consists of changes to forms, filters, Actions and document folders.
· Support current and create new Production Reports in SQL Reporting Services.
· Maintain OnBase Test environment
· Manage OnBase Upgrades
· Must provide OnBase Certified System Administrator to manage Users, document type, keywords, and disk groups.
· Manage Citrix farm to support MEMA and FEMA’s use of OnBase Thick Client
· Manage Web farm to support OnBase Thin client
· Support Document Management group’s response to OIG request for Document exports.  This consists of supporting OnBase workflow that exports documents by PW and then helping to have those documents burned to multiple DVDs.
· Respond to Data request from FBI, OIG and other investigative agencies.  
· Maintain current on-base user licenses 
 
 Document Management requirements:

· OnBase Administrator Certification required to manage databases
· OnBase Disconnected Scanning license monitoring and installations
· User access – rights & restrictions set ups
· Database quality control reviews 
· Document Type development and setups including keyword search functionality
· Custom search development for database SQL ‘data entries’ related to document keywords.
· Consultant to on-site team regarding training, best practices and troubleshooting any documentation issues
· Training updates to team with software and equipment upgrades – new features/functionality
· Scanner maintenance -hardware 
 
  Minimum OnBase License requirements: 

· Concurrent Client (65 Licenses)
· Named User Client (50 Licenses)
· Workflow Concurrent Client (20 Licenses)
· Workflow Named User Client (50 Licenses)
· Work View Concurrent Client (25 Licenses)
· Disconnected Scan (23 Licenses)
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