
 
 

Request for Letterhead Bids (RLB) 
Ohio Job Insurance (OJI) 

Website Design Project 
RLB#: RLB-OIS-12-015 

 
I. Purpose 
 
The Ohio Department of Job and Family Services (ODJFS) is soliciting bids to identify a Minority Business 
Enterprise (MBE) / Encouraging Diversity, Growth & Equity (EDGE) vendor who will provide a web site graphic 
design (front-end) to support basic intake for unemployed Ohioan that are applying for Unemployment Insurance 
benefits.  This site will provide an overview of the services available, eligibility requirements and how to sign up 
for them. This website is being updated to improve the web services available to this population to help them 
bridge back into full employment.  This Request for Letterhead Bids (RLB) document is released by ODJFS. 
 
The MBE/EDGE vendor selected through this RLB will deliver the overall web design for the Ohio Job Insurance 
(OJI) website that will lead unemployed Ohioans through the processes for both the initial application and 
ongoing weekly claims. The site design must be complete by April 30, 2012. The MBE/EDGE vendor that is 
awarded this work will be precluded from consideration if the implementation work goes out for competitive bid.  
 
ODJFS will only accept proposals from MBE/EDGE vendors who are authorized to provide web site graphic 
design (front-end) to support basic intake services under their approved Office of Information Technology 
(OIT) State Term Schedule (STS). MBE/EDGE vendors submitting proposals in response to this request 
must have a valid STS status in effect prior to the proposal due date and time. Interested MBE/EDGE 
vendors that do not currently have an appropriate STS may contact OIT through the website of 
http://procure.ohio.gov/proc/ContractsSTS3.asp for information on the STS application process.      
 
The ODJFS, Office of Information Services, Information Technology, Portfolio Management Unit, will designate 
a staff member as the ODJFS Contract Manager to provide on-going supervision of the contractor selected 
through this RLB.  The normal work schedule for the State of Ohio is Monday through Friday 8:00 am to 5:00 
pm.  This is a Fixed Price Deliverable RLB commencing on or about October 17, 2011, and continuing until all 
specified work has been completed by April 30, 2012.  Any resource may be released by ODJFS thirty (30) 
working days after the vendor is notified in writing that the services of that IT professional will no longer be 
required.    
 
The vendor’s State Term Schedule must be approved by OIT by the time vendor bids are due on this project, in 
order to qualify for consideration.  State law will not allow a services contract to span fiscal years, therefore all 
services and billing for this RLB must be completed by April 30, 2012.  Failure of a Contractor to submit the 
final invoice by this deadline shall be deemed a forfeiture by Contractor of all remaining compensation pursuant 
to the Contract. 
 
ODJFS will only accept proposals from MBE/EDGE vendors that demonstrate their capability of providing 
services as described in this RLB.  This RLB document is released by and the subsequent agreement will be with 
ODJFS; the ODJFS Office of Information Services will be responsible for on-going supervision of the selected 
vendor’s services, activities, and performance.  For the purpose of this RLB, the term “vendor” shall be defined as 
a qualified MBE/EDGE organization that will provide all activities and services as identified in this RLB. 
 
ODJFS is under no obligation to enter into an agreement with any MBE/EDGE vendor as a result of this 
solicitation, if, in the opinion of ODJFS, none of the proposals are responsive to the objectives and needs of the 
Department.  ODJFS reserves the right to not select any MBE/EDGE vendor should ODJFS decide not to 
proceed.  Changes in this RLB of a material nature will be provided on the agency website.  All vendors are 
responsible for obtaining any such changes without further notice by ODJFS. 
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II. Time and Date of Submission 
 
Organizations, companies, firms, or individuals who are interested in submitting letterhead bids must make their 
submission not later than 10:00 a.m. Eastern Standard Time on September 9, 2011. Faxes will not be 
accepted.  Proposals must be addressed to: 
 

Office of Information Services 
Ohio Department of Job and Family Services 

 Attn:  OIS IT Procurement Unit 
RLB#: RLB-OIS-12-015 
4200 E. Fifth Ave. 
Columbus, Ohio 43219 

 
For hand delivery on the due date all proposals will be accepted at the Security Guard Desk at 4200 E. Fifth Ave., 
Columbus, Ohio 43219. DAS/OIT or ODJFS- Contracts & Acquisitions WILL NOT ACCEPT 
PROPOSALS FOR THIS RLB.  JFS is not responsible for any proposals delivered to any address other than the 
address provided above. 
 
All submissions, whether by mail or hand delivery, must be received complete by the above date and time.  
Materials received after the submission deadline date, or partial submissions received regardless of the date, will 
not be added to previous submissions, nor be considered.  No confirmations of mailed proposals received can be 
provided. 
 
Submission of a proposal indicates acceptance by the vendor of the conditions contained in this RLB, unless 
clearly and specifically noted in the proposal submitted and confirmed in the contract between JFS and the vendor 
selected.   
 
III. Anticipated Procurement and Project Timetable  
 

8/15/2011 JFS Releases RLB to Potential Vendors.  Q & A Period Opens - Vendors may submit 
inquiries for RLB clarification. 

8/24/2011 Vendor Q & A Period closes, 8:00 a.m. for inquiries for RLB clarification  
- No further inquiries for RLB clarification will be accepted. 

9/9/2011 
 
Deadline for Vendors to Submit Proposals  (10:00 A.M., Eastern time). 
 

9/30/2011 JFS Issues Award Notification (Estimated). 

10/17/2011 Purchase Order approval – work may not begin until a state Purchase Order has been 
fully approved by OBM.  (Estimated). 

10/17/2011 Work begins with Vendor team onsite at location to be determined. (Estimated). 

4/30/2012 All project work must be completed.    

 
JFS reserves the right to revise this schedule if in the best interest of the State of Ohio and/or to comply with the 
State of Ohio procurement procedures and regulations. 
 
* According to requirements of ORC 126.07, JFS contracts are not valid and enforceable until the Office of 
Budget and Management (OBM) certifies the availability of appropriate funding, which is indicated by the 
approval of the Purchase Order (P.O.)  The selected vendor may neither perform work nor submit an invoice for 
payment for work performed for this project for any time period prior to the JFS Contract Manager’s providing 
notice that the requirements of section 126.07 of the Ohio Revised Code have been met. 
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IV. Internet Question & Answer Period;  RLB Clarification Opportunity  
 
Potential vendors may ask clarifying questions regarding this RLB via the Internet during the Question and 
Answer (Q & A) Period as outlined in Section III. Anticipated Procurement Timetable.  To ask a question, 
potential vendors must use the following Internet process: 
 

* Access the ODJFS Web Page at http://jfs.ohio.gov/omis/rfq/; 
* Select RLB Number RLB-OIS-12-015; 
* Follow the link to the dedicated web page; 

 * Select “Submit Inquiry” near the bottom of the web page; and 
* Follow the instructions and guidelines as follows to send an e-mail question.  

 
Questions to this RLB must reference the relevant part of this RLB, the heading for the provision under question, 
and the number and/or section of the RLB where the provision can be found.  The potential vendor must also 
include his or her name, the company name, and business phone number.  ODJFS may, at its option, disregard 
any questions which do not appropriately reference an RLB provision or location, or which do not include an 
identification for the originator of the question.  ODJFS will not respond to any questions submitted after 8:00 
a.m. on the date that the Q & A period closes.  
 
ODJFS responses to all questions asked via the Internet will be posted on the Internet web site dedicated to this 
RLB, for reference by all potential vendors.  Potential vendors will not receive personalized or individual e-mail 
responses.  Clarifying questions asked and ODJFS responses to them comprise the “ODJFS Question and Answer 
Document” for this RLB;  when possible, ODJFS may post an interim Q & A Document as well as the final 
version.  Vendor proposals in response to this RLB are to take into account any information communicated by 
ODJFS in the Final Q & A Document for the RLB.  It is the responsibility of all potential vendors to check 
this site on a regular basis for responses to questions, as well as for any amendments or other pertinent 
information regarding any RLB. 
 
Accessibility to the ODJFS Q & A Document will be clearly identified on the web site dedicated to this RLB, 
once that document is made available. 
 
IMPORTANT:  Requests from potential vendors for copies of previous RLBs, past vendor proposals, score sheets 
or contracts for this or similar past projects, are Public Records Requests (PRRs), and are not clarification 
questions regarding the present RLB.  PRRs, submitted in accordance with directions provided in Section XVI. 
Communication Prohibitions, will be honored.  The posted time frames for ODJFS responses to Internet or faxed 
questions for RLB clarification do not apply to PRRs. 
 
Requirements under a current project may or may not be required by ODJFS under any future contract, and so 
may not be useful information for vendors who choose to respond to the RLB;  therefore, vendors are to base their 
RLB responses, and the details and costs of their proposed projects, on the requirements and performance 
expectations established in the RLB and, if applicable, in the Q&A document, NOT on details of a current or past 
related contract.  If vendors ask questions about existing or past contracts using the Internet Q & A process, 
ODJFS will use its discretion in deciding whether to provide answers. 
ODJFS will only answer those questions submitted within the established time period for the vendor Q & A 
process (see Section III. Anticipated Procurement Timetable, above), and which pertain to issues of RLB clarity, 
and which are not requests for public records. ODJFS is under no obligation to acknowledge questions submitted 
through the Q & A process if those questions are not in accordance with these instructions. 
 
V. Qualifications 
 
In order to be considered for the project described in this RLB, ODJFS requires that interested vendors must 
meet, at minimum, all the following qualification requirements: 
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A. Mandatory Vendor Qualifications 
 

1. The vendor must have an existing valid and applicable State Term Schedule agreement with the State 
of Ohio. The vendor must include a photocopy of the STS which authorizes the vendor to perform the 
services described in this opportunity. 

2. The vendor must be Ohio MBE and/or EDGE certified; a photocopy of the current certification must 
be included. 

 
3. The vendor must include three (3) references for which the vendor has successfully provided services 

on projects of a size and scope that are comparable to this project and that are comparable to the 
requirements in the RLB. These references must relate to work that was completed within the past 
five (5) years.  

 
4.  The vendor’s proposal must be received, complete, by the specified time and date deadline.  

 
5. The vendor must submit a proposal comprised of a Technical Proposal and, in a separate, 

appropriately labeled, sealed envelope, a Cost Proposal. 
 

6.  The vendor’s proposal must include all required affirmative statements and certifications, signed by 
the vendor’s responsible representative. 

 
7. The proposal may not contain any trade secrets or private information that would preclude it 

becoming a part of public records. 
 
8. The vendor may not be excluded from entering into a contract with ODJFS, due to restrictions related 

to the federal debarment list, unfair labor findings, or as established at O.R.C. § 9.24. 
 

9. The vendor must submit their proposal in the format describe in Section VII., of this RLB. 
 

Vendors which do not meet all the above experience and qualifications will be disqualified from 
further consideration for award. 

 
B. Organizational Experience and Capabilities 

 
In order to be considered for this project, ODJFS requires that interested vendors provide the following:  

 
1. Samples of at least two, but no more than four, similar sized projects completed in the past five years 

that demonstrate web graphic design & human factors for production sites.  These samples must each 
include a written narrative (of not more than four pages total, cumulative for all projects described) 
describing each project, and a live or test URL demonstrating the vendors techniques and skills in 
similar formatting. 
The samples must be visually appealing, usable, relevant, and convey the following principles: 
 
a. Easy brand recognition: The sample should convey a clear and compelling brand presence. 
b. Stylish and consistent design: The website must have a consistent standard, look and feel that 

clearly communicates and effectively presents page content. Consistency includes: standard color, 
layout, fonts, capitalization, abbreviations; displaying data in the same format everywhere; ADA 
compliance; using metaphors in the same manner; identical terminology in links, prompts, menus, 
labels, and help screens; similar sequences of actions for similar situations. 

c. Easy to navigate: Information should be grouped and presented in a logical manner.  
 

2. The vendor information provided for all of the above topics should include summary descriptions of 
projects in which the vendor gained the experience and knowledge, any notable accomplishments and 
outcomes, and contact information for the vendor customers receiving the services provided.  
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Please Note: Responses submitted by vendors regarding this Section will be evaluated on a continuum of 
quality scale based on responsiveness to these criteria and their applicability to the work described in this 
RLB.  Vendors should select samples for submission on this project according to their applicability to the 
current ODJFS project. 

 
NOTE: ODJFS reserves the right not to view or consider any sample materials offered outside the sample 
formats or exceeding specified maximum lengths. 

 
C. Staff Experience and Capabilities 
 

The vendor must demonstrate significant expertise by assigning staff to key leadership roles for this 
project.  The vendor must, at minimum identify, by position and by name, those staff they consider key to 
the project’s success, and professional profiles and resumes/curriculum vitae must be included in vendor 
proposals for all persons proposed for key positions.    At minimum, key staff identified must include a 
project manager assigned to the project for the entire term of the project who will work with the JFS 
overall project manager, and a creative lead with at least six years graphic web design experience.  
IMPORTANT: identified key staff MAY, at vendor’s option, fulfill more than one project role, 
dependent upon sufficient appropriate experience. 
 
1. Identify one key staff person with three (3) years of project management experience to serve as 

project manager.  Project Management for this work includes scheduling, talent and resource 
coordination, and reporting. 

 
2. Identify key creative design staff to be assigned to this project with the following experience: 

 
a. For the creative lead, at least one live site representing previous creative lead assignment and at 

least three sites where they were on the creative team. 
b. For the creative lead, at least six (6) years of professional website graphic design experience. 
c. For all creative staff, at least three (3) years of professional website graphic design experience. 
d. For all creative staff, at least one live site where they were on the creative team. 

 
The Contract Manager, if unsatisfied with job performance of any of the selected vendor’s staff and/or 
sub-contractors, may ask for the replacements.  The selected vendor will be subject to a key personnel 
requirement. ODJFS must be notified of any impending changes in key personnel and must approve any 
proposed replacement staff. 
 

Important: It is the affirmative responsibility of the vendor submitting a proposal to remove all personal 
confidential information (such as home addresses and social security numbers) of vendor staff and/or of 
any subcontractor and subcontractor staff from resumes or any other part of the proposal package. 
Following submission to ODJFS, all proposals submitted become part of the public record. ODJFS reserves 
the right to disqualify any vendor whose proposal is found to contain such prohibited personal information.  
 
 
VI. Scope of Work 
 
The scope of this project is to design a new OJI Web Interface while maintaining the core functionality and 
establish a new branding, image, look and feel. The new site will be visually appealing, easily usable and 
responsive. The new site will also incorporate human factors engineering for an intuitive page flow structure 
leading to ease of navigation. The new pages will be capable of branding the designated look and feel throughout 
the system. The creative design process will be undertaken via templates, wire frames, brand graphs, etc and 
should be collaborative and iterative in nature by working with state stakeholders. This proposal includes the 
analysis and design of the new site as the mandatory phase 1.  Once the Analysis and Design deliverables have 
been approved, the JFS team will decide on whether or not to move forward with phase 2 to get the optional demo 
prototype.  The proposal should address both phases of the project, schedule should be set assuming that both 
phase 1 and phase 2 need to be completed by April 30, 2012. 
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A.  Analysis and Design (Phase 1): 
 
Create an intuitive, flexible, and interactive website that is easy to navigate, visually appealing, easy to maintain, 
and easy to administer. The website must facilitate easy and intuitive access to information of interest. The 
website must clearly convey the new Ohio brand, be visually appealing, have a common look and feel, have a 
consistent design, and be easy to navigate.  
 
Primary Deliverable: Web Site Design 
 
1. The vendor will conduct an initial consultation with ODJFS. 

  
2. The vendor will do a review of the current web site and example web sites from other states as further input to 

the design process. 
 
3. Confirm audience, objectives, graphic look and feel, and content to migrate from current user interface, 

navigation, website banner, website branding, website marketing, technology issues and assumptions by 
discussion with the State review team.  Study the other UI websites and recommend what parts of these sites 
should be reused in this effort. 

 
4. The vendor will participate in a sequence of JAD sessions that address the parts that are to come from the 

various offices within the state of Ohio to gather preliminary requirements.  These will be set for a two week 
interval shortly after the vendor begins project work. 
 

5. Specific Design Deliverables and Tasks:  
 

a. Design Prototype: Prototype of the proposed website and supporting documentation (wire frames, brand 
graphs etc), updated site map and screen flow. Templates reflecting the new design of all pages, website 
navigation, and branding. Provide templates which define the standardization of the cascading style sheets 
(CSS), presentation layer files and the overall look and feel of the website. 
 

b. Website Design Artifacts: Provide a detailed analysis document reflecting all the technical requirements 
for the proposed website. The RLB proposal needs to address the specific documentation deliverables that 
will come as a result of these efforts.  The specific deliverables are a function of your design process and 
will not be constrained by this RLB.  At a minimum the artifacts need to capture all site content 
requested, design decisions made, and implementation guidance required to fully implement the web site 
design. 

 
6. Acceptance of the web design will be based on the following criteria:   

 
a. Any art, images, or text that becomes a part of this site shall be clear from copyright or other usage 

constraints.  Any creative material needs to be made available to ODJFS for use in implementation.  Any 
constraints that arise that would limit complete free reuse of this material on this or other projects should 
be raised for ODJFS review and approval before inclusion in the design.   

 
b. The vendor will create an informative, intuitive, flexible, and interactive website design that is easy to 

update and maintain. 
 

c. The design must facilitate easy and intuitive access to information of interest to unemployed Ohioans . 
 

d. The website must clearly convey the State of Ohio brand, be visually appealing, have a consistent look 
and feel, have a consistent design, and be easy to navigate. 

 
e. The vendor will design an intuitive and maintainable information structure, navigation support, and 

website map. 
 

f. The vendor will design standardized page templates that are easy to use, consistent, and aligned with the 
State brand.   All artifacts will be transitioned to the state OIS team with appropriate training in both tools 
and content. 
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7. Important Design Requirements: The website design must be visually appealing, usable, relevant, and convey 

the following principles: 
 

a. Easy brand recognition: The sample should convey a clear and compelling brand presence. 
 

b. Stylish and consistent design: The website must have a consistent standard, look and feel that clearly 
communicates and effectively presents page content. Consistency includes: standard color, layout, fonts, 
capitalization, abbreviations; displaying data in the same format everywhere; using metaphors in the same 
manner; identical terminology in links, prompts, menus, labels, and help screens; similar sequences of 
actions for similar situations. 

 
c. Easy to navigate: Information should be grouped and presented in a logical manner. The design must 

assume that all visitors have no previous knowledge of the State’s programs, service offerings, or website.  
This implies that the website must anticipate and address visitor’s information needs. 

 
d. Standards: The website must conform to the following standards: 

 
1)  Statewide Internet Security Policy (ITB-B.6): 
http://das.ohio.gov/LinkClick.aspx?fileticket=hc40%2fIQlX3M%3d&tabid=107  
 
2)  Statewide Web Site Accessibility [includes ADA compliance] (ITP-F.3): 
http://das.ohio.gov/LinkClick.aspx?fileticket=99cw1kez4Hc%3d&tabid=107  
 
3)  Executive Branch Cabinet Agency Web Site Standardization (ITP-F.4): 
http://das.ohio.gov/LinkClick.aspx?fileticket=q3aZwxAWB5k%3d&tabid=107 
 
4)  ODJFS IPP.3220.  Posting Information to the ODJFS Internet and InnerWeb Web Sites 
The Deputy Directors and Deploy Coordinators will ensure that web content meet all applicable Federal, 
State, and Agency rules and standards for web-based development and deliverable (see Appendix B). This 
includes but is not limited to: 
 
a.   ADA Compliancy 
b.   Cross-browser compliancy 
c. Privacy concerns and security of sensitive information 
d.  DAS/State of Ohio guidelines, standards and best practices (These standards are undergoing review, 

we will provide the new standard whenever they are available.) 
 

     and 
 

Appendix B: ODJFS STANDARDS FOR USER ACCESSIBILITY AND USAGE 
http://emanuals.odjfs.state.oh.us/emanuals/(eManuals site) IPP 3220 
 

and 
 
Appendix B: ODJFS STANDARDS FOR USER ACCESSIBILITY AND USAGE 
http://emanuals.odjfs.state.oh.us/emanuals/DataImages.srv/emanuals/pdf/pdf_forms/IPP/IPP3220_B.PDF  

 
ADDITIONAL NOTE:  The new design must be reviewed and approved by the ODJFS Office of 
External Affairs and the Ohio Department of Administrative Services (DAS) to ensure compliance with 
State of Ohio and ODJFS branding standards and compliance.  

 
8. Include ODJFS in the process of iteration in the web site design to accept comments and feedback on 

development and refinements from State staff.  The vendor’s final delivery will be reviewed and approved by 
ODJFS. 
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9. Work is to be performed at the vendor’s location. Although specific work reviews, and meetings with State 
staff will need to be performed at ODJFS locations. 
 

10. The website design rendering must be browser neutral. The website must be thoroughly tested for 
compatibility with major browsers (ex: Internet Explorer, Firefox, Chrome, Safari, Opera) to insure fidelity of 
representation within the diverse community served by the state. 

 
 
[Optional] Create the Prototype of the New Website (Phase 2) 
 
This deliverable is an html instance of the proposed website design with any design decisions visible and 
functioning in the prototype.  Connectivity into the benefits system is not a part of the work here so any part of the 
prototype that require OJI business logic will not be fully functional.  This demo will allow a user to get the feel 
for what it will be like to apply for unemployment in the state of Ohio once this new interface is put into service.   
 
Prototype Deliverables: The Contractor will deliver: 
 
1. Demo Prototype: the team will provide acceptable W3C compliant HTML/CSS in an appropriate format 

(External CSS files where appropriate, standard HTML). We will not provide any server side programming or 
a content management system. ODJFS can expect: 
 
a. Navigation elements to link to appropriate pages 
b. All dynamic content (collapsible menus, boxes, etc.) to be functional 
c. All HTML links to have a legitimate destination The mockup to be cross-browser compatible 
d. The design will be compliant with the Policy and Standards specified in section VI. A. 7. 
 

2. Two design meetings with the team and ODJFS for two hours each will be included to ensure that the 
prototype is on track with ODJFS expectations. 

 
Selected Vendor Compensation Structure 
 
Upon approval from the ODJFS Contract Manager of fully and satisfactorily completed approved deliverable as 
listed above, the vendor may submit an invoice per ODJFS instructions for the approved cost of the completed 
primary deliverable. 
 
Warranty Coverage Definition 
 
The warranty period for the Scope of Work as stated in Section VI. will commence on the approval date of each 
deliverable. The warranty period will remain in effect for a period of 30 consecutive business days for each 
deliverable. Previously existing conditions within the project that were not created and/or modified will not be 
covered by the current warranty period. 
 
To determine if a deliverable is a warranty issue, JFS will investigate each to determine: (1) if the issue is a 
known existing condition; (2) if the impacted functionality is working in accordance with the associated approved 
user requirements; or, (3) if the issue is a defect caused by the deliverable developed by the vendor’s resource. All 
findings will be documented and shared with all parties. All warranty work will be performed by the vendor at no 
additional cost to ODJFS. 
 
VII. Format of Submission 
 
The vendor must submit the technical section as a separate package from the cost section of its Proposal, and each 
section must be submitted in its own separate, opaque package.  The package with the technical section of the 
Proposal must be sealed and contain one (1) originally signed technical section and five (5) copies of the 
technical section; and the package with the cost section also must be sealed and contain one (1) complete 
copy of the cost summary of the RLB proposal.  Further, the vendor must mark the outside of each package 
with either “RLB-OIS-12-015 – OJI Website Design Project – Technical Proposal” or “RLB-OIS-12-015 - OJI 
Website Design Project – Cost Summary,” as appropriate. 
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The vendor also must provide one (1) electronic copy of the technical proposal and cost summary which must be 
in the exact printable format as submitted in the RLB  hard copy proposal. Electronic copies must be on a non-
rewritable compact disc (CD) in Microsoft Word, Microsoft Excel, or Adobe Portable Document Format 
(PDF), as appropriate. If there is a discrepancy between the hard copy and the electronic copy of the Proposal, the 
hard copy will control, and JFS will base its evaluation of the vendor’s Proposal on the hard copy. JFS reserves 
the right to obtain clarification, if applicable, as part of the evaluation process. 
 
Each vendor must carefully review the requirements of this RLB and the contents of its Proposal.  Once opened, 
Proposals cannot be altered or withdrawn. No modifications or withdrawals will be permitted after the due date, 
except as authorized by this RLB. 
 
All Proposals and other material vendors submit will become the property of JFS and may be returned only at 
JFS’ option.  Vendors should not include any confidential information in a Proposal or other material submitted as 
part of the evaluation process.  All Proposals will be open to the public after JFS has awarded the Contract. JFS 
will retain all Proposals, or a copy of them, as part of the Contract file. 
The Technical Proposal must contain all the information as specified and requested for each of the components 
listed below.  A proposal which is incomplete, vague, unjustifiably wordy, unclear, or poorly organized may not 
be successful.  The following outline for the preparation of the Proposal in response to this RLB is intended to 
assist in the development of effectiveness and clarity. 
 
The vendor’s technical proposal must contain the following components (organized in eight (8) primary tabs) as 
described below.  Any other information thought to be relevant, but not applicable to a specific RLB section 
number/letter such as charts, tables, timelines, excerpts of past related projects, etc., must be provided as an 
appendix to the proposal and so marked as an additional tab.  However, the proposal will be scored based on the 
relevancy to the stated responsibilities as well as the conciseness, clarity, flow, and professionalism of the 
information presented.  Vendors may add information not called for in the RLB, but ODJFS reserves the right to 
review or not review any non-required materials.  All pages shall be sequentially numbered.   
 

Tab A – Cover Letter 
   Tab B – Vendor Profile 

 Tab C – Vendor Qualifications – Organizational and Staff Experience   
Tab D – Standard Affirmation and Disclosure Form 
Tab E – Required Vendor information and Certifications Document  
Tab F – Request for Taxpayer ID Form W-9 
Tab G – Declaration Regarding Material Assistance / Non-assistance to a Terrorist 

Organization (DMA) form 
   Tab H – Workers Compensation & Insurance Verification 
 
Tab A – Cover Letter:  The cover letter must provide the following and be signed by an individual authorized to 
legally bind the vendor. 
 

1. A statement regarding the vendor’s legal structure, federal tax identification number, and principle 
place of business; 

2. The name, address, phone number, and fax number of a contact person who has authority to answer 
questions regarding the proposal; and 

3. Vendors are required to submit a copy of their STS cover page as part of their proposals which 
includes their valid State Term Schedule (STS) number and expiration date.  

4. Vendors are required to submit a copy of their current MBE/EDGE vendor certification as part of 
their proposal. 

 
Tab B – Vendor Profile:  The vendor profile must include the type of organization (corporation, partnership, etc.), 
the type of ownership (corporate officers, partners), number of employees, number of employees engaged in tasks 
directly related to the work in this request, and any other information that will help the evaluators gauge the 
ability of the vendor to fulfill the obligations of a subsequent contract. 
 
Vendors should describe how they are qualified to conduct the work described above.  Vendors must submit at 
least two (2) references for work done which is substantially similar to the scope of work described above.  Other 
documents supporting vendor qualifications may also be submitted. 
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Tab C – Vendor Qualifications:  In this section the vendor must describe their organizational experience and 
capabilities as found in V., B, and the Staff Experience and Capabilities as outlined in Section V.,C. 
 
Tab D – Standard Affirmation and Disclosure Form: Banning the Expenditure of Public Funds on Offshore 
Services:  This form must be completed and signed by every bidder, offeror, applicant, grantee, or vendor seeking 
to do business with Ohio Department of Job and Family Services.  This must either be submitted as part of the 
response to any invitation to bid, request for proposals, state term schedule, multiple award contract, request for 
quotations, informal quotations, and statement of work or submitted during the negotiation of a business 
relationship but prior to the execution of an agreement. Completed form is to be returned as part of Tab D of 
vendor proposal. A copy accompanies this RLB. 
 
Failure to complete, sign, and return the Standard Affirmation and Disclosure Form with your bid will 
result in your bid being rejected as being non-responsive and disqualified from further consideration.  
 
Tab E – Required Vendor Information and Certifications Document:  Vendors must complete, sign in Blue ink, 
and return with their proposal as part of Tab E of vendor proposal. A copy accompanies this RLB. 
 
Tab F –Request for Taxpayer ID Form W-9:  Vendors must complete, sign in Blue ink, and return with their 
proposal as part of Tab F of vendor proposal. A copy can be obtained at the website below. 
 

http://www.irs.gov/pub/irs-pdf/fw9.pdf 
 
Tab G – Declaration Regarding Material Assistance / Non-assistance to a Terrorist Organization (DMA) Form:   
 
All bidders are required to complete and attach the signed Ohio Homeland Security form, “Government 
Business and Funding Contracts”.  A copy can be obtained at the website below. 
 

http://www.homelandsecurity.ohio.gov/dma/dma_forms.asp 
 
Click on: DMA for funding and business contracts 

 
Bidders should check the current list of US State Department Terrorist Exclusion list at the Ohio 
Homeland Security website:   
 

http://www.homelandsecurity.ohio.gov/dma/dma.asp 
 
Failure to complete, sign, and return the Government Business and Funding Contracts form with your bid, 
may result in your bid being rejected as being non-responsive. 
 
Tab H – Workers Compensation & Insurance Verification:  Bidding Vendor must provide proof (copy of current 
certificate) that the Vendor is covered by Worker’s Compensation Insurance. The Bidding Vendor must also 
provide proof of Employers Liability or Contractor’s Insurance.  All Bidding Vendors are subject to this 
requirement. 
 
Failure to supply a current and up-to-date copy of your Worker’s Compensation Certificate, and a current 
and up-to date copy of your Certificate of Liability Insurance with your bid will result in your bid being 
rejected as being non-responsive. 
 
End of Technical Proposal 
 
Cost Summary: Using Attachment D of this RLB, the vendor must submit one copy of their Fixed Price Cost 
Summary in a separate sealed envelope in their bid submission. This Cost Summary will remain sealed until the 
Phase II scoring (which includes the vendor presentations) is complete. The vendor must attain a minimum score 
of 465 points in Phase II to move on to Phase III cost scoring. This sealed Cost Summary envelope must have the 
RLB Number, vendor name and address noted on the front.  
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The Cost Summary Form must not include exceptions, additional terms and conditions, or assumptions. The 
vendor’s total cost for all the Work must be represented as the not-to-exceed fixed price. 
JFS will not be liable for or pay any work costs that the vendor does not identify in its proposal. 
 
 
VIII. Selection Process 
 
Vendors submitting a response will be evaluated based on the capacity and experience demonstrated in their 
Technical Proposal.  All proposals will be reviewed and scored by a Proposal Review Team (PRT), comprised of 
staff from JFS. Vendors should not assume that the review members are familiar with their current work activities 
with JFS. Proposals containing assumptions, lack of sufficient detail, poor organization, lack of proofreading and 
unnecessary use of self-promotional claims will be evaluated accordingly. Final selection of the vendor will be 
based upon the criteria specified in Sections  II., V., VII., and VIII., of this RLB. The PRT reserves the right to 
reject any and all proposals, in whole or in part, received in response to this request. The review committee may 
waive minor defects that are not material when no prejudice will result to the rights of any vendor or to the public.  
JFS reserves the right to require clarification of any information provided in vendors’ proposals.  In scoring the 
proposals, JFS will score in three phases: 
 
A. Phase I. Review—Initial Qualifying Criteria: 

 
In order to be fully reviewed and scored, proposals submitted must pass the following Phase I. Review.  
Any “no” for the listed Phase I. criteria will eliminate a proposal from further consideration. 

 
1. Was the proposal received by the deadline as specified in Section II., of this RLB? 
 
2. Did the vendor submit their proposals in the format described in Section VII., of this RLB? 

 
3. Vendor’s proposal includes all required affirmative statements and certifications, signed by the 

vendor’s responsible representative, as described in Attachments A and B, and provide copies of their 
current and up-to-date Worker’s Compensation and Insurance verifications as stated within this RLB? 
 

4. Does ODJFS’ review of the Auditor of State website verify that the vendor is not excluded from 
contracting with ODJFS by ORC Section 9.24 for an unresolved finding for recovery (i.e., the 
proposal of any vendor whose name appears on the Auditor’s website as having an unresolved finding 
for recovery will be eliminated from further consideration.)? 

 
5. Does the vendor have a current STS which is appropriate for the work described in this RLB? 

 
6. Did the review team (in its initial/cursory review of the vendor’s proposal) determine that the 

proposal was free of trade secret/proprietary information as specified/restricted in the RLB? 
 

7. Is the vendor a certified Ohio MBE/EDGE vendor? Note: Photocopy of the current certification must 
be provided. 

 
8. The vendor must include three (3) references for which the vendor has successfully provided services 

on projects of a size and scope that are comparable to this project and that are comparable to the 
requirements in the RLB. These references must relate to work that was completed within the past 
five (5) years. 

 
9. The vendor must submit a proposal comprised of a Technical Proposal and, in a separate, 

appropriately labeled, sealed envelope, a Cost Proposal. 
 
B. Phase II. Review—Criteria for Scoring the Technical Proposal:    

 
 The PRT will then score those qualifying technical proposals, not eliminated in Phase I. Review, by 

assessing how well the vendor meets the requirements as specified in Sections V., and VI., of this RFQ.  
Using the score sheet for Phase II scoring (see Attachment C. of this RLB for specific evaluation 

5



    

8/15/2011     RLB-OIS-12-015 12 of 3

criteria), the PRT will read, review, discuss and reach consensus on the final technical score for each 
qualifying technical proposal. 

   
Each candidate offered in the proposals of each qualifying vendor will he scored collectively by the 
review team; each such candidate will be scored on a separate score sheet. Each candidate's total 
technical quality score will be the sum of the point value for all PHASE II evaluation criteria. The 
candidates who do not earn a total score of at least the minimum points (a score which represents 
that the candidate generally "meets" all the evaluation criteria) out of the maximum points as stated, 
will be disqualified from further consideration. Only those candidates who earn scores at or above 
the minimum required technical points will advance to PHASE III of the score sheet and selection 
process. 

 
A maximum of 1,160 points will be awarded for the Technical Proposal.  A technical proposal must 
achieve a total of at least 465 points (indicating that the vendor is capable of successfully performing 
contractual duties) out of the possible 1,160 points to qualify for continued consideration.  Any proposal 
which does not meet the minimum required technical proposal points will be disqualified from any further 
consideration and its cost proposal will neither be opened nor considered. 

 
 Technical Performance Scoring Definitions: 

 
 “Does Not Meet Requirement”-a particular RLB requirement was not addressed in the vendor’s 

proposal, Score: 0 
 

“Partially Meets Requirement”- Vendor proposal demonstrates some attempt at meeting a 
particular RLB requirement, but that attempt falls below acceptable level, Score: 3 

 
“Meets Requirement”-Vendor proposal fulfills a particular RLB requirement in all material 
respects, potentially with only minor, non-substantial deviation, Score: 5 

 
 “Exceeds Requirement”-Vendor proposal fulfills a particular RLB requirement in all material 

respects, and offers some additional level of quality in excess of JFS expectations, Score: 10 
 

IMPORTANT: Before submitting a proposal to ODJFS in response to this RLB, vendors are strongly 
encouraged to use the Technical Proposal Score Sheet (Attachment C.) and the above technical 
performance scoring information to review their proposals for completeness, compliance, and quality. 

 
C. Phase III. Review -- Costs Scoring: 

Cost will be scored by ranking the vendors on total cost submitted with the proposal.  The vendor offering 
the lowest rate will earn a score of fifty (50) points for the Phase III cost score. Vendors offering rates no 
more than 10% above the lowest rate will earn a score of forty (40) points; those whose rates are more than 
10% above but less than 20% above will earn thirty (30) points; those whose rates more than 20% above 
but less than 30% above will earn twenty (20) points; and those offering rates more than 30% above but less 
than 40% above will earn only ten (10) points. Vendors offering rates in excess of 40% over the lowest 
rate offered will earn no points in the Phase III cost consideration. The points earned through this process 
are the vendor's Phase III score. 

The final grand total score for each qualified candidate will be the sum of the Phase II Total Technical 
Score plus the offering vendor's Phase III Cost Score. 

 
  Final Selection 

 
The PRT will recommend for selection the technically qualified vendor with the highest Final Total 
Score.  Total Score is determined by adding the available Phase II Technical Proposal points plus Phase 
III Costing points (Total Score = Phase II + Phase III). At its sole discretion, JFS may choose to conduct 
interviews prior to final vendor selection.  Interview question responses will then be considered according 
to a process comparable to the Technical Proposal Scoring described in Section VIII., Selection Process 
of this RLB. 
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 Please Note: 
 

1. ODJFS reserves the right to cancel any awarded purchase order via e-mail notification.  ODJFS may 
cancel any issued purchase order due to the unavailable status of the specified consultants, as outlined 
in the vendor’s proposal. It is critical to provide only the most qualified and available consultants as 
part of the vendor’s proposal in order for ODJFS to score and rank each consultant during the RLB 
evaluation phase and avoidance of  not being awarded the RLB due to the lack of availability of the 
original vendor’s proposal consultant(s) . 
 

2. Important Note: If a vendor’s proposed consultant received the highest ranking score as the result of 
their submitted proposal and that exact consultant is no longer available at the time of purchase order 
award, ODJFS will move forward with awarding the RLB to the next available highest rank score 
consultant and their perspective company. 

 
3. ODJFS expects and requires the awarded vendor to secure the same consultant for the entire 

timeframe of the awarded purchase order. Withdrawal of the consultant or lack of availability as 
agreed in writing by ODJFS management will result in the termination of the purchase order, and a 
re-evaluation and award of the RLB. 

 
RLB Negotiations 
 
During the final phase of the evaluation process, ODJFS may require RLB negotiations to ensure the best 
interest of the State prior to final award. Negotiations will be scheduled at the convenience of the State. 
The selected potential vendor(s) must negotiate in good faith. Negotiations may be conducted with any 
potential vendor who submits a competitive RLB response, but the State may limit discussions to specific 
aspects of the RLB. Any clarifications, corrections, or negotiated revisions that may occur during the 
negotiations phase will be reduced to writing and incorporated in the RLB or the potential vendor’s 
proposal, as appropriate. Should the evaluation process have resulted in a top-ranked RLB response, the 
State may limit negotiations to only that potential vendor and not hold negotiations with any lower 
ranking potential vendor. If negotiations are unsuccessful with the top-ranked potential vendor, the State 
may then go down the line of remaining potential vendors, according to rank, and negotiate with the next 
highest-ranking potential vendor. Lower-ranking potential vendors do not have a right to participate in 
negotiations conducted in such a manner. If the State decides to negotiate with all the remaining potential 
vendors, or decides that negotiations with the top ranked potential vendor are not satisfactory and 
negotiates with one or more of the lower-ranking potential vendors, the State will then determine if an 
adjustment in the ranking of the remaining potential vendors is appropriate based on the negotiations. The 
RLB award, if any, will then be based on the final ranking of potential vendors, as adjusted. 
 
Auction techniques that reveal one potential vendor's price to another or disclose any other material 
information derived from competing Proposals are prohibited. Any oral modification of a bid response 
will be reduced to writing by the potential vendor as described below. 
 
Following negotiations, the State may set a date and time for the submission of best and final RLB by the 
remaining potential vendor(s) with which the State conducted negotiations. If negotiations were limited 
and all changes were reduced to signed writings during negotiations, the State need not require the 
submissions of best and final RLBs. If best and final RLB are required, they may be submitted only once; 
unless the State makes a written determination that it is in the State's interest to conduct additional 
negotiations. In such cases, the State may require another submission of best and final RLBs. Otherwise, 
discussion of or changes in the best and final RLBs will not be allowed. If a potential vendor does not 
submit a best and final RLB, the potential vendor's previous RLB will be considered the potential 
vendor's best and final RLB. It is entirely within the discretion of the State whether to permit negotiations. 
A potential vendor must not submit a RLB assuming that there will be an opportunity to negotiate any 
aspect of the RLB. The State is free to limit negotiations to particular aspects of any RLB, to limit the 
potential vendors with whom the State wants to negotiate, and to dispense with negotiations entirely.  
The State generally will not rank negotiations. The negotiations will normally be held to correct 
deficiencies in the preferred potential vendor's RLB. If negotiations fail with the preferred potential 
vendor, the State may negotiate with the next potential vendor in ranking. Alternatively, the State may 
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decide that it is in the interests of the State to negotiate with all the remaining potential vendors to 
determine if negotiations lead to an adjustment in the ranking of the remaining potential vendors. 
 
From the opening of the RLB to the award of the RLB, everyone working on behalf of the State to 
evaluate the RLB will seek to limit access to information contained in the RLB solely to those people 
with a need to know the information. They will also seek to keep this information away from other 
potential vendors, and the evaluation committee will not be allowed to tell one potential vendor about the 
contents of another potential vendor's RLB response in order to gain a negotiating advantage. 

 
Before the award of the RLB or cancellation of the RLB, any potential vendor that seeks to gain access to 
the contents of another potential vendor's RLB response may be disqualified from further consideration. 
Negotiated changes will be reduced to writing and become a part of the RLB file open to inspection to the 
public. 
 
If the State fails to reach an agreement with the recommended potential vendor, then the State may 
commence negotiations with the next highest potential vendor, or reject all proposals and reinstitute the 
RLB process. 

 
IX. Standard Terms and Conditions : Banning  the Expenditure of Public Funds on Offshore 

Services 
 

A. EXECUTIVE ORDER REQUIREMENTS: 
 

The Contractor affirms to have read and understands Executive Order 2011-12K issued by Ohio Governor 
John R. Kasich and shall abide by those requirements in the performance of this Contract, and shall 
perform no services required under this Contract outside of the United States. The Executive Order is 
provided as an attachment and also is available at the following website: 

 
 (http://www.governor.ohio.gov/Default.aspx?tabid=1495). 

 
The Contractor also affirms, understands, and agrees to immediately notify the State of any change or 
shift in the location(s) of services performed by the Contractor or its subcontractors under this Contract, 
and no services shall be changed or shifted to a location(s) that are outside of the United States.  

 
B. TERMINATION, SANCTION, DAMAGES: 

 
If Contractor or any of its subcontractors perform services under this Contract outside of the United 
States, the performance of such services shall be treated as a material breach of the Contract. The State is 
not obligated to pay and shall not pay for such services. If Contractor or any of its subcontractors perform 
any such services, Contractor shall immediately return to the State all funds paid for those services. The 
State may also recover from the Contractor all costs associated with any corrective action the State may 
undertake, including but not limited to an audit or a risk analysis, as a result of the Contractor performing 
services outside the United States. 
 
The State may, at any time after the breach, terminate the Contract, upon written notice to the Contractor.  
The State may recover all accounting, administrative, legal and other expenses reasonably necessary for 
the preparation of the termination of the Contract and costs associated with the acquisition of substitute 
services from a third party. 
 
If the State determines that actual and direct damages are uncertain or difficult to ascertain, the 
State in its sole discretion may recover a payment of liquidated damages in the amount of 100% of 
the value of the Contract.  
 
The State, in its sole discretion, may provide written notice to Contractor of a breach and permit the 
Contractor to cure the breach. Such cure period shall be no longer than 21 calendar days. During the cure 
period, the State may buy substitute services from a third party and recover from the Contractor any costs 
associated with acquiring those substitute services.   
 

5



    

8/15/2011     RLB-OIS-12-015 15 of 3

Notwithstanding the State permitting a period of time to cure the breach or the Contractor’s cure of the 
breach, the State does not waive any of its rights and remedies provided the State in this Contract, 
including but not limited to recovery of funds paid for services the Contractor performed outside of the 
United States, costs associated with corrective action, or liquidated damages. 

 
C. ASSIGNMENT / DELEGATION:  

 
The Contractor will not assign any of its rights, nor delegate any of its duties and responsibilities under 
this Contract, without prior written consent of the State. Any assignment or delegation not consented to 
may be deemed void by the State.    

 
X. Health Insurance Portability & Accessibility Act (HIPAA) Requirements 
 
As a condition of receiving a contract from ODJFS, the contractor, and any subcontractor(s), will be required to 
comply with 42 U.S.C. Sections 1320d through 1320d-8, and to implement regulations at 45 C.F.R. Section 
164.502 (e) and Sections 164.504 (e) regarding disclosure of protected health information under the Health 
Insurance Portability and Accountability Act (HIPAA) of 1996.  Protected Health Information (PHI) is 
information received by the contractor from or on behalf of ODJFS that meets the definition of PHI as defined by 
HIPAA and the regulations promulgated by the United States Department of Health & Human Services, 
specifically 45 CFR164.501 and any amendments thereto. 

 
HIPAA compliance requires, at minimum, that the contractor: 

 
A. Shall not use or disclose PHI except as specifically required under the terms of the contract with 

ODJFS, or as otherwise required under the HIPAA regulations or other applicable law. 
 
B. Shall use appropriate safeguards to protect against use or disclosure not provided for by this 

Agreement. 
 

C. Shall promptly report to ODJFS any knowledge of uses or disclosures of PHI that are not in 
accordance with the contract or applicable law.  In addition, the CONTRACTOR shall mitigate 
any adverse effects of such a breach to the extent possible. 
 

D. Shall ensure that all its agents and subcontractors that receive PHI from or on behalf of the 
contractor and/or ODJFS agree to the same restrictions and conditions that apply to contractor 
with respect to the use or disclosure of PHI. 
 

E. Shall make available to ODJFS such information as ODJFS may require to fulfill its obligations 
to provide access to, provide a copy of, and account for disclosures with respect to PHI pursuant 
to HIPAA and related regulations. 

 
F. Shall make PHI available to ODJFS in order for ODJFS to fulfill its obligations pursuant to 

HIPAA to amend the information and shall, as directed by ODJFS, incorporate any amendments 
into the information held by the contractor and ensure incorporation of any such amendments into 
information held by its agents or subcontractors. 

 
G. Shall make available its internal practices, books and records relating to the use and disclosure of 

PHI received from ODJFS, or created and received by the contractor on behalf of ODJFS, to 
ODJFS and to the Secretary of the U.S. Department of Health and Human Services for the 
purpose of determining ODJFS compliance with HIPAA and the regulations promulgated by the 
United States Department of Health & Human Services and any amendment thereto. 

 
H. Shall, upon termination of this Agreement, at the option of ODJFS, return to ODJFS, or destroy, 

all PHI in its possession, and keep no copies of the information except as requested by ODJFS or 
required by law.  If the contractor or its agent or subcontractor destroy any PHI, then the 
contractor will provide ODJFS with documentation evidencing such destruction.  Any PHI 
maintained by the contractor shall continue to be extended the same as required by HIPAA and 
ODJFS for as long as it is maintained. 
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In the event of a material breach of contractor obligations under this section, ODJFS may at its option 
terminate the contract according to provisions within the contract for termination. 

 
XI. State Contracts 
 
Responses must list any current contracts the vendor has with State of Ohio agencies. The list must indicate the 
purpose of the contract, the amount of the contract, the time period covered by the contract, and the percent of the 
project completed. Vendors must complete a copy of the Required Vendor Information and Certifications 
Document (provided as Attachment B) to report this information, and include the completed document in the 
vendor’s proposal as specified in Section VII., Instructions for Format of Submissions, of this RLB. 
 
XII. Trade Secrets Prohibition; Public Information Disclaimer 
 
Vendors are prohibited from including any trade secret information as defined in ORC 1333.61 in their 
proposals in response to any ODJFS Requests for Proposals (RFP), Requests for Letterhead Bids (RLB) or other 
procurement efforts. ODJFS shall consider all proposals voluntarily submitted in response to any ODJFS RLB to 
be free of trade secrets and such proposals shall, in their entirety, be made a part of the public record. 

 
All proposals and any other documents submitted to ODJFS in response to any RFP, RLB, etc., shall become the 
property of ODJFS.  After the selection of the vendor, any proposals submitted in response to an RLB are deemed 
to be public records pursuant to R.C. 149.43.  The term “proposal” shall mean both the technical and the cost 
proposals, if opened, submitted by the vendor, any attachments, addenda, appendices, or sample products. 

 
Any proposals submitted in response to any ODJFS RFP, RLB, etc. which make claims of trade secret 
information shall be disqualified from consideration immediately upon the discovery of such unallowable 
claim. 
 
XIII. Contractual Requirements 
 
Any purchase order resulting from the issuance of this solicitation is subject to the terms and conditions as 
provided in the OIT State Term Schedule, which is available upon request.  Potential vendors are strongly 
encouraged to download and read a copy of the Schedule to be fully aware of OIT Schedule requirements. 
  
A.  Prohibition against Services Performed Outside the United States 

 
All vendors seeking an award of an ODJFS contract must attest that no funds provided by ODJFS would 
be used to purchase services provided outside the United States or to contract with a subcontractor who 
will use the funds to purchase services provided outside the United States.  This required attestation is 
identified as the “Standard Affirmation and Disclosure Form” provided as Attachment A. to this RLB.  
The entire form must be printed, completed, and signed by the interested vendor’s authorized 
representative, and returned to ODJFS as a component of the vendor technical proposal. Failure to 
include the completed and signed Standard Affirmation and Disclosure Form will result in the 
vendor’s disqualification from consideration. 

 
B. Ethical and Conflict of Interest Requirements 
 

1. No Vendor or individual, company or organization seeking a contract shall promise or give to any 
ODJFS employee of value that is of such character as to manifest a substantial and improper 
influence upon the employee with respect to his or her duties. 

 
2. No Vendor or individual, company or organization seeking a contract shall solicit any ODJFS 

employee to violate any of the conduct requirements for employees. 
 

3. Any Vendor acting on behalf of ODJFS shall refrain from activities which could result in violations 
of ethics and/or conflicts of interest.  Any Vendor or potential contractor who violates the 
requirements and prohibitions defined here or of Section 102.04 of the Ohio Revised Code is subject 
to termination of the contract or refusal by ODJFS to enter into a contract. 
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4. ODJFS employees and Vendors who violate Sections 102.03, 102.04 2921.42 or 2921.43 of the Ohio 

Revised Code may be prosecuted for criminal violations.   
 
5. In submitting a bid in response to this solicitation the vendor certifies that it has reviewed, knows, and 

understands the State of Ohio’s ethics and conflict of interest laws and the Governor’s Executive 
Order 2007-01S pertaining to ethics.  The vendor further agrees that it will not engage in any 
action(s) inconsistent with Ohio ethics laws or the aforementioned executive order. 

 
C. Interview 
 

Vendors submitting proposals may be requested to participate in an in-depth interview as part of the 
evaluation process. The interview, if necessary, may include participants from ODJFS and any 
representatives it may appoint. ODJFS reserves the right to select from responding vendors for interviews 
and may not interview all vendors submitting proposals. The vendor shall bear all costs of any scheduled 
interview. 

D. Start Work Date 
 

The selected vendor must be able to begin work no later than seven (7) working days after the time funds 
are encumbered and approved by the Office of Budget & Management. The selected vendor will be 
notified by the ODJFS contract manager when work may begin. Any work begun by a contractor prior 
to this notification will NOT be reimbursable by ODJFS. 

 
E. Proposal  Costs 
 

Costs incurred in the preparation of this proposal are to be borne by the vendor, and ODJFS will not 
contribute in any way to the costs of the preparation. Any costs associated with interviews will be borne 
by the vendor and will not be ODJFS’ responsibility. 

 
F. Travel and Parking Expense Reimbursement 
 

No travel or parking expenses, nor any other expenses, will be covered. 
 
G. Public Release of Records 
 

Public release of any evaluation or monitoring reports funded under this contract will be made only by 
ODJFS. Prior to public release of such reports, ODJFS must have at least a 30-day period for review and 
comment. 

 
H. Confidentiality 
 

All contracts or other business agreements will require that the contractor maintain the confidentiality of 
information and records which state and federal laws, rules, and regulations require to be kept 
confidential. 

 
XIV. Other Requirements 
 
A. Unresolved Findings for Recovery (R.C. 9.24) 

 
Ohio Revised Code Section 9.24 prohibits ODJFS from awarding a contract to any entity against whom the 
Auditor of State has issued a finding for recovery if the finding for recovery is “unresolved” at the time of award. 
By submitting a proposal, the vendor warrants that it is not now, and will not become, subject to an “unresolved” 
finding for recovery under R.C. 9.24 prior to the award of any contract or business agreement arising out of this 
RLB, without notifying ODJFS of such finding. ODJFS will review the Auditor of State’s website prior to the 
evaluations of any proposal submitted pursuant to this RLB. ODJFS will not evaluate a proposal from any vendor 
whose name, or the name of any of the subcontractors proposed by the vendor, appears on the website of the 
Auditor of the State of Ohio as having an “unresolved” finding for recovery. 
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B. Mandatory Contract Performance Disclosure 
 

Each proposal must disclose whether the vendor’s performance, or the performance of any of the proposed 
subcontractor(s), under contracts for the provision of services that are the same or similar to those described in 
this RLB, has resulted in any “formal claims” for breach of those contracts. For purposes of this disclosure, 
“formal claims” means any claims for breach that have been filed as a lawsuit in any court, submitted for 
arbitration (whether voluntary or involuntary, binding or not), or assigned to mediation. If any such claims are 
disclosed, vendor shall fully explain the details of those claims, including the allegations regarding all alleged 
breaches, any written or legal action resulting from those allegations, and the results of any litigation, arbitration 
or mediation regarding those claims, including terms of any settlement. While disclosure of any formal claims in 
response to this section will not automatically disqualify a vendor from consideration, at the sole discretion of 
ODJFS, such claims and a review of the background details may result in a rejection of the vendor’s proposal. 
ODJFS will make this decision based on its determination of the seriousness of the claims, the potential that the 
behavior that led to the claims could negatively impact vendor’s performance of the work, and the best interests of 
ODJFS. 
 
C. Mandatory Disclosures of Governmental Investigations 

 
Each proposal must indicate whether the vendor and any of the proposed subcontractor(s) has been the subject of 
any adverse regulatory or adverse administrative governmental action (federal, state, or local) with respect to 
vendor’s performance of services similar to those described in this RLB. If any such instances are disclosed, 
vendor must fully explain, in detail, the nature of the governmental action, the allegations that led to the 
governmental action, and the results of the governmental action including any legal action that was taken against 
vendor by the governmental agency. While disclosure of any governmental action in response to this section will 
not automatically disqualify a vendor from consideration, such governmental action and a review of the 
background details may result in a rejection of the vendor’s proposal at the sole discretion of ODJFS. The 
decision by ODJFS on this issue will be based on a determination of the seriousness of the matter, the matter’s 
potential impact on the vendor’s performance of the work, and the best interests of ODJFS. 
 
D. Vendor Selection Restriction 

 
Any vendor deemed not responsible, or submitting a proposal deemed not to be responsive to the terms of this 
RLB, shall not be selected for this project. 
 
E. Waiver of Minor Proposal Errors 

 
ODJFS may, at its sole discretion, waive minor errors or omissions in proposals, bids, and/or forms when those 
errors do not unreasonably obscure the meaning of the content. Additionally, ODJFS reserves the right to request 
clarifications or completions from vendors to any information in their proposals, bids, and/or forms, and may 
request such clarification as it deems necessary at any point in the proposal/bid review process. 
 
XV. Caveat 
 
ODJFS is under no obligation to select a vendor as a result of this solicitation if, in the opinion of ODJFS and the 
proposal review team, none of the proposals are responsive to the objectives and needs of the Department. ODJFS 
reserves the right to not select any vendor should ODJFS decide not to proceed with the project. 
 
XVI. Communications Prohibited 
 
From the issuance date of this RLB until the contract award has been formally announced by the ODJFS Director, 
there may be no communications concerning the RLB between any vendor which expects to submit a proposal 
and any employee of ODJFS in the issuing office, or any other ODJFS employee, or any other individual 
regardless of their employment status, who is in any way involved in the development of the RLB or the selection 
of the Vendor(s). 
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The only exceptions to this prohibition are as follows: 
 

1. Communications conducted pursuant to Section IV, Internet Question and Answer Period; 
 
 2. As necessary in any pre-existing or on-going business relationship between ODJFS and any 

vendor which could submit a proposal in response to this RLB; 
 

3. As part of an interview or proposal clarification process initiated by ODJFS as necessary to make 
a final vendor selection; 

 
 4. If it becomes necessary to revise any part of this RLB, ODJFS will post those revisions, 

amendments, etc., to the website dedicated to this RLB;* and 
 
5. Any Public Records Request (PRR) made through the ODJFS Office of Legal Services. 

 
* Important Note:  Amendments to the RLB or to any documents related to it will be accessible to interested 
vendors through the original web page established for the RLB.  All interested vendors must refer to that web 
page regularly for amendments or other announcements.  ODJFS will not specifically notify any vendor of 
changes or announcements related to this RLB except through the website posting.  It is the affirmative 
responsibility of interested vendors to be aware of and to fully respond to all updated information posted on this 
web page. 
 
ODJFS is not responsible for the accuracy of any information regarding this RLB that was obtained or gathered 
through a source other than the Question and Answer process described in this RLB.  Any attempts at prohibited 
communications by vendors may result in the disqualification of those vendors’ proposals. 
 
XVII. Protests 
 
Any potential, or actual, vendor objecting to the award of a contract resulting from the issuance of this solicitation 
may file a protest of the award of the contract, or any other matter relating to the process of soliciting the 
proposals.  Such a protest must comply with the following guidelines: 

 
1. A protest may be filed by a prospective or actual bidder objecting to the award of a purchase 

order resulting from this solicitation.  The protest shall be in writing and shall contain the 
following information: 

 
a. The name, address, and telephone number of the protestor; 
b. The name and number of the solicitation being protested; 
c. A detailed statement of the legal and factual grounds for the protest, including copies of 

any relevant documents; 
d. A request for a ruling by ODJFS; 
e. A statement as to the form of relief requested from ODJFS; and 
f. Any other information the protestor believes to be essential to the determination of the 

factual and legal questions at issue in the written protest. 
 
2. A timely protest shall be considered by ODJFS, if it is received by ODJFS’ Office of Legal 

Services, within the following periods: 
 

a. A protest based on alleged improprieties in the issuance of the RLB or any other event 
preceding the closing date for receipt of proposals which are apparent or should be 
apparent prior to the closing date for receipt of proposals shall be filed no later than 3:00 
p.m. of the closing date for receipt of proposals as specified in Section II., Time and Date 
of Submission. 

 
b. If the protest relates to the announced intent to make the award, the protest shall be filed 

no later than 3:00 p.m. of the seventh (7th) calendar day after ODJFS issues award 
notification to all responding vendors regarding the State’s intent to the award. The date 
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of this ODJFS notification to responding vendors is the date used to determine if a protest 
regarding the intent to award is submitted by the end of the protest period. 

 
3. An untimely protest may be considered by ODJFS if ODJFS determines that the protest raises 

issues significant to the department’s procurement system.  An untimely protest is one received 
by ODJFS’ Office of Legal Services after the time periods set forth in Item #2 of this section. 

 
4. All protests must be filed at the following location: 
 

Chief Legal Counsel, Office of Legal Services 
Ohio Department of Job and Family Services 
30 East Broad Street, 31st Floor 
Columbus, Ohio 43215-3414 

 
5. When a timely protest is filed, a contract award shall not proceed until a decision on the protest is 

issued or the matter is otherwise resolved, unless the Director of ODJFS determines that a delay 
will severely disadvantage the Department.  The vendor(s) who would have been awarded the 
contract shall be notified of the receipt of the protest. 

 
6. ODJFS’ Office of Legal Services shall issue written decisions on all timely protests and shall 

notify any vendor who filed an untimely protest as to whether or not the protest will be 
considered. 

 
 
XVIII.  ATTACHMENTS 
 

A. Standard Affirmation and Disclosure Form (Vendors are to complete, sign, & return with their 
proposal as part of TAB D of Vendor Proposal) 

B. Required Vendor Information and Certification Document (Vendors are to complete, sign, & 
return with their proposal as part of TAB E of Vendor Proposal) 

C. Technical Proposal Score Sheet (Provided for vendor self-evaluation - not to be returned with the 
bid) 

D. Cost Summary (Vendors are to complete & return with their proposal in a separate envelope 
marked accordingly) 

 
ACCOMPANIMENTS 
 
A. Request for Taxpayer Identification Form W-9 (Vendors are to complete, sign in BLUE ink, & 

return with their proposal as part of TAB F of Vendor Proposal) 
B. Declaration Regarding Material Assistance/Non-assistance To A Terrorist Organization (DMA) 

Form (Vendors are to complete, sign, & return with their proposal as part of TAB G of Vendor 
Proposal) 

 
Thank you for your interest in this project. 
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Attachment A 
 

ODJFS RLB #: RLB-OIS-12-015 

DEPARTMENT OF ADMINISTRATIVE SERVICES 

OHIO DEPARTMENT OF JOB AND FAMILY SERVICES 

STANDARD AFFIRMATION AND DISCLOSURE FORM 

EXECUTIVE ORDER 2011-12K 

Banning the Expenditure of Public Funds on Offshore Services 

 

This form must be completed and signed by every bidder, offeror, applicant, grantee, or vendor seeking to do 
business with Ohio Department of Job and Family Services.  This form must either be submitted as part of the 
response to any invitation to bid, request for proposals, state term schedule, multiple award contract, request for 
quotations, informal quotations, and statement of work or submitted during the negotiation of a business 
relationship but prior to the execution of an agreement.   

 
 
CONTRACTOR/SUBCONTRACTOR AFFIRMATION AND DISCLOSURE: 
 
By the signature affixed to this response, the Signee affirms, understands and will abide by the requirements of 
Executive Order 2011-12K issued by Ohio Governor John R. Kasich.  If awarded an agreement, the Signee 
becomes the Contractor/Grantee and affirms that both the Contractor/Grantee and any of its 
subcontractors/subgrantees shall perform no services requested under this Agreement outside of the United States. 
The Executive Order is attached and is available at the following website: 
(http://www.governor.ohio.gov/Default.aspx?tabid=1495).  
 
The Signee shall provide all the name(s) and location(s) where services under this Agreement will be performed 
in the spaces provided below or by attachment. Failure to provide this information as part of the response will 
deem the Signee not responsive and no further consideration will be given to the response. Signee’s offering will 
not be considered.  If the Signee will not be using subcontractors/subgrantees, indicate “Not Applicable” in the 
appropriate spaces.   
 

1. Principal location of business of Contractor/Grantee:  
 
             
(Address)      (City, State, Zip) 
 
Name/Principal location of business of subcontractor(s)/subgrantee(s): 
 
             
(Name)       (Address, City, State, Zip) 
 
             
(Name)       (Address, City, State, Zip) 
 
 

2. Location where services will be performed by Contractor/Grantee: 
 
             
(Address)      (City, State, Zip) 
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Name/Location where services will be performed by subcontractor(s)/subgrantee(s): 
 
             
(Name)       (Address, City, State, Zip) 
 
             
(Name)       (Address, City, State, Zip) 
 
 

3. Location where state data will be stored, accessed, tested, maintained or backed-up, by 
Contractor/Grantee: 

              
 (Address)      (Address, City, State, Zip)  
 
 Name/Location(s) where state data will be stored, accessed, tested, maintained or backed-up by   
             subcontractor(s)/subgrantees: 
  
              
 (Name)       (Address, City, State, Zip) 
 
              
 (Name)       (Address, City, State, Zip)  
 
              
 (Name)       (Address, City, State, Zip) 
 
              
 (Name)       (Address, City, State, Zip) 
 
              
 (Name)       (Address, City, State, Zip) 
 
 

4. Location where services to be performed will be changed or shifted by Contractor/Grantee: 
 

              
 (Address)      (Address, City, State, Zip)  
 

Name/Location(s) where services will be changed or shifted to be performed by 
subcontractor(s)/Subgrantee(s): 

  
              
 (Name)       (Address, City, State, Zip) 
 
              
 (Name)       (Address, City, State, Zip)  
 
              
 (Name)       (Address, City, State, Zip) 
 
              
 (Name)       (Address, City, State, Zip) 
 
              
 (Name)       (Address, City, State, Zip) 
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By signing below, I hereby certify and affirm that I have reviewed, understand, and will abide by the 
Governor’s Executive Order 2011-12K.  I attest that no funds provided by ODJFS for this project will be used to 
purchase services provided outside the United States or to contract with a subcontractor who will use the funds to 
purchase services provided outside the United States.  I will promptly notify ODJFS if there is a change in the 
location where any of the services relating to this project will be performed.  If I am signing this on behalf of a 
company, business, or organization, I hereby acknowledge that I have the authority to make this certification on 
behalf of that entity. 
 
 
_____________________________________  _____________________________________ 
Signature      Date 
 
 
_______________________________________              _____________________________________ 
Entity Name      Address (Principal Place of Business) 
 
 
____________________________________  ___________________________________  
Printed name of individual authorized to sign  City, State, Zip 
on behalf of entity. 
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I signed this Executive Order on June 21, 2011 in Columbus, Ohio and it will expire on  

 
 

 

 

 
Jon Husted, Secretary of State  

 

 

 

 

 

 

 

 

 

 

 Page 3 of 3 
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Attachment B 

OJI Website Design Project 
ODJFS RLB #: RLB-OIS-12-015 

 
REQUIRED VENDOR INFORMATION and CERTIFICATIONS 

 
Purpose:   The Ohio Department of Job and Family Services (ODJFS) requires the following information on 
vendors who submit proposals or bids in response to any ODJFS Requests for Proposals (RFPs) or Requests for 
Letterhead Bids (RLBs), in order to facilitate the development of the contract (or finalization of a purchase) 
with the selected vendor.  ODJFS reserves the right to reject your proposal if you fail to provide this 
information fully, accurately, and by the deadline set by ODJFS.   Further, some of this information (as 
identified below) must be provided in order for ODJFS to accept and consider your proposal\bid.  Failure to 
provide such required information will result in your proposal’s immediate disqualification. 

 
Instructions:    Provide the following information regarding the vendor submitting the proposal or bid.  
Vendors may either print this attachment, complete and sign it, or may provide the required information 
and certifications (each fully re-stated from this attachment) on their letterhead as the opening pages of 
their proposals.  It is mandatory that the information provided is certified with an original signature (in 
blue ink, please) from a person with authority to represent the vendor.  Vendors are to provide the 
completed and signed information and certifications as the cover pages of their original proposal 
submitted to ODJFS.   

 
IMPORTANT:  If the RFP\RLB specified a maximum page limit for vendor proposals\bids, the attachment of 
any required certifications, other documents, or additional pages needed to fully provide the information 
requested here will NOT be counted against that page limit. 

Vendors must provide all information 
1. ODJFS RLB #: 
 
 

2. Proposal Due Date:

3. Vendor Name: 
 
 
 
(legal name of the vendor – person or organization – 
to whom contract\purchase payments would be made)

4. Vendor Federal Tax ID # or Social Security #:
 
 
 
 
(this number MUST correspond with the name in Item # 3)

5. Vendor Corporate Address: 
 
 
 
 
 

6. Vendor Remittance Address: (or “same” if same as 
Item # 5) 
 
 
 

7. Print or type information on the vendor representative/contact person authorized to answer questions on 
the proposal\bid: 

 
 Vendor Representative: 
 Representative’s Title:  
 Address: 
 Phone #: 
 Fax #: 
              E-Mail: 
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8. Print or type the name of the vendor representative authorized to address contractual issues, including 
the authority to execute a contract on behalf of the vendor, and to whom legal notices regarding contract 
termination or breach, should be sent  (if not the same individual as in #7, provide the following information on 
each such representative and specify their function): 

  
              Vendor Representative: 
 Representative’s Title: 
 Address: 
 Phone #: 
 Fax #: 
              E-Mail: 
 
9. Is this vendor an Ohio certified MBE/EDGE?       Yes       No          If yes, attach a copy of current 
certification to proposal\bid.  (IF ODJFS has specified the RFP\RLB\purchase document as an opportunity open 
exclusively to Ohio Certified MBE/EDGEs, then failure to attach a copy of current certification WILL RESULT 
IN DISQUALIFICATION.) 

  
10.  Mandatory Vendor Certifications:   
ODJFS may not enter into contracts with/make purchases from any vendors who have been found to be ineligible 
for state contracts under specific federal or Ohio statutes or regulations.  Vendors responding to any ODJFS 
RFP\RLB or other purchase opportunity MUST certify that they are NOT INELIGIBLE by signing each of the 
three statements below.  Failure to provide proper affirming signature on any of these statements will result 
in the disqualification of your proposal\bid. 

 
I______________________________ (signature of representative shown in Item # 7, above) hereby certify and 

affirm that   _____________________________  (name of the vendor shown in Item # 3, above), has not been 

debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from 

participation in transactions by the Unites States Department of Labor, the United States Department of 

Health and Human Services, or any other federal department or agency as set forth in 29 CFR Part 98, or 

45 CFR Part 76, or other applicable statutes. 

AND   
                                                                                         

I______________________________ (signature of representative shown in Item #7, above) hereby certify and 

affirm that  _____________________________  (name of the vendor shown in Item # 3, above), is not on the 

list established by the Ohio Secretary of State, pursuant to ORC Section 121.23, which identifies persons 

and businesses with more than one unfair labor practice contempt of court finding against them. 

                                                                                                AND 
 

I______________________________ (signature of representative shown in Item #7, above) hereby certify and 

affirm that  _____________________________  (name of the vendor shown in Item # 3, above), either is not 

subject to a finding for recovery under ORC Section  9.24, or has taken appropriate remedial steps 

required under that statute, or otherwise qualifies under that section to enter into contracts with the State 

of Ohio. 
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11.  Location of Business Declaration:  Vendors responding to any ODJFS RFP/RLB/RFGA (etc.) must certify 

that no public funds shall be spent on services provided/performed offshore by completing, signing, and 

returning the “Standard Affirmation and Disclosure Form.”  FAILURE TO PROPERLY COMPLETE, SIGN 

AND RETURN THE STANDARD AFFIRMATION AND DISCLOSURE FORM, WILL RESULT IN 

DISQUALIFICATION OF THE VENDOR FROM CONSIDERATION FOR AWARD. 

 
12.  Equal Employment Opportunity Information on the Vendor and any Subcontractor(s) 

A. Provide vendor employee data both nationwide (including Ohio staff), and Ohio office employees 
separately:  

                                                                 Nationwide:                       Ohio Offices: 

                            Total Number of Employees:   _________                         __________ 

                             % of those who are Women:   _________                         __________    

                        % of those who are Minorities:   _________                         __________   (Ohio Certified MBE/EDGE) 

                                              
B. If you are the selected vendor, will you subcontract any part of the work? 

                    NO   -or-      YES, but for less than 50% of the work    -or-     YES, for 50% or more of the 
work          

 
If yes, provide the following information on each subcontractor (additional pages may be added as 
needed): 

 
Subcontractor Name:  _____________________________________________________________ 

Address:  _____________________________________________________________ 

_____________________________________________________________ 

Work To Be Performed: (a brief description)       

_____________________________________________________________ 

_____________________________________________________________ 

                 _____________________________________________________________ 

 
Subcontractor’s Estimated Percentage of Total Project (in % of work, not % of dollars): 
__________   

  
If 50% or more of the work will be subcontracted, then ALSO provide the following information on 
ALL proposed subcontractors:  

                                                                  Nationwide:                Ohio Offices: 

                       Total Number of Employees:       _________                   __________ 

                       % of those who are Women:        _________                   __________ 

                       % of those who are Minorities:    _________                  __________   (Ohio Certified MBE/EDGE) 

C. Identify all state contracts which the vendor has had approved by the Controlling Board 
since the beginning of the last fiscal year (i.e., since July 01, 2004) through this fiscal year to 
date.  Also include contracts approved for ODJFS or institutions of higher education: 

 
         Total number of contracts: ______ 
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For each state contract, list the state agency and provide the following information: 

 
State Agency/Educational Institution:  __________________________________________________ 

Contract Dollar Amount:  __________ 

 

State Agency/Educational Institution:  _________________________________________________ 

Contract Dollar Amount:  __________ 

 

State Agency/Educational Institution:  _________________________________________________ 

Contract Dollar Amount:  __________                                       

 Attach additional pages if needed  

   13.  Vendor and Grantee Ethics Certification 
   As a vendor or grantee doing business with* or receiving grants from the State of Ohio, I certify on behalf of  
________________________________________________________(name of vendor or grantee): 

(1) I have reviewed and understand Ohio ethics and conflict of interests laws, as found in Chapter 102. and 
Sections 2921.42 and 2921.43 of the Ohio Revised Code.  

(2) I have reviewed and understand Governor Strickland’s Executive Order Number 2007-01S.  
(3) I will not do anything inconsistent with those laws or Executive Order Number 2007-01S. 
(4) I acknowledge that failure to comply with this certification, is, by itself, grounds for termination of this 

contract or grant with the State of Ohio.  
 
_______________________________________      _______________________________________ 
Signature of authorized agent                             Date 
 
*”Doing business with” includes all contracts for goods and services, excluding purchases made using the State of 
Ohio’s Payment Card Program that cost less than $1,000.  
 

 
14.    I _______________________________, (vendor representative in Item # 7) hereby affirm that this 
proposal accurately represents the capabilities and qualifications of ______________________________ 
(vendor’s name), and I hereby affirm that the cost(s) bid to ODJFS for the performance of services and/or 
provision of goods covered in this proposal in response to the ODJFS RFP/RLB/other purchase 
opportunity is a firm fixed price, inclusive of all incidental as well as primary costs.  (Failure to provide the 
proper affirming signature on this item may result in the disqualification of your proposal\bid.) 
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ATTACHMENT C 

OJI Website Design Project 
RLB#: RLB-OIS-12-015 

Technical Proposal Score Sheet 
 
PHASE I:  Initial Qualifying Criteria   Vendor/Applicant Name:__________________________ 
 
The proposal must meet all of the following Phase I proposal acceptance criteria in order to be considered for 
further evaluation.  Any proposal receiving a “no” response to any of the following qualifying criteria shall be 
disqualified from consideration. 
 

ITEM PROPOSAL ACCEPTANCE CRITERIA 
RLB  

Section 
Reference

YES NO 

1 Was the vendor’s proposal received by the deadline as specified in the RLB? V.,A and 
VIII., A 

  

2 Did the vendor submit their proposals in the format described in Section VII., of this RLB? VII   

3 
Vendor’s proposal includes all required affirmative statements and certifications, signed by the vendor’s 
responsible representative, as described in Attachments A and B, and provide copies of their current and 
up-to-date Worker’s Compensation and Insurance verifications as stated within this RLB? 

V.,A and 
VIII., A 

  

4 

Does ODJFS’ review of the Auditor of State website verify that the vendor is not excluded from 
contracting with ODJFS by ORC Section 9.24 for an unresolved finding for recovery (i.e., the proposal of 
any vendor whose name appears on the Auditor’s website as having an unresolved finding for recovery 
will be eliminated from further consideration.)? 

V.,A and 
VIII., A 

  

5 Does the vendor have a current STS which is appropriate for the work described in this RLB? V.,A and 
VIII., A 

  

6 
Did the review team (in its initial/cursory review of the vendor’s proposal) determine that the proposal was 
free of trade secret/proprietary information as specified/restricted in the RLB?  

V.,A and 
VIII., A 

  

7 Is the vendor a certified Ohio MBE/EDGE vendor? Note: Photocopy of the current certification must be 
provided. 

V.,A and 
VIII., A 

  

8 
The vendor must include three (3) references for which the vendor has successfully provided services on 
projects of a size and scope that are comparable to this project and that are comparable to the requirements 
in the RLB. These references must relate to work that was completed within the past five (5) years. 

V.,A and 
VIII., A 

  

9 The vendor must submit a proposal comprised of a Technical Proposal and, in a separate, appropriately 
labeled, sealed envelope, a Cost Proposal. 

V.,A and 
VIII., A 

  

 
PHASE II: Criteria for Scoring of Technical Proposal 
 
Qualifying technical proposals will be collectively scored by a Proposal Review Team (PRT) appointed by 
ODJFS, Office of Information Services, Portfolio Management. For each of the evaluation criteria given in the 
following score sheet, reviewers will collectively judge whether the technical proposal exceeds, meets, partially 
meets or does not meet the requirements expressed in the RLB, and assign the appropriate point value, as follows:  
  
  0                  3                                5                 10           
 Does Not Meet                    Partially Meets                      Meets                       Exceeds               
  Requirement                        Requirement           Requirement              Requirements            
 
A technical proposal’s total PHASE II score will be the sum of the point value for all the evaluation criteria.  The 
review team will collectively score each individual qualifying proposal.  Technical proposals which do not meet 
or exceed a total score of at least 465 points (a score which represents that it “meets” all the evaluation criteria) 
out of a maximum of 1,160 points, will be disqualified from further consideration. Only those vendors who’s 
Technical Proposals meet or exceed the minimum required technical points will advance to PHASE III. 
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ITEM 
# 

EVALUATION CRITERIA RLB 
SEC. 
REF. 

Weighting 
Doesn’t 

Meet 
0 

Partially 
Meets 

3 

Meets 
 

5 

Exceeds 
 

10 
VENDOR QUALIFICATIONS       

ORGANIZATIONAL EXPERIENCE & 
CAPABILITIES 

      

1 

Samples of at least two, but no more than four, 
similar sized projects completed in the past five 
years that demonstrate web graphic design & 
human factors for production sites.  These 
samples must each include a written narrative (of 
not more than four pages total, cumulative for all 
projects described) describing each project, and a 
live or test URL demonstrating the vendors 
techniques and skills in similar formatting. 

V., B 10 

    

2 

The vendor information provided include 
summary descriptions of projects in which the 
vendor gained the experience and knowledge, any 
notable accomplishments and outcomes, and 
contact information for the vendor customers 
receiving the services provided. 

V., B 6 

    

STAFF EXPERIENCE &CAPABILITIES       

3 

Identify one key staff person with three (3) years 
of project management experience to serve as 
project manager.  Project Management for this 
work includes scheduling, talent and resource 
coordination, and reporting. 

V., C 10 

    

4 
For the creative lead, at least one live site 
representing previous creative lead assignment 
and at least three sites where they were on the 
creative team. 

V., C 10 

    

5 For the creative lead, at least six (6) years of 
professional website graphic design experience. V., C 10     

6 For all creative staff, at least three (3) years of 
professional website graphic design experience. V., C 10     

7 For all creative staff, at least one live site where 
they were on the creative team. V., C 5     

SCOPE OF WORK       

8 

Provide adequate explanation on how you will 
create an intuitive, flexible, and interactive 
website that is easy to navigate, visually 
appealing, easy to maintain, and easy to 
administer. 

VI. 10 

    

9 
Provide adequate explanation on the approach to 
the prototype of the proposed website and 
supporting documentation (wire frames, brand 
graphs etc), updated site map and screen flow.  

VI. 10 

    

10 

Explain the process of creating and delivering the 
templates reflecting the new design of all pages, 
website navigation, and branding. Provide 
templates which define the standardization of the 
style sheets, and the overall look and feel of the 
website. 

VI. 10 

    

11 

Explain the process of creating and delivering the 
Website Design Artifacts.  Address what your 
specific deliverables are and how they will meet 
our needs.  At a minimum the artifacts need to 
capture all site content requested, design decisions 
made, and implementation guidance required to 
fully implement the web site design.   

VI. 15 

    

12 

Explain the process of creating and delivering the 
Website Demo Prototype.  Address what your 
specific plans are and how they will meet our 
needs.  Please include all assumptions you needed 
to make to provide the estimate 

VI. 10 
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Column Subtotal of "Partially Meets" points    

Column Subtotal of "Meets" points    

Column Subtotal of "Exceeds" points   

 TOTAL SCORE:   
 

 
 
Based upon the Total Technical Score earned, does the vendor’s proposal proceed to the Phase III 
evaluation?  (Vendor’s Total Technical Score must be at least 465 points.) 
 

Yes ________  No ________  (If “No,” Vendor’s Technical Proposal will not be considered) 
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ATTACHMENT D 

OJI Website Design Project 
RLB#: RLB-OIS-12-015 

Cost Summary Sheet 
 

Vendor Name:   _____________________________________________ 
 

 

Costs Summary  
        
Phase I. – Analysis and Design                         
Web Site Design  

 
1. The vendor will conduct an initial consultation with ODJFS. 

  
2. The vendor will do a review of the current web site and example web sites from other states as further 

input to the design process. 
 
3. Confirm audience, objectives, graphic look and feel, and content to migrate from current user interface, 

navigation, website banner, website branding, website marketing, technology issues and assumptions 
by discussion with the State review team.  Study the other UI websites and recommend what parts of 
these sites should be reused in this effort. 

 
4. The vendor will participate in a sequence of JAD sessions that address the parts that are to come from 

the various offices within the state of Ohio to gather preliminary requirements.  These will be set for a 
two week interval shortly after the vendor begins project work. 

   $                           
Design Deliverables 
 
a. Design Prototype: Prototype of the proposed website and supporting documentation (wire frames, 

brand graphs etc), updated site map and screen flow. Templates reflecting the new design of all pages, 
website navigation, and branding. Provide templates which define the standardization of the cascading 
style sheets (CSS), presentation layer files and the overall look and feel of the website. 

 
b. Website Design Artifacts: Provide a detailed analysis document reflecting all the technical 

requirements for the proposed website. The RLB proposal needs to address the specific documentation 
deliverables that will come as a result of these efforts.  The specific deliverables are a function of your 
design process and will not be constrained by this RLB.  At a minimum the artifacts need to capture all 
site content requested, design decisions made, and implementation guidance required to fully 
implement the web site design.    $ 

Important Design Requirements 
 
a. Easy brand recognition: The sample should convey a clear and compelling brand presence. 

 
b. Stylish and consistent design: The website must have a consistent standard, look and feel that clearly 

communicates and effectively presents page content. Consistency includes: standard color, layout, 
fonts, capitalization, abbreviations; displaying data in the same format everywhere; using metaphors in 
the same manner; identical terminology in links, prompts, menus, labels, and help screens; similar 
sequences of actions for similar situations. 
 

c. Easy to navigate: Information should be grouped and presented in a logical manner. The design must 
assume that all visitors have no previous knowledge of the State’s programs, service offerings, or 
website.  This implies that the website must anticipate and address visitor’s information needs. 
 

d. Standards: The website must conform to the standards as stated within this RLB.  $ 

Total  Phase I Analysis and Design - Fixed Cost 
 $ 
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Costs Summary  
        

Phase II. – Create the Prototype of the New Website  (OPTIONAL)                    
Prototype Deliverables 
 

1. Demo Prototype: the team will provide acceptable W3C compliant HTML/CSS in an appropriate 
format (External CSS files where appropriate, standard HTML). We will not provide any server side 
programming or a content management system. ODJFS can expect: 
 
a. Navigation elements to link to appropriate pages 
b. All dynamic content (collapsible menus, boxes, etc.) to be functional 
c. All HTML links to have a legitimate destination The mockup to be cross-browser compatible 
d. The design will be compliant with the Policy and Standards specified in section VI. A. 7. 

 
2. Two design meetings with the team and ODJFS for two hours each will be included to ensure that the 

prototype is on track with ODJFS expectations .  $                           

Total Phase II. – Create the Prototype of the New Website  (OPTIONAL) - Fixed Cost 
 $ 

 
 
  
  

Total Cost for OJI Website Design Project 

1.        Phase I Analysis and Design - Fixed Cost      $                            
2.        Total Phase II. – Create the Prototype of the New Website  

(OPTIONAL) - Fixed Cost      $                             

Total Cost for OJI Website Design Project  (sum of items 1 thru 2) $ 
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