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INTRODUCTION AND BACKGROUND 

PURPOSE OF THE REQUEST FOR QUOTATION 
Please consider this as the State of Ohio, Department of Administrative Service Request for 
experienced project management resource to assist in the implementation of the Microsoft 365 
Suite (M365). 
 
The Microsoft 365 Adoption Project (M365) is the evolution of the Microsoft Office 365 
implemenation project. As the suite has expanded to include additional products such as 
enhanced enterprise security software, there is a need to coordinate and track the adoption of 
the enhanced software associated with the M365 Suite. Microsoft 365 includes  Office 365, 
Windows 10, Enterprise Mobility, and enhanced endpoint Security. 

BACKGROUND 
The Department of Department of Administrative Services – Office of Information Technology 
(DAS-OIT) maintains State functions that require support program and project management and 
process improvement. DAS-OIT is seeking to identify a senior level candidate to provide in-depth 
expertise and experience in in the area of program and project management.  
 
The Candidate selected for this role will regularly interface with the DAS/OIT leadership, State 
business partners and Microsoft to develop and implement Agency Office 365 engagement and 
implementation solutions. 

Disciplines, Key Responsibilities and Qualifications: 
 Program and Project Management  Supports the Office of Information Technology (OIT) 

in collaboration with numerous State Agencies, Boards and Commissions with senior 
program and project management knowledge and expertise. The state is seeking highly 
skilled IT Program/Project Managers to lead/manage the State’s high profile efforts 
associated with the agency adoption and rollout of Microsoft Office 365 suite. These 
program/agency projects are complex, high profile, multi-year, multi-phase projects that 
are anticipated to run for 12-18-month timeframes.  
 

 A large component of this effort will supports the State and DAS IT delivery programs by 
increasing the quality of products and services while reducing costs of technology, 
streamlining processes and enabling people to work more efficiently. This role must react 
quickly to changing systems conditions and improve business processes by eliminating 
defects and enhancing quality while achieving and maintaining optimal levels of process 
performance through elimination of unnecessary functions, procedures and process, 
streamlining and supporting business through innovative technology improvements. 
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A more detailed description of expected functions and qualifications is below: 
Program and Project Management.  
The selected candidate will be required to have the requisite background and experience in 
complex IT systems, full lifecycle systems analysis, design and development, project management  

and oversight as well as deep technical and functional skillsets required to lead the State 
(members of the DAS/OIT and Participating State Agencies) and State Microsoft Integrator in 
project delivery. Contractor will facilitate process and policy decisions in support of the project 
schedule.  
 
Contractor will conduct regular evaluations of State and Systems Integrator deliverables, work 
products and other evidence of delivery to ensure that State requirements are met. They will 
perform regular reviews and active monitoring of project progress against objective and 
independent milestones, budgets, timescales and quality standards and provide State leadership 
with an independent assessment as to the performance of the project relative to State 
established scope, time, budgetary and quality standards.  
 
Contractor will identify project level risks and issues, whether they are change management, 
functional, technical, integration, business cycle or process related, and to the extent possible 
determine mitigating strategies or approaches to help the State and System Integrator maintain 
the overall delivery profile of the project.   
 Interface with State Leadership, Microsoft Integrator and Agency PMO groups as well as State 

stakeholders to ensure that regular project status reporting is accurate and commensurate 
with the current status of the project;  

 Provide a leadership capability that is embedded in the program and/or project and lead the 
work to help ensure that the project achieves its goals; and 

 Demonstrated expertise in development and quality methodologies including ISO, CMM, ITIL, 
CoBIT or other similar standards; 

 
The Candidate submitted is directed to emphasize collaboration, work execution, problem 
identification and solving and trusted advisor aspects of their experience as opposed to more 
traditional PMO or IV&V type of delivery activities that are common in projects of this scope and 
size. The candidate must be a business leader with a deep business understanding of the goals 
and objectives of the project and work with both the State and the Microsoft Integrator to be a 
driver of success as opposed to functioning as a dispassionate third party.  
This role will also evaluate, design, execute, measure, monitor and control business processes as 
part of an overall process assessment and improvement program in support of a State IT function 
or business area. The Contractor will work to ensure that business process outcomes are in 



State of Ohio, Office of Information Technology 
Enterprise Strategic Resources 
Request for Quotation # OITRFQ157 

Page 5 of 12 

harmony with an organization’s strategic goals and supported through technology, process 
improvements and organizational factors. The Contractor will work collaboratively across all 
departments of a State organization to help improve the management of a business process 
through focus and optimization of an entire process (or collection of processes) from beginning 
to end, introducing innovation into the process that can impact results, enhance agility, reduce 
costs, effort or drive quality and assist the organization to meet its business objectives and goals. 
 
The proposed candidate should be able to: 
 Identify and create a business process, which is a formalized set of tasks and activities that 

helps accomplish specific business objectives; 
 discern between a business process and a series of steps captured on a flow chart. In the 

absence of documented business processes, the first responsibility of the Contractor may 
include the analysis of the steps in question to determine if they consist of a simple series of 
activities or an actual business process and assemble the corresponding business objectives 
or outcomes required by the State. 

 bring a holistic approach to process innovation to stakeholders and participants who 
understand that changing one step in the process can impact other process activities; 

 lead the redesign of business processes involving more than just rearranging the steps on a 
flow chart; 

 Champion continued process innovation and possess exceptional determination, self-
motivation and interpersonal skills; 

 Promotes process innovation required to achieve the cultural shift expected to help the State 
embrace a new innovation typically takes an individual with resolve to drive meaningful and 
enduring change; 

Ideally the contractor will be a high performing individual who engages stakeholders to inspire 
and empower them to provide input into process change and encourage employees to embrace 
the new process once it is implemented. 
 
A successful candidate will typically have a vision of the big picture and understand that 
enhancing process effectiveness may not be a one-time endeavor, and that meaningful change 
typically requires continuous improvement. It can require the ability to change the hearts and 
minds of workers affected by the change and assist in the evaluation, design and control of 
business processes as to minimize objections of employees who may be impacted that could 
result in opposition and resistance to change. 
 
OIT Functional Touchpoints 

 OIT 
Microsoft 
Team 

OIT Office of 
the COO 

Microsoft 
Success 
Group 

Agency (s) 
Points of 
Contact 

Tech Board 
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Program/Project 
Management 

          

Process 
Improvement 

          

 
General characteristics and candidate success factors 

• Function as a trusted advisor to the State to quickly identify, and to the extent possible, 
work to resolve or correct issues that affect the project and its success;  

• Ability to handle multiple, time sensitive projects, initiatives and work assignments. 

• Demonstrated delivery to a combination of Public or Private sector clients including 
executive/leadership level presentations, IT leadership (multi-Agency, operating division 
or departmental), and communications to IT Senior management and Legal staff; 

• Demonstrated expertise in infrastructure (network, hardware, storage), application 
(software, COTS, custom developed and configured) and emerging cloud (public, private 
and “as a service” offerings); 

• Demonstrated fluency and persuasive communications in technical, business, policy and 
directional/strategy elements to all levels of an IT and Business stakeholders appropriate 
to the audience and their level of understanding and interest; 

• Proficiency in common office tools (e.g., presentation, spreadsheet, data analysis, 
technical and business document processing) in an environment complex legal, 
contracting, versioning and other attributes commensurate with highly complex and 
contemporary IT contracting; 

• Demonstrated expertise as a senior project manager implementing Microsoft Office 
365/Azure technology. 

ADMINISTRATIVE 

DUE DATES 
All quotations are due by 1:00 PM, EST, on Monday, September 18, 2018.  Any quotation 
received at the designated location after the required time and date specified for receipt shall 
be considered late and non-responsive.  Any late quotations may not be evaluated for award.  

SCHEDULE OF EVENTS 
All times are Eastern Standard Time (EST). 

Event Date 

1.  RFQ Distribution to Suppliers  September 13, 2018 
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2.  Deadline for submitting questions September 17, 2018 

2.  Proposal/Quotation Due Date  1:00 PM, 
September 18, 2018 

3.  Target Date for Interviews Week of September 21, 2018 

4.  Anticipated decision  Week of September 24, 2018 

5.  Anticipated commencement date of work Week of September 24, 2018 

 
Responses must include: 
Summary Deliverables or Deliverable Extracts that highlight the Offerors Capability and 
Experience (in general) and the Capability and Experience of the proposed Candidate 
(specifically) in similar projects inclusive of tools, systems, training, alignment. Confidential client 
details should be redacted from these samples.  
 
Any candidate selected for interview will be expected to bring in work products such as , 
sample deliverables, work products and other materials developed for other Governmental and 
Private Sector client that: 
 Clearly demonstrate the capabilities of the proposed candidate to perform the work. 

Provided materials must have been developed by the proposed team member (as 
opposed to the firm); 

 Showcase candidate-specific innovative approaches, methods and tools used to develop 
these materials for the respective clients – and by extension could be applied to State 
needs and requirements; 

 Highlight meaningful results and successful business outcomes as a result of the 
candidate’s efforts, involvement and creativity; and 

 Demonstrate the ability of the candidate to address highly complex, multi-Agency or 
Enterprise level business problems and present these elements to a variety of technical 
and non-technical audiences at all levels of the State IT community. 

Suppliers may redact confidential identifying information within these items as to preserve the 
confidentiality of client-specific elements that should not be placed in public domain upon the 
award of this solicitation. 
 
One (1) biographical (4 page maximum) resume for the Proposed Candidate that identifies and 
focuses on the program/project management discipline the candidate is qualified for as 
requested in this solicitation and other pertinent information.  
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EVALUATION FACTORS FOR AWARD 

EVALUATION 
Each candidate will be evaluated by their area of specialty and level of experience in the 
defined discipline or in a related area. The demonstrated familiarity with a variety of the 
defined disciplines concepts, practices, and procedures as well as their extensive experience 
and judgment to plan and accomplish goals. A wide degree of creativity and latitude is 
expected. The evaluation categories and weights are listed below: 

• Experience (PM Large Multi-Stakeholder Projects)   25 

• Microsoft O365/M365 Implementation Project Experience  25 

• Communications       15 

• Technical Acumen       25 

• Education        10 

• Hourly Rate        Scored Separately 

• The contractor will not be permitted to substitute personnel for those submitted for RFQ 
evaluation without the approval of OIT.  Note: If a substitution situation occurs, the 
proposal will be re-evaluated.  If the substitution gives the contractor an unfair advantage 
during the RFQ process, the proposal may be eliminated or the other suppliers will also be 
given the chance to submit substitutions of personnel also. 

• All proposals will be evaluated for meeting the requested information.  Incomplete 
proposals will not be reviewed.  The proposals that provided the requested information will 
be evaluated for at least the highest prioritized candidate.  The proposals will be scored 
based on the criteria requested above.  We reserve the option to interview the top 
candidates.  Candidate substitutions between the proposal evaluation and interview 
periods are highly discouraged (see above).  If OIT has other qualified candidates, the 
contractor’s proposal requesting a substitution will be denied at this stage and the proposal 
will be eliminated from evaluation.  If OIT does not have enough qualified candidates due to 
the substitution, all received proposals will be asked to confirm their candidates, given a 
couple of days to provide replacements, and the entire process will start over. 

TERM AND CONTRACT 

• The contract will be for Time and Material through State Term Schedule (STS) contract 
and must reflect or be lower than STS rates, and must use STS categories. 

• The initial term is estimated through June 30, 2019, with the option to shorten or 
lengthen the term based on the State’s need and available funding. 

• No additional costs, such as travel, meals, lodging, taxes, parking or other associated 
costs may be charged separately for this work.  The supplier’s sole compensation for the 
duties described herein shall be the billings at the supplier’s hourly rate. 

• All contractors shall read, acknowledge and follow DAS policies, rules and guidelines. 
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• All work performed by the supplier shall be deemed a “work-for-hire,” and shall be the 
sole property of the State of Ohio.  The supplier may not use such work without OIT’s 
written consent.   

• Normal business hours (between 8:00 AM and 5:00 PM) Monday through Friday, 40 hours 
a week. Consultant may be required to work additional hours based on operational need 
with State prior approval. All work must be performed onsite at State project locations in 
the Greater Columbus Area. 

 

STATUS REPORTING 

Invoices must be accompanied by timesheets and submitted monthly for payment. 

NON-DISCLOSURE AGREEMENT 

Both candidate and company will be required to sign a non-disclosure agreement which 
prevents disclosure of any data obtained while on the engagement which can be used to 
personally identify any parties at any time either during or after the engagement. 

 

GUIDELINES FOR QUOTATION PREPARATION 

QUOTATION SUBMITTAL 

Each Supplier must submit three (3) complete, sealed and signed copies of its quotation 
(excluding cost information), and each quotation must be clearly marked “OITRFQ157” on the 
outside of its envelope along with Suppliers name. 

 

The cost information MUST be signed, and submitted in a SEPARATELY SEALED ENVELOPE.  
The envelope must be clearly marked “OITRFQ157” on the outside of its envelope along with 
the Supplier’s name. 

 

A single electronic copy of the complete quotation and cost must also be submitted with the 
printed quotations.  Electronic submissions should be on a CD, DVD or USB memory stick and in 
one (1) file and in PDF Format ONLY.  The electronic copy MUST be submitted in a 
SEPARATELY SEALED ENVELOPE. 

 

Each proposal must be organized in the same format as described below. Any material 
deviation from the format outlined below may result in a rejection of the non-conforming 
proposal. Each proposal must contain an identifiable tab sheet preceding each section of the 
proposal.  Quote should be good for a minimum of 45 days. 

• Cover Letter  for each resume citing qualifying discipline for candidate  
• Vendor contact name, email address, and phone number 
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• MBE or EDGE Certification – if applicable 
• State Term Schedule Number 
• STS Labor Category Code 
• Candidate Information: 

o Candidate Resume(s) 
o Discipline expertise 
o Additional candidate Information (optional) – supplier form 

• Candidate Hourly Rate 
• Conflict of Interest Statement 
• Payment Address 
• Proof of Insurance 
• W-9 Form 

The State will not be liable for any costs incurred by any offeror in responding to this RFQ, even 
if the State does not award a contract through this process. The State may decide not to award 
a contract at the State’s discretion.  The State may reject late quotations regardless of the 
cause for the delay. The State may also reject any quotation that it believes is not in its interest 
to accept and may decide not to do business with any of the Suppliers responding to this RFQ. 

Quotations MUST be submitted to the State’s Procurement Representative:  

DAS/OIT – Procurement Business Office 
30 East Broad Street, 39th Floor 
Columbus, OH  43215 

PROPRIETARY INFORMATION 

All quotations and other material submitted will become the property of the State and may be 
returned only at the State's option. Proprietary information should not be included in a 
quotation or supporting materials because the State will have the right to use any materials or 
ideas submitted in any quotation without compensation to the Supplier. Additionally, all 
quotations will be open to the public after the contract has been awarded. 

The State may reject any Proposal if the Supplier takes exception to the terms and conditions of 
this RFQ. 

WAIVER OF DEFECTS 

The State has the right to waive any defects in any quotation or in the submission process 
followed by a Supplier. But the State will only do so if it believes that is in the State's interest 
and will not cause any material unfairness to other Suppliers. 

REJECTION OF QUOTATIONS 

The State may reject any quotation that is not in the required format, does not address all the 
requirements of this RFQ, or that the State believes is excessive in price or otherwise not in its 
interest to consider or to accept.  The State will reject any Non-STS responses.  In addition, the 
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State may cancel this RFQ, reject all the quotations, and seek to do the work through a new 
RFQ or other means. 

Clarifications and Corrections 

During the evaluation process, the State may request clarifications from any Supplier under 
active consideration. It also may give any Supplier the opportunity to correct defects in its 
quotation.  But the State will allow corrections only if they do not result in an unfair advantage 
for the Supplier and it is in the State’s best interest. 

Requirements 

This RFQ asks for responses and submissions from Suppliers. While each criterion represents 
only a part of the total basis for a decision to award the contract to a Supplier(s), a failure by a 
Supplier to make a required submission or meet a requirement will normally result in a 
rejection of that Supplier's quotation. The value assigned to each criterion is only a value used 
to determine which quotation is the most advantageous to the State in relation to the other 
quotations that the State received. It is not a basis for determining the importance of meeting 
any requirement to participate in the quotation process. 

The evaluation process may consist of up to three distinct phases: 
1. The procurement representative's initial review of all quotations for defects; 
2. The evaluation committee's evaluation of the quotations; and 
3. Interviews (mandatory for selected candidates) 

Initial Review 

The procurement representative normally will reject any incomplete or incorrectly formatted 
quotation, though the procurement representative may elect to waive any defects or allow a 
Supplier to submit a correction. If a late quotation is rejected, the procurement representative 
will not open or evaluate the late quotations.  The procurement representative will forward all 
timely, complete, and properly formatted quotations to an evaluation committee, which the 
procurement representative will chair. 

Committee Review of the Quotations 

The State’s review committee will evaluate and numerically score each quotation that the 
procurement representative has forwarded to it. 

The evaluation will result in a point total being calculated for each quotation. Those Suppliers 
submitting the highest-rated quotations may be scheduled for the next phase. The number of 
quotations forwarded to the next phase will be within the committee's discretion, but 
regardless of the number of quotations selected for the next phase, they will always be the 
highest rated quotations from this phase. 

At any time during this phase, the State may ask a Supplier to correct, revise, or clarify any 
portions of its quotation. 
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The State will document all major decisions in writing and make these a part of the file along 
with the evaluation results for each quotation considered. 

Once the technical merits of a quotation are considered, the costs of that quotation will be 
considered. But the State may also consider costs before evaluating the technical merits of the 
quotations by doing an initial review of costs to determine if any quotations should be rejected 
because of excessive cost. And the State may reconsider the excessiveness of any quotation's 
cost at any time in the evaluation process. 

Interviews 

The State may record any presentations, demonstrations and interviews. 

Determination of Responsibility 

The State may review the highest-ranking Suppliers or its key team members to ensure that the 
Supplier is responsible. The Contract may not be awarded to a Supplier that is determined to be 
not responsible. The State’s determination of a Supplier’s responsibility may include the 
following factors: the Supplier’s and its key team members’ experience, past conduct on 
previous Contracts, past performance on previous Contracts, ability to execute this contract 
properly and management skill. The State will make such determination of responsibility based 
on the Supplier’s quotation, reference evaluations and any other information the State 
requests or determines to be relevant. 

Changing Candidates 

The major criterion on which the State bases the award of the contract is the quality of the 
Supplier's candidate(s). Changing personnel after the award may be a basis for termination of 
the contract. 

Contract Award Process 

It is OIT’s intention to award several contracts under the scope of this RFQ and as based on the 
RFQ Calendar of Events schedule, so long as OIT determines that doing so is in the State’s best 
interests and OIT has not otherwise changed the award date.  Any award decision by OIT under 
this RFQ is final.  After OIT makes its decision under this RFQ, all proposers will be notified in 
writing of the final evaluation and determination as to their proposals. 
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