
 

Attachments – Short-Form RFP (Rev. 9/2014) 

Proposal Application Checklist 
Applicant: RFP No.: 

The applicant’s proposal must contain the following components in the order shown below. Return this checklist to the 
purchasing agency as part of the Proposal Application.  SPOH forms are on the SPO website. 

Item Reference in RFP 
Format/Instructions 

Provided 

Required by 
Purchasing 

Agency 

Applicant to 
place “X” for 
items included 

in Proposal  

General: 
Proposal Application Identification 
Form (SPOH-200) Section 3, RFP SPO Website* X 
Proposal Application Checklist Section 5, RFP Attachment B X 
Table of Contents Section 3, RFP Attachment C X 
Proposal Application 
(SPOH-200A) Section 3, RFP SPO Website* X 
Provider Compliance Section 1, RFP SPO Website* X 
Cost Proposal (Budget) Section 3, RFP Sections 3 & 4, RFP X 
SPO-H-205 Section 3, RFP SPO Website* 
SPO-H-205A Section 3, RFP SPO Website* 
SPO-H-205B Section 3, RFP, SPO Website* 
SPO-H-206A Section 3, RFP SPO Website* 
SPO-H-206B Section 3, RFP SPO Website* 
SPO-H-206C Section 3, RFP SPO Website* 
SPO-H-206D Section 3, RFP SPO Website* 
SPO-H-206E Section 3, RFP SPO Website* 
SPO-H-206F Section 3, RFP SPO Website* 
SPO-H-206G Section 3, RFP SPO Website* 
SPO-H-206H Section 3, RFP SPO Website* 
SPO-H-206I Section 3, RFP SPO Website* 
SPO-H-206J Section 3, RFP SPO Website* 
Certifications: 
Federal Certifications 
Debarment & Suspension 
Drug Free Workplace 
Lobbying 
Program Fraud Civil Remedies Act 
Environmental Tobacco Smoke 
Program Specific Requirements: 
Liability Insurance X 

HCE compliance Section 1, RFP SPO Website* X 

*Refer to Section 1.2, Website Reference for website address

Exhibit "C" 
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	RFP No.: DOH-DOCD-17-01 Nursing and Staffing Services for Influenza Immunization Clinics
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	1.1 Procurement Timetable
	1.2 Website Reference
	1.3 Authority
	This RFP is issued under the provisions of the Hawaii Revised Statutes ("HRS"), Chapter 103F and its administrative rules.  All prospective Applicants are charged with presumptive knowledge of all requirements of the cited authorities.  Submission of ...
	1.4 RFP Organization
	This RFP is organized into five (5) sections:
	1.5 Contracting Office
	1.6 RFP Point-of-Contact
	1.8 Submission of Questions
	Applicants may submit written questions to the RFP point-of-contact identified in Section 1.5.  Written questions should be received by the date and time specified in the procurement schedule in Section 1.1.  The state purchasing agency will respond t...
	1.9 Discussions with Applicants
	Discussions may be conducted with potential Applicants to promote understanding of the state purchasing agency’s requirements prior to the submittal deadline. Discussions may also be conducted with Applicants whose proposals are determined to be reaso...
	1.10 Multiple or Alternate Proposals
	Multiple/alternate proposals are not applicable to this RFP.
	1.11 Confidential Information
	If an Applicant believes any portion of a proposal contains information that should be withheld as confidential, the Applicant shall request in writing nondisclosure of designated proprietary data to be confidential and provide justification to suppor...
	1.12 Opening of Proposals
	Upon the state purchasing agency’s receipt of a proposal at the designated location(s), proposals, modifications to proposals, and withdrawals of proposals shall be date-stamped, and when possible, time-stamped, held in a secure place and not examined...
	1.13 Additional Materials and Documentation
	1.14 Public Inspection
	Procurement files shall be open to public inspection after contracts have been awarded and executed by all parties.
	1.15 RFP Addenda
	The State reserves the right to amend this RFP at any time prior to the closing date for final revised proposals.
	1.16 Final Revised Proposals
	If requested, final revised proposals shall be submitted in the manner, and by the date and time specified by the state purchasing agency.  If a final revised proposal is not submitted, the previous submittal shall be construed as the best and final r...
	1.17 Cancellation of Request for Proposals
	The request for proposals may be canceled when it is determined to be in the best interests of the State in accordance with HAR §3-143-613.
	1.18 Costs for Proposal Preparation
	Any costs incurred by Applicants in preparing or submitting a proposal are the Applicants’ sole responsibility.
	1.19 Provider Participation in Planning
	Provider participation in a state purchasing agency’s efforts to plan for or to purchase health and human services prior to the release of a request for proposals, shall not disqualify Providers from submitting proposals if conducted in accordance wit...
	1.20 Rejection of Proposals
	A proposal offering a set of terms and conditions contradictory to those included in this RFP may be rejected.  A proposal may be rejected for any of the following reasons:
	A. Failure to cooperate or deal in good faith (HAR §3-141-201);
	B. Inadequate accounting system (HAR §3-141-202);
	C. Late proposals (HAR§3-143-603);
	D. Inadequate response to request for proposals (HAR §3-143-609);
	E. Proposal not responsive (HAR §3-143-610(a)(1));
	F. Applicant not responsible (HAR §3-143-610(a)(2)).
	1.21 Notice of Award
	1.22 Protests
	1.23 Availability of Funds
	The award of a contract and any allowed renewal or extension thereof, is subject to allotments made by the Director of Finance, State of Hawaii, pursuant to Chapter 37, HRS, and subject to the availability of State and/or Federal funds.
	1.24 Provider Compliance

	Head of State Purchasing Agency
	2.3  Demographics and Funding
	Probable funding amounts, source, and period of availability:
	Single      Multiple      Single & Multiple
	2.5 Secondary Purchaser Participation                                                                                                                                                 (Refer to HAR §3-143-608)
	2.6 Service Activities
	A. Staffing Services
	1. Coordinate and Conduct Prescreening Visits.
	Prescreening, also known as consent form review, is a process during which forms are reviewed for completeness and to prevent students with potential contraindications from receiving flu vaccine at the SFAS clinic.  This process streamlines clinic ope...
	a) Schedule and confirm the date and time of each prescreening visit with the participating school’s liaison.  The prescreening schedule shall correspond with the clinic schedule, which shall be provided by the STATE.  Prescreening must be completed b...
	b) Coordinate and ensure appropriate staffing for prescreening visits at each participating school.
	c) Train personnel to properly screen consent forms for contraindications and completeness.
	d) Through prescreening, determine the number of clinic participants at each school and their vaccine preference, along with the number of incomplete forms.  The STATE shall provide details on what information must be collected on the log form.
	e) Provide each school with a copy of the completed prescreening log after the prescreening visit.
	f) Ensure that actual time worked at each school is accurately documented.
	g) Make every effort to minimize lull times between schools.
	h) Provide all prescreening logs completed each day to the DOH within twenty-four (24) hours of the prescreening visit.
	2. Clinic Staffing
	Clinics shall be held at over 300 schools across the State of Hawaii. Clinic duration can range from 1 to 6 hours.  Staffing needs for each clinic shall be determined by the STATE and shall be based on the number of participants, the number of clinic ...
	The Provider shall be responsible for fulfilling the STATE’s staffing requests with personnel to perform the following activities:
	a) Screen participants prior to vaccination.
	Registrars or “screeners”, shall verify identification of participants and review their consent forms.
	b) Maintain flow of the clinic.
	Line flow staff shall direct participants to the appropriate stations and areas, in accordance with the clinic flowchart.  They shall address bottlenecks and guide traffic in an effort to keep the clinic moving in a safe and efficient manner.
	c) Observe and manage participants post-vaccination.
	Participants must wait fifteen (15) minutes in the observation area after they have been vaccinated, to ensure they do not experience an adverse reaction to the vaccine.
	If the observation area is located separately from the clinic, then the observation area staff must include one (1) Registered Nurse ("RN") who can identify and respond to adverse reactions using the emergency supplies provided by the STATE.
	d) Vaccinate eligible participants.
	Vaccinators shall review each consent form prior to administration.
	e) Return vaccine and clinic supplies to the DOH’s designated facility.
	(1) This service shall primarily be needed on Oahu, but may also be needed on the neighbor islands.
	(2) The STATE shall be billed a one-time flat transportation fee for this service.
	The Provider shall be responsible for hiring staff to perform these duties.  Staff shall be full time employees during program operations and based out of a STATE facility.
	C. Project Management
	The Provider shall:
	1. Designate one (1) Project Manager, who shall be the contact person responsible for the supervision and oversight of all services rendered by the Provider. This person shall collaborate, at a minimum, weekly with the STATE.  The Project Manager shal...
	2.7 Qualifications
	f) Be physically able to administer twenty (20) vaccinations per hour.
	g) Be willing to administer either IIV or LAIV, as determined by the clinic manager on the day of the clinic.
	a) Must be a certified Medical Assistant ("MA").
	4. Project Manager:
	a) Have an undergraduate degree in a related field.
	b) Have a minimum of three (3) years of experience in coordinating large-scale, statewide staffing projects for clinical or medical settings.
	c) Have at least one (1) year of experience in training or staff development.
	2.8 Pricing Structure
	A.  Negotiated unit of service rate.
	2. Immunization clinic hours and prescreening visits shall be billed based on actual hours worked with a guaranteed two (2) hours minimum charge per day.
	3. Vaccine and Medical Supply Support Staff shall be billed based on actual hours worked, as documented on timesheets.
	2.9 Other
	Litigation
	2.10  Reporting Requirements for Program and Fiscal Data.
	Applicant shall provide electronic reports to the STATE. These shall include, but not be limited, to the following:
	A. Staffing Report
	Total number of clinic staff utilized, by service rate type, statewide, and per county.
	B.  Personnel Action Report
	1. Detail issues that required action.
	2. Detail action taken for each occurrence .
	3. Total number of incidents within the following categories: dismissed, re-trained, re-assigned, and counseled.
	2.11 Contract Monitoring and Evaluation.

	The criteria by which the performance of the Contract shall be monitored and evaluated are:
	3.1 Instructions for Completing and Submitting Proposal Application
	 The proposal application documents shall be submitted in the following order:
	Proposal Application Identification Form (SPO-H-200)
	Table of Contents- Include a listing of all documents included in the application.
	Proposal Application Short-Form 1
	1.0 Qualifications
	A. Experience
	B. Program Organization
	C. Personnel
	D. Compliance
	2.0 Pricing
	3.0 Other
	Litigation
	4.0 Attachments


	4.1 Evaluation Process
	Consensus scoring shall be used by an evaluation committee reviewing the proposals using the following scale.
	A rating scale of 5 shall be used to rate each proposal. Only whole numbers shall be assigned (1, 2, 3, 4, or 5), half numbers are not utilized in this rating scale.
	5 – Outstanding (100% of points)
	Exceeded required elements by clearly proposing additional services or strategies (providing details and specific examples) for implementation to achieve the RFP requirements. No major weakness or minor weaknesses were found.
	4 - Satisfactory (80% of points)
	Proposed service met the minimum requirements of the RFP. Had only minor weaknesses.
	3 - Marginally Adequate (60% of points)
	Provided a general response but the proposed services do not contribute towards the achievement of the RFP requirements. Had at least one (1) major weakness.
	2 - Unsatisfactory (40% of points)
	Not all components were evident or only reiterated the wording of the RFP or other attached materials. Had more than one (1) major weakness.
	1 - Unresponsive (20% of points)
	Response did not answer the question.
	0 - No response given. (0 points)
	A response was not found.
	Points shall be awarded to each criteria based on the score awarded by the evaluation committee.
	Example:
	A question worth 2 points that receives a score of 5 shall be awarded 2 points. (100% x 2 points = 2 points)
	A question worth 2 points which receives a score of 4 shall be awarded 1.6 points. (80% x 2 points = 1.6 points)
	3. Personnel (20 points total, 5 points each)
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