LEGAL SERVICES FOR CHILD SUPPORT ENFORCEMENT



Request for Proposals No. 001



CLOSING DATE AND TIME:

January 27, 2012 
2:00 p.m.



CLOSING LOCATION: 

Street Address/Mailing Address
Alamance County Department of Social Services
Richard Stegenga, Business Officer
319 Graham Hopedale Road
Burlington, North Carolina  27217
e-Mail: richard.stegenga@alamance-nc.com



NOTE:	This RFP document may not be reproduced nor distributed without the prior express approval of Alamance County except by a Proponent for the purpose of a direct response to a proposal submission. 
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1.0	Overview of the Requirement 

The Department of Social Services (DSS) needs to have capable, cost efficient and competent legal representation for the Child Support Enforcement (CSE) unit.  
The (CSE) program was established in 1975 by Public Law 93-647, Part B (Title IV-D of the Social Security Act) and G.S. 110-128-141. These laws set forth the Federal and state requirements for the program. The purpose of the CSE program is to ensure that noncustodial parents (NCPs) support their children. 
The purpose of this Request for Proposal (RFP) is to solicit proposals from a variety of sources to determine if there are qualified applicants who can provide competent services in a cost efficient manner.

The Respondent shall present an hourly rate for the provision of services, not to exceed 75 hours a month without prior approval.  In calculating the bid amount, please consider that two legal assistants are provided and office space at the Alamance County Department of Social Services so that the contractor’s overhead requirements are minimal.  The amount of the bid will be one factor in determining the final award but shall not be the only determining factor.

There are two legal assistants assigned to handle processing of paperwork and other duties as required by the attorney and agents.  In addition, there will be office space for the attorney assigned to CSE at the Human Services Center, where CSE is located.
 
Based on the review of the RFP Responses, DSS intends to enter into a Contract for provision of the services. 

2.0	Definitions 

Throughout this Request for Proposal, the following definitions will be used: 

· “Contract” means a written Agreement executed by DSS and the Contractor; 

· “Contractor” means an individual, firm, consultant, supplier or group that is awarded an Agreement with DSS and is not deemed to be an “employee;”

· “Must” or “mandatory” means a requirement that must be met in order for a Response to receive consideration; 

· “Premise” means a specified DSS location; 

· “Proponent” means an individual, firm, consultant, supplier, or group that submits, or intends to submit, a proposal in Response to a Solicitation Invitation; 

· “Respondent” means an individual or a company that submits, or intends to submit, their Proposal in response to this “Request for Proposal;”

· “Response” means a statement of Proposal submitted in reply to a Request for Proposal; 

· “Response Submission” means a formal response by a Bidder or Proponent to a Solicitation Invitation in the form of a bid, tender, quotation or proposal. “Services” means labor, resources and materials provided by the Supplier as required to perform the Agreement as executed; 

· “Service Provider” means a Contractor or Supplier; 

· “Should” or “desirable” means a requirement having a significant degree of importance to the objectives of the Request for Proposal but is not mandatory; 

· “Solicitation” means an invitation by DSS to Bidders or Proponents to submit formal quotations, bids, tenders, proposals or statements of Proposal in direct Response to the invitation; 


3.0	Request for Proposal 

3.1	Inquiries 

All inquiries related to this Request for Proposal are to be directed, in writing, to the Business Officer listed at the address on the front cover. Information obtained from any other source is not official and should not be relied upon.  Inquiries and answers may be recorded and may be distributed to all Respondents at DSS option. 

3.2	Closing Date 

Three complete copies of each Response must be received by 2:00 p.m. on January 27, 2012 at the address above to the DSS 2nd Floor Reception Desk.  Responses where indicated may be sent by e-mail; however, the original signed copy must be delivered to the address noted on the Request for Proposal (RFP) front page when sending by e-mail within two working days of closing date.  Responses and their envelopes should be clearly marked with the name and address of the Respondent, the Request for Proposal number, and the project or program title. 

3.3	Late Responses 

Late Responses will not be accepted and will be returned to the Respondent. 

3.4	Proposal Review Committee 

Evaluation of Responses will be by a committee formed by DSS and may include employees and partners of DSS. 

3.5	Review and Selection 

The Proposal Review Committee will check Responses against the mandatory criteria.  Responses not meeting all mandatory criteria will be rejected without further consideration. 

At their option, the Proposal Review Committee may request oral presentation or discussion with any or all Respondents for the purpose of clarification or to amplify the materials presented in any part of the proposal.  However, Respondents are cautioned that the Proposal Review Committee is not required to request clarification; therefore, all proposals shall be complete and reflect the most favorable terms available from the Respondent.  

DSS intends to select the Service Provider on the basis of information obtained by DSS during the Qualification process and based on the information provided in Proposals.  Proposals will be evaluated and scored based on the following criteria:

Total cost to the Agency
Qualifications
Experience
Experience with area of law and work type/quantity 
Availability of pertinent skills
Ability to understand the Agency’s requirements and internal operational culture
Relations with citizens and employees

Award of a contract to one Respondent does not mean that the other proposals lacked merit; but that all factors considered, the selected proposal was deemed most advantageous to the agency.

3.6	References

The Proposal Review Committee will contact at least three of Respondent’s references if the Proposal Review Committee chooses.  If information from the three references contacted warrant further inquiry, Respondent may be requested to provide additional references.  The failure of the Respondent to list all similar contracts in the specified period may result in the rejection of the Respondent’s proposal.  The Proposal Review Committee may check all public sources to determine whether Respondent has listed all contracts for similar work within the designated period.  The Proposal Review Committee may contact the public entities to make inquiry into Respondent’s performance of those contracts and the information obtained may be considered in evaluating Respondent’s proposal.  

3.7	Signed Responses

Responses must be signed by a person authorized to sign on behalf of the Respondent and to bind the Respondent to statements made in response to this Request for Proposal. 

3.8	Changes to Response Wording

The Respondent will not change the wording of its Response after closing and no words or comments will be added to the Response unless requested by DSS for purposes of clarification. 

3.9	Respondents’ Expenses

Respondents are solely responsible for their own expenses in preparing a Response and for subsequent negotiations with DSS. 

3.10	Acceptance of Responses 

This Request for Proposal is not an agreement to purchase services.  DSS is not bound to enter into an Agreement with any Respondent. Responses will be assessed in light of the qualification review criteria.  DSS will be under no obligation to receive further information, whether written or oral, from any Respondent. 
3.11	Definition of Agreement

Notice in writing to a Respondent that it has been identified as a potential Contractor will not constitute an Agreement.  Only if a Respondent and DSS enter into a subsequent fully written Agreement will a Respondent acquire any legal or equitable rights or privileges relative to the services. 

3.12	Modification of Terms

DSS reserves the right to modify the terms of this Request for Proposal at any time in its sole discretion.  This includes the right to cancel this Request for Proposal at any time without entering into an Agreement. 

3.13	Ownership of Responses

All documents, including Responses, submitted to DSS become the property of DSS. 

3.14	Confidentiality of Information

Information pertaining to DSS obtained by the Respondent as a result of participation in this project is confidential and must not be disclosed without written authorization from DSS. 

3.15	Subcontracting

There shall be no subcontracting of duties required by this RFP.  

4.0	Services

Any Agreement with a Respondent will be substantially similar to the terms and conditions of a DSS Standard Contract which is attached.

Contents of Proposals

It is important that Respondent provide sufficient detail on each of the items below to properly communicate their understanding of what is expected and to convey the level of service that Respondent will provide to DSS.  At a minimum, Proposals should provide the following information in the exact order in which it is listed:

Statement of Understanding
Provide statement attesting that all details of service as listed above are fully understood and agreed to.  Response must be agreed to and signed by an authorized representative. 

Contractor Staff/Personnel
· A brief history of the firm;
· List key members of the proposed legal team, include resumes and a description of the function/responsibilities of each individual;
· Provide details concerning plan for staff who will be assigned to CSE, including contact information;
· Describe the firm’s resources available to support the services to be performed as outlined in this RFQ;
· Summarize what you consider are the qualifications of your firm and/or team that make you the most qualified firm to perform the work associated with this solicitation;
· State any history or present condition that would put the firm in any conflict of interest;
· List any similar work experience in the targeted legal area stated above;
· Provide a brief description of Respondent’s relevant clients, including municipal government clients during the last three (3) years;
· Any judgments within the last three (3) years in which Respondent has been adjudicated liable for professional malpractice.  If any exist, please explain; and
· Whether the Respondent is now or has been involved in any bankruptcy or reorganization proceedings in the last ten (10) years.  If yes, please explain.

Program Design
· Describe how service will be performed; and
· Plan for handling conflicts of interest and method for creating additional conflicts of interest which do not already exist.

Scope of Work
· Provide skilled legal representation in all court proceedings involving CSE (most court dates are on Fridays);
· Conduct and respond to discovery request in a timely manner;
· Review orders and assure compliance with legal standards;
· Provide legal advice, consultation and representation;
· Provide legal trainings to CSE staff as requested;
· Document work on cases as required to obtain federal reimbursement to offset the cost of services;
· Maintain appropriate records and make these records available for federal and state audits; and
· Attend training provided by the Department of Health and Human Services for CSE.

Requirements
· Licensed to Practice Law in the state of North Carolina;
· In good standing with the North Carolina State Bar;
· No disciplinary history with the North Carolina State Bar for the past two years;
· Attend all CSE court dates.  There are forty-five (45) court dates currently assigned to CSE for 2012.  The court dates are on Fridays.  There is also the possibility that CSE cases can be placed on the regular civil docket;
· Highly organized;
· Capable courtroom skills;
· Innovative;
· Accessible;
· Able to work in fast-paced environment;
· Plan to deal with conflicts of interest to create the least disruption; and
· Familiarity with or ability/desire to become familiar with applicable statues, case law and policy.

Malpractice Insurance
· Sufficient insurance coverage is necessary to adequately protect DSS, with certification of such insurance.



Alcohol and Drug Testing
· DSS requires both private and public contract providers to participate in a random alcohol and drug testing program.

Contract
· A written contract/agreement/memorandum of understanding will be executed.  The document will authorize services and provide a guarantee that the contractor will meet licensure and malpractice insurance requirements.

Financial
· The Respondent shall present an hourly rate for the provision of services, not to exceed 75 hours a month without prior approval;
· In calculating the bid amount, please consider that two legal assistants are provided and office space at the Alamance County Department of Social Services so that the contractor’s overhead requirements are minimal;  
· The amount of the bid will be one factor in determining the final award but shall not be the only determining factor.

5.0 	Review Criteria 

5.1	Mandatory Criteria

The following are mandatory requirements.  Responses not clearly demonstrating that they meet them will receive no further consideration during the evaluation process. 

	Criteria

	The Response must be received at the closing location by the specified closing date and time 
(2nd Floor Reception Desk at DSS).

	Three copies of the Response must be submitted. 

	The Response must be signed by a person authorized to sign on behalf of the Respondent.

	The Response must be in English and must not be sent by facsimile.

	The Response must include documentation of required Insurance.

	The Response must include documentation of alcohol and drug testing policy, procedure and program.



6.0	Respondent’s Response 

The following format and sequence should be followed in order to provide consistency in Respondent response and ensure each Response receives full consideration.  All pages are to be consecutively numbered.

TERMS:

· All Proposals are due to the DSS Business Officer by 2:00 p.m. on January 27, 2012 by e-mail or hard copy.  Three hard copies are required to be received in the DSS office on 2nd Floor Reception at 319 Graham Hopedale Road, Burlington, NC by January 30, 2012 at 5:00 p.m.

· Announcements about the award will be made February 20, 2012 at 5:00 p.m. by telephone and e-mail.

APPENDIX A: CHILD SUPPORT ENFORCEMENT MISSION STATEMENT

"To consistently collect as much child support money as possible
for the benefit of North Carolina's children."
[bookmark: CSE_AgcyRole]
Role & Responsibilities of the CSE Agency
· Gather all available information from individuals and other agencies.
· Evaluate their cases and determine the support activities to be pursued.
· Contract with attorneys to represent cases in civil court actions.  These attorneys represent the CSE agency and not the individual client in a case.
· Work with all parties in a case, providing information or explanation of case activities when appropriate.
· Keep the information that they receive confidential.  Only information that is public record can be divulged.  (N.C. law requires CSE to list the Social Security numbers of all parties who are involved in a child support case on documents that establish paternity and support.)
· Abide by federal regulations and state laws when handling child support cases.  Automation has increased the speed and accuracy of information gathering, taking actions, and disbursing support payments for children.
· Are required to continue providing the necessary services to all cases after Public Assistance is terminated, unless the client requests that services not be provided and no amounts are due and owed to the state.

Goals
Each county has both incentive goals and self-assessment goals that they are committed to meeting.  These goals not only ensure paternity and support are established and enforced timely, they have a budgetary impact.  As based on the performance of the office, monies are awarded on said performance.

Alamance County incentive goals for FY 11-12 are as follows:
· Percentage of Paternity Established	105%
· Percentage of Cases under Order	86%
· Percentage of Current Support Collections	62.24%
· Percentage of cases paying on Arrears	66.17%
· Total Collections	$10,225,348.00

In accordance with the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, states conduct annual reviews of the child support enforcement programs to measure compliance with federal regulations.  The results of these self-assessment reviews are reported to the Secretary of the Federal Department of Health and Human Service.  Each state is responsible for reviewing the following areas:
· Case closure	90% 
· Establishment of paternity and support orders	75% 
· Expedited process 6 months	75%
   12 months	90% 
· Enforcement of orders	75% 
· Securing and enforcing medical support	75% 
· Review and adjustment	75% 
· Interstate services	75% 

APPENDIX B: PROPOSAL SUBMISSION FORM 

Legal Services
REQUEST FOR PROPOSAL NO. [___] 


In order to be entitled to consideration, this Request for Proposal must be signed and submitted by: 
2:00 p.m., January 27, 2012

To:	Richard Stegenga
Business Officer
Alamance County Department of Social Services
319 Graham Hopedale Road
Burlington, NC  27217

I/We hereby offer to provide the noted services to upon the terms and conditions set out and/or referred to herein, and including any addenda acknowledged as received. 

Name of Firm: _____________________________________________

Name (Print or type): ________________________________________

Title: _____________________________________________________

Signature: _________________________________________________

Date: _____________________________________________________

Telephone: ________________________________________________

Fax: ______________________________________________________

E-Mail: ____________________________________________________


Supplier Information
Company Name: _____________________________________________

Address: ____________________________________________________

Telephone No: _______________________________________________

Fax No: _____________________________________________________

Names of Representatives 
Manager: ____________________________________________________

Operations: __________________________________________________

Accounting: __________________________________________________
Other Pertinent Data: ___________________________________________

Provide Documentation that shows you meet the RFP requirements for the following narrative description, copies of policies, procedures, etc:

Insurance Requirements:







Alcohol and Drug Testing:







Supplier Additional Comments/Information:







Company References
	First Client Reference 
	Name of Client
	

	
	Title or Position
	

	
	Organization Name
	

	
	Telephone
	

	
	Dates of Service
	

	Second Client Reference 
	Name of Client
	

	
	Title or Position
	

	
	Organization Name
	

	
	Telephone
	

	
	Dates of Service
	




	Third Client Reference 
	Name of Client
	

	
	Title or Position
	

	
	Organization Name
	

	
	Telephone
	

	
	Dates of Service
	




Cost: _________________________________________


I acknowledge the limits of the contract and items that cannot be funded per this RFP.


Signature: ____________________________________________

Date: _________________________________________________


APPENDIX C: STANDARD DSS CONTRACT
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