DEPARTMENT OF BUDGET AND MANAGEMENT

OFFICE OF PERSONNEL SERVICES AND BENEFITS

Recruitment & Examination Division
REQUEST FOR PROPOSALS (RFP)
ON-LINE RECRUITMENT AND EMPLOYMENT ADVERTISING
I.  SUMMARY STATEMENT
The Department of Budget and Management, Office of Personnel Services and Benefits, Recruitment & Examination Division, herein referred to as the “Department,” is seeking proposals for a vendor to provide on-line Recruitment Branding and Employment Postings to assist the Department and all other State of Maryland (“State”) agencies in obtaining qualified job candidates to fill State employment openings, to include proper screening of candidates so as not to burden the limited State staff in finding and hiring the best qualified candidates for the job positions.

The overall goals of the recruitment branding and employment postings are to:

1. Establish the State as a viable and successful employer; 

2. Provide a competitive rate for on-line job postings that reach the largest audience feasible to entice new job candidates to work for the State; 
3. Provide applicant screening to limit the number of candidates to be reviewed by the State staff to the most qualified for the specific job position being advertised; and
4. Enable each State agency to be billed separately at the group posting rate, including its portion of the recruitment branding as each agency places postings.
II.  DELIVERABLES 

· Customized Job Branding to look like State agency websites to grab the attention of prospective employees and convey the benefits of employment with the State.
· The ability to post as many job openings as possible during the approximately one-year term of the Contract.  A single posting is to be available for a period of one month with the expectation that advertised job positions can be changed by the purchasing State agency an unlimited number of times during that month.
· Proper screening to ensure only qualified candidates are submitted to the State for further review and potential hiring without burdening the State with extra work to find the right candidate for the job.

· Separately invoicing each individual State agency that submits a posting.
· Submit monthly aggregate billing statements to the Department when usage by State agencies only is within $15,000 of the $25,000 not to exceed amount.
· Provide the Department with a separate monthly aggregate listing of usage by Maryland non-State governments and agencies (See Section XII).
III.  CONTRACT TERM
The anticipated term of the Contract shall be from the anticipated Contract award date of February 1, 2009 to December 31, 2009.  However, as described under Section V. Procurement Method, below, if it appears that the maximum Contract amount of $25,000 will be exceeded before December 31, 2009 unless modified in accordance with State procurement regulations, this Contract will expire as of the time that the $25,000 expenditure level is reached.
IV.  BACKGROUND
Each State Agency in the State is responsible for its own recruiting and advertising of open positions within the agency.  The Department of Budget and Management is the approval authority for most State service contracts.  Currently, each agency posts open positions on-line on an individual basis, which presumably costs considerably more money then would result from all State agencies being viewed as a single purchasing entity, with the anticipated commensurate group rate savings.  The Department is seeking to establish a group rate for posting positions on-line with job branding to entice potential employees.  This Contract will enable each State agency to utilize a lower posting rate to reach the maximum number of candidates on-line for job openings.
In addition, as per Section XII, in order to assist Maryland local governments, the RFP requires the Contractor selected to perform the contract that results from this RFP to provide the same services to Maryland local government agencies as the RFP requires for State agencies, at the same rates.
V.  PROCUREMENT METHOD

This procurement is being conducted as a Small Procurement as described in COMAR 21.05.07.  Small Procurement procedures may be used for procurements that are not expected to exceed $25,000 in price for usage by State agencies.  If it appears that the State will need more than $25,000 of postings for State agencies during the time period under this Contract, the Department will undertake a new procurement prior to the time the $25,000 limit is reached.  This Contract will end the sooner of December 31, 2009 or when $25,000 in usage has been obtained.  (Also see Section III, Contract Term, above.)
VI.  SUBMISSION INFORMATION 

All proposals must be received at the location shown below by 5:00 p.m., January 26, 2009.  Mail/Deliver/E-mail proposals to:





Jamie Tomaszewski




Division of Procurement Policy & Administration





45 Calvert Street, Room 134





Annapolis, MD 21401





jtomasze@dbm.state.md.us





410-260-7386 

Inquiries must be directed to the Department to the attention of Jamie Tomaszewski at the above mentioned telephone number and addresses.
VII.  PROPOSAL SUBMISSION SHOULD INCLUDE

1. A description of the outreach potential for the Company website in terms of absolute numbers, broken down by various demographic groups and geographic penetration, partnerships with large social networking websites and partnerships with print media in the State.

2. A detailed explanation of the screening process that will be used, to include:
a. How the screening is done;

b. What specific criteria is used to screen candidates to identify only those appropriate to forward to the advertising State agency;
c. Typical timeframe between the receipt of an applicant response, the analysis (screening) of the applicant and, if the applicant is deemed qualified, the forwarding of the response to the requesting State agency,

d. How many personnel do screening currently; and
e. If additional staff will be needed to take on the State’s Contract.
3. A detailed explanation of the posting process that will be used, to include:

a. Single point of contact with phone number and email address;

b. How postings are accepted;

c. The timeframe for postings to occur on-line after submission;

d. The ability to change job positions on a posting during the one month allotment;

e. The timeframe for removal of postings;

f. The identification requirements to verify State and Maryland local government agencies.

4. A sample job branding for an employer for which a similar service has been performed, preferably for government employment.
5. Samples of previously completed postings, with references that may be contacted to confirm satisfaction with results, timeliness, and price.  (Provide a contact person for each reference, with title and telephone number and, if possible, an e-mail address.)
6. Description of the company to include history, growth record and expansion plans or growth targets, location(s), organization chart, mission and any other relevant company information.
7. Description of monthly billing procedures, with a focus on the ability and process to individually bill State and Maryland local government agencies submitting postings.

8. Contact person.  (Name, position, telephone and email address.)

9. Any other information deemed appropriate for consideration under this procurement.

10. A firm fixed proposal price to complete all deliverables based upon the model in Attachment A.  Attachment A should be completed with no substantive changes or exceptions taken and submitted with the technical proposal to be evaluated.
VIII.  AWARD DETERMINATION
A Contract shall be awarded to the offeror whose proposal is determined to be the most advantageous to the State considering price and the evaluation of the proposal using the selection criteria described in Section IX below.  The technical factors listed in Section IX will have greater weight than the price (financial factor) in the overall award determination.  (“Financial factor” means the Grand Total Number of Postings, in Row 3, Column B of Attachment A.)   
IX.  SELECTION CRITERIA
All proposals received in response to this solicitation will be evaluated according to these technical evaluation factors (criteria):
· The potential outreach to the largest appropriate demographics possible, including any partnership(s) with social networking websites and partnership(s) with print media in Maryland.  “Appropriate demographics” include:  

1. Total outreach;

2. Outreach within Maryland and the surrounding areas;

3. Outreach to a broad spectrum of employee types;

4. Outreach to professional candidates and candidates with advanced education;

5. Outreach to a wide spectrum of candidates by gender, race, age, education, etc.;
· The ability to screen potential job applicants so only the most qualified for the specific position being advertised are provided to the advertising agency;

· The judged creativity and effectiveness of the submitted samples; 
· The judged experience and qualifications of the offeror, with specific emphasis on similar projects; 
· The satisfaction of references; 

· Ability to bill individual State or Maryland local government agencies for their respective monthly postings ; and
· Ability to track, monitor and submit total aggregate billings under the Contract for both State and Maryland local government agencies to the Department monthly, with timely advance/prior notice to the Department when State agency usage only is within $15,000 of the $25,000 not to exceed amount.
X.  DEPARTMENT OBLIGATIONS
The Department agrees to:

1. Provide a list of eligible State agencies that will be utilizing the Contract group rate for job posting and to update the list as it deems appropriate.  However, because of the extensive number of State entities of all sizes or the possibility that new entities may be created subsequent to the Department providing this list, the Department will confirm the State agency status of any entity which claims such status but isn’t included on the initial list.
2. For all materials developed by the Contractor, promptly review for approval and/or provide comments on desired changes. 
3. Provide and distribute Contractor contact information and group posting rate to all State agencies.  
4. Work with the Contractor to track and monitor the number of postings by the State agencies to ensure the $25,000 limit for State agency usage is not exceeded during the Contract period.
XI.  PAYMENT
The Contractor may invoice for each posting on a monthly basis throughout the Contract term in accordance with the rates contained in its financial proposal.  Invoicing shall be to each individual State agency submitting a posting, including the Department when the Department does a posting.
An agency may withhold and/or reduce payment for unsatisfactory performance.

XII.  CONTRACT EXTENDED TO INCLUDE NON-STATE MARYLAND GOVERNMENTS OR AGENCIES
Maryland county, municipal, and other non-State governments or agencies may purchase from the Contractor goods or services covered by this Contract at the same prices chargeable to the State.  All such purchases by non-State Maryland governments or agencies: (1) shall constitute contracts between the Contractor and that government or agency; (2) shall not constitute purchases by the State or State agencies under this Contract; (3) shall not be binding or enforceable against the State, and (5) may be subject to other terms and conditions agreed to by the Contractor and the purchaser.  The Contractor bears the risk of determining whether or not a government or agency with which the Contractor is dealing is a State agency.
Any usage of the Contract resulting from this RFP by Maryland non-State governments or agencies will not be counted within the $25,000 cap established for this Contract.  (See Sections III and V.)  Nonetheless, Maryland non-State governments or agencies Contract usage shall be at the same rates and with the same types and level of service as is required for State agencies.
XIII.  ATTACHMENTS

ATTACHMENT A – Price Proposal Form.

ATTACHMENT B – The State Contract.  It is provided with the RFP for informational purposes and is not required at proposal submission time.  However, it must be completed, signed and returned by the selected Offeror to the Procurement Officer upon notification of proposed Contract award.
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