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l. Project Overview

A. Introduction/Statement of Purpose

Community Behavioral Health (CBH) is issuing this Request for Proposals (RFP) to contract
with a qualified printing company to perform general printing services for our agency. It is the
intent of this RFP to solicit proposals from all interested companies possessing expertise in
commercial and administative printing. The CBH Administrative Management department will
be managing the contract.

B. Organizational Overview

The City of Philadelphia contracts with the Commonwealth of Pennsylvania Department of
Human Services (PA DHS, formerly the Commonwealth of Pennsylvania Department of Public
Welfare/DPW) for the provision of behavioral health services to Philadelphia’s Medicaid
recipients under Pennsylvania’s HealthChoices behavioral health mandatory managed care
program. Services are funded on a capitated basis through this contractual agreement. The City
of Philadelphia, through the Department of Behavioral Health and Intellectual disAbility
Services (DBHIDS), contracts with Community Behavioral Health to administer the
HealthChoices program.

CBH was established as a non-profit organization by the City in 1997 to administer behavioral
health care services for the City’s approximately 550,000 Medicaid recipients. As a result, CBH
manages a full continuum of medically necessary and clinically appropriate behavioral health
services. CBH employs more than 390 people and has an annual budget of approximately $800
million.

DBHIDS has been actively transforming Philadelphia's behavioral health system for the last ten
years. This system transformation is rooted in approaches that promote recovery, resilience and
self-determination and build on the strengths and resilience of individuals, family members and
other allies in communities that take responsibility for their sustained health, wellness, and
recovery from behavioral health challenges. System transformation takes place in an
environment of self-determination and is individualized, comprehensive, flexible, person-first
(culturally responsive), and designed to support health and wellness across the lifespan. In
administering behavioral health services for Philadelphia’s Medicaid recipients, CBH has been
actively involved in the support and implementation of this system transformation.

C. Project Background

The purpose of this CBH Request for Proposal is to solicit proposals from interested printing
companies with documented expertise in meeting the administrative printing needs of companies
similar in size and organizational structure as CBH. All the requirements are specified in the
scope of work section (Section I1. B.: Services to be Provided/Required Tasks of this RFP).

D. Request for Proposals

CBH anticipates selecting one contractor to provide all of the services specified in this RFP. The
term of the contract will be from the execution date (anticipated to be January 1, 2016) of the
service agreement through December 31, 2016, and may be extended for up to three (3)
consecutive one (1) year periods.



E. General Disclaimer

This RFP does not commit CBH to award a contract. This RFP and the process it describes are
proprietary and are for the sole and exclusive benefit of CBH. No other party, including any
Applicant, is intended to be granted any rights hereunder. Any response, including written
documents and verbal communication, by any Applicant to this RFP, shall become the property
of CBH and may be subject to public disclosure by CBH.

. Scope of Work

A. Project Details
The overall objective of this RFP is to identify a qualified printing compay to meet CBH’s
administrative printing needs.

B. Services to be Provided/Required Tasks

CBH is seeking proposals to perform a variety of administrative printing services on an on-
going, as needed, basis throughout the contract period. Work performed is expected to be routine
in nature and of a scope normally required by a public service agency. Types of products
expected to be procured under the awarded contract include but are not limited to:

e Stationery with the agency’s logo

e Address, and related contact information

e Matching ‘second page’ stationery that would not require any artwork

e Various sized business envelopes

e Business cards

e Forms

e Operational manuals on 8 %2” x 11” plain three (3) hole punched paper

e Member handbooks (5.5 “x 8.5” finished size) saddle stitched, three tab with self-mailing
covers

e Miscellaneous print jobs in limited quantities ranging from hundreds to thousands of
pieces.

Since the exact quantities and products will change based upon business necessity and cannot be
predicted with exact certainty, CBH is seeking proposals that will identify quantity price
discounts at pre-determined levels for standard and non-standard print jobs using both camera-
ready copy supplied by CBH as well as artwork designed and maintained by the selected vendor.

e Proposals should provide pricing for various types of products as well as estimated pricing
at graduated quantity levels

e Costs associated with the artwork design and production should be listed separately where
feasible

e Discuss any creative pricing or payment options the Applicant can provide

e Describe alternate approaches to the requested services where feasible or additional
services offered or recommended, which may not be specifically requested but of benefit
to Community Behavioral Health



C. Monitoring

The CBH Administrative Management Department will be managing the contract. An individual
from that unit will be identified as the point person for the work to be conducted under the
contract that is developed through this RFP and will monitor those activities for the duration of
the contract.

D. Reporting Requirements
There are no reporting requirements for these services.

E. Compensation/Reimbursement
Services for the proposed project will be reimbursed as they are incurred through submission of
invoices to CBH.

While CBH may award a contract based on the initial offer, an Applicant should make its initial
offer on the most favorable terms available. CBH reserves the right, however, to have
discussions with those potential consultants falling within a competitive range, and to request
revised pricing offers from them and to make an award or conduct negotiations thereafter.

F. Organization and Personnel Requirements

CBH is seeking a printing company with the requisite skills and abilities to perform the work
being sought through this RFP. The selected company must have at least three (3) years of
experience providing printing services. Applicants should include any credentials from any
certifying organization that attest to the capabilities of the organization or of any of the
individuals employed by the organization that will be working on the proposed project.

Special consideration will be given for the following:

e Businesses owned and controlled by minorities, women, and persons with disabilities.
e Philadelphia-based Applicants.

G. Technology Capabilities

Applicants must have the technology capabilities required to perform the proposed activities in
this RFP. At a minimum, Applicants must have capability to submit invoices electronically. In
addition, applicants should describe their technological capabilities related to printing services.

I11.  Proposal Format, Content, and Submission Requirements; Selection Process
A. Required Proposal Format

1. Format Structure

1.a. Proposal Cover Sheet
The cover sheet (see Appendix A) should be completed with the Applicant’s information and
included as the first page of the proposal.



1.b. Table of Contents
A table of contents should be included as the second page of the proposal with each section of
the proposal included and with a page number for the first page of each section.

1.c. Format Requirements

Proposals must be prepared simply and economically, providing a straightforward, concise
description of the Applicant's ability to meet the requirements of the RFP. Each proposal must
provide all the information detailed in this RFP using the format described below. The narrative
portion of the proposal must be presented in print size of 12, using a Times New Roman font,
single spaced on 8.5” by 11” sheets of paper with minimum margins of 1”. For each section
where it is required, the Applicant must fully answer all of the listed questions in the outline
form in which they are presented in the RFP. Answers to each question must be
numbered/lettered and correspond to the numbered/lettered questions in this RFP. Failure to
number and letter the questions or to respond to all questions may result in the proposal’s being
considered non-responsive. Each attachment, appendix or addendum must reference the
corresponding section or subsection number.

Applicants are required to limit their narrative responses to 8 single-spaced pages. This page
limit includes sections 2.a. — 2.e. below. There are no limitations for the cost proposal and
organizational requirements, sections 2.f and 2.g. If you have responded to a requirement in
another part of your proposal, make reference to that section and do not repeat your response.
Applicants whose narrative exceeds 8 single spaced pages may have their proposals considered
non-responsive and be disqualified.

2. Proposal Content
The proposal should follow the format below. Information should be complete and demonstrate
that the Applicant can perform the required work in a professional manner.

2.a. Applicant Profile/Statement of Qualification/Relevant Experience
Applicant contact information, including how long you have been in business, and the specific
services you provide. Please provide a brief narrative description of the purpose, corporate status
(profit or non-profit), and organizational structure of the company. Organizational charts may be
used to support appropriate aspects of this narrative and included as an attachment to your
proposal. Identify and briefly describe related work completed in the last three years. Describe
only work related to the proposed effort and include any examples of similar work in
governmental, non-profit or human services related organizations. Include evidence of
satisfactory and timely completion of similar work performed for past projects.

2.b. Project Understanding and Proposed Scope of Work
Prepare a brief introduction including a general demonstration of understanding of the scope and
complexity of the required work. Provide a description of how the proposed services will be
provided. Please include a description of each item identified in the scope of work section
(Section 11. B.) and describe creative solutions and alternative approaches where feasible.

In this section please also provide a brief description of the items below relevant to your
organization. Special consideration will be given for the following:



e Business owned and controlled by minorities, women and disabled persons
e Philadelphia-based Applicants.

Demonstrative samples of your work may be included as attachments, when labeled
and referenced in this Scope of Work section (111.A.2.b).

2.c. Personnel

Identify key personnel who will be assigned to this project. Detail their experience in work
related to the proposed assignment. Specify the Project Manager who will serve as a contact
person. Provide resumes and job descriptions for all individuals proposed to participate in the
project. Provide copies of certifications of any individual whose job description requires a
certification. In this section, also state the intention, if that is the case, to utilize subcontractors
to perform any of the work for this project. For each subcontractor, provide the name and
address of the subcontractor, a description of the work the subcontractor will provide, and
whether the subcontractor will assist in fulfilling the goals for inclusion of minority, woman, or
disabled owned businesses.

2.d. References
Please include references with contact information from at least three organizations that have
used your firm’s services in the past 3 years and have been customers for a minimum of 12
months.

2.e. Project Plan and Timeline
Provide a description of the project plan and timeline for services you would expect to provide
(e.g. how long it would take for your company to fill typical printing requests or orders).

2.f. Cost Proposal
Each prospective Vendor must provide a detailed listing and narrative (if needed) of estimated
fees for the services outlined above.

Final rates will be determined in negotiations with the qualified Applicant after the proposal
submissions have been reviewed and contract negotiations have begun. Although CBH may
begin contract negotiations based on the submitted proposal, CBH reserves the right to have
discussions with those Applicant(s) falling within a competitive range and to request revised
pricing offers from them and to make an award or conduct negotiations thereafter.

2.9. Operational Documentation and Requirements
In this section, please include the following information, either within the section itself or by
reference to an attachment to your proposal:
e Tax Identification Number
e Letter attesting that all required federal, state and local taxes (including payroll taxes) for
the past twelve (12) months have been paid
e In the case of for-profit organizations, group or individual practices, disclosure of any
person or entity holding any shared ownership or controlling interest of 5% or more.
e M/W/DSBE Status — For-profit Applicants



3. Terms of Contract
For the contract entered into by CBH as a result of this RFP, negotiations will be undertaken
only with a successful Applicant whose application, including all appropriate documentation,
shows it to be qualified, responsible, and capable of performing the work required in the RFP.

The selected Applicant shall maintain full responsibility for maintenance of such insurances as
may be required by law of employers, including but not limited to Worker’s Compensation,
General Liability, Unemployment Compensation and Employer’s Liability Insurance, and
Professional Liability and Automobile Insurance.

The Applicant, as a potential Consultant, is required, per Chapter 17-1404 (1) of the Philadelphia
Code, to disclose certain campaign contributions (defined as a provision of money, in-kind
assistance, discounts, forbearance, or any other valuable thing) made during the last two years to
any of the following:
a. A candidate for nomination or election to any public office in the Commonwealth of
Pennsylvania;
b. Anincumbent in any public office in the Commonwealth of Pennsylvania;
c. A political committee or state party in the Commonwealth of Pennsylvania; or
d. A group, committee, or association organized in support of any candidate, office holder,
political committee, or state party in the Commonwealth of Pennsylvania.

Further, if the Applicant is an individual and makes campaign contributions totaling over $2,500
in one calendar year to a candidate for City office or to an incumbent, the individual is not
eligible to be a Contractor for over $10,000 during that candidate or incumbent’s term in office.

Similarly, if the Applicant is a business (i.e. corporation, limited liability company, partnership
association, joint venture, or any other legal entity) and makes campaign contributions totaling
over $10,000 in one calendare year to a candidate for City office or to an incumbent, the business
is not eligible to be a Contractor for over $25,000 during that candidate or incumbent’s term in
office.

Please refer to the Philadelphia Code, Chapter 17-1404 for a more detailed list of disclosure
requirements that might preclude your company from consideration for an award of this
RFP.

B. Minority/Women/People with Disabilities Owned Business Enterprises

CBH is a City-related agency and as such its contracted providers/vendors/consultants must
cooperate with the intent of the local municipality regarding minority/women/disabled-owned
business enterprises. It is the expectation of CBH that the selected Applicants will employ a
“Best and Good Faith Efforts” approach to include certified minority, women and disabled
businesses (M/W/DSBE) in the services provided through this RFP where applicable and meet
the intent of M/W/DSBE legislation.

The purpose of M/W/DSBE state legislation is to provide equal opportunity for all businesses
and to assure that CBH funds are not used, directly or indirectly, to promote, reinforce or
perpetuate discriminatory practices. CBH is committed to fostering an environment in which all



businesses are free to participate in business opportunities without the impediments of
discrimination and participate in all CBH contracts on an equitable basis.

e For-profit Applicants should indicate if their organization is a Minority (MBE), Woman
(WBE), and/or Disabled (DSBE) Owned Business Enterprise and certified as such by an
approved certifying agency and/or identified in the OEO Certification Registry. If the
Applicant is M/W/DSBE certified by an approved certifying agency, a copy of
certifications should be included with the proposal. Any certifications should be
submitted as hard copy attachments to the original application and copies that are
submitted to CBH.

e Not-for-profit Applicants cannot be formally M/W/DSBE certified. CBH does utilize
adapted state definitions to determine the M/W/DSBE status. Criteria are applied to not-
for-profit entities to determine M/W/DSBE status in the CBH provider network, as
follows (all criteria must be satisfied)

0 At least 51% of the board of directors must be qualified minority individuals and/or
women and/or people with disabilities.

o0 A woman or minority individual or person with a disability must hold the highest
position in the company.

o Minority groups eligible for certification include African Americans, Hispanic
Americans, Native Americans, and Asian Americans.

o Citizenship and legitimate minority group membership must be established through
birth certificates, military records, passports, or tribal cards.

e Not-for-profit organizations may have sub-contracting relationships with certified
M/W/DSBE for-profit organizations. Not-for-profits should include a listing of their
M/W/DSBE certified sub-contractors, along with their certification information.

e For additional information regarding the Commonwealth of Pennsylvania’s M/W/DSBE
certification process, go to the following website:
www.dgs.state.pa.us/portal/server.pt/community/bureau_of minority
and_women_business_opportunities/1358

C. City of Philadelphia Tax and Regulatory Status and Clearance Statement

As CBH is considered a quasi-governmental, City-related agency, prospective Applicants must
meet certain City of Philadelphia requirements. It is the policy of the City of Philadelphia to
ensure that each contractor and subcontractor has all required licenses and permits and is current
with respect to the payment of City taxes or other indebtedness owed to the City (including, but
not limited to, taxes collected by the City on behalf of the School District of Philadelphia), and is
not in violation of other regulatory provisions contained in the Philadelphia Code. To assist the
City, through its Department of Revenue and Department of Licenses and Inspections, in
determining this status, each Applicant is required to complete and return with its proposal, a
City of Philadelphia Tax Status and Clearance Statement Form (see Appendix B).

If the Applicant is not in compliance with the City’s tax and regulatory codes, an opportunity
will be provided to enter into satisfactory arrangements with the City. If satisfactory



arrangements cannot be made within a week of being notified of their non-compliance,
Applicants will not be eligible for award of the contract contemplated by this RFP.

All selected Applicants will also be required to assist the City in obtaining the above information
from its proposed subcontractors (if any). If a proposed subcontractor is not in compliance with
City Codes and fails to enter into satisfactory arrangements with the City, the non-compliant
subcontractor will be ineligible to participate in the contract contemplated by this RFP and the
selected Applicant may find it necessary to replace the non-compliant subcontractor with a
compliant subcontractor. Applicants are advised to take these City policies into consideration
when entering into their contractual relationships with proposed subcontractors.

Applicants need not have a City of Philadelphia Business Privilege Tax Account Number and
Business Privilege License Number to respond to this RFP, but will, in most circumstances, be
required to obtain one or both if selected for award of the contract contemplated by the RFP.
Proposals for a Business Privilege Tax Account Number or a Business Privilege License may be
made on line by visiting the City of Philadelphia Business Service site-
http://business.phila.gov/Pages/Home.aspx and clicking on “Register Your Business.” If you
have specific questions, call the Department of Revenue at 215-686-6600 for questions related to
City of Philadelphia Business Privilege Tax Account Number or the Department of Licenses and
Inspections at 215-686-2490 for questions related to the Business Privilege License.

D. City of Philadelphia Disclosure Forms

Applicants and subcontractors are required to complete the City of Philadelphia Disclosure
Forms (see Appendix C and separate website Attachment) to report campaign contributions to
local and state political candidates and incumbents; any consultants used in responding to the
RFP and contributions those consultants have made; prospective subcontractors; and whether
Applicant or any representative of Applicant has received any requests for money or other items
of value or advice on particular firms to satisfy minority-,woman- or disabled-owned business
participation goals. These forms must be completed and returned with the proposal. The forms
are attached as a separate PDF on the website posting.

For specifics regarding the eligibility of an individual or a business who has made a campaign
contribution to be awarded a contract, please refer to Section Ill. A. 3 of this RFP.

E. CBH Disclosure of Litigation Form

The Applicant shall describe any pending, threatened, or contemplated administrative or judicial
proceedings that are material to the Applicant’s business or finances including, but not limited to,
any litigation, consent orders or agreements between any local, state, or federal regulatory
agency and the Applicant or any subcontractor the Applicant intends to use to perform any of the
services described in this RFP. Failure to disclose any of the proceedings described above may
be grounds for disqualification of the Applicant’s submission. Complete and submit with your
proposal the CBH Disclosure of Litigation Form (see Appendix D).

F. Selection Process

An application review committee will review all responses to this RFP. Based on the criteria
detailed below, the committee will make recommendations concerning the submissions that are
best able to meet the goals of the RFP.



Submissions will be reviewed based upon the merits of the written response to the RFP.

Specific scoring criteria upon which the review will be based include:

1. Threshold Requirements

Threshold requirements provide a baseline for all proposals, which means they provide basic
information that all Applicants must meet. Failure to meet all of these requirements may
disqualify an Applicant from consideration through this RFP. Threshold requirements
include timely submission of a complete application with all sections outlined in Section I1I.
A. completed. Threshold requirements include having the requisite experience and
qualifications to implement the program, and being a Vendor in good standing with the City
and CBH.

Threshold requirements also include consideration of the Applicant’s financial status,
including any potential delinquencies to the City and CBH. Proposals may be rejected, if, in
CBH'’s judgment, the Applicant has failed to provide all information required by this RFP;
has been delinquent or unfaithful in the performance of any contract with CBH or others; is
delinquent, and has not made arrangements satisfactory to CBH with respect to the payment
of City taxes or taxes collected by the City, or other indebtedness owed to the City or other
taxing authorities; is not in compliance with regulatory codes applicable to Applicant; is
financially or technically incapable; or is otherwise not a responsible Applicant.

CBH reserves the right to conduct investigations with respect to financial, technical and
other qualifications, and references without notice to the Applicant.

Applicants that do not meet all of the threshold requirements may have their proposals
disqualified. For Applicants meeting the threshold requirements, the scoring criteria
for this RFP upon which the review will be based are as follows:

e Demonstrated qualifications and relevant experience (50 pts.)
e Likelihood that the proposal will provide the best value compared to other submitted
proposals (50 pts.)

Special consideration will be given for the following:

V.

A

e Businesses owned and controlled by minorities, women, and disabled persons
e Philadelphia based Applicants

Proposal Administration

Procurement Schedule

The anticipated procurement schedule is as follows:
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RFP Event Deadline Date
RFP Issued November 5, 2015
Deadline to Submit Questions November 11, 2015
Answers to Questions on Website November 18, 2015
Application Submission Deadline November 24, 2015
Applicants Identified for Contract Negotiations December 11, 2015

CBH reserves the right to modify the schedule as circumstances warrant.

This RFP is issued on November 5, 2015. In order to be considered for selection,
all applications must be delivered to the address below no later than 5:00 PM on
November 24, 2015.

Community Behavioral Health
801 Market Street
7" Floor
Philadelphia, PA 19107

ATTN: Hans Leach

e Application packages should be marked “Printing Services RFP”. Applications
submitted by any means other than mailing, courier, or hand delivery will not be
accepted.

e Applicants must submit an electronic version of the application prepared as a PDF
document placed onto a compact disc or flash drive with one clearly marked signed
original application and three (3) copies of the application.

e Applications submitted after the deadline date and time will be returned unopened.

e The individual Applicant or an official of the submitting agency, authorized to bind the
agency to all provisions noted in the application, must sign the cover sheet of the
application.

B. Questions Relating to the RFP

All questions concerning this RFP must be submitted in writing via email to Hans Leach at
hans.leach@phila.gov by November 11, 2015. CBH will respond to questions it considers
appropriate to the RFP and of interest to all Applicants, but reserves the right, in its discretion,
not to respond to any question. Responses will be posted on the DBHIDS website by November
18, 2015. Responses posted on this website become part of the RFP upon posting. CBH
reserves the right, in its discretion, to revise responses to questions after posting, by posting the
modified response. No oral response to any Applicant question by any CBH employee or agent
shall be binding on CBH or in any way considered to be a commitment by CBH. Contact with
other CBH staff, or other related staff, regarding this RFP is not permitted and failure to comply
with this restriction could result in disqualification.

C. Interviews/Presentations
Applicants may be required to make an oral presentation concerning various aspects of their
application to CBH. Such presentations provide an opportunity for Applicants to clarify their
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application to insure a thorough and mutual understanding. CBH will schedule such
presentations on an as-needed basis.

D. Term of Contract

The initial contract resulting from this RFP will start within 90 days of receipt of the award letter
and will apply until CBH deems the project completed. CBH reserves the right to set the rates
for this service, budgets and rates notwithstanding. Continuation of funding is contingent upon
the availability of funds, quality of service being provided and contract compliance. All contracts
become binding on the date of signature by the Applicant’s Chief Executive Officer and
Community Behavioral Health’s Chief Executive Officer or designee. CBH reserves the right to
re-issue all or part of the RFP if it is not able to establish acceptable Applicants for any or all
services. CBH also reserves the right to amend contracts throughout the contract period, and to
renegotiate the contract length as needed.

V. General Rules Governing RFPs/Applications; Reservation of Rights; Confidentiality
and Public Disclosure

A. Revisions to RFP

CBH reserves the right to change, modify or revise the RFP at any time. Any revision to this
RFP will be posted on the DBHIDS website with the original RFP. It is the Applicant’s
responsibility to check the website frequently to determine whether additional information has
been released or requested.

B. City/CBH Employee Conflict Provision

City of Philadelphia or CBH employees and officials are prohibited from submitting an
application in response to this RFP. No application will be considered in which a City or CBH
employee or official has a direct or indirect interest. Any application may be rejected that, in
CBH’s sole judgment, violates these conditions.

C. Proposal Binding

By signing and submitting its proposal, each Applicant agrees that the contents of its proposal
are available for establishment of final contractual obligations for a minimum of 180 calendar
days from the proposal deadline for this RFP. An Applicant’s refusal to enter into a contract
which reflects the terms and conditions of this RFP or the Applicant’s proposal may, in the
CBH?’ sole discretion, result in rejection of Applicant’s proposal.

D. Reservation of Rights

By submitting its response to this notice of Request for Proposals as posted on the DBHIDS
website, the Applicant accepts and agrees to this Reservation of Rights. The term “Notice of
Request for Proposals,” as used herein, shall mean this RFP and include all information posted
on the DBHIDS website in relation to this RFP.

1. Notice of Request For Proposals (RFP)

CBH reserves the right, and may, in its sole discretion, exercise any one or more of the
following rights and options with respect to this notice of contract opportunity:
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(a) to reject any and all applications and to reissue this RFP at any time;

(b) to issue a new RFP with terms and conditions substantially different from those set forth
in this or a previous RFP;

(c) to issue a new RFP with terms and conditions that are the same or similar as those set
forth in this or a previous RFP in order to obtain additional applications or for any other
reason CBH determines to be in their best interest;

(d) to extend this RFP in order to allow for time to obtain additional applications prior to the
RFP application deadline or for any other reason CBH determines to be in its best
interest;

(e) to supplement, amend, substitute or otherwise modify this RFP at any time prior to
issuing a notice of intent to develop a provider agreement or consultant contract to one or
more Applicants;

(F) to cancel this RFP at any time prior to the execution of a final provider agreement or
consultant contract whether or not a notice of intent to develop a provider agreement or
consultant contract has been issued, with or without issuing, in CBH’s sole discretion, a
new RFP for the same or similar services;

(9) to do any of the foregoing without notice to Applicants or others, except such notice as
CBH, in its sole discretion, elects to pos