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	1.0
Introduction

	1.1
Problem Statement

MassDEP is dependent on the completion, collection, and processing of paper timesheets to support the Human Resources Compensation Management System (HR/CMS) payroll activities and Time Management System (TMS) tracking and reporting.  TMS is comprised of two basic modules, an outdated data entry module that collects data for subsequent transfer to a stable Access-based database back end.  Since 1989 TMS has been used to provide critical:

· Payroll time and attendance data, and 

· Employee work effort data supporting:

· Fiscal cost recovery and chargeback, and

· Ongoing review and evaluation of programmatic goals and objectives

There are three main issues:

Paper-based timesheet processing

The current dependence on paper is inefficient, inaccurate, and wasteful of resources.  MassDEP uses almost 3/4 of a metric ton of paper each year on paper time keeping forms.

TMS Data Entry Module is built on pre-Windows, dBase/Clipper Technology that is no longer supported

The current TMS data entry module is build on technology that is no longer supported or available.  This means that should any component become unstable enough to require a major systems re-build it would not be possible since the underlying programming and compiler are unavailable.  The integration of TMS with the Windows environment is increasingly complex and unstable.
TMS depends on the experience of staff with many years of experience

Because the application is so old many fixes and patches have been applied over time, very few of these are formally documented.  In order to make the TMS data entry module work, the Operators must have a great depth of knowledge in the minutiae of the application and be able to apply the various work-arounds necessary for it to function. The long time TMS Data Entry Operator is retiring.  She takes with her all of the knowledge required to keep the data entry component working.  She also takes with her the speed of data entry build up over her many years working with the application.



	1.2
Project Objectives

The purpose of this RFQ is to select a vendor that: 

· Can supply software and services that presents the most reasonable cost over five years of operation and best fits the MassDEP specifications including:

· The acquisition of Commercial off-the-shelf (COTS) software that may be customized to meet the MassDEP specifications, including training and maintenance,

· A contract with an Application Service Provider (ASP) hosting an application that may be customized to meet the MassDEP specifications, including training and any required maintenance, or

· Some other mix of goods and services that fulfill the specifications and included training and maintenance.  

· Changes to current business process that optimize a particular solution can be proposed along with any mix of goods and services.




	2.0
Proposal Guidelines

	The Commonwealth of Massachusetts’ Department of Environmental Protection (MassDEP) seeks competitive bids from ITS23 qualified vendors to address the proposal guidelines and scope of work defined in this document. Vendors may choose to partner with other businesses/affiliates, but MassDEP requires a single point of contact resulting from this RFQ. Vendors may propose solutions that use third party off-the-shelf software solutions, but the cost to purchase said products must be included in the price proposal.

MassDEP will invest in accordance with the Commonwealth Enterprise IT Acquisition Policy, found at http://www.mass.gov/itd/ (Search for: ITD-APP-02). In particular, MassDEP will consider as part of the best value evaluation all possible solutions, including open standards compliant open source and proprietary software as well as open standards compliant public sector code sharing at the local, state and federal levels.

The Enterprise Technical Reference Model (ETRM) provides an architectural framework used to identify the standards, specifications and technologies that support the Commonwealth's computing environment.  This includes Open Standards, Commonwealth Security Standards, service architecture & hosting, etc.  

MassDEP will conduct a best value evaluation for IT investments. This evaluation will consider, at a minimum, total cost of ownership over the entire period the IT solution is required, fit with identified business requirements, reliability, performance, scalability, security, maintenance requirements, legal risks, ease of customization, and ease of migration.



	2.1 Critical Dates

Due Date

Time Deadline

Activity

11/21/2007

4:00 PM

RFQ Posted on Comm-PASS; ITS23 Vendors Notified

12/17/2007

10:00 AM

DEP hosts vendor conference – 1 Winter St., Boston

01/15/2008

12:00 PM

All vendor questions and requests for clarification due via fax or e-mail.

02/05/2008

4:00 PM

DEP Responds to vendors’ questions

02/25/2008

12:00 PM

Final Vendor Proposals and Sealed Bids Due

02/26-03/03/2008

N/A

Check References supplied in proposals

04/01-05/2008

9AM – 4PM

Finalist Interviews (2 hrs/finalist)

04/15/2008

4:00 PM

Final Vendor Selected and Notified

Upon contract signature

Project Begins

05/06/2008

Project Kickoff Meeting with DEP Staff




	Proposal Guidelines
continued



	2.1.1
Vendor Conference

A vendor conference will be held to answer questions about this RFQ. It will be held at the DEP offices at 1 Winter Street, 2nd Floor, Boston, MA 02108. Please visit http://www.mass.gov/dep/about/contacts.htm for directions.

Upon arrival, take the escalators to the 2nd floor, where the receptionist will show you to the conference area where the session will take place.

All documents regarding the RFQ, including the Questions and Answers generated in the Vendor Conference will be posted on the Comm-Pass website, http://www.comm-pass.com


	2.2
RFQ Communications and Enquiries

All enquiries about this document must be addressed in writing and submitted via e-mail, USPS, or FAX to MassDEP by 12:00 PM on January 15, 2008. The vendor is responsible for confirming receipt of all enquiries. Written enquiries should not contain pricing information.  All questions should be addressed to the official contact:


Mailing Address:
Barbara Duffy





Department of Environmental Protection





One Winter Street, 4th Floor





Boston, MA 02108


E-mail:


Barbara.Duffy@state.ma.us


FAX:


(617) 556-1049

All communications, responses, and documentation must be in English; all bids must be in U.S. Dollars.

Vendors are prohibited from direct communication with any MassDEP employee about the RFQ, except the contact, Barbara Duffy, mentioned above. No other Commonwealth employee or representative may provide any information or respond to any enquiries about this RFQ, unless charged to do so by the official contact.



	2.3
Quote Submission

Please submit one (1) original electronic copy and eleven (11) paper copies of the proposal before 12:00 PM on February 25, 2008. Proposals received after the deadline will not be considered. The electronic copy must be submitted on a floppy disk, CD-R, or DVD-R in searchable format (e.g. MS Word, Searchable PDF). E-mail submissions will not receive consideration.

MassDEP requests that the originals and copies be submitted on recycled paper and printed on both sides of a page. You are encouraged to use products containing post-consumer or easily recyclable material. Unnecessary samples, attachments, or documents not specifically requested in the RFQ should not be submitted. Doing so saves paper and encourages concise proposals.




	Proposal Guidelines
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	Send proposals to:





Barbara Duffy





Department of Environmental Protection





One Winter Street, 4th Floor





Boston, MA 02108

All submissions in response to this RFQ are subject to the Massachusetts Public Records Law, M.G.L., Chapter 66, Section 10, and to Chapter 4, Section 7, and Subsection 26, regarding public access to such documents.  Any statements, which reserve confidentiality or privacy rights in submitted responses, or are otherwise inconsistent with these statutes, will be void and disregarded. 

At MassDEP’s sole discretion, a prospective vendor who receives this RFQ may be disqualified from this solicitation if they either:

a) Choose not to respond.

b) Fail to submit a quote by the given deadline

c) Submit an incomplete quote

d) Do not conform to the MA GL 801 CMR 21.00: Procurement of Commodities and Services (also known as insider trading activity)

e) Do not submit the pricing and cost information in a separate, sealed envelope.



	2.4
Quote Conditions

The vendor’s proposal and quote must remain in effect for at least 60 calendar days from the deadline for submission of the proposal.

This RFQ may be modified or withdrawn at any time at MassDEP’s discretion.

If, in MassDEP’s opinion, none of the vendor proposals are acceptable, then MassDEP may decide to reject all vendors.  

By the issuance of this RFQ, MassDEP is not obligated to award a contract.

MassDEP reserves the right to amend the contents of this RFQ or due dates during the quote solicitation, evaluation and selection process.  Any changes will be communicated to vendors in writing via e-mail or fax.



	2.5
Contract Term

Contract will run from time of signature until the completion date, estimated as June 30, 2008.



	2.6
Subcontractor(s)

MassDEP requires a single point of contact resulting from this RFQ.  The selected vendor (the Contractor) must accept full responsibility for any subcontractor’s performance.  If subcontractors are used, the Contractor must provide a list of all subcontractors, a description of each subcontractor’s responsibilities and signed letters of agreement between the Contractor, as the Prime Contractor, and its subcontractor(s) identifying their responsibilities and their relationship to the Prime Contractor.  The Contractor must notify the MassDEP on any subcontractor changes, additions and deletions throughout the term of the contract.  MassDEP has the right to approve/reject any subcontractors.

The Contractor shall be responsible for meeting all of the terms of any contract resulting from this RFQ.




	Proposal Guidelines
continued



	2.7
Contractual Obligations

The Commonwealth’s Terms and Conditions and the Commonwealth’s Standard Contract Form take precedence over all other written agreements concerning this procurement. The Terms and Conditions document is executed and filed only once by an ITS23 contractor. As stipulated by ITS23, the Contractor and the MassDEP will mutually determine the final scope of work and all warranties.

All software, whether Third Party or a customized programmed solution, must adhere to the Commonwealth of Massachusetts Website and Software Development Agreement Procedures. They may be found at: http://www.mass.gov/itd/ (Search for: Website and Software Development). The selected vendor (the Contractor) will assign to the Commonwealth, as of the date on which the Commonwealth reimburses the Contractor for such deliverables, all intellectual property rights that it may possess in the Commonwealth Property related to such deliverable and all derivative works thereof.  The Contractor will also agree to execute all documents and take all actions that may be necessary to confirm such rights, including providing any code used exclusively to develop such deliverables for the Commonwealth and the documentation for such code. The Contractor will enter into an agreement that acknowledges that there may be future rights that the Commonwealth may otherwise become entitled to with respect to Commonwealth property that does not yet exist, as well as new uses, media, means and forms of exploitation, current or future technology yet to be developed, and that the Contractor specifically intends the foregoing ownership or rights by the Commonwealth to include all such now known or unknown uses, media and forms of exploitation.  Each employee and/or consultant of the selected vendor (the contractor) will be required to sign the Commonwealth’s Intellectual Property Agreement.



	2.8
Third Party Software

The Contractor must warrant to the Commonwealth that it has obtained all rights, grants, assignments, conveyances, licenses, permissions and authorizations necessary or incidental to any materials owned by third parties supplied or specified by it for incorporation in the Time Reporting and Management project.  Said rights, grants, assignments, conveyances, licenses, permissions and authorizations necessary or incidental to any materials owned by third parties supplied or specified by it for incorporation in the Time Reporting and Management project must be transferred to the Commonwealth at the completion of the project.



	2.9
Web Accessibility Requirements

The selected vendor (the Contractor) shall enter into an agreement with the Commonwealth of Massachusetts Department of Environmental Protection, which includes Contract Language related to meeting Accessibility Standards.  The Web Standards are available online at www.mass.gov/itd (Search on Web Accessibility Standards).  Web Accessibility standards must be met for all custom developed software as well as COTS products.  The Contract language for custom software that will be incorporated into the Statement of Work Agreement includes the following sections




	Proposal Guidelines
continued



	2.9.1
Compliance with Standards

[Contractor] shall ensure that all deliverables delivered under this agreement adhere to (1) the Section 508 Standards for Electronic and Information Technology Accessibility, 36  C.F.R. §1194, issued under Section 508 of the Rehabilitation Act of 1973, as amended (29 U.S.C. § 794(d)) (the “Section 508 Standards”), and (2) the Web Accessibility Standards, (the “ITD Standards”) issued by the Commonwealth of Massachusetts’ Information Technology Division (“ITD”), available online at www.mass.gov/itd. For purposes of this Agreement, [Contractor’s] obligations pertaining to these standards shall be limited to those subsections thereof that have been certified by ITD and the Massachusetts Office on Disability as objective and measurable. Such subsections shall be posted by ITD at www.mass.gov/itd. The Section 508 and ITD Standards may be modified from time to time, and Contractor is responsible for compliance with the most current version in effect on the date that [Contractor] executes this Agreement. 



	2.9.2
Training

[Contractor] shall coordinate with Mass DEP in the identification of all prospective attendees at [Contractor] training who require accommodation, and shall cooperate with Mass DEP in its provision of such accommodation.  

All technical and user documentation and any additional training material delivered by [Contractor] under this Agreement shall include alternative keyboard commands that may be substituted for mouse commands. Any documentation delivered under this Agreement and wholly owned by the Mass DEP shall be in an agreed-upon editable format. 



	2.9.3
AT/IT Environment List

Within MassDEP, the Assistive Technology environment includes:

· Software – operating system Windows 2000 or XP

· Jaws for Windows v 8.0

· Window Eyes v 6.0 beta3

· Microsoft Text to Speech Engine 4.0

· Zoom Text Xtra v7.6.6531

· Dragon Naturally for Windows v. 8.0 & 9.0

· Hardware 

· Telesensory CCTV

· Aladdin Genie Pro CCTV

The Contractor shall deploy all internal products that meet the above list.




	Proposal Guidelines
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	2.9.4
Software Developed Under the Agreement

Prior to commencing any design work under this Agreement, [Contractor’s] Project Manager and design professionals shall meet with MassDEP’s Project Manager to review the Section 508 and ITD Standards, and the AT/IT Environment List, and to discuss their impact on the design process.  

[Contractor] shall test every software deliverable delivered under this Agreement, including the custom code created to customize commercial off the shelf software (COTS) (collectively, “Deliverables”), and any updates, new releases, versions, upgrades, improvements, bug fixes, patches or other modifications to the software (“Enhancements”) developed under this agreement, against Section 508 and ITD Standards, and for interoperability with the AT and IT environment listed in the AT/IT Environment list. At the time each such Deliverable or Enhancement is delivered to Mass DEP, [Contractor] shall deliver to Mass DEP and the ITD Accessibility Laboratory (the “ITD ATL”) the results of such testing.  

In addition, Contractor shall cooperate with the ITD ATL, and any Accessibility Testing Contractor engaged by the ITD ATL, or by Mass DEP under the supervision of the ITD ATL, in the performance of testing.  The ITD ATL, any Accessibility Testing Contractor engaged by the ITD ATL, or by Mass DEP under the supervision of the ITD ATL, shall test each Deliverable or Enhancement against the Section 508 and ITD Standards, and for interoperability with the AT and the IT environment described in the AT/IT Environment List. The ITD ATL shall certify such deliverables or Enhancements as compliant with the Section 508 and the ITD Standards, and interoperable with the AT and environment described in the AT/IT Environment List.   

[Contractor] shall be responsible for curing each instance in which its deliverables fail to comply with the Section 508 or ITD Standards.  Contractor shall use best efforts to cooperate with Mass DEP, the ITD ATL, and any pertinent AT Contractor to correct any problems identified during such testing with the interoperability of the Deliverables or Enhancements with the AT and the IT environment specified in the AT/IT Environment List. 

[Contractor] shall provide a credit against amounts due by Mass DEP under this agreement for all testing, including repeat accessibility testing required with respect to Deliverables or Enhancements that fail initial testing with respect to the Section 508 or ITD Standards and are required by the ITD ATL to be retested in that regard. Such credits shall not exceed 5% of either (1) the total fixed price due [Contractor] under this Agreement, or (2) the total not-to-exceed amount of this Agreement if entered under a time and materials basis. 



	2.9.5
Maintenance Agreements

Any maintenance agreement entered by [Contractor] and Mass DEP in connection with the system delivered under this Agreement shall require [Contractor] to cooperate with Mass DEP in its efforts to resolve interoperability problems that arise during the term of the maintenance agreement related to the use of such system with specific AT in a specific IT environment.




	Proposal Guidelines
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	2.9.6
COTS and ASP Software 

· [Contractor] shall conduct testing against the Section 508 and ITD Standards, and for interoperability with the AT and IT environment listed in the AT/IT Environment list, on all COTS referenced in  [Contractor’s] bid that must be acquired by Mass DEP through another agreement (such as the Commonwealth’s statewide software reseller agreement) in order to implement the system to be delivered by [Contractor] under this Agreement, and all COTS (including for purposes of this section COTS configured by [Contractor]), or software to be provided by [Contractor] or its subcontractors in their capacity as application service providers (ASP), delivered under this agreement, and any Enhancements thereto or new versions thereof, prior to its delivery to Mass DEP (collectively, COTS and ASP Software).Contractor shall deliver to both Mass DEP and the ITD ATL the results of such testing with each delivery of COTS or ASP Software. 

· [Contractor] need not conduct such tests for COTS and ASP Software for which accessibility testing has already been conducted and test results have already been provided to the ITD ATL. Instead, [Contractor] shall provide notice to Mass DEP that such software has already been certified by the ITD ATL. The notice shall include the name of the software or Enhancement, and the date the software was so certified.

· The ITD ATL, or any Accessibility Testing Contractor engaged by the ITD ATL, or by Mass DEP under the supervision of the ITD ATL, shall test such software for accessibility against the Section 508 Standards and the ITD Standards, and for interoperability with the specific AT and the IT environment set forth in the AT/IT Environment List.   The ITD ATL shall certify as accessible all software so tested that complies with the Section 508 Standards and the ITD Standards, and is interoperable with the AT and the environment specified in the AT/IT Environment List, and shall maintain a central web-based list of certified software for use by the Executive Department. 

· [Contractor] shall be responsible for curing each instance in which its deliverables fail to comply with the Section 508 and ITD Standards. Contractor shall use best efforts to cooperate with Mass DEP, the ITD ATL, and any pertinent AT Contractor to correct any problems identified during such testing with the interoperability of the Deliverables or Enhancements with the AT and the IT environment specified in the AT/IT Environment List. 

· [Contractor] shall provide a credit against amounts due by Mass DEP under this agreement for all testing, including repeat accessibility testing required with respect to Deliverables or Enhancements that fail initial testing with respect to the Section 508, ITD Standards and are required by the ITD ATL to be retested in that regard. Such credits shall not exceed 5% of the either the total fixed price due [Contractor] under this Agreement, or the total not-to-exceed amount of this Agreement if entered under a time and materials basis. 

· [Contractor] shall not deliver COTS or ASP software under this Agreement that fails to meet such standards unless it has documented (1) that it has performed due diligence in seeking accessible alternative COTS or ASP Software, offering equivalent features and functionality to the inaccessible COTS or ASP Software, for which [Contractor] is or can readily become a licensed distributor; and (2) the cost of developing substitute accessible software under this Agreement. (Such documentation need not include reference to any specific competing COTS or ASP Software and its level of accessibility).  COTS or ASP Software delivered under this Agreement or under another contract with a state agency in connection with a system delivered under this Agreement that does not meet the Section 508 Standards or the ITD Standards shall be acceptable if either (1) the software Contractor provides a roadmap for meeting such standards and interoperating with such AT or (2) the agency seeks and obtains a waiver from ITD that it would be an undue hardship on the agency to eschew use of such COTS or ASP Software. 




	Proposal Guidelines
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	2.10
Vendor Response Costs

All vendor pre-contract costs, including but not limited to, proposal preparation and presentation, system demonstrations, documentation, site visits, briefings, debriefings, and negotiation meetings are entirely the responsibility of the vendor and shall not be chargeable in any manner to MassDEP.



	2.11
Terms of Payment

Each deliverable will be paid upon agency acceptance of the deliverable and in accordance with the Commonwealth’s bill paying policies.  MassDEP will be provided with ten (10) business days to review a deliverable and provide feedback to a vendor.

The contractor will receive payment after each major categorical deliverable on the acceptance and sign off of the MassDEP Project Manager.  A ten percent (10%) holdback from each deliverable will be retained until the completion of the project.  This set-a-side will be released after two (2) months unless the Commonwealth identifies in writing to the selected Vendor that the work provided does not meet the contractual or deliverable requirements.  The selected Vendor will be required to make whole all requirements identified in the contract, task orders, or deliverables.



	2.12
Warranty

The Contractor will be required to provide a one‑year warranty on the entire system/application at no additional cost to the Commonwealth.  The warranty will cover all work completed by the Contractor, without modification by MassDEP technical staff, per the terms and conditions of a signed contract.



	2.13
Public Documents

Vendor proposals become public documents. If requested, MassDEP will share any and all vendor proposals. Anyone requesting copies of vendor proposals will be charged a reasonable administrative and duplication fee for all materials requested.




	3.0
Proposal Requirements

	3.1
Minimum Requirements

The scope of a vendor’s proposal must include, at a minimum:

· An explanation of the vendor’s proposed strategy for analysis, assessment, and design of this project.

· An explanation of the vendor’s software development process, identifying key phases and deliverables and how the methodology will be applied to this project.

· An explanation/presentation of any off-the-shelf software solutions, if applicable.

· A description of the vendor’s experience in performing similar projects in comparable size and scope.  

· A description of key high‑level tasks, specific vendor deliverables and assumptions.

· A description of the vendor’s project management practices.

· An initial, high‑level project plan that includes an initial estimate of time and dates to complete tasks of the project (i.e. assessment/analysis, scope/design, plan/specifications, prototype, development, test, production, implementation, knowledge transfer, documentation etc.) along with base assumptions to explain the estimates.

· A description of the vendor’s quality assurance methodology.

· Resumes for all proposed vendor project team members, and a list explaining each member’s role on the project. 

· Pricing information and approach.  The pricing information must be sealed and separate from the rest of the proposal. 

See the Business Requirements section and the Statement of Work section, for additional details and requirements.



	3.2
Vendor References and Qualifications

Vendors must provide at least three (3) references for work performed that is similar in nature to the scope of this RFQ.  At least one of the references should be a local company or governmental unit.  In responding to this question vendors should provide:

Reference Company Name (company/agency name)

Contact Person

Address

Phone number

Fax number

E-mail address, and

A description and dates of services provided

Vendors should anticipate that phone contact with the reference would be made during the reference check period.  The MassDEP selection team may deem the vendor non-responsive and/or the vendor’s proposal non-responsive if a provided reference does not meet the MassDEP selection team’s full satisfaction.

Subcontractors must also supply references as stated above.

MassDEP has a preference for vendors with demonstrable experience in time management systems or time and attendance work activity and project tracking applications.




	Proposal Requirements
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	3.3
Project Plan

Vendors must provide a project plan with their responses to this RFQ.  This initial project plan, generated in MS Project format, take into account all tasks defined within this RFQ and identify other recommended tasks, milestones and key deliverables.  The estimated start and finish time for each task is to be identified.  

The project plan must contain milestones that directly correlate to the itemized prices in the price proposal.  



	3.4
Project Manager

Vendors must provide the resume of the proposed project manager who will be the selected vendor’s main interface with the MassDEP Time Reporting and Management project manager.  Vendors should also include qualification statements or resumes of other proposed project team members.  It is desirable that the vendor’s project manager has experience with projects similar in size and scope to this project.



	3.5
Quality Assurance Requirements

The Time Reporting and Management project must be managed to ensure a quality product for MassDEP.  To that end, the MassDEP selection team requires that vendors identify their Quality Assurance methodology that encompasses a description of roles and responsibilities, techniques utilized to monitor the project, walkthroughs and reviews, independent project audits, risk management planning, etc.  

See the Business Requirements section for additional details and requirements.



	3.6
Pricing Proposal

The pricing information must be submitted on a fixed price basis. The total price for this contract must not exceed $250,000 for the total cost over five years, and include all business and technical requirements as well as training, maintenance requirements, and documentation. The pricing proposal must be itemized.

At a minimum, the vendor must provide those items identified in Business Requirements and Technical Requirements sections. Each item, or feature, must be associated with a deliverable. Pricing must be segmented according to deliverables. Payments will be made per deliverable.  

In their response to this RFQ, vendors must describe the approach, or method, that will be applied in meeting the deliverables.  Vendors must describe the process that will be used in the submission of deliverables for review and approval.  

The pricing proposal must be sealed and separate from the rest of the vendor response (the technical proposal). Only one copy of the pricing proposal is required.

Vendors may include solutions that require reasonably priced third party off-the-shelf software products.  The selected vendor will not be required to purchase or provide any computer hardware or software recommended for the project.  MassDEP will procure all hardware and software through existing state approved vendors using funds from the fixed price set aside for this expressed purpose. Any required hardware and software purchases used to implement the project deliverables must be enumerated in the submitted proposal.
Costs that are not specifically identified in the vendor's response, and accepted by the MassDEP as part of a contract, will not be compensated under any contract awarded pursuant to this RFQ.




	4.0
Evaluation of RFQ Responses

	Only responses that are submitted on or before the RFQ response due date of February 25, 2008 will be evaluated.

	4.1
Vendor Selection and Evaluation Process

1. Screen all RFQs for completeness.  A vendor’s response that fails to address the minimum requirements of this RFQ will be non-responsive and may be disqualified from further consideration. Should a response be deemed non-responsive, the evaluation committee will determine whether or not to request the additional information needed to fulfill the minimum requirements of the RFQ.  Note: Pricing proposals will not be opened at this time, except that an individual who is not a member of the evaluation committee will examine the proposals to view the total price. Any pricing proposal that exceeds the total price specified above will be deemed non-responsive.

2. Score all proposals on content.

3. Call references listed by the vendor.  Factor in responses from references to overall score.

4. Open and score pricing proposals. 

5. Invite top vendors in for final interview, demonstration and/or presentation. The highest scoring vendor will have first choice of date and time to present.  The next highest will select next and so on until all finalists are scheduled.  Score the interview and presentation. 

6. Calculate final score totals after the interview section is completed. Select a vendor.  Award contract.  

7. Announce selected vendor on Comm-PASS web site.  

8.
Schedule debriefings if requested.

	4.2
Types of Requirements

For evaluation purposes, the requirements of this RFQ have been designated into three types:
1. Mandatory requirements (examples of this use words such as “must”, “shall”, “will”, “will not”, etc.); 

2. Desirables (examples of this use words such as “may”, “could”, “desirable”, etc.) and 

3. Additional services/features that are not in the scope of work but believed to be needed by you the vendor in order to have a successful implementation.  

The goal of this RFQ is to provide the best value to achieve the goals of this project.  Vendors proposing alternatives which provide substantially better or more cost effective performance than achievable under a stated RFQ specification or vendors that propose discounts, uncharged services or other benefits in addition to the RFQ specifications may receive a preference or additional points.

The MassDEP Time Reporting and Management selection team will evaluate each response on each requirement and assign merit points according to a numerical rating scale.  Points will be awarded using predefined metrics where requirements be measured in a qualitative manner. For other requirements, points will be awarded as the vendor commentary demonstrates strengths, weaknesses, or responsiveness.  For example, it is mandatory for a vendor to submit a Quality Assurance Plan, but the quality of the submittal may vary depending on the vendor’s approach to Software Quality management, experience with similar projects, and other factors.  To the extent that a vendor’s response to the requirements demonstrates technical expertise and competence, the vendor will earn points.  Requirements that allow a vendor to present a viable alternative are considered and may also earn points.  

The MassDEP Time Reporting and Management selection team will evaluate responses to the specifications designated as desirables and assign points based on how well the response addresses the desired task and demonstrates that the vendor’s efforts will contribute to the successful completion of the project in a timely manner.


	Evaluation of RFQ Responses
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	4.3
Relative Importance of Criteria

The MassDEP Time Reporting and Management selection team will consider five evaluation criteria plus the pricing proposal during its review of a vendor’s proposal.  The evaluation criteria, in the order of importance to the team are listed below:

1. Technical Requirements - The selection team will evaluate the vendor’s proposal to deliver the items specified in the Statement of Work, considering the vendor’s problem resolution methodology, and the vendor’s approach to developing and deploying the solution in stages.  

2. Business Requirements - The selection team will review and assess the vendor’s Project Management Plan and Quality Assurance plan.  Evaluation will consider the vendor’s ability to complete the project on time, furnish logical timelines, monitor project progress, and develop contingency plans where warranted. The team will consider the vendor’s Software Quality Assurance methodology, risk assessment techniques and risk mitigation measures.  

3. Pricing Proposal - The selection team will evaluate pricing proposal.  This criterion is based on best overall value to the Commonwealth that is the proposal that best meets the RFQ’s requirements in a timely manner.

4. Interviews and Oral Presentations - From the review of the vendor's RFQ Responses, the selection team will invite the highest scoring vendors to meet with the MassDEP selection team for an Interview and Oral Presentation.  This meeting will include, but is not limited to, a discussion about the vendor's approach to the solution, development methodology, and a review of the vendor's project plan.

5. Qualifications and References - The selection team will review the references, considering the vendor’s ability to meet the requirements of the RFQ by reviewing the vendor’s experience with projects similar in size and scope; the vendor’s track record for delivering similar services on time; and the technical qualifications of the vendor’s project manager and related staff.  




	5.0
Business Requirements

	The vendor’s proposal and project plan should clearly identify what documents, models and deliverables will be created in the normal course of the vendor’s software development.  The software development methodology and deliverables described by the vendor in response to the RFQ will be used in the vendor selection process.  The vendor’s response to this RFQ should outline the methodology that the vendor will use to develop the technical requirements.



	5.1
Project Management

The MassDEP Time Reporting and Management project team will be responsible for comprehensive oversight of the project. MassDEP will appoint a “Time Reporting and Management Project Manager” who will be responsible for the day-to-day management of this project. The selected vendor (the Contractor) will appoint a project manager who will be the Contractor’s main interface with the MassDEP Time Reporting and Management project manager.



	5.1.1
Project manager responsibilities

The Contractor will appoint a project manager who will perform, at a minimum, the following functions:
· Serve as the interface between the MassDEP project manager and all Contractor personnel participating in this engagement.

· Facilitate daily communication with the MassDEP project manager.  This will be in a combination of telephone, e-mail and in-person communications/meetings.  Provide weekly status reports/updates, review of the project plan’s performance against the baseline, ensuring timely communications, document management and timely reporting. 

· Refine and revise the project plan as necessary based on information gathered during weekly status meetings and distribute and/or publish to the MassDEP project manager and other members of the project team.

· Identify and establish key meeting dates in advance which are mapped against the project plan for scheduling purposes and to ensure everyone knows the topics, purpose and outcomes of key meetings.

· Facilitate weekly team and project status meetings and subsequently issue a written summary of the status, identifying key tasks, responsible parties, and due dates.

· Deliver to the MassDEP project manager at weekly status meetings, a written report/certification stating the Contractor’s good faith evaluation of the likelihood (if any) of any deliverable hereunder not being delivered on or before the date specified in the Project Plan, or on a date specified in an earlier report/certification.  

· Assist in resolution of project issues and escalate problems within the Contractor’s organization.

The Department may require the Contractor to relieve and replace the Project Manager if in the Department’s opinion it appears that:

· The Project Manager does not perform at the applicable skill level required to ensure the contract specifications are met;

· The Project Manager does not deliver work which conforms to the performance standards stated in the Contract; or

· Personality conflicts with the Project Manager hinder effective functioning of the Contract.




	Business Requirements
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	5.1.2
Project Plan and Schedule

The Contractor must provide an initial project plan as previously described. The project manager will refine the initial project plan adding more detail, and establishing the Work Breakdown Structure (WBS) for the project. The WBS must include a breakdown of the tasks required to implement each feature and produce its deliverable. The schedule may also be refined to account for this new level of detail, but the milestone delivery dates must still correspond to those dates identified in the Contractor’s initial project plan.  

If it is discovered that changes are required during the refinement process, the changes will be handled as described below in the section “Project Change Orders.”



	5.1.3
Risk Management Plan 

It is highly desirable that vendors identify the top ten issues that represent risk to the project's success in terms of schedule, price, functionality and/or quality.  The Contractor should provide a contingency plan for mitigating each of these risk factors.  MassDEP intends to co-manage this risk mitigation effort with the Contractor throughout the project life cycle.



	5.1.4
Project Status Reporting

The Contractor will be required to provide weekly status reports and an updated project plan to the MassDEP project manager.  The project plan will show performance against a baseline and be supplemented by additional reports as needed.  The status reports must include a listing of the tasks performed and the findings for that week.  These status reports should also highlight any discrepancies in previously collected data, identify any issues or concerns that the Contractor may have, and list the expected tasks to be completed for the upcoming week.  Such reports will at a minimum be in writing to specified parties, and will also include meetings at scheduled intervals with the MassDEP project manager and with the MassDEP project team. Questions that arise regarding actions taken during previous periods must be addressed to the satisfaction of the MassDEP project manager and MassDEP project team.



	5.1.5
Project Change Orders

The Contractor will be entering into a fixed price contract with MassDEP to perform the tasks outlined in this document.   Should changes in scope be required, the project manager requesting a change in scope will provide the suggested change in writing to the other team’s project manager. The project managers will jointly determine whether the change impacts the schedule.  The parties can mutually agree to the change through a written amendment to the statement of work, which must be approved by Daniel P. McGillicuddy, MassDEP Deputy Commissioner for Administrative Services and the President of the Contracting entity. 

If applicable, prices estimated by the Contractor’s project manager must be agreed upon and approved by both the Contractor and MassDEP prior to any actual change implementation.



	5.1.6
Project Documentation Repository

The Contractor may be required to establish an extranet that will house all project documentation including this document, status reports, change orders, the project schedule, meeting agendas, minutes, team members and their contact information and other documentation the MassDEP project manager deems necessary.  The extranet will be a secure site and will have one common username and password for access by all MassDEP team members.
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	5.2
Project Phases

5.2.1
Planning 

In this phase, the contractor must:

a. Host a project kick-off meeting to introduce project principals, and review the project goals and baseline assumptions.

b. Provide walk-through and Q&A of the approach described in the proposal and provide samples of the deliverables that will be used in the project and that are described in the proposal.

c. Identify documentation that will be needed, or need to be created, for all project phases.  Examples: risk assessment, business processes, and specifications of existing technologies. 

d. Identify additional tasks or deliverables needed.

e. Create and refine a detailed project plan (provided in MS Project format) with a baseline that will be maintained and updated throughout the life of the project.  The plan includes all deliverables described in the initial project plan that was included with the contractor’s proposal.  Examples: Project Plan; Architectural Design; Functional Requirements; Test Plans etc.  

f. Establish schedules for periodic and non‑periodic review meetings. Identify key topics to be reviewed and meeting dates for key topic reviews. Example meeting topics may include: Functional Requirements, Business Process flow diagrams, Entity Relationship Diagrams (ERD)/database schemas, Test Plan, and Post Project Evaluation.

g. Finalize metrics to measure project success.  

5.2.2
Development 

In this phase the contractor designs and develops each required feature.

5.2.3
Feature/System Test

This phase of the process will be repeated during the project as each feature (for example: each flow) goes on-line.  In this phase, the contractor must:

a. Deliver a test release and deploy in the DEP test environment. 

b. Execute the feature test plan for the release. 

c. Develop and perform a performance benchmark test for the system and document the results of the test.

5.2.4
Feature/System Acceptance

This phase of the process will be repeated during the project as each feature (for example: each data flow) goes on-line.  In this phase, the contractor must:

a. Deliver a final release meeting all of the major functional requirements and with all known major bugs corrected. A major bug is one that makes a major feature inoperable, and has no practical workaround. 

b. Execute the full system test plan in the production environment.   

c. Execute performance benchmark test for the system in the production environment.  

d. Deliver a release notes and known issues document for each phase of the project. Identify and document items that need to be part of MassDEP’s maintenance and support plan for each phase.  

e. Deliver a document outlining all test results and testing tools, utilized during the testing.

f. Deliver source code, executables, and scripts, which shall become the unrestricted property of the Commonwealth of Massachusetts, Department of Environmental Protection.
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	5.3
Training and Documentation 

5.3.1
Training

MassDEP expects that training will be provided on a tiered basis delineated by role or security level:

· All Staff – General users of the Time Reporting and Management System

· Local Administrators – Staff who provide the first line of support for users, manage the day-to-day use of the system, utilize the reporting function, and may require access beyond their specific log in.

· Network Administrators and Technical Staff – Staff who manage the network implementation, support, and/or have technical administrative rights to the application

Vendors must provide a training plan supporting these audiences.  Training should include train the trainer components for MassDEP staff.

5.3.2
Documentation

At a minimum MassDEP requires User documentation.  The goal of the User documentation is to provide the reader with “everything I need to know to use the application (after the contractor leaves).”

As required by the particular solution proposed Administrative and Installation documentation should also be included.  The goal of the Administrator manual is to provide “everything I need to know to make minor changes, like data element name changes that MassDEP may make in the future (after the contractor leaves).”  The goal of the Installation manual is to provide technical staff with “everything I need to know to get the service running again if the server melts down (after the contractor leaves).”



	5.4
Ongoing Support and Maintenance Requirements

Vendors must provide for ongoing support and maintenance.

· The vendor must identify the scope of telephone and remote access support during normal business hours.  Normal business hours are defined as Monday through Friday (Eastern Standard Time) 8:30am – 5:00pm, excluding holidays.  The vendor must also provide a plan for emergency service during non business hours. 

· The vendor must communicate to the MassDEP when any updates or releases become available.  The installation of each of these should not be an additional charge and must be part of the annual support and maintenance.

· The vendor should describe any recommended support services for this application including but not limited to maintenance plan, release history/frequency, release contents/distribution, release policy, application modification and upgrade, and warranty.




	Business Requirements
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	5.5
Quality Assurance

The Time Reporting and Management project must be managed to ensure a quality product for MassDEP.  To that end, the MassDEP selection team requires that the Contractor identify their Quality Assurance methodology that encompasses a description of roles and responsibilities, techniques utilized to monitor the project, walkthroughs and reviews, independent project audits, and risk management planning.

· The Contractor should include a description of the Quality Policy of the organization expressed by top-level management.   It is desirable that the Contractor describes the standards and metrics, internal or industry, used for estimating work effort and for quality judgment.

· The Contractor should identify the roles and responsibilities of its staff working on the project.  This may be done utilizing specific individuals identified for project management and may also include staff who are not specifically identified but their responsibilities are evident due to the nature of the project.

· The Contractor will identify any third party off-the-shelf monitoring tools, including project management tools and configuration management tools.  MassDEP currently utilizes MS Project and Visual Source Safe.   If the product identified is other than the above-mentioned, MassDEP will procure the software through an existing Master Service Agreement.  An internal defect-tracking tool is used; Mass DEP will provide contractor’s access to the system.

· The Contractor will identify its methodology for the review of its tasks prior to approval and/or acceptance by its customers.  This includes walkthroughs of tasks and reviews of any specific function.  This task also requires the Contractor to identify any milestones where demos and reviews are required that have not already been identified by the Commonwealth.  These reviews, walkthroughs and all milestones will be reviewed during the initial review of the detailed plan.

· The Contractor must provide an audit plan for this project.  It is desirable that the audit plan includes when and how audits are conducted independent of the Time Reporting and Management project and whether the results of these independent audits are available to MassDEP.  MassDEP anticipates being allowed access to the vendor’s internal project audit reports that pertain to this Project.




	6.0
Current Business Process

	6.1
Time Sheet Completion and Submission by Individuals

There are over 161,000 sheets of paper processed annually.  Every employee and individual contractor on staff is required to prepare a paper time sheet every week.  Additional paper forms are required to report:

· Overtime

· Earned and used Comp Time, and

· Standby Time

Approximately 8% of all staff submit some additional paperwork each week. 

Some individual contractor time is also reported via eMail.

Completed timesheets are submitted to Supervisors for review and approval.

Signed timesheets are delivered to the designated collection points/individuals in each Region and Bureau.

Timesheet Collection

There are16 timesheet collection points throughout DEP:

· 9 at Headquarters

· BAS, 2 BRP, 2 BWP, BWSC, Commissioner, ITO, OGC

· 2 at CERO, 2 at WES, and 

· 1 each at NERO, SERO, and WERO

Signed timesheets delivered to the designated collection points/individuals in each Regional and Bureau are bundled for data entry.

Timesheets are copied and filed in 75% of all DEP locations.

WES and WERO do their own HR/CMS payroll data entry.  The DEP Courier picks up time sheets in CERO, NERO, and SERO and delivers them to HQ where they are then delivered to the designated basket in Staff Services for payroll data entry.  All other programs in HQ deliver their bundled timesheets to Staff Services.

Because we are currently dependent on a paper process and hard copy documents must be transported from Worcester, Lakeville, and Wilmington via the Courier, the deadline for submission of timesheets pushes timesheet completion times back to between noon and COB on Thursday.  At HQ some programs also require timesheets on Thursday, although most are due Friday morning.  The result is that staff are completing timesheets on Thursday or Friday morning and therefore are projecting their time for the remainder of the week.

For the week preceding a holiday week timesheets are due a full day earlier than normal compounding the reporting of projected, “phantom”, time even more.




	Current Business Process
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	Timesheet Data Entry

Data entry for payroll must be completed by 5:00 p.m. the Monday after the end of the two-week payroll cycle.  Even though timesheets are entered in HR/CMS as they arrive there is always a peak in the data entry effort that corresponds to the two-week cycle as Staff Services pushes to enter all the timesheet data for the period.  The chart illustrates the cycle.
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	6.2
Timesheets in Staff Services for Payroll Processing

Once in Staff Services the bundles of timesheets are removed from the basket.  Due to the time constraint imposed by the paper process, timesheet data entry must be accomplished in between 12:00 noon Friday and 5:00 p.m. Monday, presuming all time sheets are submitted by the deadline.  To meet this deadline data entry is distributed to 6 different individuals in Staff Services.  In weeks when the timesheet delivery is delayed, or someone is out sick, the Director of Staff Services also participates in the data entry.

Data entry of changes, updates and late timesheets continues into Monday morning right up to the HR/CMS deadline at 5:00 p.m.

After the data entry is complete timesheets are sorted into alphabetical order and delivered to the Mail Room for copying.

The originals are filed.

On an annual cycle all timesheets are pulled from the file folders and delivered to the Mail Room for scanning.  Scanned timesheets are burned to multiple CD’s and then the originals are recycled.

On the CD’s a small random sample is checked.  Given the small size of the sample it is unlikely that missing timesheets will be identified.

3 copies of the CD’s are made and distributed:

· One to the Records Manager for storage off site

· One to the Director of Staff Services, and 

· One is kept in Payroll
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	6.3
Time Management System - Time Tracking Data Entry

There is a 3-week lag between actual work time and the TMS Data Entry.

Every two weeks, coinciding with data from the HR/CMS bi-weekly payroll being available, a query from HR/CMS is generated.  Data from the query is formatted for use in TMS and the appropriate tables are updated in preparation for data entry of the TMS data.

TMS data entry requires entry of most data elements, including programmatic work hours, on every timesheet unlike HR/CMS, which only requires that exception time be entered.  Only HR/CMS exception data is loaded into the data entry module prior to data entry.

An additional lag between the real time data and data entry to TMS happens with Overtime and Standby Time.  This data is submitted on separate forms.  It is entered in batches.  Staff often hold these sheets and submit 3, 6 or more months together. The holiday period in December, just before the tax year ends, is a peak time for this activity.

A missing timesheet report is generated quarterly from TMS.

The Data Entry Operator uses the report to pull individual timesheets from the files in Staff Services and enter them into TMS.

Error reports are also generated from TMS every 1 to 2 months.  These are used for TMS data management and QA/QC.  Errors are correct by the Data Entry Operator.  Due to the cycle of the HR/CMS download and subsequent TMS reporting, correction to the HR/CMS data made after the report cycle is not captured.




	7.0
Technical Specifications

	7.1
Time Sheet Completion, Collection, and Submission by Individuals

Each of the ~1,000 employees and individual contractors on staff are required to submit a timesheet every week.

7.1.1
Timesheet Form

MassDEP uses a standardized time sheet to collect and report time.  The Excel-based timesheet has an additional continuation sheet for use when the 15 lines on the main sheet are filled.  Approximately 10% of all weekly timesheets submitted include the continuation sheet.  

In addition to the standard timesheet data, approximately 8% of all staff use one or more of these forms weekly: 

7.1.2
Comp Time Form

The standardized time sheet also includes a Comp Time reporting sheet.

7.1.3
Overtime Form

2 Overtime forms are currently in use.  All Overtime requires prior approval from both the Supervisor and a designated Fiscal Administrator.  The AF-6 form is the required approval document.

For BWSC Emergency Response Staff the routing for OT includes the Supervisor, an individual designated by location/program, and a designated Fiscal Administrator. 

7.1.4
Standby Form

A Standby Form is currently used by Staff who are on call.  Standby is measured per 8-hour shift.  The payment for Standby is a flat rate per shift.  Standby status requires prior Supervisory approval.

7.1.5
Massachusetts State Employees Blood Bank Form

Staff are allowed to charge up to 4 hours for a successful blood donation.  In order to charge the time they must submit a signed Massachusetts State Employees Blood Bank Form.

7.1.6
SERV - State Employees Serving as Volunteers 

With supervisor approval, an employee may volunteer during regular work schedule up to one day per month at an approved Massachusetts non-profit organization (7.5 or 8 hours/month; pro-rated for part-time employees).

All forms in use are presented in Attachment B.

Completed timesheets and supplemental forms are submitted to Supervisors for review and approval.

Timesheet submission deadlines are a function of the data entry requirements for the bi-weekly payroll reporting.  Data entry for payroll must be completed by 5:00 p.m. the Monday after the end of the two-week payroll cycle.  For Payroll purposes, only exception data must be entered into the Human Resources/Compensation Management System (HR/CMS), the statewide payroll processing application. 

7.1.7
Timesheet Collection Points

MassDEP has 7 locations in Massachusetts:

· Headquarters in Boston

· The Wall Experiment Station in Lawrence

· Central Regional Office in Worcester

· Northeast Regional Office in Wilmington

· Southeast Regional Office in Lakeville

· Western Regional Office in Springfield

· Cape Office in Hyannis




	Technical Specifications
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	7.2
Timesheets in Staff Services for Payroll Processing

The current version of HR/CMS does not support data transfer from any other application so all postings must be made by data entry staff with the appropriate security clearance and password.  

Data entry must be accomplished by 5:00 p.m. Monday every other week.


	7.3
MassDEP Time Management System

Since 1989 TMS has been used to provide critical:

· Payroll time and attendance data, and 

· Employee work effort data supporting:

· Fiscal cost recovery and chargeback, and

· Ongoing review and evaluation of programmatic goals and objectives



	7.4
Data

7.4.1
Employee Data

All employee data currently collected on the MassDEP timesheet must be included in the new application.  Most data can be standardized through the use of drop-down lists.  Alternative types of validation can be proposed. Changes that optimize a particular solution can be proposed along with any mix of goods and services.  It is highly desirable that all employee data identified in this document is included in the new application.

7.4.2
Time Data

All time data currently collected on the MassDEP timesheet must be included in the new application.  .  It is highly desirable that all time data identified in this document is included in the new application. All time data currently collected on the MassDEP timesheet is used for two major functions:

· Payroll and related time tracking such as vacation utilization and Overtime, and

· Time Management System tracking used to provide information to managers and supervisors about the specific allocation of time to activities and projects.  This data is also used as the basis for charge back to the Federal government and to Responsible Parties for Waste Site Cleanup.

Due to the constraints of the existing TMS data entry module the collection of data follows several non-standardized models and is not normalized.  For example data about permits and facilities are entered in the same field and differentiated through the use of a prefix.  Data falls into categories:

· Activity Data describes the type work being done or the alternative being charged such as vacation or sick time.  All time entries have an activity code.  Codes that fall into this category include:

· Activity Code

· HR/CMS Code
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	Data - continued
Time Data - continued
· Project Code Data describes the specific project being done.  Time entries may or may not have an associated Project Code.  Project Codes represent on-going work where new permit, facility, and release tracking numbers are added as they happen.  The system must accommodate the free entry of new number for these events:

· BWSC Release Tracking Number (example 1-1234567891)

· BWSC also uses two codes to denote Project Phase and Operable Unit, both of these are two digits.  Project Phase is numeric and operable Unit is and alphanumeric code.  Data for these codes is available from a table.

· Permit Number (example P12345678912345)

· Facility Number (example F12345678912345)

· Client Code Data describes the specific client for whom the work is being done.  Time entries may or may not have an associated Client Code.  This allows employees to indicate work being charged to another organization within MassDEP or some outside organization.

· Alternative Account Number describes the account being charged to a specific Activity, Client, and/or Project.



	7.5
Rules

The initial data entry for all users is expected to include data required for the functionality in this section.  Please refer to Time Sheet Completion and Submission by Individuals for details. 

The schedule type and default hours per day affect how Holiday Time can be used/applied.  MassDEP supports several schedule models.

· Staff on the Standard Schedule work the required 37.5 hours per week at a set 7.5 hours per/day 5 days per week. 

· Staff on the Flexible Schedule can vary their arrival and departure time and work a flexible number of hours per day based on a pre-approved schedule.  The required 37.5 hours per week are worked over 5 days.

· Staff on the 4-Day Schedule can also vary their arrival and departure time and work a flexible number of hours per day based on a pre-approved schedule.  The required 37.5 hours per week are worked over 4 days with either Friday or Monday as a standard day off each week.

· Staff on the Part-Time Schedule work less than 37.5 hours per week and may work a flexible or fixed number of hours per day based on a pre-approved schedule.

7.5.1
Work hours

· All full time staff must account for 37.5 hours per week

· The standard work schedule is 7.5 hours per/day

· Under the 4-day schedule staff designate either Friday or Monday as their regular day off.

· The maximum hours per day is 10 for a regular 37.5 hour work week

· Some Contractors work 8 hours per day and 40 hours per week
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	Rules - continued
7.5.2
Overtime and Comp Time work hours

· The main difference between comp time and overtime is the compensation.  With Overtime extra hours are converted to pay, with Comp Time extra hours earn time.

· Specific supervisory approval is required for Comp Time and Overtime

· After supervisory approval timesheets with Overtime must be routed for approval to the individual designated by the Bureau or Program.

· All Overtime must be approved on an AF-6 form and include the specific account number being charged.  Timesheets must include space to record AF-6 number and Account Number.

· Staff working approved, 8 hour, Stand-by shifts are compensated at a flat rate based on the shifts worked.  Staff working Stand-by who receive a call during their shift receive overtime.  OT is paid at a minimum of 2 hours if the incident call is handled over the phone.  OT is paid at a minimum of 4 hours if the incident requires a site visit.

Overtime and Comp Time calculations

· All hours between 37.5 and 40 (2.5 hours) accrue at the normal rate

· All hours over 40 accrue at 1.5 times the hours earned

Example – Barbara works 43 hours this week.  The first 40 hours earn regular time the remaining 3 earn at 1.5 times the hours or 4.5 hours.  Barbara earns 44.5 hours for the week.

7.5.3
Sick, Vacation, and Personal Time

· Sick, Vacation, and Personal time use is not a function of work schedule; it can be used up to the hours available.

7.5.4
Stand-by Time

· Specific supervisory approval is required for Stand-by Time

· After supervisory approval timesheets with Stand-by time must be routed for approval to the individual designated by the Bureau or Program.

· Staff working approved, 8 hour, Stand-by shifts are compensated at a flat rate based on the shifts worked.  Timesheets must include a check box or some other trigger that allows staff to indicate if they were on standby for any period during a specific week.

7.5.5
Skeleton/Snow days (Early Dismissal)

· All staff can charge hours to an authorized skeleton or early dismissal.  The maximum hours that can be charged is the difference between the hours worked and the number of hours they were scheduled to work in their default schedule on the particular day the dismissal was called.

Example1. – Barbara works a regular week and her normal is scheduled to work 7.5 hours on Tuesday.  She arrives at work at 9:00 and works until 11:00 when an early dismissal is called.  She posts the 2 hours worked and charges the remaining 5.5 hours to the “Dismiss” activity code.

Example2. – John works a 4-day week and his normal is scheduled to work 10 hours on Tuesday.  He arrives at work at 8:00 and works until 11:00 when an early dismissal is called.  He posts the 3 hours worked and charges the remaining 7 hours to the “Dismiss” activity code.

· Skeleton/Snow days (Early Dismissal) credits are only available to employees who are present at the office or at a field assignment at the time dismissal is called.

· When employees are instructed in advance not to come to work, hours are credited consistent with their default schedule for the day.
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	Rules - continued
7.5.6
Holidays

· Regardless of the type of schedule, all staff receive a maximum of 7.5 hours credit for Holidays.  Accrual of Holiday time for Part time staff is percentage pro-rated based on standard number of hours worked per week.
· Legal holidays that fall on a Saturday are observed on that day. MassDEP offices are open on the Friday preceding any Saturday holiday. As many employees as possible are given that Friday off. Employees assigned to work are given an additional day off as the law and applicable collective bargaining agreements allow. Whenever possible the following Monday is used as the alternative day off.  Staff who do not take the Holiday on either of these days have 60 days from the date of the Holiday to use the time.

· Legal holidays that fall on a Sunday are observed on the following Monday. 

· When a Holiday falls on Saturday, Staff working a 4-day schedule with Friday as their standard day off have two options:

1. Reduce their cumulative hours in the preceding 4 days and take 7.5 hours as holiday time, or

2. Work their normal 37.5 hour 4-day schedule and accrue 7.5 hour straight Comp Time in lieu of the Holiday.  This time must be used within 60 days of the day it is earned. 

· The specific date of the deferred holiday is required for the calculation of the Comp Time in Lieu of Holiday.

7.5.7
Affiliation

· The Affiliation of staff impacts how certain rules are applied.  Staff Affiliation is designated as:

· Member of one of the Union Bargaining Units: 1,2,3,6, or 9

· Manager, or

· Contractor

Union Members

Managers

· Cannot accrue Overtime or Comp Time

Contractors

· Cannot accrue Overtime or Comp Time




	8.0
Mandatory and Desirable Specifications

As described in Section 4.2 Types of Requirements the goal of this RFQ is to provide the best value to achieve the goals of this project.  Vendors proposing alternatives which provide substantially better or more cost effective performance than achievable under a stated RFQ specification or vendors that propose discounts, uncharged services or other benefits in addition to the RFQ specifications may receive a preference or additional points.

The MassDEP Time Reporting and Management selection team will evaluate each response on each requirement and assign merit points according to a numerical rating scale.  Points will be awarded using predefined metrics where requirements can be measured in a qualitative manner. For other requirements, points will be awarded as the vendor commentary demonstrates strengths, weaknesses, or responsiveness.  For example, it is mandatory for a vendor to submit a Quality Assurance Plan, but the quality of the submittal may vary depending on the vendor’s approach to Software Quality management, experience with similar projects, and other factors.  To the extent that a vendor’s response to the requirements demonstrates technical expertise and competence, the vendor will earn points.  Requirements that allow a vendor to present a viable alternative are considered and may also earn points.  

The MassDEP Time Reporting and Management selection team will evaluate responses to the specifications designated as desirables and assign points based on how well the response addresses the desired task and demonstrates that the vendor’s efforts will contribute to the successful completion of the project in a timely manner.

	8.1
Mandatory Specifications

It is mandatory that the proposal meets the following requirements:

M: Submit the required material described in section 2.0 Proposal Guidelines by:

1. Including in the price proposal the costs for any solutions that use third party off-the-shelf software.

M: Submit the required material described in section 2.2 RFQ Communications and Enquiries by:

1. Addressing all enquiries and questions to the official contact.

2. Submitting all communications, responses, and documentation in English, and all bids in U.S. Dollars.

M: Submit the required material described in section 2.3 Quote Submission by:

1. Submitting one (1) original electronic copy and eleven (11) paper copies of the proposal before 12:00 PM on February 25, 2008.

2. The electronic copy is submitted on a floppy disk, CD-R, or DVD-R in searchable format (e.g. MS Word, Searchable PDF).

M: Submit the required documentation described in section 2.4 Quote Conditions by:

1. Submitting a statement that the quote will remain in effect for at least 60 calendar days from the deadline for submission of the proposal.

M: Submit the required documentation described in section 2.6 Subcontractors by:

1. Providing a single point of contact resulting from this RFQ.

2. Agreeing to be responsible for meeting all of the terms of any contract resulting from this RFQ

3. Accepting full responsibility for any subcontractor’s performance.

4. If Subcontractors are used providing:

a. A list of all subcontractors

b. A description of each subcontractor’s responsibilities, and

c. Signed letters of agreement between the Contractor, as the Prime Contractor, and its subcontractor(s) identifying their responsibilities and their relationship to the Prime Contractor

M: Agree to the terms described in section 2.7 Contractual Obligations by:

1. Stating that they agree to the terms as outlined.

M: Agree to the terms described in section 2.8 Third Party Software by:

1. Stating that they warrant to the Commonwealth that it has obtained all rights, grants, assignments, conveyances, licenses, permissions and authorizations necessary or incidental to any materials owned by third parties supplied or specified by it for incorporation in the Time Reporting and Management project.

2. Stating that said rights, grants, assignments, conveyances, licenses, permissions and authorizations necessary or incidental to any materials owned by third parties supplied or specified by it for incorporation in the Time Reporting and Management project will be transferred to the Commonwealth at the completion of the project.

M: Agree to the terms described in section 2.9 Web Accessibility Requirements by:

1. Stating that they agree to the terms as outlined.

M: Agree to the terms described in section 2.11 Terms of Payment by:

2. Stating that they agree to the terms as outlined.




	Mandatory and Desirable Specifications
continued



	It is mandatory that the proposal meets the following requirements:

M: Agree to the terms described in section 2.12 Warranty by:

3. Stating that they agree to provide a one-year warranty on the entire system/application at no additional cost to the Commonwealth.

M: Submit the required documentation described in section 3.1 Minimum Requirements by:

1. Submitting an explanation of the vendor’s proposed strategy for analysis, assessment, and design of this project.

2. Submitting an explanation of the vendor’s software development process, identifying key phases and deliverables and how the methodology will be applied to this project.

3. Submitting an explanation/presentation of any off-the-shelf software solutions, if applicable.

4. Submitting a description of the vendor’s experience in performing similar projects in comparable size and scope.  

5. Submitting a description of key high‑level tasks, specific vendor deliverables and assumptions.

6. Submitting a description of the vendor’s project management practices.

7. Submitting an initial, high‑level project plan that includes an initial estimate of time and dates to complete tasks of the project (i.e. assessment/analysis, scope/design, plan/specifications, prototype, development, test, production, implementation, knowledge transfer, documentation etc.) along with base assumptions to explain the estimates.

8. Submitting a description of the vendor’s quality assurance methodology.

9. Submitting resumes for all proposed vendor project team members, and a list explaining each member’s role on the project. 

10. Submitting pricing information and approach.  The pricing information must be sealed and separate from the rest of the proposal.

M: Submit the required documentation described in section 3.2 Vendor References and Qualifications by:

1. Providing at least three (3) references for work performed that is similar in nature to the scope of this RFQ.

2. Providing at least one reference by a local company or governmental unit. 

3. Providing subcontractor references as stated above.

M: Submit the required documentation described in section 3.3 Project Plan by:

1. Providing a project plan in MS Project format, that must take into account:

a. All tasks defined within this RFQ

b. Identify other recommended tasks, milestones and key deliverables, and

c. The estimated start and finish time for each task is to be identified.

2. Providing a project plan that contains milestones that directly correlate to the itemized prices in the price proposal.

M: Submit the required documentation described in section 3.4 Project Manager by:

1. Providing the resume of the proposed project manager who will be the selected vendor’s main interface with the MassDEP Time Reporting and Management project manager.

2. Providing qualification statements or resumes of other proposed project team members




	Mandatory and Desirable Specifications
continued



	It is mandatory that the proposal meets the following requirements:

M: Submit the required documentation described in section 3.5 Quality Assurance Requirements by:

1. Providing their Quality Assurance methodology encompassing a description of roles and responsibilities, techniques utilized to monitor the project, walkthroughs and reviews, independent project audits, risk management planning, etc.  .

M: Submit the required documentation described in section 3.6 Pricing Proposal by:

1. Providing an itemized fixed price pricing proposal not exceeding $250,000

2. Providing pricing for, at a minimum, those items identified in Business Requirements and Technical Requirements sections.

3. Associating each item, or feature with a deliverable.

4. Segmenting pricing according to deliverables.

5. Describing the approach, or method, that will be applied in meeting the deliverables

6. Describing the process that will be used in the submission of deliverables for review and approval.

7. Submitting the pricing proposal in a sealed and separate package from the rest of the vendor response (the technical proposal).

M: Submit the required documentation described in section 5.0 Business Requirements by:

1. Clearly identify what documents, models and deliverables will be created in the normal course of the vendor’s software development.

2. Outlining the methodology to be used to develop the technical requirements

M: Submit the required documentation described in section 5.1 Project Management, 5.1.1 Project Manager Responsibilities, and 5.1.2 Project Plan and Schedule by:

1. Stating they will appoint a project manager who will be the Contractor’s main interface and will be responsible for the duties as described.

M: Submit the required documentation described in section 5.1.4 Project Status Reporting by:

1. Agreeing to provide the weekly status reports and updated project plan as described.

M: Submit the required documentation described in section 5.1.5 Project Change Orders by:

1. Agreeing to the Change Order process as described

M: Submit the required documentation described in section 5.2 Project Phase by:

1. Agreeing to the requirements in each phase as described.

M: Submit the required documentation described in section 5.3.1 Training by:

1. Providing a training plan supporting the audiences identified in the section that includes train the trainer components for MassDEP staff.

M: Submit the required documentation described in section 5.3.2 Documentation by:

1. Describing the Installation and Administrator manuals to be provided.




	Mandatory and Desirable Specifications
continued



	It is mandatory that the solution has the capability to:

M: Submit the required documentation described in section 5.4 Support and Maintenance by:

1. Describing the scope of telephone and remote access support during normal business hours.

2. Providing a plan for emergency service during non-business hours.

3. Describe how the vendor will communicate to the MassDEP when any updates or releases become available.

M: Submit the required documentation described in section 5.5 Quality Assurance by:

1. Submitting the Vendor’s Quality Assurance methodology that encompasses a description of roles and responsibilities, techniques utilized to monitor the project, walkthroughs and reviews, independent project audits, and risk management planning.

2. Describing the Quality Policy of the organization expressed by top-level management.

3. Identifying the roles and responsibilities of staff working on the project.  This may be done utilizing specific individuals identified for project management and may also include staff who are not specifically identified but their responsibilities are evident due to the nature of the project.

4. Identifying any third party off-the-shelf monitoring tools, including project management tools and configuration management tools.

5. Identifying the methodology for the review of tasks prior to approval and/or acceptance by customers.  This includes walkthroughs of tasks and reviews of any specific function.

6. Identifying any milestones where demos and reviews are required that have not already been identified by the Commonwealth.  These reviews, walkthroughs and all milestones will be reviewed during the initial review of the detailed plan.

7. Providing an audit plan for this project

M: Support the functionality described in section 7.1 Technical Specifications - Time Sheet Completion, Collection, and Submission by Individuals by:

1. Processing all time reporting transactions from approximately 1150 to 2000 individual weekly time reporting forms, with an annual volume of 60,000 to 105,000 forms.

2. Processing all transactions during the weekly peak volume period between Friday and Monday afternoon

3. Providing a flexible, customizable, user-friendly time sheet data entry screen as well as functionality supporting the data entry for the additional overtime, earned and used Comp Time, and standby time transactions described.  Include AF-6 number on overtime form.

4. Routing time sheets to the Supervisor of record and to support the selection of alternative Supervisors.

5. Providing a mechanism for the Supervisor to send unapproved timesheet back to employee 

6. Providing a mechanism for revising a timesheet

7. Providing a mechanism for saving a timesheet incrementally as revisions are made

8. Allowing a Supervisor to complete a timesheet for a subordinate, and all selected Staff Services staff to complete a timesheet for any employee

9. Supporting entry and approval of time sheet data at every MassDEP location on every workstation




	Mandatory and Desirable Specifications
continued



	It is mandatory that the solution has the capability to:

M: Support the functionality described in section 7.2 Technical Specifications - Timesheets in Staff Services for Payroll Processing by:

1. Providing Staff Services Staff with a mechanism to indicate when the HR/CMS data entry is complete for each record

2. Providing reports 

3. Providing an electronic output in a standard format such as CSV 

M: Support the functionality described in section 7.4 Technical Specifications - Data by:

1. Accommodating all employee data 

2. Allowing employees to update their employee data as needed

3. Associating time with Activity, Client, Project Code, and Alternative Account Number data 

4. Storing and retrieving a pre-filled timesheet 

5. Exporting data in commonly available data formats such as CSV allowing for the input into an Access database for further manipulation and reporting.

6. Capturing at least five discrete time data fields

7. Providing at least one time data field for unrestricted entry

8. Allowing the systems administrator a mechanism for easy, real-time maintenance and updating of code validation tables

9. Associating definitions with each code in the validation table and show those definitions on screen as employee views codes for selection on timesheet entry screen

M: Support the functionality described in section 7.5 Technical Specifications - Rules by:

1. Establishing rules or providing some mechanism to code many of the requirements and relationships described in this section. 
M: Support the functionality described in section 9.0 Technical Environment by:

1. Supporting varying levels of administrator security.

2. Working in the environment described 
M: Submit the required documentation and or functionality described in section 13.4.1 Time and Attendance Policy by:

1. Stating that the solution proposed will be compliant with applicable laws, regulations, policies and contract provisions and will be compatible with HR/CMS standards

2. Being transferable to a form suitable for inspection (i.e. hard copy).

3. Working in the environment described 

4. Providing the capability to report total hours worked and leave used by every employee every period 

5. Providing the capability to adjust/edit the record

6. Report overtime in the pay period when it is earned

7. Maintain the records for at least 7 years




	Mandatory and Desirable Specifications
continued



	8.2
Desirable Specifications

It is desirable that the proposal meets the following requirements:

D: Submit the material described in section 2.3 Quote Submission by:

1. Submitting originals and copies on recycled paper, printed on both sides of a page.

2. Uses products containing post-consumer or easily recyclable material.

3. Contains no unnecessary samples, attachments, or documents not specifically requested in the RFQ

D: Submit the documentation described in section 2.4 Quote Conditions by:

1. Submitting a statement that the quote will remain in effect for more than 60 calendar days from the deadline for submission of the proposal and provide the number of days.

D: Submit the documentation described in section 2.6 Subcontractors by:

1. Demonstrating that the team is qualified and experienced 

D: D: Submit the documentation described in section 3.1 Minimum Requirements by:

1. Demonstrating an understanding of the requirements by submitting a clearly written strategy that identifies the content requested.

2. Demonstrating experience with project management on project with similar size and scope by submitting a clearly written project and staffing plan including resumes.

D: Submit the documentation described in section 3.2 Vendor References and Qualifications by:

1. Providing demonstrable experience in Time Reporting and Management and/or Time Keeping systems development.

D: Submit the documentation described in section 3.4 Project Manager by:

1. Providing documentation that the vendor’s project manager has experience with projects similar in size and scope to this project.

D: Submit the documentation described in section 3.5 Quality Assurance Requirements by:

1. Providing documentation that the vendor’s project manager has experience with projects similar in size and scope to this project.

D: Submit the documentation described in section 3.6 Pricing Proposal by:

1. Including solutions that require reasonably priced third party off-the-shelf software products.  

D: Submit the documentation described in section 5.0 Business Requirements by:

1. Providing a clear easy to understand description of the documents, models and deliverables to be created and the software development methodology and deliverables.

D: Submit the documentation described in section 5.1.3 Risk Management Plan by:

1. Submitting the top ten issues that represent risk to the project's success in terms of schedule, price, functionality and/or quality.

2. Providing a contingency plan for mitigating each of these risk factors.  




	Mandatory and Desirable Specifications
continued



	D: Provide the functionality described in section 5.1.6 Project Documentation Repository by:

1. Establishing an extranet that will house all project documentation including this document, status reports, change orders, the project schedule, meeting agendas, minutes, team members and their contact information and other documentation the MassDEP project manager deems necessary.

2. Establishing a secure extranet site that will have one common username and password for access by all MassDEP team members.

D: Submit the documentation described in section 5.3.1 Training by:

1. Demonstrating an understanding of the requirements by describing the training to be provided

D: Submit the documentation described in section 5.3.2 Documentation by:

1. Describing any additional recommended documentation that will be provided

D: Submit the documentation described in section 5.4 Support and Maintenance by:

1. Describing any recommended support services for this application including but not limited to maintenance plan, release history/frequency, release contents/distribution, release policy, application modification and upgrade, and warranty

D: Submit the documentation described in section 5.5 Quality Assurance by:

1. Describing the standards and metrics, internal or industry, used for estimating work effort and for quality judgment.

2. Describing in the audit plan when and how audits are conducted independent of the Time Reporting and Management project and whether the results of these independent audits are available to MassDEP.

D: Support the functionality described in section 7.1 Technical Specifications - Time Sheet Completion, Collection, and Submission by Individuals by:

1. Supporting the processing all weekly transactions for all 1,500 users within a 2 hour window when necessary

2. Demonstrating an understanding of the requirements by describing how the proposed solution routes timesheets with overtime comp-time, and/or standby time to the responsible individuals for approval.

3. Providing Overtime and Stand-by data entry screens to accommodate data on both the Standard OT and BWSC ER OT forms.

4. Providing secure alternatives for time reporting and approval at locations external to MassDEP via the Internet or some other means

5. Providing alert messages to users, supervisors, and other approvers reminding users that time sheets are due, missing or that there are timesheets waiting for sign off

D: Support the functionality described in section 7.2 Technical Specifications - Timesheets in Staff Services for Payroll Processing by:

1. Allowing staff with specific security access to submit ad hoc queries and reports

2. Providing an electronic output compatible with Peoplesoft / HR/CMS.  The existing statewide Human Resource/Compensation Management System is currently configured to allow only direct data entry, the desired capability would support a change in the HR/CMS interface that may allow an electronic update in the future.




	Mandatory and Desirable Specifications
continued



	3. Providing reports/queries for individuals and supervisors based on selection of data elements:

Reports supporting HR/CMS Data Entry

1. All timesheets that vary from the default schedule

2. All timesheets recording an exception

3. All records for which HR/CMS data entry is complete/not complete

4. All records within a specified date range:

a. No timesheet submitted

b. No Supervisor approval for a submitted timesheet

c. With all required approvals

d. With a Supervisor approval and no Overtime or Standby Time approval

5. All timesheets that have been modified after original data entry is complete

6. All timesheets sorted by affiliation
Reports supporting QA/QC

1. All timesheets recording a Supervisor other than the Supervisor of record

2. All individuals who did not enter a timesheet / by week / by individual / by supervisor / by reporting location 

3. Stand-by activity by individual and approval status

Reports supporting Accounting

1. Chargeback calculations by account for staff working on projects to be charged to an account different from their Home Account.

D: Support the functionality described in section 7.4 Technical Specifications - Data by:

1. Providing validation through the use of drop-down lists or some other user friendly mechanism

2. Entering data only in pre-established format

3. Supporting complex data relationships 

4. Capture all discrete time data fields

5. Providing three time data fields for unrestricted entry

D: Support the functionality described in section 7.5 Technical Specifications - Rules by:

1. Establishing rules for each schedule so that exceptions can be reported. 

2. Creating complex rules calling several variables.

3. Providing an alert when a user enters more than 10 hours per day that allows the user the following options:

1. Ignore the alert and continue

2. Indicate whether Comp Time, or

3. Overtime will be accrued

4. Routing staff to supplementary forms required for Comp Time and Overtime or providing some other mechanism for processing and approving time reported in these categories.


	9.0
Technical Environment

	9.1
MassDEP Network Environment:

The MassDEP network is a Tree within the Commonwealth of Massachusetts’s WAN using a frame relay structure within the MassMail environment, T1 frames for all remote offices and a TLS line in Boston.  These frame relay lines are scheduled for upgrade to MPLS lines by the end of the calendar year.  The Commonwealth’s Information Technology Division (ITD), in conjunction with MassDEP’s WAN Manager maintains the primary WAN functions.  MassDEP’s email system is also part of the Commonwealth of Massachusetts’s WAN, MassMail.  The structure of MassMail is housed and maintained at ITD Chelsea with account management the responsibility of MassDEP.

The MassDEP’s ITO office supports a Windows 2003 Server network at MassDEP’s main Headquarters and six (6) remote offices.  The Boston Office is the network domain master, housing the primary infrastructure servers as well as its own LAN.  All six MassDEP remote locations house a primary infrastructure server, and one or more file and print servers.  Our database environment is Oracle based and our Web environment supports .Net 2.0 applications.

The MassDEP Boston Office houses network infrastructure, DEP’s primary database applications, DEP’s web environment, as well as a DMZ supporting DEP’s eDEP application.  Each regional office has a basic infrastructure server and file servers supporting their primary files.

Most desktops within MassDEP are running XP Professional.  There are some older desktops running Windows 2000.  These are expected to be phased out as these systems are replaced with new leased systems. 


	10.0
Baseline Assumptions and Considerations

	· MassDEP will provide the contractor with any existing information it has relating to physical infrastructure, hardware and software, existing standards, database design and schema, application documentation, test plans, backup and recovery, and other network or database information relative to the scope of this project.

· MassDEP will be responsible for procuring any software and hardware needed for this project.

Deliverables submitted for acceptance will be reviewed and either responded to with feedback, or accepted within ten (10) business days unless otherwise stated by MassDEP at the time of submission.



	11.0
MassDEP Resources

	· MassDEP will provide a primary point of contact (MassDEP Project Manager) for all project communications.

· MassDEP’s Chief of Networks and the MassDEP Network Managers will work with the contractor and the state Information Technology Division (ITD) on the infrastructure design.  

· Whenever applicable MassDEP will provide Information Technology staff resources and expertise for the TMS legacy application.




	12.0
RFQ Definitions

	· Acceptance Test – The final phase of testing in the Project prior to MassDEP acceptance of and payment in full for the product and services.  The purpose of the Acceptance Test(s) is to confirm that all specifications of the RFQ have been met.  Before project closure, a final acceptance test will be performed on the overall system of applications.

· Commonwealth – The State of Massachusetts and any of its sub-divisions.

· Contractor – An individual or organization that enters into a contract with the Commonwealth of Massachusetts to provide commodities or services in accordance with the ITS23 Master Services Agreement. For the purposes of this RFQ, Contractor refers to the vendor who is selected as the responsible party for completing the tasks identified in this RFQ.  

· Customers – For the purposes of this RFQ, customers refer to the businesses, municipalities, state and federal agencies, and citizens that are required to apply for a permit, file a certification, or file a report with MassDEP.

· MassDEP – The term refers to the Massachusetts Department of Environmental Protection.

· Desirable – RFQ specifications prefaced with language such as: “may,” “could”, “suggested”, “is invited to”, “should” and “requested” will be considered by the vendor to be “desirable” or in other words optional for the vendor to respond to the contract.  Additional points will be awarded to vendors who respond to the desirable sections of this RFQ.

· Documentation – The narrative descriptions, technical specifications, guides, manuals, programming code, etc. as well as all diagrams that are prepared for this project.   Documentation will be delivered in written form and on CD-ROM, diskette, or electronic file.

· Information Technology Division (ITD) – Under the Executive Office for Administration and Finance, the Information Technology Division ensures that all agencies in the Commonwealth use quality, innovative and trustworthy technology solutions to efficiently deliver government information and services. ITD sets information technology standards; reviews and approves secretariat and department information technology strategic plans; is involved in the planning, design, and operation of information technology systems; and manages central information technology systems.

· Mandatory – RFQ requirement prefaced with language such as: “shall”, “will”, “will not”, “may not”, “can only”, “prohibited,” and “required” will be considered by the vendor to be “mandatory”, or in other words critical for meeting the basic requirements to be considered for a statewide contract.

· M.G.L. – Massachusetts General Laws

· Server – A processor that provides a specific service to the network. A server accepts requests; a client initiates requests. Some examples of servers are: A database server provides access to a database, a routing server connects nodes and network of like architectures; a gateway server connects nodes and networks of different architectures, etc.


13.0
Attachments

13.1 Attachment A – Data Elements

13.1.1
Employee Data Elements

	Data Element
	Type
	Validation
	Field Size
	Format

	First Name
	Alpha
	 
	20
	 

	Last Name 
	Alpha
	
	30
	 

	Middle Initial
	Alpha
	
	1
	 

	 
	Display: Robert A. Smith
	
	List
	
	 

	 
	 
	 
	 
	 
	 

	Supervisor First Name
	Alpha
	 
	20
	 

	Supervisor Last Name 
	Alpha
	
	30
	 

	Supervisor Middle Initial
	Alpha
	
	1
	 

	 
	Display: Mary B. Jones
	
	List
	
	 

	 
	 
	 
	 
	 
	 

	Employee ID Number
	Number
	Number
	11
	00000123456

	 
	 
	 
	 
	 
	 

	Account Number
	Number
	List
	9
	1234-5678

	 
	See Attachment B
	
	
	
	 

	 
	 
	 
	 
	 
	 

	TMS Location Code Number
	Number
	List
	6
	250000

	 
	See Attachment B
	
	
	
	 

	 
	 
	 
	 
	 
	 

	Schedule Type
	Alpha-Numeric
	List
	10
	 

	 
	Regular
	
	
	
	 

	 
	Flexible
	
	
	
	 

	 
	4-Day
	
	
	
	 

	 
	Staggered
	
	
	
	 

	 
	Part Time
	
	
	
	 

	 
	 
	 
	 
	 
	 

	Total Hours Scheduled Per Day - Default schedule
	 
	 
	 
	 

	 
	Monday
	Number
	
	7
	12.1275

	 
	Tuesday
	Number
	
	7
	12.1275

	 
	Wednesday
	Number
	
	7
	12.1275

	 
	Thursday
	Number
	
	7
	12.1275

	 
	Friday
	Number
	
	7
	12.1275

	 
	Saturday
	Number
	
	7
	12.1275

	 
	Sunday
	Number
	
	7
	12.1275

	 
	 
	 
	 
	 
	 


	Data Element
	Type
	Validation
	Field Size
	Format

	Total Hours Scheduled Per Week
	Calculation
	 
	7
	12.1275

	 
	Sum of Default Schedule cannot exceed 37.5
	
	
	
	 

	 
	 
	 
	 
	 
	 

	Reporting Location:
	List
	 
	5
	 

	 
	NERO
	
	
	
	 

	 
	CERO
	
	
	
	 

	 
	WERO
	
	
	
	 

	 
	SERO
	
	
	
	 

	 
	HQ
	
	
	
	 

	 
	WES
	
	
	
	 

	 
	 
	 
	 
	 
	 

	Affiliation
	List
	 
	13
	 

	 
	NAGE Unit 1
	
	
	
	 

	 
	NAGE Unit 3
	
	
	
	 

	
	NAGE Unit 6
	
	
	
	

	 
	MOSES Unit 9
	
	
	
	 

	 
	AFSME Unit 2
	
	
	
	 

	
	Manager
	
	
	
	

	 
	Contractor
	 
	 
	 
	 


13.1
Attachment A – Data Elements

13.1.2
Time Tracking Data Elements

	Data Element
	Type
	Validation
	Field Size
	Format

	Activity Code
	Text
	List
	10
	

	
	
	
	
	

	Project Code
	Text
	List
	15
	

	 
	 
	
	
	
	

	Release Tracking Number
	Text
	NO
	15
	4-123456789

	Permit Number
	Text
	NO
	15
	PW145685

	Facility Number
	Text
	NO
	15
	F223254

	
	
	
	
	

	Client Code
	Text
	List
	10
	

	 
	 
	
	
	
	

	Alternative Account Number
	Text
	List
	10
	1234-5678

	 
	See Attachment B
	
	
	
	

	 
	 
	
	
	 
	


13.2
Attachment B – Forms

13.2.1
MassDEP Time Sheet
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13.2
Attachment B – Forms

13.2.1
MassDEP Time Sheet Continuation Form

[image: image3.png]DEP TIME DISTRIBUTION CONTINUATION SHEET - FY 2007 Rer  IMHOT Effective 0710212005

Employeetiame:___ Robert Smith Employee D# 123456 Acosuntt.2200-0100
Supenisorame___Mary Jones From: zoo To_wmaonr Sheet#: 2

iboried CoMMENTS

Reesse hor i IS [ S ——

Aoty Code PreieceCade fow [cos | sn | m | 1 v | m | | | o | o | commormastmms:

Page Tor
Emploges Sgnature T
SapervzorSgranre T





13.2
Attachment B – Forms

13.2.2
MassDEP Comp Time Worksheet
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13.2.3
MassDEP Telephone/Field Response/Callback OT Form

DEP TELEPHONE/FIELD RESPONSE/CALLBACK OVERTIME FORM

	Employee:
	
	Signature:
	
	Date:
	

	Supervisor:
	
	Signature:
	
	Date:
	

	RD/RA
	
	Signature:
	
	Date:
	

	Fiscal Mgr:
	
	Signature:
	
	Date:
	


	SSN:
	
	Phone #:
	
	Work Hours - Check (() all that apply:

	AF6 #:
	
	AF6 Acct #:
	
	(
	Regular hours:
	8:45  a.m.  to  5:00  p.m.

	Date Submitted:
	
	(
	4 Day, day off:  Monday / Friday (circle one)

	Region/Bureau/Div:
	
	(
	Flextime:
	
	a.m. to
	
	p.m.


ORIGINAL SIGNATURES ONLY - NO COPIES will be accepted

	Date
	Day
	Time
	Telephone or Field
	Activity Code
	RTN
	A&F code
	Straight Time Hrs.
	Time & a half Hrs.
	Total Hours

	
	
	
	
	
	
	C
	
	
	

	
	
	
	
	
	
	C
	
	
	

	
	
	
	
	
	
	C
	
	
	

	
	
	
	
	
	
	C
	
	
	

	
	
	
	
	
	
	C
	
	
	

	
	
	
	
	
	
	C
	
	
	

	Only report HOURS for OVERTIME payment.

Overtime must be submitted weekly.
	Total:
	
	
	


Employee ID#

13.2
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13.2.4
MassDEP General Overtime Form

DEP GENERAL OVERTIME FORM      Emp.#

	Employee:
	
	Signature:
	
	Date:
	

	Supervisor:
	
	Signature:
	
	Date:
	

	RD/RA
	
	Signature:
	
	Date:
	

	Fiscal Mgr:
	
	Signature:
	
	Date:
	

	
	
	
	
	
	


	SSN:
	
	Phone #:
	
	Work Hours - Check (() all that apply:

	AF6 #:
	
	AF6 Acct #:
	
	(
	Regular hours:
	 8:45  a.m  to  5:00  p.m.

	Date Submitted:
	
	(
	4 Day, day off:  Monday / Friday (circle one)

	Region/Bureau/Div:
	
	(
	Flextime:
	
	a.m. to
	
	p.m.


ORIGINAL
 SIGNATURES ONLY - NO COPIES will be accepted

	Date
	Day
	Time
	Activity Code
	RTN or

 Project Code
	A&F code
	Straight Time Hrs.
	Time & a half Hrs.
	Total Hours

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Only report HOURS for OVERTIME payment.

Overtime must be submitted weekly.
	Total:
	
	
	


13.2
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13.2.5
MassDEP Standby Overtime Form








Emp.#

DEP STANDBY OVERTIME FORM

	Employee:
	
	Signature:
	
	Date:
	

	Supervisor:
	
	Signature:
	
	Date:
	

	RD/RA
	
	Signature:
	
	Date:
	

	Fiscal Mgr:
	
	Signature:
	
	Date:
	


	SSN:
	
	Phone #:
	
	Region/Bureau/Div:
	

	AF6 #:
	
	AF6 Acct #:
	
	Date Submitted:
	


ORIGINAL SIGNATURES ONLY - NO COPIES will be accepted

	Date
	Day
	Time
	Activity Code (=A19)
	A&F Code

	
	Wednesday
	5:00 p.m. to 8:45 a.m.
	
	

	
	Thursday
	5:00 p.m. to 8:45 a.m.
	
	

	
	Friday
	5:00 p.m. to 8:45 a.m.
	
	

	
	Saturday
	8:45 a.m. to 6:00 p.m.
	
	

	
	
	6:00 p.m. to 8:45 a.m.
	
	

	
	Sunday
	8:45 a.m. to 6:00 p.m.
	
	

	
	
	6:00 p.m. to 8:45 a.m.
	
	

	
	Monday
	5:00 p.m. to 8:45 a.m.
	
	

	
	Tuesday
	5:00 p.m. to 8:45 a.m.
	
	

	Total Number of Periods:
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13.2.6
[image: image8.png]


Massachusetts State Employees Blood Bank

     U.Mass. Memorial Health Care Transfusion Services (Worcester)

                   Massachusetts General Hospital (Boston)

             American Red Cross Blood Services (Statewide)

This is to certify that _________________________________________




(Please print name)

reported to our Donor Center on ________________________________






(Date)

Credit this donation to: _______________________________________





(Name of State Agency)

Check One:

⁯
Donated Blood

⁯
Was Deferred

Place of Donation:

⁯
UMMC

⁯
Red Cross

⁯
Mass. General

Check One:

⁯
Platelets

⁯
Plasma

⁯
Whole Blood

_______________________________________________

Signature of Attendant

13.2
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13.2.7
Commonwealth of Massachusetts Form AF-6 Overtime Form
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13.2.8
Verification Of Volunteer Services Leave Form
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COMMONWEALTH OF MASSACHUSETTS 

HUMAN RESOURCES DIVISION

SERV PROGRAM 

June 2007


	COMMONWEALTH OF MASSACHUSETTS 

HUMAN RESOURCES DIVISION

SERV PROGRAM 

June 2007


	


VERIFICATION OF VOLUNTEER SERVICES LEAVE

Name of Volunteer: __________________________________________________


State Agency:  ______________________________________________________

Work Location:  _____________________________________________________

Work Phone #:  _______________________________________________

TO BE COMPLETED BY THE AUTHORIZED PROGRAM SUPERVISOR: This is to certify that the above-named employee of the Commonwealth participated in the following volunteer service (circle one):

Mentoring (MA): 
Tutoring

Site-based

Community-based

School Volunteer (MA): 

Public School

Charter School 

Foster Care (MA):

Community Service Leave (MA):

Education
Environment

Health

Human Services 
Public Safety

Program Name/Address: ________________________________________________

Date of Service:  _____________  

Time arrived: __________Time departed: ________Total hours volunteered: _____

Description of the service provided by volunteer:

______________________________________________________________________

Statement on quality/usefulness of service provided: 

______________________________________________________________________

I certify that the volunteer has not been awarded and will not receive any compensation or reimbursement by the organization or entity for the volunteer work performed. This is not a political organization. In addition the volunteer activities do not promote religion as the Massachusetts State Constitution (Amendment XVIII, § 2) prohibits public funds from supporting religious institutions.

_____________________________

_____________________________

Program Supervisor Signature



Date




_____________________________

_____________________________

Volunteer Signature





Date

_____________________________

_____________________________

Supervisor Signature




Date

Note:  this form should be kept on file in the Agency Human Resources Office. 
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13.2.9
BWSC Emergency Response Responder OT Explanation Form

	ER Responder OT Explanation Form

	Employee requesting OT
	RTN or Complaint #
	Incident

	
	
	

	Situation


	  (   Call-Back Pay for RTN or Complaint initially received during Regular Work Hours

  (   Call-Back Pay for staff that was not On-Call

  (   OT for non-ER Responder

  (   Response to Complaint Other than sewage overflow, odors, or dumping

  (   Other unusual event

	Reason and Justification for Call-Back or OT:



	R & R Division Director: ____________________ ______________________   ___________

                                                 Name                                     Signature                         Date


13.2
Attachment B – Forms

13.2.10
BWSC Emergency Response Responder OT Explanation Form – page 2

	ER Responder OT Explanation Form

	Employee requesting OT
	RTN or Complaint #
	Incident

	
	
	

	Situation


	  (   Call-Back Pay for RTN or Complaint initially received during Regular Work Hours

  (   Call-Back Pay for staff that was not On-Call

  (   OT for non-ER Responder

  (   Response to Complaint Other than sewage overflow, odors, or dumping

  (   Other unusual event

	Reason and Justification for Call-Back or OT:



	R & R Division Director: John Fitzgerald             ______________________   ___________

                                                 Name                                     Signature                         Date


13.3
Attachment C – Time Reporting and Management Codes

13.3.1
Standard Codes Required State-Wide For HR/CMS 

	Code
	Description
	Code
	Description

	ATD
	Annual Tour of Duty - Paid (up to 17 days)
	PEX
	Physical Examination - Paid

	BCD
	Furlough - Work / No Pay (Accrued Furlough Comp Time)
	PIL
	Performance Incentive Leave (NAGE 1&6 only)

	BLD
	Red Cross Blood Donation - Paid
	PNP
	Leave Without Pay/Personal (authorized leave)

	BRL
	Bereavement Leave - Paid
	PRI
	Pregnancy Related Illness (females only - reduces Sick bal)

	CIH
	Comptime in Lieu of Holiday (deferred Holiday)
	REG
	Regular Hours

	CMT
	Comp Time Taken
	REGM
	Maternity Leave - Paid (weeks 1&2)

	EDN
	Education Leave - Not paid
	SBU
	Sick Bank Used

	EDP
	Education Leave - Paid
	SIC
	Sick Leave - Paid

	FAM
	Family Leave - Unpaid
	SICFM
	Sick Non-FMLA Family Leave - Paid

	HLN
	Holiday
	SICM
	Sickness in Family Leave, Wks 3-52 - Paid

	IAC
	Industrial Accident - Unpaid
	SICNM
	Sick Medical Leave, Wks 1-52 - Paid

	IAH
	Industrial Accident Hearing - Paid
	SIF
	Sickness in Family - Paid (reduces Sick bal)

	IAP
	Industrial Accident Pending - Unpaid
	SIR
	Sick Leave Receive

	INP
	Illness No Pay
	SNO
	Snow Day/Hours Taken W/Pay Departmental Recommendation

	JDP
	Jury Duty Leave - Paid
	SNP
	Suspension - Unpaid

	JDU
	Jury Duty Leave - Unpaid
	SUB
	Sick Used Bank (EILB)

	LNP
	Leave, No Pay (authorized leave)
	SUP
	Suspension - Paid

	LVUA
	Leave Unauthorized - Unpaid
	ULV
	Furlough - No work / No pay (no effect on leave accruals)

	LWP
	Leave With Pay
	UNP
	Union Activities - Paid (must be authorized)

	MEN
	Mentoring
	UUB
	Union Leave Unpaid (with Benefits)

	MFMFM
	Non FMLA Family Leave, Wks 1-52 - Unpaid
	UUN
	Union Leave Unpaid (No Benefits)

	MFMM
	Family Leave, Wks 9-52 - Unpaid
	VAC
	Vacation - Paid

	MFMNM
	Medical Leave, Wks 1-52 - Unpaid
	VACFM
	Vacation Non-FMLA Family Leave - Paid

	MIL
	Military Leave - Unpaid
	VACM
	Vacation Family Leave, Wks 3-52 - Paid

	NOP
	Not On Payroll
	VACNM
	Vacation Medical Leave, Wks 1-52 - Paid

	PER
	Personal Time - Paid
	VOT
	Voting leave - Paid

	PERFM
	Personal Non-FMLA Family Leave - Paid
	VSL
	Voluntary Service Leave - Paid

	PERM
	Personal Family Leave, Wks 3-52 - Paid
	XAM
	Oral/Written Examinations - Paid

	PERNM
	Personal Medical Leave, Wks 1-52 - Paid
	
	


13.3
Attachment C – Time Reporting and Management Codes 

13.3.2
Activity Codes

	CODE
	SERIES
	NUM
	DEFINITION
	
	CODE
	SERIES
	NUM
	DEFINITION

	100 series
	1
	100
	Policy, Planning, Development and Evaluation
	
	700 series
	7
	700
	Technical Assistance

	110
	1
	110
	Development of Policies and Regulations
	
	701
	7
	701
	Any 700 series work (undifferentiated)

	120
	1
	120
	Program Planning, Development, Implementation, Analysis, Evaluation
	
	710
	7
	710
	Response To Public Information Requests

	130
	1
	130
	Program Coordination with Internal and External Groups
	
	715
	 
	 
	Confidential Business Information Determinations (CBI)

	140
	1
	140
	Training:  Planning, Developing, Giving, Receiving Instruction
	
	720
	7
	720
	Technical Outreach/Education/Training Activities

	180
	1
	140
	Commissioner's Activities – For Commissioner’s Use Only
	
	721
	
	
	Technical training (BRP)

	190
	1
	190
	Administration and Supervision of Policy and Planning
	
	722
	
	
	Technical assistance to wastewater treatment plants (BRP)

	200 series
	2
	200
	Permitting Activities
	
	723
	
	
	Tech. Outreach to Municipalities, BoHs, Conserv. Comms. (BRP)

	xx203-xx277
	2
	280
	[see dictionary for prefix codes numbered from 203 to 277]
	
	730
	7
	730
	Regional Service Centers/Boston Information Center

	281
	2
	281
	MEPA Review
	
	740
	7
	740
	Press Related Activities

	282
	2
	282
	Pre-Application Assistance
	
	750
	7
	750
	Publications And Graphics Development

	286
	2
	286
	Permit Appeals/Jurisdictional Determinations
	
	790
	7
	790
	Administration and Supervision of Technical Assistance

	288
	2
	288
	Permit Evaluation/Assistance
	
	800 series
	8
	800
	Basic Research

	290
	2
	290
	Administration and Supervision of Permitting Activities
	
	810
	8
	810
	Basic Research

	291
	2
	291
	Permit Assignment and Tracking
	
	820
	8
	820
	Research Projects

	300 series
	3
	300
	Compliance Activities
	
	890
	8
	890
	Management and Supervision of Basic Research

	310
	3
	310
	Compliance Assistance and Technical Support
	
	900 series
	9
	900
	Management and Administration

	321
	3
	321
	Complaint Investigation
	
	910
	9
	910
	General Administration

	322
	3
	322
	Single Medium Inspection (BWP)
	
	920
	9
	920
	Personnel - Individual

	323
	3
	323
	Multi-Media Inspection, Including Screenings (BWP)
	
	930
	9
	930
	Human Resource and Employee Relations

	324
	3
	324
	Audits, Including Associated Inspection (BWSC) & ERP Certifications
	
	940
	9
	940
	Financial Management

	325
	3
	325
	Non-Audit, Non-Oversight Inspections (BWSC)
	
	950
	9
	950
	Contracts Management and Purchasing Management

	326
	3
	326
	Inspection of Certified Laboratory (WES-BSPT)
	
	960
	9
	960
	Management Information Systems Activities

	3271
	3
	327
	Major Permittee Inspection or Major Sanitary Survey (BRP)
	
	970
	9
	970
	Agency Support Systems and Services

	3272
	 
	 
	CCE (BRP Drinking Water)
	
	980
	9
	980
	Facility and Equipment Management

	3273
	 
	 
	UIC (BRP Drinking Water)
	
	990
	9
	990
	Supervision of 900s Activities

	3281
	3
	328
	NPDES Major (BRP Wastewater)
	
	A series
	0
	A00
	Assessment and Remediation

	3282
	 
	 
	NPDES Minor (BRP Wastewater)
	
	A01
	0
	A01
	Any Assessment Activities (undifferentiated)

	3283
	 
	 
	Groundwater (BRP)
	
	A11
	0
	A11
	Immediate Response Actions (IRAs)

	3284
	 
	 
	Title 5 (BRP Wastewater)
	
	A16
	0
	A16
	Release Abatement Measures (RAMs)

	3291
	3
	329
	Wetlands (BRP W&W)
	
	A17
	0
	A17
	Utility-Related Abatement Measures (URAMs)

	3292
	 
	 
	C. 91 (BRP W&W)
	
	A19
	0
	A19
	Standby

	3298
	 
	 
	WMA (BRP Water Management)
	
	 
	0
	A20
	21E Notifications and Site Discovery

	3299
	 
	 
	Other Inspection (BRP)
	
	A21
	0
	A21
	Response to Notifications

	330
	3
	330
	Compliance Record and Report Review
	
	A29
	0
	A29
	Site Discovery

	340
	3
	340
	Compliance Analysis and Evaluation of Sampling
	
	 
	0
	A30
	NPL Sites

	390
	3
	390
	Administration and Supervision of Compliance Activities
	
	A31
	0
	A31
	NPL - Remedial Investigation/Feasibility Studies (RI/FS)

	400 series
	4
	400
	Enforcement Activities
	
	A32
	0
	A32
	NPL - Design (RD)

	410
	4
	410
	Investigation and Case Evaluation Activities
	
	A33
	0
	A33
	NPL - Action (RA)

	420
	4
	420
	Preparation & Execution of Admin. Enforcement Actions
	
	A34
	0
	A34
	NPL - Operation & Maintenance

	430
	4
	430
	Compliance and Enforcement Appeal Activities
	
	A35
	0
	A35
	NPL - Support Activities/Management Assistance

	440
	4
	440
	Case Referrals
	
	 
	0
	A40
	Site Management/Oversight

	490
	4
	490
	Administration and Supervision of Enforcement Activities
	
	A41
	0
	A41
	Field Oversight and Site Management

	500 series
	5
	500
	Environmental Monitoring and Assessment
	
	A42
	0
	A42
	Review of Reports

	501
	5
	501
	Any 500 series work (undifferentiated)
	
	A43
	0
	A43
	Communications with PRPs or Their Agents

	510
	5
	510
	Laboratory Analyses
	
	A44
	0
	A44
	Communications With State Contractors

	520
	5
	520
	Strategic Environmental Monitoring and Assessment
	
	A45
	0
	A45
	Notices to PRPs

	530
	5
	530
	Quality Assurance/Quality Control
	
	A46
	0
	A46
	Other Site Management Activities

	540
	5
	540
	Laboratory and Sampling Preparation
	
	 
	 
	 
	Department Of Defense Regulatory Assistance Activities

	550
	5
	590
	Biological Monitoring and Assessment
	
	A51
	 
	 
	DOD Regulatory Assistance, Review of Transfer Related Documents

	590
	5
	590
	Administration and Supervision of Environmental Monitoring
	
	A52
	 
	 
	DOD Regulatory Assistance Agreements

	600 series
	6
	600
	Grants, Loans and Capital Distributions (Rollup)
	
	A53
	 
	 
	DOD Regulatory Assistance Idenification of Legal Requirements

	601
	6
	601
	Any 600 series work (undifferentiated)
	
	 
	0
	A60
	Specialized Site Management Activities

	610
	6
	610
	Engineering Management
	
	A64
	0
	A64
	Natural Resource Damages and Restoration

	611
	
	
	Review and Approve Project Applications
	
	A65
	0
	A65
	EPA Preliminary Assessment/Site Investigation/Work Products

	612
	
	
	Review and Approve Plans and Specifications
	
	A66
	0
	A66
	Contract Management Related to Sites

	613
	
	
	Review and Approve Contract Awards/Contract Changes
	
	A70
	0
	A70
	Implementing Minimum Public Involvement Requirements

	614
	
	
	Project Development
	
	A71
	0
	A71
	Public Involvement Activites Beyond Minimum Requirements

	615
	
	
	Conduct Inspections
	
	A80
	0
	A80
	Tier II Activities

	616
	
	
	Process Change Orders
	
	A90
	0
	A90
	Supervision

	617
	
	
	Process Closeouts
	
	R series
	0
	R00
	Fees, Cost Recovery and Debt Collection

	618
	
	
	Processing and Certifying Payments
	
	R01
	0
	R01
	Revenue and Fees Activities (undifferentiated)

	620
	6
	620
	Financial Management
	
	R10
	0
	R10
	Cost Recovery Activities

	690
	6
	690
	Administration and Supervision of Grants
	
	R40
	0
	R40
	Cost Recovery Administrative Review

	
	
	
	
	
	R50
	0
	R50
	Responding to Cost Recovery Documentation Requests

	
	
	
	
	
	R70
	0
	R70
	Revenue and Fee Management

	
	
	
	
	
	R90
	0
	R90
	Supervision of Cost Recovery Activities


13.3
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13.3.3
Location Codes

	Code
	FY 2006 Location Name
	Manager Title
	Manager Name

	100000
	Office of the Commissioner
	Commissioner
	Arleen O'Donnell (acting)

	110000
	Commissioner's Office Staff & Programs
	Chief of Staff
	Eric Worrall (acting)

	120000
	Office of Legislative and Budgetary Affairs
	Director
	Bill Harkins

	130000
	Office of Public Affairs
	Director
	Ed Coletta

	140000
	Office of General Counsel
	General Counsel
	Peg Stolfa

	141000
	OGC Regulatory and Policy Group
	Deputy Gen Counsel
	 

	142000
	OGC Litigation Group
	Deputy Gen Counsel
	Heidi Zisch

	143000
	OGC Office of Enforcement and Environmental Strikeforce
	Director
	Pam Talbot

	143010
	OGC EES Environmental Crimes Strike Force
	 
	 

	143020
	OGC EES Enforcement & Policy
	 
	 

	144000
	OGC Regional Enforcement Group
	Deputy Gen Counsel
	[vacant]

	144100
	OGC Northeast Region

	Supervisor
	Jeff Mickelson

	144200
	OGC Southeast Region
	Supervisor
	Dan dHoudeville

	144300
	OGC Central Region
	Supervisor
	MaryJude Pigsley

	144400
	OGC Western Region
	Supervisor
	Robert Bell

	145000
	OGC Administrative Services
	Director
	Barbara Wyche

	200000
	Bureau of Administrative Services
	Deputy Commissioner
	Dan McGillicuddy

	210000
	BAS Division of Fiscal Management
	Division Director
	Bawa Wavezwa

	211000
	BAS DFM Accounting & Procurement
	 
	Steve Manning (acting)

	211100
	BAS DFM AP Federal Grants Administration
	 
	 

	211200
	BAS DFM AP Procurement Oversight
	 
	 

	212000
	BAS DFM Management Revenue
	 
	Val Walker (acting)

	220000
	BAS Division of Workforce Services
	Division Director
	Tom Massimo

	221000
	BAS DWS Staff Services
	 
	John J. Viola

	222000
	BAS DWS Dispute Resolution
	 
	Ken Langley/Aprel McCabe

	223000
	BAS DWS Performance Management
	 
	Amy Winterson

	230000
	BAS Division of Facilities & Infrastructure
	Division Director
	Brendan Kiley

	231000
	BAS DFI Operations
	 
	Rosemary Roche

	231100
	BAS DFI Front Desk
	 
	Terrell Samuels

	232000
	BAS DFI Mailroom
	 
	Louis Beauvil

	233000
	BAS DFI Records Management
	 
	Scott Seiler

	234000
	BAS DFI Sustainability
	 
	Arnold Sapenter

	240000
	BAS Division of Business & IT Systems
	Division Director
	Chris Voss

	241000
	BAS DBITS Time Management System
	 
	Chris Voss

	242000
	BAS DBITS Cost Center Management
	 
	Tim Tracy

	243000
	BAS DBITS IT Systems
	 
	Barbara Duffy

	300000
	Operations and Programs
	Deputy Commissioner
	Ed Kunce

	310000
	Bureau of Waste Prevention
	Asst Commissioner
	Jim Colman

	310100
	BWP Office of the Deputy Assistant Commissioner
	Dep Asst Commr
	Sarah Weinstein

	310150
	BWP Business Reporting Services and Fiscal Operations
	Director
	Steve White

	311000
	BWP Division of Planning and Evaluation
	Director
	Barbara Kwetz

	311100
	BWP DPE - Air Program Planning
	Deputy Director
	 

	311150
	BWP DPE - Air Assessment Branch (Lawrence)
	Branch Chief
	Tom McGrath

	311200
	BWP DPE - Waste Programs Planning
	Deputy Director
	Glenn Keith

	311300
	BWP DPE - Systems Integration & Data Analysis
	Deputy Director
	 

	312000
	BWP Division of Business Compliance
	Director
	Steve DeGabriele

	312100
	BWP DBC - Regulatory Standards & Outreach
	Deputy Director
	James Doucett

	312200
	BWP DBC - Enforcement & Audits
	Deputy Director
	Helen Waldorf

	313000
	BWP Division of Consumer & Transportation
	Director
	Nancy Seidman

	313100
	BWP DCT - Transportation Programs
	Deputy Director
	Christine Kirby

	313200
	BWP DCT - Consumer Programs
	Deputy Director
	Greg Cooper

	313300
	BWP DCT - Education & Communication
	 
	Greg Cooper (acting)

	320000
	Bureau of Waste Site Cleanup
	Asst Commissioner
	Janine Commerford

	321000
	BWSC Division of Response and Remediation
	Director
	 

	321010
	BWSC DRR - State Sites
	Deputy Director
	Gregg Hunt

	321011
	BWSC DRR - State Sites Coordination
	Section Chief
	Albe Simenas

	321012
	BWSC DRR - State Information Communication Systems
	Section Chief
	Stephanie MacLeod

	321013
	BWSC DRR - State Sites Compliance & Enforcement
	Section Chief
	Maria Pinaud

	321014
	BWSC DRR - State Sites Audits
	Section Chief
	Thomas Potter

	321015
	BWSC DRR - State Sites Risk Reduction
	Section Chief
	Elizabeth Callahan

	321020
	BWSC DRR - Federal Sites
	Deputy Director
	Jay Naparstek

	321021
	BWSC DRR - Federal Superfund Program
	Section Chief
	Paul Craffey

	321022
	BWSC DRR - Federal Leaking Underground Tanks
	Section Chief
	Eric Arvedon

	321023
	BWSC DRR - Federal Department of Defense Sites
	Section Chief
	Anne Malewicz

	322000
	BWSC Division of Technical and Financial Support
	Director
	Kristen Lacroix

	322100
	BWSC TFS - Fiscal Section
	Section Chief
	Cookie Levinson

	322200
	BWSC TFS - Administration
	Section Chief
	 

	322300
	BWSC TFS - Cost Recovery
	Section Chief
	Robert Kalaghan

	322400
	BWSC TFS - MIS
	Section Chief
	Matthew Cogliano

	322500
	BWSC TFS - Contract Procurement
	Section Chief
	Carolyn Levinson

	322600
	BWSC TFS - Contract Management
	Section Chief
	 

	322700
	BWSC TFS - Publicly Funded Project Management
	Section Chief
	Robt. Shaughnessey

	324000
	BWSC Division of Planning and Program Development
	Director
	Paul Locke

	324100
	BWSC PPD - Policies and Regulations
	Section Chief
	 

	324200
	BWSC PPD - Program Development
	Section Chief
	 

	330000
	Bureau of Resource Protection
	Asst Commissioner
	Glenn Haas (acting)

	331000
	BRP Office of Planning and Program Support
	Director
	Victoria Phillips

	331001
	BRP OPPS [inactive]
	 
	 

	331002
	BRP OPPS Information Management & Planning
	 
	Chris Tannian

	331003
	BRP OPPS Fiscal Office
	 
	Ed Snyder

	331004
	BRP OPPS Outreach Services & Program Support
	[Deactivated Location]
	 

	332000
	BRP Division of Watershed Management
	Director
	Glenn Haas

	332100
	BRP DWM - Watershed Permitting
	Deputy Director
	David Ferris

	332101
	BRP DWM - Watershed Permitting - Boston
	 
	     "

	332102
	BRP DWM - Watershed Permitting - Worcester, Millbury
	 
	     "

	332200
	BRP DWM - Drinking Water
	Deputy Director
	Damon Guterman (acting 5/22-12/15/06)

	332300
	BRP DWM - Wetlands and Waterways
	Deputy Director
	Lealdon Langley

	332301
	BRP DWM WW - Wetlands
	 
	 

	332302
	BRP DWM WW - Waterways
	 
	 

	332400
	BRP DWM - Watershed Planning - Boston, Worcester
	Deputy Director
	Dennis Dunn

	332500
	BRP DWM - Policy & Regulations
	Deputy Director
	Madelyn Morris

	333000
	BRP Division of Municipal Services
	Director
	David DeLorenzo (acting 5/22-12/15/06)

	390000
	Regional Operations
	 
	 

	391000
	Regional Operations - NERO
	Regional Director
	Dick Chalpin

	391100
	NERO BWP
	Dep Reg Director
	Heidi O'Brien

	391110
	NERO BWP Permitting
	Section Chief
	Jim Belsky

	391120
	NERO BWP Compliance/Enforcement
	Section Chief
	Ed Pawlowski

	391130
	NERO Solid Waste
	Section Chief
	[vacant]

	391200
	NERO BWSC
	Dep Reg Director
	John Fitzgerald

	391210
	NERO BWSC Release Notification / ER
	Section Chief
	Kingsley Ndi

	391220
	NERO BWSC Audits
	Section Chief
	Patricia Donohue

	391230
	NERO BWSC Sites/Permits
	Section Chief
	Steven Johnson

	391240
	NERO BWSC Program Support
	 
	 

	391250
	NERO BWSC Risk Reduction
	Section Chief
	Iris Davis

	391300
	NERO BRP
	Dep Reg Director
	Tom Mahin (acting)

	391310
	NERO BRP DWM Wastewater Management
	Section Chief
	David Ferris

	391320
	NERO BRP DWM Drinking Water
	Section Chief
	Tom Mahin

	391330
	NERO BRP DWM Wetlands & Waterways
	Section Chief
	Rich Tomczyk

	391340
	NERO BRP DWM Watershed Planning & Permitting
	Section Chief
	Kellie O'Keefe & Zach Peters

	391360
	NERO BRP Municipal Services
	Section Chief
	Kevin Brander

	391400
	NERO Office Support
	Dep Reg Director
	John D. Viola

	391410
	NERO Service Center (Salem)
	 
	Judy Barber

	391420
	NERO [hold]
	 
	 

	391430
	NERO Administration
	 
	Ed Rock

	391440
	NERO Regional Coordination (C/E & Strike Force)
	 
	Karen Goldin

	391450
	NERO MIS
	 
	Ted Yep

	392000
	Regional Operations - SERO
	Regional Director
	Gary Moran

	392050
	SERO Cape Office
	 
	 

	392100
	SERO BWP
	Dep Reg Director
	David Johnston

	392110
	SERO BWP Permitting
	 
	 

	392120
	SERO BWP Compliance/Enforcement
	Section Chief
	Richard Gioiosa

	392130
	SERO BWP Solid Waste
	Section Chief
	Dave Ellis

	392200
	SERO BWSC
	Dep Reg Director
	Millie Garcia-Surette

	392210
	SERO BWSC Release Notification / ER
	Section Chief
	Richard Packard

	392220
	SERO BWSC Audits / Site Management
	Section Chief
	Garard Martin

	392230
	SERO BWSC Site Management / Permits / Risk Reduction
	Section Chief
	Joseph Kowal

	392240
	SERO BWSC Program Support
	Section Chief
	Ellie Grillo

	392250
	SERO BWSC Federal Remediation
	 
	 

	392300
	SERO BRP
	Dep Reg Director
	David Terry (acting 5/22-12/15/06)

	392310
	SERO BRP DWM Wastewater Management
	Section Chief
	Jeffrey Gould

	392320
	SERO BRP DWM Drinking Water
	Section Chief
	(vacant)

	392330
	SERO BRP DWM Wetlands & Waterways
	Section Chief
	Tena Davies & Liz Kouloheras

	392331
	SERO BRP DWM WW  Wetlands
	 
	 

	392332
	SERO BRP DWM WW Waterways
	 
	 

	392340
	SERO BRP DWM Watershed Management
	[Deactivated Location]
	 

	392360
	SERO BRP DMS Municipal Services
	Muni Srvs Prg Mgr
	Richard Keith

	392400
	SERO Office Support
	Dep Reg Director
	Brenda Chabot

	392410
	SERO Service Center
	 
	 

	392420
	SERO [hold]
	 
	 

	392430
	SERO Administration
	 
	 

	392440
	SERO Regional Coordination (C/E, Strike Force, REACT)
	 
	 

	392450
	SERO MIS
	 
	 

	393000
	Regional Operations - CERO
	Regional Director
	Martin Suuberg

	393040
	CERO Devens Project
	Section Chief
	Lynne Welsh

	393100
	CERO BWP
	Dep Reg Director
	Lee Adams

	393110
	CERO BWP Permitting
	Section Chief
	Tom Cusson

	393120
	CERO BWP Compliance/Enforcement
	Section Chief
	 

	393125
	CERO BWP Compliance Monitoring
	Section Chief
	John Kronopolus

	393130
	CERO BWP Solid Waste
	Section Chief
	John Regan

	393200
	CERO BWSC
	Dep Reg Director
	 

	393210
	CERO BWSC Emergency Response
	Section Chief
	Nick Child

	393220
	CERO BWSC Audits / Site Management
	Section Chief
	Mark Baldi (acting)

	393230
	CERO BWSC Compliance / Risk Reduction
	Section Chief
	Dan Hannon

	393240
	CERO BWSC Program Support
	 
	 

	393300
	CERO BRP
	Dep Reg Director
	Jim McQuade (acting eff. 8/16 -->)

	393310
	CERO BRP DWM Wastewater Management
	Section Chief
	Robert Kimball

	393320
	CERO BRP DWM Drinking Water
	Section Chief
	Paul Anderson

	393330
	CERO BRP DWM Wetlands & Waterways
	Section Chief
	Philip Nadeau

	393340
	CERO BRP DWM Watershed Planning
	Section Chief
	Warren Kimball

	393360
	CERO BRP DMS Municipal Services
	Program Director
	Paul Anderson

	393400
	CERO Office Support
	Dep Reg Director
	Jean Fisk

	393410
	CERO Service Center
	 
	Christine Armstrong

	393420
	CERO Municipal Services
	 
	 

	393430
	CERO Administration
	 
	 

	393440
	CERO Regional Coordination (C/E & Strike Force)
	 
	Mike Maher

	393450
	CERO MIS
	 
	

	394000
	Regional Operations - WERO
	Regional Director
	Michael Gorski

	394100
	WERO BWP
	Dep Reg Director
	Steve Ellis

	394101
	WERO BWP Coordination/Planning
	 
	 

	394102
	WERO BWP MRF Support
	 
	 

	394103
	WERO BWP Special Projects
	 
	Loretta Oi

	394110
	WERO BWP Permitting
	Section Chief
	Craig Goff

	394120
	WERO BWP Compliance/Enforcement
	Section Chief
	Saadi Motamedi

	394130
	WERO BWP Solid Waste Management
	Section Chief
	Daniel Hall

	394200
	WERO BWSC
	Dep Reg Director
	Anna Symington

	394210
	WERO BWSC Release Notification / ER
	Section Chief
	David Slowick

	394220
	WERO BWSC Audits / Site Management
	Section Chief
	Abigail Kingman

	394230
	WERO BWSC Site Management / Permits
	Section Chief
	Richard Green

	394240
	WERO BWSC Program Support 
	 
	 

	394250
	WERO BWSC Special Projects
	Section Chief
	 

	394300
	WERO BRP
	Dep Reg Director
	Brian Harrington

	394310
	WERO BRP DWM Wastewater Management
	Section Chief
	Mark Schleewies

	394320
	WERO BRP DWM Drinking Water
	Section Chief
	Deirdre Cabral

	394330
	WERO BRP DWM Wetlands & Waterways
	Section Chief
	Robert McCollum

	394340
	WERO BRP DWM Watershed Management
	[Deactivated Location]
	 

	394360
	WERO BRP DMS Municipal Services
	 
	Deirdre Cabral

	394400
	WERO Office Support
	Dep Reg Director
	Elizabeth Stinehart (acting)

	394410
	WERO Service Center
	Service Ctr Mgr
	

	394420
	WERO Support
	 
	 

	394430
	WERO Administration
	Reg Administrator
	 

	394440
	WERO Regional Coordination (C/E & Strike Force)
	 
	 

	394450
	WERO MIS
	 
	 

	400000
	Deputy Commissioner for Policy and Planning
	Deputy Commissioner
	Mary Griffin (acting)

	410000
	PP Policy and Planning
	Asst Commissioner
	Doug Fine

	412000
	PP Office of Research and Standards
	Director
	Carol Rowan West

	413000
	PP Division of Environmental Analysis
	Director
	Oscar Pancorbo

	414000
	PP Geographic Information Systems
	Director
	Brian Brodeur

	440000
	PP Information Technology Office
	Director
	Deb  Quinn

	900000
	Affiliated Non-DEP Programs
	 
	 

	910000
	EOEA staff
	 
	 

	920000
	Office of the Attorney General - BWSC funded
	 
	 

	930000
	Licensed Site Professional Program
	Executive Director
	Alan Fierce


13.3
Attachment C – Time Reporting and Management Codes 

13.3.4
Project Codes

	PROGRAM
	PROJECT CODE
	PROJECT NAME
	INITIATOR
	USERS

	BRP/DWM
	104
	BRP Federal 104 Grant
	C. Costello
	BRP/DWM

	BWSC
	2-0136-M
	All Operation & Maintenance charges for Charles George charged to 2200-6433
	D. Buckley
	BWSC

	BWSC
	3-000240
	Iron Horse Park - use w/ Op. Unit & Resp. Party
	P Craffey
	BWSC

	BWSC
	3-000352
	Silresim - use w/ Op. Unit & Resp. Party
	P Craffey
	BWSC

	BWSC
	3-000479
	Wells G&H - use w/ Op. Unit & Resp. Party
	P Craffey
	BWSC

	BWSC
	3-001731
	Industriplex - use w/ Op. Unit & Resp. Party
	P Craffey
	BWSC

	BWSC
	3-0295DR
	Starmet/Nuclear Metals Drum Removal / Procurement 
	Daniel Keefe
	BWSC/NERO

	BRP
	305b
	BRP Section 305(b) grant related work
	Dennis Dunn
	BRP

	BRP/DWM
	319
	BRP Federal 319 Grant
	S. McCurdy
	BRP

	ERSP
	319UMASS
	UMASS Amherst Innovative Stormwater Technology Transfer & Evaluation Project - 319 Non Point Source Pollution Grant
	L. Bennevides
	BOS, NERO, CERO

	BWSC
	4-000132
	Shpack - use w/ Op. Unit & Resp. Party
	P Craffey
	BWSC

	BWSC
	4-0122NG
	New Bedford Harbor Navigational Dredging
	P. Craffey
	BWSC

	BWSC
	4-0132-C
	US Army Corps' Radionuclide Contaminated Soil Removal
	D. Buckley
	BWSC

	BRP/DWM
	604
	BRP Federal 604 Grant
	S. McCurdy
	BRP

	BWSC SD
	726MTBE
	MTBE contamination in private wells, Orange
	C. Chamberlain
	WERO Site Disc

	DEP
	ADR
	Alternative Dispute Resolution
	E. Travis
	DEP

	DEP
	AED
	Automated External Defibrillators - Implementation, Admin, Training, Incident Resp.
	C. Voss
	DEP

	BRP
	ASPBLUE
	Alt Sched Proj - Bluestone Desalinization Project
	J. Hamm
	BRP SERO

	BRP WW
	ASPFAN
	Alt Sched Proj - South Boston Fan Pier Project - TR#  W023441
	M. Brown
	BRP WW

	CO
	ASPHUB
	Alt Sched Proj - Maritimes-Hubline Pipeline
	M. Brown
	Boston, NERO

	BRP
	ASPRT3
	Alt Sched Proj - Route 3 North Expansion-401Water Quality Certification 
	Rachel Freed
	BRP NERO

	ASP/DHM
	ASPSKBRI
	Alt Sched Proj - Safety Kleen Bridgewater Srv Center
	S. Bergstrom
	DHM

	NERO
	ASPTA
	ASP - Tennessee Gas' Tewksbury-Andover Lateral Pipeline, TR# W034128
	M. Brown
	NERO

	BRP
	ASPTGAS
	ASP - Tennessee Gas Pipline Dracut Expansion Project, #W024707
	Eliz Sabounjian
	BRP

	BRP
	ASSESS
	Environmental assessment related work
	Dennis Dunn
	BRP

	BWP
	ATOXICS
	Air Monitoring - Air Toxics
	S White
	BWP

	DEP
	AWS
	Alternative Work Schedules Program:  Implementing/Monitoring/Managing
	C. Voss
	DEP

	BWSC SD
	BALDWIN
	Site Disc - Baldwin Pond Wellfield, Wayland
	L. Immerman
	NERO Site Disc

	BWP
	BIO103
	EPA Biological Monitoring
	M. Wert
	BWP AAB

	BRP/DWS
	BOARDDW
	Brd of Water Cert of Optrs of Drinking Water Sup Fac
	J. Holeva
	DWS WQA staff

	CO
	BOSHAR
	BOSHAR - Boston Harbor, General, No Fees Proj Review
	S. Lipman
	DEP

	BWP Boston
	BOSINSP
	Compliance Inspections conducted by BWP Boston staff
	Maria Pinaud
	BWP Boston

	CO
	CA/THT
	CA/THT: Central Artery/Third Harbor Tunnel
	S. Lipman
	BWP,BRP

	ITO
	CDX
	EPA Central Data Exchange
	Tom Skinner
	ITO

	BRP/DWW
	CE
	Compliance & Enforcement related activities
	S. Pearlman
	DWW

	DEP
	CENHANCE
	C/E Enhancement Proj. including Blaze, MaDoG, DMOSE & related sub-com.work
	Bob Bostwick
	DEP

	LO
	CERO
	Advice Given to Central Regional Programs
	LO
	LO

	BRP/DWS
	CTA
	Section 70 Compliance Technical Assistance
	J. Ceraso
	DWS

	BRP
	DCI
	Daycare Initiative
	D. Bowley
	BRP

	BWSC
	DCLEANER
	BWSC/NERO-Dry Cleaner Initiative project; private and tran. non-comm. supply wells
	L. Immerman
	BWSC/NERO

	BRP
	DIP
	Wetland Data Integration Project
	M. Stroman
	BRP

	BWP
	DIRT
	BWP/BWSC Remed. Waste Mgmt re 21E contam. wastes
	P. Stanton
	DHM/DAQ/DSW

	CO
	DREDGE
	Dredging Regulations/Revisions
	S. Lipman
	NERO, Boston

	BRP
	DW
	Drinking Water work, other
	D. Bowley
	BRP

	BRP
	DWCD
	Drinking Water Capacity Development dedicated activities
	D. Bowley
	BRP DW

	BRP
	DWDE
	Drinking Water - all other data entry
	D. Bowley
	BRP

	BRP
	DWRDE
	Drinking Water Regional Data entry
	D. Bowley
	BRP

	BRP
	DWRW
	Drinking Water Program - Replacement Water Supply Wells
	D. Bowley
	BRP

	BRP
	DWSP
	Drinking Water Source Protection dedicated activities
	D. Bowley
	BRP DW

	ITO
	EGOV
	Online permitting, certification and reporting project
	Tom Skinner
	ITO

	BRP
	ENVGOALS
	Development, Evaluation, Measurement of Environmental Goals for each watershed
	K. Lacroix
	BRP

	DEP
	EO350
	Executive Order 350 - Agency/Authority Env Compl.(Clean State)
	W. Kuh
	DEP

	BRP
	EOEA
	Coordinated activities with EOEA, incl. Basin Teams, etc.
	R. Kerrigan
	BRP

	BWP
	ERP-CB
	ERP - Combustion Sources
	W. Hope
	BWP

	BWP
	ERP-DC
	ERP - Dry Cleaners
	W. Hope
	BWP

	BWP
	ERP-GEN
	Data Systems support for all ERP sectors
	Beth McDonough
	BWP

	BWP
	ERP-IW
	ERP - Industrial Waste Water
	W. Hope
	BWP

	BWP
	ERP-PP
	ERP - Photo Processors
	W. Hope
	BWP

	BWP
	ERP-PR
	ERP - Printers
	W. Hope
	BWP

	ERSP/WES
	FISHDMF
	Fish Testing - Division of Marine Fisheries
	O. Pancorbo
	WES

	ERSP/WES
	FISHNBH
	Fish Testing - New Bedford Harbor
	O. Pancorbo
	WES

	DEP
	FLOOD
	DEP flood-related activities
	M. Brown
	DEP

	BWP
	FOIA-RFI
	Review, Assign, Manage,Track Public Record Requests or Reqs for Info
	Jim Neeley
	BWP

	BWSC
	FUDSMAP
	FUDS Management Action Plan Pilot
	C. Boyce
	BWSC

	DEP
	GCPAVE
	Green Construction Equipment - Diesel Retrofits for paving equipment
	L. Benevides
	DEP

	BWSC
	GEACO100
	GE Admin Consent Order:  East Street Area I - South
	L. Cutler
	BWSC/WERO

	BWSC
	GEACO200
	GE Admin Consent Order:  Fill
	L. Cutler
	BWSC/WERO

	BWSC
	GEACO500
	GE Admin Consent Order:  Admin./Gen'l/Misc./Legal/Cross-cutting Issues
	L. Cutler
	BWSC/WERO

	BWSC
	GECD100
	GE Consent Decree:  Plant Area 
	L. Cutler
	BWSC/WERO

	BWSC
	GECD200
	GE Consent Decree:  OPCAs - On-Plant Consolidation Areas 
	L. Cutler
	BWSC/WERO

	BWSC
	GECD300
	GE Consent Decree:  Groundwater Management Areas
	L. Cutler
	BWSC/WERO

	BWSC
	GECD400
	GE Consent Decree:  Former Oxbow Areas
	L. Cutler
	BWSC/WERO

	BWSC
	GECD500
	GE Consent Decree:  Allendale School Property
	L. Cutler
	BWSC/WERO

	BWSC
	GECD600
	GE Consent Decree:  Silver Lake
	L. Cutler
	BWSC/WERO

	BWSC
	GECD700
	GE Consent Decree:  Housatonic River Floodplain
	L. Cutler
	BWSC/WERO

	BWSC
	GECD800
	GE Consent Decree:  Housatonic River Upper ½ Mile Reach
	L. Cutler
	BWSC/WERO

	BWSC
	GECD820
	GE Consent Decree:  Housatonic River 1½ mile Reach - EE/CA 
	L. Cutler
	BWSC/WERO

	BWSC
	GECD850 
	GE Consent Decree:  Housatonic River Rest of River
	L. Cutler
	BWSC/WERO

	BWSC
	GECD900
	GE CD:  Admin./Gen'l/Misc./Legal/Cross-cutting Issues
	L. Cutler
	BWSC/WERO

	BWSC
	GER100
	GE Response Costs:  Obtaining EREs
	L. Cutler
	BWSC/WERO

	BWSC
	GER200
	GE Response Costs:  ERE reviews at GE’s request
	L. Cutler
	BWSC/WERO

	BWSC
	GER300
	GE Response Costs:  Enforcement
	L. Cutler
	BWSC/WERO

	BWSC
	GER400
	GE Response Costs:  Dispute Resolution
	L. Cutler
	BWSC/WERO

	BWSC
	GER500
	GE Response Costs:  Work Takeover
	L. Cutler
	BWSC/WERO

	BWSC
	GER700
	GE Response Costs:  Applies to $350,000 Cap 
	L. Cutler
	BWSC/WERO

	BWSC
	GER900
	GE Resp. Costs:  Admin./Gen'l/Misc./Legal/Cross-cutting Issues
	L. Cutler
	BWSC/WERO

	BWSC
	GESD01
	GE Site Discovery  01:  King Street Dump
	L. Cutler
	BWSC/WERO

	BWSC
	GESD02
	GE Site Discovery  02:  West Branch Housatonic
	L. Cutler
	BWSC/WERO

	BWSC
	GESD03
	GE Site Discovery  03:  Commercial Street, Pittsfield
	L. Cutler
	BWSC/WERO

	BWSC
	GESD04
	GE Site Discovery  04:  Pittsfield Coal Gas
	L. Cutler
	BWSC/WERO

	BWSC
	GESD05
	GE Site Discovery  05:  Dorothy Amos Park Adjacents
	L. Cutler
	BWSC/WERO

	BWSC
	GESD900
	GE Site Discovery – general 
	L. Cutler
	BWSC/WERO

	DEP
	GREEN
	Green Team coordination of DEP recycling
	P. Allison
	DEP

	ERSP/WES
	GREYW
	Grey water study
	O. Pancorbo
	WES

	WES
	GWT
	Gulf Watch Toxics
	Deborah.L.Dunn
	WES

	BWSC SD
	HAWLEMT
	Hawlemont Elementary School well - TCE/PCE contamination
	C. Chamberlain
	WERO Site Disc

	BWSC SD
	HENDRICK
	TCE Contaminated Wellfield-Hendrick St., Easthampton
	J. Iascone
	BWSC

	DEP
	HOLTRD
	DEP North Andover Landfill (Holt Road)
	David Murphy
	SW,WSC,WL,NERO

	BWSC
	HVHI
	High Visibility/High Impact BWSC Enforcement Initiatives
	M. Pinaud
	BWSC

	BWP
	I2W2
	I2W2 Assessment Inspections
	S White
	BWP

	BWP
	IM
	I&M supplemental program activities not included in IMCHGBK
	W. Harkins & F. Civian
	DEP

	BWP
	IMCHGBK
	I&M program related activities - authorized CHARGEBACK to account 2220-2212
	W. Harkins & F. Civian
	DEP

	BWP
	INNOGRNT
	EPA Innovations Challenge Grant
	S. White
	BWP

	DEP
	INNOTECH
	Innovative Technologies Project
	L. Benevides
	Reg,Bur,CO,LO

	BRP
	IR019014
	IRP - WP61b: Bio-Microbics Provisional
	Natalie Brown
	BRP Wastewater

	BRP
	IR031728
	IRP - Amphidrome,  General Use Approval #W031728
	John Ciccotelli
	BRP

	BRP
	IR031991
	IRP - Pirana, Remedial Use Approval #W031991
	John Ciccotelli
	BRP

	BRP
	IR032285
	IRP - EZfloe, General Use Approval #W032285
	John Ciccotelli
	BRP

	BRP
	IR032585
	IRP - Geoflow,  Remedial Use Approval #W032585
	John Ciccotelli
	BRP

	BRP
	IR035379
	IRP - Northboro Travel Lodge, BRP WP 61d permit application #W035379
	David Boyer
	BRP CERO

	DEP
	IRPCHB
	IRP - Clean Harbors Braintree, HW Facility Part B License
	M. Brown
	Boston, SERO

	BWP/DHW
	IRPCYN
	IRP - Cyn Oil TSDF license renewal
	J. Tepper
	BWP 

	BWP
	IRPGE78
	GE - Pittsfield HW Facil lic renew, transmittal # 51005648, Bldg 78 
	Anna Stern
	BWP

	BWP
	IRPGENC
	IRP - General Chemical Part B HW Facil license renewal
	Anna Stern
	BWP

	BWP
	IRPMURPH
	IRP - Murphy's Waste Oil Pt. B lic appl
	Anna Stern
	BWP

	BRP
	IRPPSV
	IRP - Pepperell Suburban Village #51004461, BRP WP61d, Upgrades for Failing Large Systems
	Tom Ryder
	BRP CERO

	BWP
	IRPSKMAR
	IRP - Safety Kleen Marlboro HW08 (TSDS Part B) Renewal
	J. Tepper
	BWP Boston

	DEP
	IRPSKWB
	IRP - Safety Kleen, W. Brookfield - HW08 - TSD License
	M. Brown
	DEP

	BWP/DHM
	IRPZECCO
	IRP - Zecco Part B Draft Lic, Trn#W000433
	Anna Stern
	DHM

	DEP
	ITRC
	Interstate Technology and Regulatory Cooperation
	L. Benevides
	NE,WE,WSC, et al

	BWSC
	LEADSHOT
	Lead Shot Initiative, including outreach, site visits, technical assistance
	L. Callahan
	BWSC,BWP,BRP

	ERSP/WES
	LIMSIMPL
	WES LIMS Implementation
	O. Pancorbo
	WES

	ERSP/WES
	LIMSPMT
	WES LIMS Procurement
	O. Pancorbo
	WES

	BWSC
	LSP
	LSP compliance or enforcement activities (BWSC)
	M. Pinaud
	BWSC

	BWSC
	MDU
	Massachusetts Decontamination Unit Project
	K. Lacroix
	BWSC

	BWP/DAQ
	MERCURY
	Mercury policy project
	L. Rome
	DAQ,DSW,ORS

	SERO
	MMR
	Mass Military Reservation Plume Containment Design
	A. Papadopoulos
	DEP

	SERO BWSC
	MMREMC
	Mass Military Reservation - Environmental Management Commission
	C. Baran
	SERO BWSC

	BRP
	MONITOR
	Environmental monitoring related work  
	Dennis Dunn
	BRP

	BWSC
	MOS
	BWSC Measures of Success
	Maria Pinaud
	BWSC

	DEP
	MOUPERM
	MOU: 6-state partnership on permit reciprocity
	L. Benevides
	DEP

	DEP
	MOVE
	All time related to facility moves including planning, coordination of movers, oversight of staff, packing, etc.
	C. Voss
	DEP

	BWP
	MWC
	Municipal Waste Combustor - non permit time
	G. Keith
	BWP

	BRP/DMS
	MWIPP
	Contracting for Mass. Watershed Initiative Priority Projects
	S. McCurdy
	BRP/DMS

	LO
	MWRA
	Mass Water Resources Authority
	LO
	LO

	LO
	NERO
	Advice Given to Northeast Regional Programs
	LO
	LO

	BWP/DAQ
	NESCAUM
	NE States for Coordinated Air Use Management
	B. Kwetz
	DAQ

	BWP
	NOXALL2
	NOx Allowance ECPs (AQ19) Phase 2
	W. Lamkin
	BWP NERO

	BWP
	NOXALL3
	NOx Allowance ECPs (AQ19) Phase 3
	W. Lamkin
	BWP NERO

	BRP
	NSE
	Nitrogen Sensitive Embayment Project
	Sharon Jones
	BRP, DEP

	BWP/DAQ
	OPERREGS
	Operating Permit Regs CAA
	L. Carlson
	 

	BWP/DAQ
	OTAG
	Ozone Transport Assessment Group
	B. Kwetz
	DAQ

	BWP/DAQ
	OTC
	Ozone Transport Commission
	B. Kwetz
	Kwetz

	BWSC
	P&NCWELL
	BWSC/NERO-Other potential source areas; private and TNC supply wells
	L. Immerman
	BWSC/NERO

	BWP/DAQ
	PAMS
	DAQ Photochemical Assessment Monitoring System
	L. Carlson
	DAQ

	BRP
	PERC
	Drinking Water Perchlorate MCL Development Project
	D. Bowley
	BRP/ORS/WES/WSC

	DEP
	PERCHLOR
	Perchlorate Related Activities
	J.D. Viola
	DEP

	BWSC
	PETROPOL
	Development of petroleum policy
	J. Fitzgerald
	LES

	BWSC SD
	PINEOAKS
	Site Disc - Pine Oaks Wellhead, Natick
	L. Immerman
	NERO Site Disc

	BWP
	PM25
	AQ Monitoring - Particulate Matter, 2.5 microns
	J. O"Brien
	AQ 

	BWSC
	Q4
	BWSC - Question 4, Not Site Specific
	BWSC
	DEP

	BRP
	Q4DW
	Drinking Water related work done for Q4
	D. Bowley
	BRP

	BAS
	RECORDS
	Record management related activities
	R. Cole
	DEP

	DEP
	REGBOUND
	All work relating to the realignment of regional boundaries
	M Cox
	DEP

	BWSC SD
	REVAY
	Site Disc - Revay Supply Well, Reading
	L. Immerman
	NERO Site Disc

	BWSC
	SARSS
	Work on SARSS  contracts
	J. Iascone
	BWSC

	BWSC SD
	SD-01507
	Site Disc - Charlton City public non-municpal and private wells
	Paul Spano
	CERO Site Disc

	BRP/DWS
	SDWAA
	Safe Drinking Water Act Asssessment
	D. Bowley
	DWS

	LO
	SERO
	Advice Given to Southeast Regional Programs
	LO
	LO

	ERSP/WES
	SHAWTOX
	Shawsheen Watershed, EPA Grant 10463 Shawsheen Toxicity Study
	Barbara Cusick
	WES

	BWP
	SRC
	Source Registration Compliance Experiment
	S. White/H. Waldorf
	BWP

	BRP
	SRFCW
	Clean Water SRF work
	S. McCurdy
	BRP

	BRP
	SRFDW
	Drinking Water SRF work
	D. Bowley
	BRP

	BWP/DAQ
	STAPPA
	State & Territorial Air Pollution Program Admins.
	B. Kwetz
	DAQ

	ERSP/WES
	STORMBMP
	Stormwater BMP Study
	Barbara Cusick
	WES

	ERSP/WES
	STORMW
	Storm water study
	O. Pancorbo
	WES

	DEP
	TF01
	Fast Track Project - Weaver's Cove Energy & Mill River Pipeline (formerly WCEP)
	M. Brown
	Bos, SERO

	DEP
	TF02
	Fast Track Project - Yankee Atomic Electric Company
	M. Brown
	Bos, WERO

	DEP
	TF03
	Fast Track Project - MBTA Greenbush (formerly GRNBUSH)
	M. Brown
	Bos, NERO, SERO

	DEP
	TF04
	Fast Track Project - Greenwood Street Landfill (formerly ASPGWOOD)
	M. Brown
	Bos, CERO

	DEP
	TF05
	Fast Track Project - Granby Landfill
	M. Brown
	Bos, WERO

	DEP
	TF06
	Fast Track Project - MHD Site Assessment & Closure (formerly MHDCSA)
	M. Brown
	DEP

	DEP
	TF07
	Fast Track Project - New Bedford Harbor Navigational Dredging
	K. Lacroix
	DEP

	DEP
	TF08
	Fast Track Project - ECC Hazardous Waste Facility Renewal
	K. Lacroix
	DEP

	DEP
	TF09
	Fast Track Project - Aquarion Water Company IRP
	K. Lacroix
	DEP

	DEP
	TF10
	Fast Track Project - Taunton Landfill SW26 IRP
	K. Lacroix
	DEP

	DEP
	TF11
	Fast Track Project - Jones Environmental, Lowell TSDF License Renewal
	K. Lacroix
	DEP

	DEP
	TF12
	Fast Track Project - BFI, Fall River Landfill Expansion
	K. Lacroix
	DEP

	DEP
	TF13
	Fast Track Project - Tauton River Desalinization Plant Sewer Connection Permits
	K. Lacroix
	DEP

	DEP
	TF14
	Fast Track Project - South Hadley Landfill Expansion
	K. Lacroix
	DEP

	DEP
	TF15
	Fast Track Project - Russell Biomass Power Plant
	K. Lacroix
	DEP

	DEP
	TF16
	Fast Track Project - ECC Corp RCRA Closure and Corrective Action Project
	K. Lacroix
	DEP

	DEP
	TF17
	Fast Track Project - Cyn Oil Corp. Alternative Annual Compliance Assurance Fee
	K. Lacroix
	DEP

	DEP
	TF18
	Fast Track Project - Northeast Gateway Project
	K. Lacroix
	DEP

	DEP
	TF19
	Fast Track Project - Neptune Deepwater Port Project 
	P Weinberg
	DEP

	BRP&LO
	TITLE5
	Reg. Devel. & Implementation Activities for Title 5
	LO, [RK-6/23/95]
	LO, BRP

	BRP
	TMDL
	Total Maximum Daily Load related work
	Dennis Dunn
	BRP

	BWP
	TOX103
	EPA Toxics Monitoring
	M. Wert
	BWP AAB

	BWP
	WACHURES
	Wachusett Reservoir Initiative
	L. Rome
	BWP, BRP, CERO

	BRP
	WAT
	BRP Waterways Program related work
	R. Kerrigan
	BRP

	LO
	WERO
	Advice Given to Western Regional Programs
	LO
	LO

	ERSP/WES
	WESEMS
	Wall Exper Station:  Environmental Management System
	L. Benevides
	DEP

	BRP
	WET
	BRP Wetlands Program related work
	R. Kerrigan
	BRP

	BRP
	WMA
	Water Management Act work
	D. Bowley
	BRP

	BWSC
	WMD
	Responses, policy making, coordination RE Weapons of Mass Destruction, incl biological, chemical, nuclear
	Stephanie MacLeod
	BWSC

	CO
	WNAS
	S. Weymouth Naval Air Station Redevelopment Project
	M. Brown
	Boston, NERO

	BRP
	WQCA2004
	104b3 grant - Water Quality Cooperative Agreement MA Estuaries Project
	C. Barker
	BRP
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13.3.5
Client Codes

	Client Code
	Client Description
	Client Code
	Code Description

	BAS
	Bureau of Administrative Services
	1a
	RB 1a - Hoosic

	BFB
	Brownfields Activities - Boston
	1b
	RB 1b - Kinderhook

	BFC
	Brownfields Activities - CERO 
	1c
	RB 1c - Bash Bish

	BFN
	Brownfields Activities - NERO 
	2
	RB 2 - Housatonic

	BFS
	Brownfields Activities - SERO 
	3
	RB 3 - Deerfield

	BFW
	Brownfields Activities - WERO 
	4
	RB 4 - Westfield

	BRG
	Board of Registration (Client Code - WERO)
	5
	RB 5 - Farmington

	BRP
	Bur of Resource Protection - General
	6a
	RB 6a - Connecticut (East)

	BPP
	Bur of Policy & Planning - General
	6b
	RB 6b - Connecticut (West)

	BWP
	Bur of Waste Prevention - General
	7a
	RB 7a - Millers (CERO)

	BWS
	Bureau of Waste Site Cleanup - General
	7b
	RB 7b - Millers (WERO)

	CZM
	Coastal Zone Management
	8a
	RB 8a - Chicopee (CERO)

	DAQ
	BWP  Air Quality programs
	8b
	RB 8b - Chicopee (WERO)

	DHW
	BWP Hazardous Waste programs
	9a
	RB 9a - Quinebaug (CERO)

	DMS
	BRP Division of Municipal Services
	9b
	RB 9b - Quinebaug (WERO)

	DOB
	Division of Banks (WERO)
	10
	RB 10 - French

	DSW
	BWP Solid Waste programs
	11
	RB 11 - Nashua

	DWP
	BRP Water Pollution programs
	12a
	RB 12a - Blackstone (CERO)

	DWS
	BRP Water Supply/Drinking Water
	12b
	RB 12b - Blackstone (SERO)

	DWW
	BRP Wetlands and Waterways
	13a
	RB 13a - Merrimack (NERO)

	ENF
	Office of Enforcement
	13b
	RB 13b - Merrimack (CERO)

	ESF
	Environmental Strike Force
	14a
	RB 14a - Concord & Sudbury (NERO)

	GEN
	DEP Generally, Commissioner, Deputies
	14b
	RB 14b - Concord & Sudbury (CERO)

	ITO
	BPP Informaton Technology Office
	14c
	RB 14c - Assabet (CERO)

	IWW
	BWP Industrial Waste Water
	14d
	RB 14d - Assabet (NERO)

	I-A
	Inspection Assessment
	15
	RB 15 - Shawsheen

	I-B
	Inspection Multimedia Protocol B
	16
	RB 16 - Parker

	I-C
	Inspection Multimedia Protocol C
	17
	RB 17 - Ipswich

	I-P
	Inspection Presence
	18
	RB 18 - North Coastal

	I-R
	Inspection Repeat
	19a
	RB 19a - Mystic

	I-S
	Inspection Single media
	19b
	RB 19b - Neponset (NERO)

	L1A
	BWSC Level 1 Audit
	19c
	RB 19c - Neponset (SERO)

	L1B
	BWSC Level 1 Audit - BROWNFIELDS
	19d
	RB 19d - Weymouth & Weir (NERO)

	L2A
	BWSC Level 2 Audit
	19e
	RB 19e - Weymouth & Weir (SERO)

	L2B
	BWSC Level 2 Audit - BROWNFIELDS
	19f
	Boston Harbor Proper (not related basins)

	L3A
	BWSC Level 3 Audit
	20a
	RB 20a - Charles (NERO)

	L3B
	BWSC Level 3 Audit - BROWNFIELDS
	20b
	RB 20b - Charles (CERO)

	LSP
	Licensed Site Professionals Board
	20c
	RB 20c - Charles (SERO)

	MCD
	Mass Commission for the Deaf (WERO)
	21a
	RB 21a - North & South rivers (SERO)

	MRF
	Municipal Recyling Facility (WERO)
	21b
	RB 21b - North & South rivers (NERO)

	OAA
	Office of Administrative Appeals
	21c
	RB 21c - South Coastal Shore

	OAG
	Office of the Attorney General
	22
	RB 22 - Cape Cod

	OEA
	Exec. Office of Environmental Affairs
	23
	RB 23 - Islands

	OGA
	Other Gov't Agencies (not EOEA & OAG)
	24
	RB 24 - Buzzards Bay

	OGC
	Office of the General Counsel - general
	25a
	RB 25a - Taunton (SERO)

	ORS
	BSPT Office of Research & Standards
	25b
	RB 25b - Taunton (NERO)

	OWM
	BRP Office of Watershed Management
	26
	RB 26 - Narragansett/Mt. Hope Bay

	PAO
	CO Public Affairs Office
	27
	RB 27 - Ten Mile

	RCE
	Region - Central
	28
	RB 28 - Massachusetts Coastal

	RNE
	Region - Northeast
	
	

	RSE
	Region - Southeast
	
	

	RWE
	Region - Western
	
	

	RTK
	Right-to-Know
	
	

	S01
	Iplex ICs or Const. Cert.
	
	

	S02
	Iplex GSIP
	
	

	S03
	IHP B&M Corp
	
	

	S04
	IHP Eastern Terminals
	
	

	S05
	IHP General Latex
	
	

	S06
	IHP John Manville
	
	

	S07
	IHP Contaminated Soil Area/MBTA
	
	

	S08
	IHP Penn Culvert Prop./Coop Reserve
	
	

	S09
	IHP BNZ Materials, Inc.
	
	

	S10
	Silresim GWTP Operation
	
	

	S11
	Silresim SVE/erh
	
	

	S12
	Wells G&H New England Plastics
	
	

	S13
	Wells G&H Unifirst
	
	

	S14
	Wells G&H Wildwood
	
	

	S15
	Wells G&H WR Grace
	
	

	S16
	Wells G&H Olympia
	
	

	S17
	Wells G&H Aberjona Autoparts
	
	

	S18
	Wells G&H Murphy’s Waste Oil
	
	

	S19
	Wells G&H Whitney Barrel
	
	

	S20
	Wells G&H Combined Effects Study
	
	

	S21
	Shpack Corp of Engineers RA
	
	

	STR
	Strike Force 
	
	

	WSA
	BWSC Site Audits (WES)
	
	

	WSD
	BWSC Site Discovery (WES)
	
	

	WSE
	BWSC Emergency Response (WES)
	
	

	WSS
	BWSC State-Funded Sites (WES)
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13.3.6
Alternate Accounts For Chargeback

	2200-0059   BRP Special Projects Permitting & Oversight

	2200-0100   Enivronmental Compliance Operations

	2200-0150   Rivers Protection Act Temporary

	2200-0647   Oil Spill Prevention Trust Fund

	2200-0881   Solid Waste Mgt Programs/projects And Environ.protection (alloc 2010-0100)

	2200-6001   Deqe Administration Federal  Funds 

	2200-6006   State Water Pollution Abatement Projects Administration Fund

	2200-6007   Federal Water Pollution Abatement Projects Administration Fund

	2200-6008   Drinking Water State Revolving Fund DWSRF - Administration Fund

	2200-6431   Silresim Operation & Maintenace

	2200-6432   Silresim Replacement Costs

	2200-6433   Charles George Response Costs Trust

	2200-6434   Charles George Natural Resource Damage Trust

	2200-9706   Water Quality Management Planning 

	2200-9712   Cooperative Agreement Leaking Underground Storage Tanks

	2200-9717   Dept Of Defense Environmental Restoration Program

	2200-9721   Charles George Landfill Operable Unit III

	2200-9722   Baird & McGuire Operable Unit IV

	2200-9724   Superfund Block Grant 

	2200-9728   Brownfields Assessment Program Multi-site Cooperative Agreement

	2200-9729   Brownfields Site Manager Cooperative Agreement

	2200-9730   Impact Area Groundwater Study

	2200-9731   Massachusetts Brownfields Response Progam

	2210-0100   Toxics Use Reduction Implementation And Administration

	2220-2208   Auto Related State Implementat

	2220-2212   Enhanced Emissions Inspection (alloc Of 8400-0054) (1993 C.490 S.61)

	2220-2220   Clean Air Act Administration 

	2220-2221   Clean Air Act Operating Permit Compliance Administration

	2230-2010   Mass Military Reservation Protection (alloc 2300-2010)  (2002 C.236 S.3)

	2230-9702   Performance Partnership 

	2240-8824   Research And Demonstration Projects Allocation Of 2240-8820

	2240-9710   Municipal Facilities 205G Administration Of The Construction Grant Program

	2240-9718   104 G-2 Tech Training Grant

	2240-9727   Non Point Source #6 - 319h, Fy95 

	2240-9764   BRP 3% Setaside 

	2240-9771   BRP Wastewater Technical Assistance

	2250-2000   Federal Safe Drinking Water Act State Implementation

	2250-2001   State Revolving Fund Administration (1999 C.68)

	2250-8881   Groundwater Aquifer Protection Env Enhance & Protect Loan, C.564, 1987

	2250-9712   Clean Air Act Section 103 

	2260-8870   Question 4 - Office Of Incident Response (st.1987, C.304)

	2260-8871   Brownfields FY02 - Brownfields Site Audits (1998 C.297)

	2260-8872   Brownfields FY03 - Brownfields Site Audits (2002 C.300)

	2260-8881   LSP - Board Of Registration Of Haz Waste Site Clean Up Professionals Admin

	2260-9881   Solid Waste Recycling/planning Local Solid Waste Fclts Loan,c.584,1987

	2260-9882   Solid Waste Cleanup,grants & Loans Local Solid Waste Fclts Loan,c.584,1987

	2260-9884   Solid Waste Assessment & Cleanup Local Solid Waste Fclts Loan,c.584,1987

	2260-9885   Composting Grants And Projects Haz & Solid Waste Dspsl Loan,c.584,1987

	2260-9965   Hazardous Waste Cleanup (1995 C.277 S.2d)
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13.4.1
Time and Attendance Policy

Commonwealth Of Massachusetts

 Human Resources Division 

Time and Attendance Policy

Revised May 4, 2006

· The Human Resources Division has the authority to issue or negotiate policies governing the tracking of employee time and attendance.  Executive Branch agencies must follow these policies to ensure compliance with federal and state laws, regulations, policies and HR/CMS standards. 

· Executive Branch employees, including cabinet secretaries, division directors and agency heads must maintain daily time and attendance records including an appropriate accounting for leave utilized.

· The official time and attendance record consists of (1) an employee’s confirmation of his/her daily time, (2) his/her supervisor’s approval and (3) its entry in the Human Resource Compensation Management System (HR/CMS).  In the case of inquiries, additional information may be needed.

· Daily time and attendance may be maintained through electronic timekeeping systems or may be recorded on paper time and attendance sheets. 

· Electronic systems:

· Must be compliant with applicable laws, regulations, policies and contract provisions (these are summarized on attachment).

· Must be compatible with HR/CMS standards.

· Must be transferable to a form suitable for inspection (i.e. hard copy).

· Must be reviewed and approved by HRD prior to implementation.

· HRD can provide consultation on how to implement various time entry systems.

· Agencies must notify HRD’s Office of Employee Relations (OER) for cases in which the policy concerning time entry is being significantly changed, so that unions may be notified in advance of that change.

· Total hours worked and leave used by every employee must be reported in HR/CMS every pay period (not necessarily updated on a daily basis; updating daily records at one time each pay period is acceptable).  The record of daily time of arrival, departure, lunch periods, etc. may continue to be maintained separately in paper or electronic form.

· When an error in reporting an employee’s time and attendance occurs, or when the data is incomplete at the time of reporting due to a pending decision, an adjustment to the record must be entered within thirty (30) days from the date the error occurred or the request was approved or the grievance/arbitration decision made.  If an adjustment increases or decreases an employee’s pay and the adjustment crosses a fiscal year after the accounts payable period is closed, the prior period adjustment needs to be entered by HRD (click here to locate the Time and Attendance Record Adjustment Request form: http://www.hrcms.state.ma.us/documents/memos/HRmemos/Time_Attendance_adjustment_guide.doc )

· Overtime must be reported in the same pay period that it is earned.  Failure to enter overtime in a timely manner can subject the department to violations of fair labor standards. If overtime is reported late, it must be entered into HR/CMS and paid in the following pay period.

· The following recordkeeping requirements apply to time and attendance records, based upon the disposition schedule issued by the Secretary of State.

· Daily time sheets and time logs, which provide the employee’s and supervisor’s records of actual hours worked and approval of such, must be maintained for at least three (3) years, or for one (1) year following an audit finding.

· The approved attendance record entered into HR/CMS for payroll purposes must be maintained for at least seven (7) years.

· Agencies are responsible for ensuring conformance with guidelines as set forth in Fair Labor Standards Act (FLSA): http://www.hrd.state.ma.us/agency_services/AS_Manage_Workforce/Rules_and_Guidelines/flsa.pdf
· The Human Resources Division reserves the right to audit employee time and attendance at any time. Agencies not in compliance with this policy will be notified and must become compliant immediately.

Authority

FEDERAL.   The Fair Labor Standards Act requires employers to maintain time and attendance records for each employee. (29 U.S.C. §211(c); 29 C.F.R. Part 516.)

STATE.  The Human Resources Division derives its authority to maintain time and attendance records from several sections of the General Laws.  The General Laws provide for the tours of duty, hours of work and overtime of state employees.  (G.L. c.149, §§30A, 30B.)  The General Laws also provide that the Personnel Administrator [Chief Human Resources Officer] shall establish and administer an office and position classification plan and a pay plan, as well as promulgate rules and regulations regarding vacation leave, sick leave and other leave with pay and overtime compensation.  (G.L. c. 30, §45; G.L. c.7, §28.)  In addition, the General Laws provide that the Chief Human Resources Officer shall have access to all records in the custody of all agencies within the executive office for administration and finance for the purpose of discharging the duties of his office. (G.L. c.7, §4E.)

Equal Employment Opportunity

The Commonwealth does not discriminate on the basis of race, color, national origin, sex, religion, age or disability in employment or the provision of services.  This policy is designed to coordinate compliance with the non-discrimination requirements of both federal and state law.  Information concerning federal and state non-discrimination laws is available from the Human Resources Division.

Attachment: HRD Requirements for Electronic Timekeeping Systems:

· Permit daily record of employee’s time (FLSA requirement).

· Permit approval of time by employee and employee’s supervisor (and other additional supervisory approvals as required by the agency).

· Able to record use of paid leave in no less than 15 minute intervals (per various collective bargaining agreements).

· Allow employee to sign in and out for lunch and other meal periods (state law: minimum of 30 minutes for lunch after 6 or more consecutive hours of work).
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13.4.2
Standard Operating Procedure – BWSC Emergency Response Overtime
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PURPOSE 
This document has been prepared by the ER Section Chiefs and BWSC/Boston to address the most commonly asked overtime questions posed by ER Responders. Its purpose is to provide the Bureau’s interpretation and direction on relevant contractual and procedural issues, based upon its review of the July 1, 2003 – June 30, 2006 Collective Bargaining Agreement (“DEP/MOSES Agreement”). This SOP is to be the final superceding document to replace all prior BWSC discussions on the subject of Overtime and is applicable to all offices and ER personnel.
ROLES AND RESPONSIBILITIES
A number of “sign offs” are required in order for overtime (OT) to be processed and awarded to an ER Responder. Each party providing a signature has specific responsibilities and accountabilities. It is important that all understand that everyone “has a job to do” in this process, from protecting the Commonwealth’s natural resources, to protecting the Commonwealth’s fiscal resources. Professionalism and courtesy are expected at all levels.
SIGNATORY RESPONSIBILITY AND EXPECTATIONS

Employee -The Employee requesting overtime must prepare an accurate OT sheet and submittal, and provide and/or have available all necessary backup information and documentation. When staff sign off on an OT sheet, they are attesting to its accuracy, with respect to the tasks that were performed. Mistakes may lead to delays in processing OT requests.

Supervisor – On the basis of his/her prior and/or subsequent review of the specifics of the case(s), the supervisor is making four attestations: (a) that the ER Responder completed the indicated tasks and activities, (b) that the indicated tasks and activities were necessary and appropriate, (c) that the request is in accordance with Contractual provisions, and (d) that all necessary attachments/supporting documentation is provided with the submittal. Generally, the supervisor is the ER Section Chief.

Manager – A manager must also approve an overtime request. In regions, this manager may be the Regional Director, Regional Administrator, or Deputy Regional Director. For Boston staff requesting OT, the manager is the Assistant Commissioner for BWSC. This role will vary among offices. At a minimum, the manager is attesting to the fact that (a) the person signing off as Supervisor is the appropriate person for the task at hand, (b) they are aware that OT is being generated within their area of operational control, and (c) systems are in place within their office to adequately track time and data relating to the OT request.  The manager may also act as an arbitrator for any disagreements/ disputes between the Employee and Supervisor.  At his/her discretion and accountability, the manager may sign off as Supervisor as well as RD/RA/DRD.   

Fiscal Manager – In signing off on an OT Request, the Fiscal Manager is affirming -on the basis of the information provided on the forms and attestations made by the Employee, Supervisor, and program manger – that (a) the submitted form(s) and request are administratively complete and accurate (e.g., no mathematical mistakes), and (b) the hours being billed are being charged in accordance with contractual parameters and requirements (e.g., Call Back, rate). The Fiscal Manager is not accountable for the appropriateness of response actions taken and the hours required to take those actions, nor for any inaccuracies or omissions in the presented information. However, to the extent that questions and/or inconsistencies arise during the course of his/her review, the Fiscal Manager shall bring apparent or significant concerns in this regard to the attention of the Boston ER Section Chief for his/her review and action, as appropriate.
DOCUMENTATION AND PROCEDURES

INCIDENT INFORMATION

In general, and to the extent practicable, the paperwork for an On-Call response event (e.g., RLF, RLFA, memos) must be submitted to the ER Supervisor at the beginning of the next workday. This requirement may be modified on a case-by-case basis by the ER Supervisor based upon extenuating circumstances.

OT REQUEST FORMS/SUBMITTALS

All requests for overtime should be received by the ER Supervisor within 30 days of the date the time is accrued, and must include: (a) photocopies of the RLF and all associated RLFAs (documenting IRA approvals, field activities, etc), and (b) state contractor Evaluation Form for IRA-Ds.  At the election of the ER Supervisor, photocopies of appropriate documents will not be required if electronic records are otherwise available (e.g., RLFs, RLFAs)

RTN OR COMPLAINT NUMBER  

In all cases, either an RTN or Complaint Number must be recorded in the “RTN” box, for each incident of interest.  For the purposes of this form, “Complaints” include actual and traditional reports of environmental issues (e.g., sewage overflows, odors, dumping), and well as any other time-critical agency matter that requires non-business hour attention (e.g., permission to dump snow into wetlands, request for waiver from need to use tugboat escort in Buzzards Bay).  When denoting a complaint, a brief notation shall be made on the OT Request Form as to the nature of the incident as follows:

· “Odors”, 

· “Sewage”, 

· “Dumping”, or 

· “Other”

OT EXPLANATION FORM

The one-page ER Responder OT Explanation Form contained in this SOP shall be included with an OT request package with unusual circumstances.  For the purposes of this SOP, unusual circumstances are defined to be:

· Call-Back Pay for ER Responder not On-Call 

· OT pay for non-ER Responders (e.g., other bureau staff called in by ER) 

· Complaints other than sewage overflows, odors, or dumping (i.e., “Other”) 

· Any other OT request that would likely raise questions during an internal or external audit of Bureau expenditures. 

BILLING TIME

All time shall be billed in 15-minute increments (i.e., round off to the nearest 15 minute mark).
CHANGES TO OT FORMS

Minor mistakes on OT forms/submissions (e.g., accidentally listing AM rather than PM; putting in the wrong year) may be corrected by reviewers/signatories up to and including the Fiscal Manager. In such cases, the Reviewer making the change shall communicate that action to the Employee, and place the Reviewer’s initials by the change.
Any changes to the actual hours on the OT form/submission, or any other change that would lead to an increase or reduction in overtime pay, shall ONLY be made by the Employee (i.e., a re-submittal of a new, original form).  In such cases, the Fiscal Manager shall return the original OT form/submission to the Boston ER Section Chief for return to the region for revisions and re-submittal.
COMMUNICATION AND TRACKING

The following communication protocol shall be followed when processing OT submittals:

· The Fiscal Manager will raise any issues or questions on a specific package or request to the Boston ER Section Chief, who shall provide input or clarification, interfacing with the regional supervisor/staff person as needed.  

· The Fiscal Manager shall email the Boston ER Section Chief in cases where a request has not been approved within 2 weeks of submittal.  The Boston ER Section Chief shall then inform the regional supervisor/staff person of this situation, and facilitate a timely resolution of the matter. 

· Staff shall direct any questions on the amount of payment received from an approved OT package to the Payroll Department, NOT the Fiscal Manager.

If a Staff person, Supervisor, or Manager desires confirmation of receipt and approval by the Fiscal Manager of an OT submittal, he/she may follow the process articulated below.  This is completely optional. 

1) Record an OT Request Identification Number on the top right-hand corner of each OT Request Form. This ID number shall be the date of request followed by the initials of the Staff requesting OT (e.g., 3/23/05-NC). Multiple OT Request Forms submitted by the same staff person on the same date shall include a unique post-script (e.g., 3/23/05-NC-1, 3/23/05-NC-2, etc.).

2) Email the Fiscal Manager to indicate that the package will shortly be submitted to the Boston Office. This email must provide an OT Request ID number for each OT Form.
a)
The Fiscal Manager will return the email to confirm receipt of each identified package, referencing each OT Request ID Number.

b)
The Fiscal Manager will return the email to confirm approval of each identified OT package, referencing each OT Request ID Number.
The Fiscal Manager may combine steps a and b in cases where receipt and approval occur within 5 business days.

CALL-BACK PAY

A common denominator in most OT questions concerns the issue of “Call-Back Pay”, detailed in Section 7.5 of the DEP/MOSES Agreement.  Call-Back involves two separate yet inter-related provisions. Specifically, employees who receive Call-Back pay:

· Immediately accrue salary at their overtime [time and ½] rate, as opposed to working the first 2.5 hours at straight time (assuming full time workweek); and

· Are guaranteed pay for a minimum of two or four hours for phone or field responses, respectively, even if the actual response time was less than these hours.

The above raises questions on exactly what constitutes “Call-Back”, and precisely when the overtime [time and ½] rate starts and stops.  In order to ensure a fair and consistent application of the Call-Back provisions, BWSC has (a) developed a position on what constitutes Call-Back, and (b) instituted requirements on the work hours of On-Call staff:

· Based upon its evaluation of the DEP/MOSES Contract, BWSC believes that ER Responders are eligible for Call-Back Pay ONLY for completion of a phone or field responses to UNPLANNED activities that are FIRST INITIATED outside of their normal work hours;

· For On-Call Responders, “normal work hours” are expected to be DEP Regular Work Hours during the week that they are On-Call. In this context:

· On-Call Responders are staff being provided Stand-By Pay for a given work week, and 

· Regular Work Hours are defined to be 8:45 AM to 5 PM on any day that the On-Call Responder’s office is open (i.e., includes skeleton work days).

KEY IMPLICATIONS OF SOP

While the bulk of this SOP is presented in a Q&A format to address specific scenarios and situations, a statement of overall principles and parameters for ER Responders is instructive, to aid in the understanding and recollection of key points, and provide context to any future case-specific interpretations:
On-Call Responders - Under no circumstances will overtime be paid to an On-Call Responder  during Regular Work Hours. This means:
· On-Call Responders are expected to have Regular Work Hours during the week(s) that they are On-Call.

· “Minimum” Call-Back time periods (i.e., 2 hours for phone calls and 4 hours for field responses) terminates at 8:45 AM (e.g., a phone call received at 8:00 AM would only be eligible for 45 minutes of overtime).  

Call-Back Activation -Contractual “Call-Back” provisions and rates (i.e., 2 or 4 hour minimum billable hours at time and ½ pay-rate) shall apply ONLY to UNPLANNED activities that are FIRST INITIATED outside of Regular Work Hours (e.g., between 5:00 PM and 8:45AM during a normal workweek for On-Call Responders).
· In this context, “first initiated” refers to the time when the On-Call Responder is first notified of the need to undertake a response action.

· A continuation of a response initiated or scheduled during Regular Work Hours is considered “Planned” overtime and is not subject to Call-Back pay provisions.  In such cases, there is no minimum work time provision, and overtime accrued until 40 hours per week shall be reimbursed by the Commonwealth at “straight-time” pay rates (assuming full time employee).  

Call-Back Minimum Hours – Once a Call-Back minimum time period is invoked, the Commonwealth “owns your time” for the duration of that (2 or 4 hour) time period. This means that all activities occurring within that time period – whether one or 10 spill events – are covered, and multiple minimum periods cannot be accrued.

ER Responders who are Not On-Call  – Occasionally, a staff person who is not On-Call may be contacted by an ER Supervisor outside of his/her normal work hours, and directed to undertake a response.  In such cases:

· all of the above provisions would apply, except that Call-Back provisions shall apply as benchmarked to that staff person’s individual work schedule, including formally approved Alternative Work Schedules; and   

· the ER Supervisor must include/append a signed “OT Explanation Form” to the OT Request submittal explaining and justifying any request for Call-Back Pay during Regular Work Hours (i.e., why the assignment could not have been handled by the On-Call Responder or by another staff person who would not accrue overtime).

QUESTION AND ANSWERS FOR SPECIFIC SCENARIOS/SITUATIONS

On-Call/Stand-By
Q1 -What are the requirements/expectations for Standby Pay for an On-Call ER Responder ?
A1 -An On-Call ER Responder receiving standby pay is required to carry the On-Call pager, be immediately available to respond to a page, and keep an ER vehicle with them or in close proximity. The current rate of Standby Pay, as set in the DEP/MOSES Contract, is $10 per Standby pay period.  Although choosing to go On-Call is voluntary, once a staff person has agreed go On-Call, they MUST respond as appropriate to all pages and/or as otherwise directed by a supervisor.

Q2 -How does the ER Program solicit DEP staff for On-Call duties and who gets priority?   
A2 - The Regional ER Section Chief, in consultation with his/her Deputy Regional Director and/or other senior management personnel, will determine if the regional ER On-Call program is adequately staffed.  If additional staff are required, volunteers who demonstrate an aptitude for ER work and have relevant academic backgrounds and/or experience will be solicited.  Unless special circumstances exist, priority will be given in the following order: 1) staff from the current regional ER program; 2) staff from the region with prior ER On-Call service; 3) staff from the regional BWSC program; 4) non-BWSC regional staff; 5) non-regional ER staff; 6) non-regional staff with prior On-Call service; 7) non-regional BWSC staff; 8) non-BWSC general staff.

Q3 – Can a staff person who works On-Call shift rotations maintain an alternative work schedule?
A3 – Yes, but NOT for the duration of their shift.

Q4 - Can “03” or Contractor staff be On-Call?

A4 - No.
Q5 – Can a person receive stand-by pay if they are out of state?

A5 – Yes, with the permission of their supervisor and/or RD/RA/DRD.  Primary On-Call Responders are expected to be able to respond to a call anywhere within their region within 2 hours of notification

Q6 - Can On-Call staff respond to ER calls on a day that sick time is utilized? If yes, how does the call/response get billed?  

A6 – An employee that is absent an entire day due to illness is assumed to be too sick to cover an On-Call shift, and is expected to make arrangements with the ER Supervisor to have another staff person cover the shift.  A staff person who has utilized sick time for a doctor’s appointment or for sickness-in-family may respond to/bill off-hour calls in accordance with normal procedures.  Note, however, that hours billed to sick time cannot be used to reach a 40-hour workweek for the purposes of accruing general overtime. This is not an issue for Call Back pay.   
Q7 - Can staff who are not a designated weekly On-Call Responder receive Standby Pay?

A7 – Yes. Occasionally, staff not designated for weekly On-Call duty may be asked to be on standby for a limited period of time (e.g., during a major weather event or heightened security period).  In such cases, they shall receive standby pay for the number of pay periods they were available for response.   Such situations should be noted on the OT Explanation Form.

Q8 – The DEP/MOSES contract indicates that an overnight Standby Period shall consist of 15 hours. This is inconsistent with the Regular Work Hours of 8:45 –5:00 PM, which leads to a 15.75 hour Standby Period.  How will this be reconciled?

A8 – It would appear that the DEP/MOSES contract assumed a traditional 8 AM to 5 PM, 40-hour workweek with a lunch hour.  Accordingly, Staff shall have a choice when working On-Call, to either (a) work the DEP Regular Work hours of 8:45 AM to 5 PM with a 45 minute lunch period, accepting the 15.75 hour Standby Period, or (b) work 8 AM to 5 PM, with a 1.25 hour lunch period, and 15 hour Standby Period.

Call Back

Q9 - Does an ER Responder actually have to leave the DEP building to be eligible for Call-Back?

A9 – No. An ER Responder is eligible for Call-Back if they FIRST receive a call or assignment at 5:00 PM or later, regardless of whether they are in or out of the building, and regardless of whether they have signed out.

Q10- Is signing out for the workday equivalent to "leaving the workplace" for the purpose of Call-Back?

A10– No. Call-Back is benchmarked to a staff person’s official work hours (and for On- Call Staff, that must be Regular Work Hours for the week they are On-Call).

Q11 – Can a person on Vacation receive Call Back pay?

A11 – Yes.   On occasion, it may be necessary and appropriate to call back to work a staff person who is on vacation to respond to a spill event, especially in situations where senior-level staff are needed because of their experience and expertise.   

Q12 – Can a person out on Sick Leave receive Call Back pay?

A12 – Yes, although this would be rare, and would require documentation on the OT Explanation Form. On occasion, it may be necessary and appropriate to call back to work and/or receive input from a staff person who is out on Sick Leave to respond to a spill event, because of their specialized skills, knowledge, or abilities.

Overtime

Q13 – How will “planned” overtime be assigned?  Since responses that are initiated during Regular Work Hours are considered planned overtime, and not Call Back, what criteria will be used to determine who is assigned this work?

A13 – In accordance with Section 7.2 of the DEP/MOSES contract, “overtime shall be distributed as equitably and impartially as practicable among persons in each work location who ordinarily perform such related work…”.  Accordingly, ER Supervisors will assign planned after-hours work to staff from their ER units, as equitably as possible, based upon timing, logistics, and knowledge and training of staff personnel.  The key phrase in the DEP/MOSES contract is “practicable”.   Given the dynamic and time-critical nature of the ER program, and limited number of ER Responders, it is often not possible to reasonably assign nighttime or weekend work to staff that are not On Call. This is further exacerbated by the logistical challenges involved with having a limited number of ER response vehicles.  

Phone Responses

Q14 - If an On-Call Responder has two "phone" responses during a 2 hour period that are completely separate and distinct, with a break between, can this be billed as two separate responses both with 2-hour minimums?

A14 - No. Once you get the first phone call, you are on the clock for a two-hour overtime [time and ½] pay rate minimum.  If you receive one or ten more calls within that two-hour window, they are covered under the pay of the first call.  A continuation of call activity beyond the end of the first 2-hour period is billed at the overtime [time and ½] rate for the actual amount of extended time.  All phone call RTN or Complaint Numbers must be listed on the Overtime Form.

Q15 – If an On-Call Responder has two “phone” responses that are completely separate and distinct, and more than 2 hours apart, can this be billed as two separate responses both with 2-hour minimums?

A15 – Yes.

Q16 - If an On-Call Responder has a "phone" response at 5:05 pm on a weekday after he/she has completed their DEP workday, can that person put in for the 2​hour minimum?

A16 – Yes, if the call was unsolicited and unexpected, then the ER Responder is entitled to the 2-hour minimum.  If the call was expected or the Responder had solicited the (return) call, then that call cannot get the 2-hour minimum, but would count towards the 2-½ hours of OT at the “straight time” rate (assuming full-time workweek).   

Q17 - If an On-Call Responder receives and responds to a page prior to Regular Work Hours, and that response extends into the normal workday, how should that response be billed?

A17 – The actual time from receiving the page until the start of Regular Work Hours (i.e., 8:45 AM during a normal workweek) is billable at the Call-Back pay rate (time and ½). For example, a phone response at 8:00 a.m. on a workday would be billed as 0.75 hours of Call-Back (time and ½ pay rate) and recorded as lasting from 8:00 a.m. to 8:45 a.m.  

Q18 - If an On-Call Responder receives and responds to a page prior to Regular Work Hours, and that response does not extend into the normal workday, how should that call be billed?

A18 – The On-Call Responder would bill the actual amount of hours for the response, if greater than the (2 or 4 hour) Call Back minimums.  If the response was less than the appropriate Call-Back minimum hours, the On-Call Responder would bill (a) the amount of hours from receiving the page until the start of Regular Work Hours (e.g., 8:45 AM) or

(b) the appropriate Call Back minimum (i.e., 2 or 4 hours), whichever is less. For example, for telephone responses initiated before 6:45 AM, Call-Back minimum hour provisions would apply, and two hours may be billed at the [time and ½] overtime rate. For telephone responses initiated on or after 6:45 AM, the actual time period between the page and 8:45 AM is billable at the overtime [time and ½] pay rate.  

Q19 - If an On-Call Responder receives a misdirected DEP page intended for another region and has to make a phone call to determine that this was an erroneous page, can they submit for the 2-hour minimum for a "phone" response?

A19 – Yes. If the caller is trying to reach DEP, but they have reached the wrong region, the On-Call Responder has a duty to record some basic contact information from the caller, initiate a telephone response to ensure that proper actions are taken to contain the situation at hand, and then assure that they are connected to the right region.   This action is a valid phone response, entitling the On-Call Responder to receive the 2-hour minimum at the Call-Back overtime [time and ½] pay rate.  The On-Call Responder should contact the correct ER group to get the town and project code (RTN or Complaint Number) for their ER Overtime Sheet.

Q20 - If an On-Call Responder receives a misdirected page (an unrecognized phone number), and after calling that number determines that this was a non-DEP erroneous page, can they submit for the 2-hour minimum for a "phone" response?

A20 – No.  If the caller is not trying to reach DEP, and the call is just a stray or needs no additional follow-up by the On-Call Responder, it does not constitute a phone response. Occasional pages of this nature are considered compensated via Stand-By pay.

Q21 - If an On-Call Responder receives a DFS HAZMAT page for a Tier 1 Response on the hazmat pager after hours, the incident is within that person’s region, and that person makes a call to the locals to determine if DEP is needed, can they submit for the 2-hour minimum for a "phone" response?

A21 – Yes, if they are officially assigned to carry and monitor the hazmat pager. They must complete a telephone response and coordinate the Hazardous Material Team response with the Team Leader and/or Fire Chief. Unless specifically directed to the contrary by their supervisor, however, On-Call Responders shall not undertake follow-up for Tier I pager notifications that are clearly a “white powder” or “mystery powder” call.

Q22 - If an On-Call Responder receives a DFS HAZMAT page for non-emergency information (e.g., truck in service, drill dates, etc.) and that person does not need to make any calls to determine if an actual incident is involved, can they submit for the 2-hour minimum for a "phone" response?

A22 – No.  Although staff may have been inconvenienced by the page, they are not making any response to it, and occasional pages of this nature are considered compensated via Stand-By pay.  If these HazMat team non-emergency information pages occur during normal sleep hours, however, you should raise the issue with your ER supervisor to explore if another route of compensation is available to you.  Excessive HazMat calls that disrupt ER staff time will be raised by the ER chiefs to the ER Program Director for review with the DFS HAZMAT team.

Q23 - If an ER On-Call person has completed a "field" response with a minimum 4 hours Call-Back pay, returns home and resumes normal life, then gets another page within that initial 4 hour field minimum, can they bill for the 2 hour minimum for a "phone" response?

A23 – No. Once you get the first field response call, you are on the clock for a four-hour minimum.  If you go back to sleep, have a phone call, have multiple phone calls, or additional field responses within that 4- hour minimum, they are covered under the pay of the first field response.  If the phone call extends beyond the 4-hour window, additional time is billed at actual time (e.g., if field response started at 6 PM, and phone call occurred from 9:30 PM to 10:30 PM, the total OT would be 4.5 hours). All calls/responses must be listed (RTN or Complaint Number) on the Overtime Form.

Q24 –  If an On-Call Responder receives a phone call outside of normal working hours which last for one hour, and then gets another call on a separate matter that requires a field response which last 3 hours, are they entitled to a minimum of 6 hours of Call Back pay? (i.e., 2 hour minimum for phone response plus 4 hour minimum for field response)

A24 – No.  In accordance with Section 7.2 of the DEP/MOSES Contract, paragraph (F), “There shall be no duplication or pyramiding of the premium pay for overtime work provided by this Agreement”. Once the first phone call is received, you are “on the clock”, for a minimum of 2 hours. Any additional calls or field responses received or initiated within that 2 hour period, and which continue beyond that period, extends this clock; there is no “restarting”.  When the Responder returns home and finishes required activities, the clock stops.  If the activities were limited to ONLY telephone responses, the employee is entitled to 2 hours pay or the actual duration of work, whichever is greater. If the activities were ONLY field responses or were a mixture of field and telephone responses, the employee is entitled to 4 hours pay or the actual duration of work, whichever is greater.

Field Responses

Q25- If an ER Responder receives an ER call during normal work hours and is required to extend their workday by two hours to address that call, are they obligated to bill this 2-hour extension at straight time?  

A25 – Yes. This is considered a continuation of the workday and not “Call-Back”. Hours beyond the first 2.5 are billable at the overtime [time and ½ ] rate (assuming full-time workweek).

Q26 – An On-Call Responder receives a page, field deploys and is on scene for three hours. At 2.75 hours into the initial incident a second page comes in and requires field deployment.  The second field deployment requires an on-site presence for 3.5 hours. The On-Call Responder gets back home 7.25 hours after the first page (including travel times).  How do these two incidents get billed?  Can the Responder charge for report writing after he/she returns home?

A26 – The On-Call Responder bills the actual time for each call on separate lines of the ER OT sheet.  The “4 hour minimum” provision is not applicable in this case, since the actual field response was greater than 4 hours.

Reasonable time may be billed for completing paperwork in these situations (i.e., up to one hour), unless such activities could clearly and reasonably wait until the next workday.

Q27 - If an On-Call Responder receives a call outside of Regular Work Hours for a spill incident, but due to public safety concerns (e.g., state police will not allow cleanup) cannot respond until the next day, how is this call to be billed?

A27 – The initial call would be billed as a phone response with a 2-hour minimum overtime [time and ½] pay rate, if all aspects of the telephone response are completed, and an ER Supervisor approves of the decision to defer field responses to the next day. The necessary field deployment on the following day would be billed as a field response to the same town and RTN with a 4-hour minimum overtime [time an ½] pay rate.  Any field response beyond the first field response would also be considered Call Back, up until the start of the next Regular Work Hour time period.  However, staff shall NOT undertake additional field responses beyond the initial effort without the approval of a Supervisor.

Q28 – An On-Call Responder conducts a field response and returns home 3.5 hours after the initial page from MEMA.  Due to site conditions, the Responder decons at home and washes clothing, which brings his/her time to 4.25 or 4.5 hours after initial notification.  Can the responder bill for the 0.25 or 0.5 hours for this decon, and health and safety related time?  

A28 – No. Protective clothing and supplies are available in all ER response vehicles, and staff should not as a general practice contaminate their personal clothing to a degree that would necessitate “decon” operations in a residential washing machine.  Any needed decon of reusable protective clothing or supplies should be occurring in the field prior to return to a non-work location.

Q29 - Is time spent dealing with vehicle maintenance repair events a valid OT charge? As an example, if I am conducting a field response for a spill while On-Call and the ER Vehicle doesn’t start at the conclusion of the incident and requires a tow or vendor response in the field and this takes 3 hours, will I be paid for the 3 hours? 

A29 – Yes.  In such cases, however, the ER Responder must promptly notify the ER Supervisor, so that he/she is apprised of the situation, and can make proper arrangements.

Q30 - If an extension of a workday causes an ER Responder to work more than 10 straight hours for that day, should the time over 10 hours be billed at the time-and ½ rate?

A30 – Generally yes, but not in all cases.  Other than Call Back, the time and ½ rate is only paid for work beyond 40 hours/week, not work beyond 10 hours/day.  If the ER Responder in question works a full workweek, than work beyond 10 hours in one day would in fact be more than 40 hours in a week. However, if the ER Responder is working part time, work beyond 10 hours in one day would not necessarily result in greater than 40 hours/week, and therefore would not necessarily result in a time and ½ pay rate. In either case, sick leave cannot count towards the 40 hour threshold to receive general overtime.

Q31 - If a Staff person is out all night on a spill call, and needs to go home in the morning for a few hours of sleep, how should his/her time be billed?

A31 - In this case, Staff could elect to charge personal or vacation time to account for time out of the office during their normal work hours, or could work with the ER Supervisor to establish and work compensatory time.

Paperwork/Documentation

Q32 – When is the incident paperwork (e.g., RLF, RLFA, memos) for an On-Call response due? Is the time to complete these materials billable as OT?

A32 – In general, unless precluded by extenuating circumstances, the incident paperwork for an On-Call response event is required to be submitted to the ER Supervisor at the beginning of the next workday.  This work shall be accomplished during the “2 hour” and “4 hour” Call-Back (minimum) time periods, for those responses that do not take up to the entire minimum time periods.  For responses that extend beyond these minimum hours, reasonable additional time (up to one hour) may be billed for the required paperwork, unless such activity could clearly and reasonably wait until the next work day.

Q33 - On OT Sheets, should the ER Responder record the actual times for the response, or the Call-Back minimums? (e.g., if a phone call comes in at 9:15 p.m. and runs to 10:00 p.m., should staff record that on OT sheet at 9:15 PM to 10:00 PM or 9:15 PM to 11:15 PM)?

A33 – For responses beyond the Call-Back minimums, the actual hours should be recorded. For responses that were less than the Call-Back minimums, record 2 hours [phone response(s)] or 4 hours [field response(s)].  Record the RTN or complaint number for each item addressed during the 2 or 4-hour period.

Q34- What sources of information must OT/Standby submittals accurately reflect?

A34 – OT forms/submittal must accurately reflect the actual call, and are expected to be consistent with information contained in Regional Log Books, the RLF, RLFA, and any other written information in the Department’s possession. Unusual circumstances surrounding a case (including Call-Back Pay from staff that are not On-Call) should be clearly noted on the RLF/RLFA, and brought to the ER Supervisor’s attention. If discrepancies exist, the Supervisor, RD/RA/DRD, Fiscal Manager, or others may check any source of information including the staff person, the database, MEMA, the PRP, local officials, etc.

Q35 – Is the Employee responsible for data created or entered by other persons? For example, if data from an RLF prepared in a timely manner is not expeditiously or properly data entered, would this be a valid reason to hold and question a submittal?

A35 – While the Employee is not “responsible” for errors committed by others, such errors may unfortunately delay processing of an OT request, to the extent that such information is relied upon by other signatories to the OT form.  However, a delay in the data entry of an RLF should not hold up processing of an OT Request; if the lack of such information is deemed problematic, the Fiscal Manager shall confer with the Boston ER Section Chief to resolve the matter in a timely fashion.

Q36 - If ER staff from one region are required to respond to a release in another ER region, who signs their Overtime sheet(s) for that response?

A36 - The regular ER Staff person’s Supervisor.

Q37 - Under what conditions may a reviewer/signatory change or alter a submittal? May a reviewer unilaterally change the amount of OT or Straight time listed on a form?  May a reviewer change the amount of OT or Straight time listed on a form based upon a telephone conversation or e-mail agreement with the submitting staff? Must the submitting staff be informed if the amount of OT or Straight Time listed on a form is changed by a reviewer?

A37 – No changes can be made to an ER Overtime Form without the knowledge and consent of the ER Responder.  In general, each step of the overtime form review can only accept or reject the submitted Form.  In the case of minor changes (e.g., accidentally listed AM instead of PM, putting in the wrong year, etc.), the form reviewer and the staff person may come to an agreement on a correction, memorialized with an initialed change by the reviewer.

Any changes to the actual hours on the OT form/submission, or any other change that would lead to an increase or reduction in overtime pay, shall ONLY be made by the Employee (i.e., a re-submittal of an new, original form).  

Out-of-Bureau ER Responders/Staff

Q38 -If an Out-of-Bureau On-Call Responder responds to a spill during the morning hours that extends into regular work hours, may he/she continue under ER straight time until relieved or the job is completed? All non-ER hours would be fully accounted for and approved by the employee's supervisor.  This would ensure that ER operations and costs do not deprive other Bureaus of resources.   

A38 – No. From an accounting perspective, shifting funding sources in this manner is problematic; from a management perspective, a DEP employee cannot be paid twice for the same increment of work time (e.g., under ER account for responding to a spill, and under another Bureau’s account as personal or vacation time).   

BWSC/ER has made a commitment to respond during non-work hours to all agency incidents (from all Bureaus), using ER accounts.  There is an expectation that other Bureaus will reciprocate by funding their employees to conduct ER Responses (including preparation of needed reports) on occasion under these circumstances.  Moreover, ER Supervisors will make every effort to relieve Out-of-Bureau responders as soon as possible. Out-of-Bureau staff should discuss this contingency and situation with their program supervisors; if acceptance is not forthcoming, it may not be possible for that staff person to work an On-Call shift.  

Q39 – How do other bureau staff, who are not part of the ER or On-Call program, bill for time when ER asks for their assistance outside of their normal work hours?  

A39 - These staff would follow the same procedures as ER Responders, as outlined in this SOP, as long as an ER Supervisor or Manager approves the charge (e.g., consulting with a BWP asbestos inspector on a dumping or a case).  Generally, and as time permits, the ER Supervisor or Manager should clear use of non-ER staff with their supervisor(s).  Note that ER will NOT pay other program staff that are notified by ER of a matter that solely concerns their program (e.g., an after-hours referral from ER of an alleged wetland’s violation).

Misc

Q40 - While performing standby duty, is time spent dealing with equipment or instrumentation problems a valid OT charge?  As an example, if a PID taken home while On-Call fails to operate properly on Friday night and must be replaced for the duration of the weekend to remain in a ready state while On-Call, is the time spent traveling to the office, picking up the PID, and returning home (or to a spill location) a valid OT charge?

A40 – When this problem is discovered, the Responder must notify an ER Supervisor so that he/she can determine if the equipment requires change out.  If the supervisor agrees, he/she will authorize the time needed to do the replacement (Call-Back or otherwise).  Note that in such cases the On-Call Responder will be required to support the fact that the equipment was operational when they began their rotation.

Q41 – Do ER Responders get Standby Pay, Overtime, or Call Back for “Skeleton” days (e.g., major snow storm)?

A41 – Not if the Governor or DEP management has made a declaration that “essential state personnel” are required to report for work.  ER Responders (regardless of program affiliation) are consider essential state personnel, and therefore are not eligible for Standby Pay, Overtime, or Call Back for work conducted or responses made during their normal work hours.  Individual offices may, however, develop policies on compensatory time in such situations.
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	SOP #
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	SOP Summary - OT 

	Overtime
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	0
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	The purpose of this summary is to provide a 1-page synopsis of the key provisions of this SOP, for quick and easy reference.  Consult the entire document for complete details. 
	

	On-Call/Call-Back 
	Pay Rate
	1. ER Responder must work Regular Work Hours for week(s) On-Call 2. Call-Back pay rate (time and ½) is for UNPLANNED events FIRST initiated by/ directed to ER Responder during non-work hours 3. OT will NOT be paid to On-Call staff for 8:45 AM – 5:00 PM during work days 
	

	
	Hours
	1. Minimum 2 hours phone response; 4 hours field response 2. All activities within 2 or 4 hour window covered – one or more spills 3. Cannot extend into Regular Work Hours  
	

	
	Not
	1. Work started or scheduled during Regular Work Hours 2. Non-Call-Back OT: time and ½ after 40 hours/week, no minimum hours 
	

	Paperwork/Submittals 
	When
	1. Incident RLF/RLFA/memo to Supervisor by next business day as practicable 2. OT request submittal to Supervisor within 30 days 3. Usual turn around time is 2-3 weeks (to payroll) 
	

	
	What
	1. RTN or Complaint Number MUST be provided for ALL events 2. RTNs/Complaint Numbers handled during minimum Call-Back time period should be collectively listed (do not list actual response times or itemize response times) 3. For Complaints, notate on OT Request form “Sewage”, “Odors”, “Dumping” or “Other” 4. Unusual situations MUST be explained/justified on “OT Explanation Form” • Call-Back for event reported during Regular Work Hours • Call-Back Pay for ER Responder not On-Call • OT pay for non-ER Responders (e.g., other bureau staff called in by ER) • Complaints other than sewage overflows, odors, or dumping (i.e., “Other”) • Any other request that would raise concerns upon audit 
	

	
	Accountabilities
	1. Employee – accurate OT request with backup documentation 2. Supervisor – (a) work was completed, (b) work was necessary & appropriate, (c) request per contract, and (d) necessary information appended/available 3. RD/RA – knowledge of OT usage; oversight of regional tracking systems 4. Fiscal Manager – (a) request/forms administratively complete, (b) compliance with contract, (c) sufficient documentation provided/available 


	

	
	Changes
	1. Minor Changes – by Reviewer with their initials IF OK with employee 2. Major Change – defined as any change that would increase or decrease pay – ONLY by Employee (e.g., via new submittal) 
	

	? 
	All parties to direct questions/concerns/communications to BWSC/Boston ER Section Chief 


	ER Responder OT Explanation Form 

	Employee requesting OT 
	RTN or Complaint # 
	Incident 

	
	
	

	Situation
	· Call-Back Pay for RTN or Complaint initially received during Regular Work Hours

· Call-Back Pay for staff that was not On-Call

· OT for non-ER Responder

· Response to Complaint Other than sewage overflow, odors, or dumping

· Other unusual event 

	Reason and Justification for Call-Back or OT: 

	RTN or Complaint # 
	Incident 

	
	

	Situation
	· Call-Back Pay for RTN or Complaint initially received during Regular Work Hours

· Call-Back Pay for staff that was not On-Call

· OT for non-ER Responder

· Response to Complaint Other than sewage overflow, odors, or dumping

· Other unusual event 

	Reason and Justification for Call-Back or OT: 

	Section Chief:














Name


Signature


Date  





State 


Employees 


Responding as Volunteers Program














