
NUMBER QUESTION ANSWER

1 As long as the file is submitted as a PDF, are vendors able to submit proposals originally created in either MS Word or PowerPoint? Yes

2 what is the Commission's budget for this work? No budget has been established yet.

3 Please describe the Commission project team structure that will support this effort. Is there an internal team in place, such as an Executive Steering 

Committee or a Project Manager?

The Commission has a project team comprised of 

staff from each division.  This team will review the 

responses.

4 Does the Commission envision the large-scale conversion of paper documents to electronic files as in-scope for this effort? If so, does the 

Commission currently contract for conversion services? Or is this task handled in-house?

The actual paper conversion will be handled by 

MCCI where they will scan the documents into our 

document management system(Laserfiche).

5 What types of IT support does your team currently have when it comes to file security? We currently use active directory for file security . 

Also our current configuration of our Document 

Management system(Laserfiche) is integrated with 

AD to provide security with access to those files as 

well/

6 Do any of your current file solutions allow documents to be "checked out" and "checked back in."? Yes it does. It also allows administrator to remove 

those check out and make them accessible by others.

7 Are there compliance or policy issues that block the team from being completely in the cloud? No, the only policy is our data cannot reside on 

platforms that are offshore, nor cannot be accessed 

offshore without Management approval.

8 OneDrive was listed as a current system, do all employees/divisions have access to OneDrive? Yes

9 Does the team currently use VPN or hardware solutions for personal laptop security? Yes, we use F5 big IP APM for remote access. We 

allow access through remote desktop services 

through the Big IP and traditional access through a 

client.

10 How do users currently "find" electronic documents? They have access to the Federated search module of 

our Laserfiche software which allows search of all 

network drives or the resident search  feature in 

Windows 10.

11 Is there software licensing agreements in place that requires you stay with a current CMS solution or restrict the exploration of other solutions? Yes there is a current license in place.

12 Would WSHFC please provide a breakdown of software licenses currently in use for the systems mentioned in Appendix A (i.e., HomeBase, 

Salesforce, Empahsys LenderOnline, HOTB, Jotform)?

These are the software platforms besides laserfiche 

that we have in place right now

13 How is file backup handled today? Manual? On different systems (one system mirroring another system)? All systems are backed up with our Rubrik appliance 

and then sent offsite to a repository in the Azure 

cloud.

14 What are some of the biggest issues your customers experience due to current content management challenges? Being able to consistently access required documents 

/ meta data challenges
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15 Given the two-week turnaround between the question submission deadline and the proposal submission deadline, is WSHFC willing to consider 

extending the proposal deadline by one week to allow vendors adequate time to modify their proposals based on WSHFC's response to vendor 

questions?

No

16 What services (if any), should respondents need to provide directly to Washington State Housing Finance Commission? Looking for advisory services.

17 Is Washington State Housing Finance Commission looking for a comprehensive CM (Content Management) Strategy as part of this RFP, for a 

partner to build that strategy upon being selected, or somewhere in between? If in between, please define which services Washington State Housing 

Finance Commission is looking to have implemented under the agreement rising from this RFP.

We already have  CMS in place. We are looking for 

guidance in Metadata  Configuration, workflow and 

document flow.

18 Will the selected vendor be allowed to recommend and/or bring in subcontractor(s) for services related to CM? If so, are there any 

constraints/restrictions for leveraging off-shore vendors?

No, we already have  a CMS in place.

19 What systems are currently used (and within scope of these services) by Washington State Housing Finance Commission today? We use Laserfiche as our CMS.

20 Is it the preference of Washington State Housing Finance Commission to replace currently in-use systems or leverage integration solutions to extend 

the life of existing infrastructure applications?

The Commission committed to Laserfiche as our file 

repository.

21 Is it possible that multiple vendors will be selected from this RFP based on respondents' areas of expertise? Possible but unlikely

22 Is scanning part of the RFP Please see answer to Question #4

23 Is there a current mechanism that stores records info(indexing, file structure, metadata), workflow Please see answer to Question #5

24 What is the change management process Right now, we do not have one in place.

25 What is the level of expertise needed for Laserfiche?  WE need that contractor to be  familiar with it but 

not an expert.

26 What is the level of expertise needed for HomeBase?  We need that contractor to be familiar with Sales 

Force.

27 Will previous data from current systems be migrated to new system?  Not Applicable

28 Is there an understanding of the size of the content?  Number of assets?  No

29 Will any of the current system be retained?  All of it will be retained. We are not looking to 

replace it.

30 Are there more concrete examples for Cross Divisional Challenges?  Please review Appendix A in the RFP

31 How many/What are the divisions/departments that overlap and create duplicative steps?  There are 5 divisions and duplicative steps occur 

across multiple divisions.

32 Are there any incumbent vendors working on this effort?  Yes

33 How many resources are required for this project? Project Manager & Subject Matter Expert (of 

Content Management)

34 Do we have any budget constraints for the project? Please see answer to Question #2

35 Is there any specific location preference from where our resources should operate? Please see answer to Question #48

36 Is there any specific skillset required for the resources allocated? Please see answer to Question #33

posted 3/22/2023

WASHINGTON STATE HOUSING FINANCE COMMISSION 
RFP QUESTIONS & ANSWERS 

MARCH 2023



37 Do we need to develop CMS along with the project management consulting services? No

38 What other job roles are taken into consideration in project management consulting other than project manager? Please see answer to Question #33

39 We have option to operate from India as well as USA. 

In India, the options available are:

1) First shift - 9am to 6pm IST

2) Second shift - 2pm to 11pm IST (Overlaps four hours with EST)

In USA, we have normal shift (9am - 6pm EST)

What is your preferred choice?

8 am to 5 pm PDT is our preferred choice. 

Additionally, the Commission's data needs to remain 

on-shore.

40 Have you worked with any agencies in the past? How was your experience there? Not for this particular service but we have worked 

with other agencies successfully.

41 Do you have any UI/UX designs or mockups ready for the product? No

42 What kind of figures do you have on your mind speaking of product development? If you are referring to budget, no budget has been 

established yet.  

43 Can you please let me know we have Tax ID for the State of Texas, and we pay unemployment tax, will that suffice? Is it mandatory to get the state 

of Washington business registration? 

A company that responds must either be licensed in 

the State of Washington and or within 30 days of 

selection become licensed (and get a Washington 

Uniform Business Identification number). 

47 Does the WA State Housing Finance Commission have a planned budget for this effort? We plan on including some estimated amount in the 

upcoming budget but no amount has been established 

yet.

48 Is work expected to be performed remotely, on-site, or hybrid? If on-site or hybrid, please provide the estimated % of FTE hours to be performed on-

site. Is on-site preferred? And would there be a scoring advantage to firms that propose working on-site or remotely in Washington State?

We are expecting some hybrid work. Since we will 

need help with scanning and business process 

establishment with current paper files that are 

currently onsite.  Our educated estimate would be 

20% onsite and 80% remote.  

49 “The Proposer must have at least five years of experience providing software project management and technical software services similar in scope to 

those requested in this RFP to a public or private entity”. Would firms responding to this RFP be able to substitute Independent Verification & 

Validation (IV&V) Services for Project Management Services to meet this minimum qualification? IV&V is widely accepted and considered to be 

an oversight and Project Management position, and our most recent experiences in Project Management derives from IV&V contracts in the State of 

California.  

The Commission will prioritize respondents with 5 

years experience. 

50 Are there any mandatory / desirable qualifications for the Technical Project Manager themselves? How will the Proposed staff’s experience and 

qualifications be scored out of 35? On what basis will the points be assigned?

51 Is any onsite work required? Please see answer to Question #48
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52 What is your anticipated budget for this work? Please see answer to Question #2

53 Can we propose a team consisting of a Project Manager and Business Analyst? Yes

54 What time is the proposal due? The deadline for submissions is Friday, March 31st 

at 5 pm

55 What is the value of this contract? Please see answer to Question #2

56 Is WSHFC looking for one firm to provide the following:

1) Document management expertise,

2) Records management expertise,

3) Business analysis expertise,

4) Business process analysis / mapping / improvement expertise?

We are looking for a firm to help craft a business 

process and document management roadmap.  They 

do not necessarily need to provide the solutions (if by 

that you mean specific software solutions).  The firm 

should be able to advise on how to best organize all 

our documents and data and should be able to 

provide best options for how we can manage content 

moving forward and how we can map our business 

processes in light of new solutions.  

57 What does WSHFC define as a software project manager? The role is described as a software project manager, but most of the work described in the 

RFP doesn’t seem to have anything to do with software. If the request is for a software project manager, what are the responsibilities, tasks, and 

deliverables for that person and where are they located?

This RFP is for a consultant or team of consultants 

who can analyze our business, identify pain points in 

current processes, determine if we have the right set 

of tools to manage content fully electronically, and 

create a roadmap for how we can achieve that state.  

58 Is WSHFC looking for a turn-key document transformation solution (which might include software)? Is the agency looking to hire a document 

management firm rather than a software project manager?

We need to understand how best to manage our 

documents and data and resulting business processes. 

We’re looking for consulting services first and 

foremost because we are not yet sure what type of 

solution we need.  

59 Is the commission looking for a document management firm to do everything required, or are you looking for a project manager to manage the 

selected firm? 

We are looking for consultants who will analyze our 

situation and make recommendations on the best 

options for solving our content and document 

management needs and helping us improve our 

business processes as part of that.  

60 Is there a formal Scope of Work? Please refer to the RFP's pages 4-5 for proposed 

SOW. Formal SOW will be agreed upon in the final 

contract.

61 Does the WSHFC also have a need for business process mapping and improvement expertise? Yes, this is a good portion of our need.

62 Is the agency looking for help with "understanding and documenting the existing processes at play"? Yes but we would like to improve the processes and 

go paperless as well

63 Who is handling the "streamlining of these existing processes"? Our IT division is advising each division. 
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64 Does the experience of the proposed Project Manager also count as firm experience? If the proposed Project Manager has ten years’ experience in 

the area, but the proposing firm only has 3 years, does that count?

It would depend on the relevance of the experience in 

both cases.  

65 How does the commission define software project management? Deployment and integration, or development? We’re not yet at the stage of development.  We are at 

the stage of assessment and analysis only.  

66 Is there a requirement to be on site? Is it anticipated that there will be onsite meetings? If these things are the case and considering it’s a remote 

working world these days, would WSHFC please state as much rather than asking for home addresses?

Please see answer to Question #48

67 These types of engagements are multi-year in nature. Five in five years may not be reasonable, or even possible. We have dealt with these type 

requirements before.

Thank you.

68 Is there any requirement that these references be the same or different than those associated with previous engagements? Above there is a request for 

five (5) engagements with 5 (five) associated references. How should these differ, if at all?

These do not need to differ. 

69 Is the agency seeking Business Analyst/Process support in addition to Software Project Management? Yes

70 This is a legal requirement based on state record keeping requirements (records management) and is not software project management. Can you 

please describe what you are looking for with regards to making “recommendations/develop process to implement archiving/retention requirements 

by content type?”

If firms have worked with government agencies in 

the past and have advised on document retention best 

practices, we’d appreciate those observations.  We 

have some flexibility around tailoring our retention 

schedules, so insights gained from other government 

agencies might be helpful.

71 Is the commission looking for a document management firm to do everything required, or are you looking for a project manager to manage the 

selected firm? 

We are looking for consultants to make 

recommendations to us on the best solutions give 

their analysis of what we need.  

73 The Cost Proposal requests hourly rates for each position proposed by the Vendor.

Is WSHFC using an MSA or similar with awarded vendor pool NTE rates?

Yes

74 What are WSHFC’s expected onsite requirements for project contractors? For example, certain analysis must be conducted in person, however, 

many project activities can be carried out onsite or remotely. Beyond analysis that must occur in person, are there other regular onsite requirements 

for contractors?

See answer  to Question #48

75 Does WSHFC require project management services or both project management and analysis services from the contractor?  Which scenario below 

best aligns with the commission's needs.

The contractor provides a project manager and 

analysts to further develop and refine solution 

requirements, then assist in the design, planning, 

training, and implementation of the new solution.

76 Is the Commission open to a team-based approach that includes 1-2 key personnel who are day-to-day resources in addition to more limited support 

from other staff resources as needed to bring specialty expertise?

Yes

77 What are the expectations for onsite/remote work? Is the Commission open to the consultant’s lead project manager being available on-site as 

needed with remote support from additional team members?

See answer to Question #48

78 What time is the proposal due? See answer to Question #54

79 Just for clarification, are you attempting to implement a selected Content Management Technical Solution at this time, and requesting assistance in 

this implementation?

See answer to Question #56

80 If the question above is “yes”, is there current process documentation available that describes the current environment? We currently have limited process documentation

81 Does the agency currently have an internal team in place for this particular project? Not at this time
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82 Are there Leads already identified for the internal team? Yes

83 How many different agencies are involved in this process? Are the Below the only Divisions:

•	MHFC

•	Admin/IT

•	Homeownership

•	Asset Management and Compliance

•	Finance

Yes to both questions.

84 Is there a separate Audit team within the group of agencies? No

85 What is required of the Proposer prior to announcement of Apparent Successful Contractor? For example, will there be interviews conducted with 

the PM and team?

There will be a review of all applications and 

potentially an interview process.

86 Has a budget been set for this project? Please see answer to Question #2

87 Can you provide an organization chart (without names)? We do not currently have an up to date org chart to 

share.

88 The commission is utilizing a variety of ECM systems, today.  Have you decided on which system to utilize going forward, or during the study 

would you like the consultant to independently assess which system or combination of system(s) will best serve the commission?

We are using Laserfiche as our CMS

89 Is your preference for a consultant, versus a software vendor, to conduct an independent assessment of commission content management issues, 

needs, and systems; and then to develop a going forward strategy?

Yes

90 Has a retention/disposition module been purchased for the ECM systems in place, and is it being utilized? Yes

91 Does the commission have a full-time IT director/manager in place? Yes

92 Does the commission have an internal records manager/coordinator in place?  Do these responsibilities include managing electronic records? No

93 Does the commission have a Laserfiche integrator in place?  If so, whom? Yes, we do. It is MCCI

94 Are there deliverables and timelines? Or will the consultant work with the business to develop the deliverables and timelines. The consultant will work with the Commission in 

developing deliverables and timelines

95 Are there any partners or consultants working on the project along with the selected property management firm?  No

96 Will any other staff be working with the property management firm? No

97 Will the project remote? Hybrid? Please see answer to Question #48

98 Is the contractor responsible for sourcing and hiring the vendor? No

99 Does WSHFC have an expected number of processes to be mapped? We don't have a good idea at this time. We plan to 

work with the consultant to determine that.

100 What documentation about existing business processes already exists? Please see answer to Question #80

101 How many stakeholders does WSHFC expect to be involved in the content management and business process management workstreams? Please see answer to Question #83

102 Is WSHFC looking for any evaluation of current software as part of the evaluation? No

103 Is WSHFC looking to replace their current document management system? No

104  Is WSHFC planning or anticipating any near-term upgrades or changes to any major enterprise software or IT infrastructure that could impact this 

project?

No

105 Does WSHFC prefer a particular methodology for project management or approach? (e.g., Six Sigma, LEAN, Agile, Waterfall, etc.) Not required

106 Does WSHFC have a preferred software they would like the vendor to utilize to complete the process mapping? Laserfiche

107 Does WSHFC have a specific budget for this project? Please see answer to Question #2
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