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Deliverables

Position(s)
Needed

All-Inclusive Hourly

Rate

Approximate Hours
Completion of Task

Subtotal Cost

1. Develop a work plan identifying a schedule for completing all 1) 1) 1) 1)
duties and responsibilities included in this request for proposals. 2) 2) 2) 2)
The work plan will identify tasks and subtasks necessary to
successfully complete project deliverables. The work plan should | 3 3) 3) 3)
include start-up requirements, as well as all Style Guide 4) 4) 4) 4)
Consultant requirements addressed in the RFP.

5) 5) 5) 5)

2. Conduct a thorough review/critique/analysis of current application 1 1 1 1
and redetermination forms and notices and identify/suggest
revisions that would reduce barriers to their comprehension by 2) 2) 2) 2)
DSS clients. The review will include up to 75 forms and upto 75 | 3) 3) 3) 3)
EMS notices/letters, a total of 150 documents.

4) 4) 4) 4)
5) 5) 5) 5)

3. Provide a revised version for each item cited in A.2. Recognizing | 1) 1) 1) 1)
that a significant portion of the DSS client population faces 2) 2) 2) 2)
barriers to comprehension of these materials caused by disability,
low literacy or language challenges, the resultant contractor will 3) 3) 3) 3)
employ approaches that focus on best practices for clear and 4) 4) 4) 4)
plain language, format, fonts, use of white space and appropriate
reading level. 5 5 5 5

4. Develop a style guide that will provide uniform guidance for the 1) 1) 1) 1)
development of forms, notices, letters, etc. For the purposes of 2) 2) 2) 2)
this RFP, the Department has adopted the style guide options as
delineated in the following link — 3) 3) 3) 3)

4) 4) 4) 4)

http://www.stc.org/ConfProceed/2005/PDFs/0073.pdf 5) 5) 5) 5)
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Deliverables

Position(s)
Needed

All-Inclusive Hourly

Rate

Approximate Hours
Completion of Task

Subtotal Cost

5. Develop a Train the Trainers curriculum on the components of the | 1) 1) 1) 1)
style guide developed. 2) 2) 2) 2)
3) 3) 3) 3)
4) 4) 4) 4)
5) 5) 5) 5)
6. Conduct a Train the Trainers training session (2 to 3 hours) with 1) 1) 1) 1)
up to 10 selected DSS staff. 2) 2) 2) 2)
3) 3) 3) 3)
4) 4) 4) 4)
5) 5) 5) 5)
7. Prepare a best practices document on how to write forms, 1) 1) 1) 1)
notices, and letters to ensure that key messages have the most 2) 2) 2) 2)
important implication of the message stated up-front.
3) 3) 3) 3)
4) 4) 4) 4)
5) 5) 5) 5)
8. Conduct a survey of other states that issue notices from systems 1) 1) 1) 1)
like the DSS EMS legacy system and from other automated 2) 2) 2) 2)
platforms, and present findings that identify best practices.
3) 3) 3) 3)
4) 4) 4) 4)
5) 5) 5) 5)
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9. Identify software systems and/or on-line tools for analyzing 1) 1) 1) 1)

documents against the principles identified in the style guide that 2) 2) 2) 2)

would benefit DSS in improving its notices, letters and consumer

information products and can be directly connected to the 3) 3) 3) 3)

Department’s EMS technology. Include development costs and 4) 4) 4) 4)

recommendations on the compatibility of these items with the DSS

EMS. 5) 5) 5) 5)

TOTAL HOURS = TOTAL COST=
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