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CONTRACT SUMMARY
DESCRIPTION: Administration, Scoring, and Reporting of Work Skills Readiness Assessments for MDE and 
MDOC

INITIAL EFFECTIVE DATE INITIAL EXPIRATION DATE EXPIRATION DATE BEFORE
CHANGE(S) NOTED BELOW

10/1/2025 9/30/2028 2 - 1 Year
PAYMENT TERMS DELIVERY TIMEFRAME

ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING

MINIMUM DELIVERY REQUIREMENTS
N/A

P-card Payment Request (PRC) Other Yes No

MISCELLANEOUS INFORMATION
THIS IS NOT AN ORDER: The Contract is awarded based on the State’s inquiry bearing RFP 250000002232. Orders 
for delivery will be issued directly by the Department through a Delivery Order (DO).  

ESTIMATED CONTRACT VALUE AT TIME OF EXECUTION $12,001,780.75

N/A1% 30 Days, Net 45 Days
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P.O. Box 30026, Lansing, MI 48909

NOTICE OF CONTRACT NO.  250000001262

INITIAL 
AVAILABLE 
OPTIONS

9/30/2028



AGENCY NAME PHONE EMAIL

MDE Andrew Middlestead 517-241-2694 MiddlesteadA@michigan.g
ov

MDOC Jessica Evans 517-241-7064 EvansJ12@michigan.gov

Program Managers
for

Multi-Agency and Statewide Contracts

CONTRACT NO. 250000001262



FOR THE CONTRACTOR:

Company Name

Authorized Agent Signature

Authorized Agent (Print or Type)

Date

FOR THE STATE:

CONTRACT NO. 250000001262

Signature

Name and Title

DTMB Central Procurement Services
Agency

Date
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HYBRID CONTRACT TERMS 

This HYBRID CONTRACT (“Contract”) is agreed to between the State of Michigan (the “State”) and 
Worldwide Interactive Network, Inc. (WIN) (“Contractor”), a Tennessee Corporation. This Contract 
is effective on October 1, 2025, (“Effective Date”), and unless terminated, will expire on 
September 30, 2028 (the “Term”). 

This Contract may be renewed for up to two (2) additional one (1) year periods. Renewal is at the 
sole discretion of the State and will automatically extend the Term of this Contract. The State will 
document its exercise of renewal options via Contract Change Notice. 

The parties agree as follows: 

 Duties of Contractor. Contractor must perform the services and provide the deliverables (the 
“Contract Activities”) described in a Statement of Work; the initial Statement of Work is 
attached as Schedule A – Statement of Work. An obligation to provide delivery of any commodity 
is considered a service and is a Contract Activity. 

Contractor must furnish all labor, equipment, materials, and supplies necessary for the 
performance of the Contract Activities unless otherwise specified in a Statement of Work. 

Contractor must: (a) perform the Contract Activities in a timely, professional, safe, and 
workmanlike manner consistent with standards in the trade, profession, or industry; (b) meet or 
exceed the performance and operational standards, and specifications of the Contract; (c) 
provide all Contract Activities in good quality, with no material defects; (d) not interfere with the 
State’s operations; (e) obtain and maintain all necessary licenses, permits or other 
authorizations necessary for the performance of the Contract; (f) cooperate with the State, 
including the State’s quality assurance personnel, and any third party to achieve the objectives 
of the Contract; (g) return to the State any State-furnished equipment or other resources in the 
same condition as when provided when no longer required for the Contract;  (h) assign to the 
State any claims resulting from state or federal antitrust violations to the extent that those 
violations concern materials or services supplied by third parties toward fulfillment of the 
Contract; (i) comply with all State physical and IT security policies and standards which will be 
made available upon request; and (j) provide the State priority in performance of the Contract 
except as mandated by federal disaster response requirements. Any breach under this 
paragraph is considered a material breach. 

Contractor must also be clearly identifiable while on State property by wearing identification 
issued by the State and clearly identify themselves whenever making contact with the State. 

 Notices. All notices and other communications required or permitted under this Contract must 
be in writing and will be considered given and received: (a) when verified by written receipt if sent 
by courier; (b) when actually received if sent by mail without verification of receipt; or (c) when 
verified by automated receipt or electronic logs if sent by facsimile or email. 

If to State: If to Contractor: 
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See Contract Administrator information shown 
below. 

Steve Fain 
1000 Waterford Place 
Kingston, TN 37763 
sfain@winlearning.com   
859-582-6501 

 Contract Administrator. The Contract Administrator, or the individual duly authorized for each 
party, is the only person authorized to modify any terms of this Contract, and approve and 
execute any change under this Contract (each a “Contract Administrator”): 

State: Contractor: 

Susan Watt-Smith 
320 S. Walnut St., 2nd Floor North 
Lansing, MI 48933 
WattSmithS@michigan.gov  
517-230-0535 

Steve Fain 
1000 Waterford Place 
Kingston, TN 37763 
sfain@winlearning.com    
859-582-6501 

 Program Manager. The Program Manager for each party will monitor and coordinate the day-to-
day activities of the Contract (each a “Program Manager”): 

State - Michigan Department of Education 
(MDE): 

Contractor: 

Andrew Middlestead 
608 W. Allegan St. 
Lansing, MI 48915 
middlesteada@michigan.gov  
517-241-2694 

Randy Schlichting  
1000 Waterford Place 
Kingston, TN 37763  
rschlichting@winlearning.com  
651-767-2628 

State – Michigan Department Of Corrections 
(MDOC): 

Contractor: 

Jessica Evans 
206 E. Michigan Ave. 
Lansing, MI 48933-1431 
evansj12@michigan.gov  
517-241-7064 

Randy Schlichting  
1000 Waterford Place 
Kingston, TN 37763  
rschlichting@winlearning.com   
651-767-2628 

 Performance Guarantee. Contractor must at all times have financial resources sufficient, in the 
opinion of the State, to ensure performance of the Contract and must provide proof upon 
request. The State may require a performance bond (as specified in a Statement of Work) if, in 
the opinion of the State, it will ensure performance of the Contract. 

 Insurance Requirements. See Schedule C – Insurance Requirements. 

 Administrative Fee and Reporting. Contractor must pay an administrative fee of 1% on all 
payments made to Contractor under the Contract including transactions with the State 
(including its departments, divisions, agencies, offices, and commissions), MiDEAL members, 
and other states (including governmental subdivisions and authorized entities). Administrative 

mailto:sfain@winlearning.com
mailto:WattSmithS@michigan.gov
mailto:sfain@winlearning.com
mailto:middlesteada@michigan.gov
mailto:rschlichting@winlearning.com
mailto:evansj12@michigan.gov
mailto:rschlichting@winlearning.com
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fee payments must be made online by check or credit card at: 
https://www.thepayplace.com/mi/dtmb/adminfee. 

Contractor must submit an itemized purchasing activity report, which includes at a minimum, 
the name of the purchasing entity and the total dollar volume in sales. Reports should be mailed 
to MiDeal@michigan.gov. 

The administrative fee and purchasing activity report are due within 30 calendar days from the 
last day of each calendar quarter. 

 Extended Purchasing Program. This contract is extended to MiDEAL members. MiDEAL 
members include local units of government, school districts, universities, community colleges, 
and nonprofit hospitals. A current list of MiDEAL members is available at 
www.michigan.gov/mideal. 

Upon written agreement between the State and Contractor, this contract may also be extended 
to: (a) other states (including governmental subdivisions and authorized entities) and (b) State of 
Michigan employees. 

If extended, Contractor must supply all Contract Activities at the established Contract prices 
and terms. The State reserves the right to impose an administrative fee and negotiate additional 
discounts based on any increased volume generated by such extensions. 

Contractor must submit invoices to, and receive payment from, extended purchasing program 
members on a direct and individual basis. 

 Relationship of the Parties. The relationship between the parties is that of independent 
contractors. Contractor, its employees, and agents will not be considered employees of the 
State. No partnership or joint venture relationship is created by virtue of this Contract. 
Contractor, and not the State, is responsible for the payment of wages, benefits and taxes of 
Contractor’s employees and any subcontractors. Prior performance does not modify 
Contractor’s status as an independent contractor. Neither party has authority to contract for nor 
bind the other party in any manner whatsoever. 

 Intellectual Property Rights. If a Statement of Work requires Contractor to create any Contract 
Activities specifically for the State (hereinafter referred to as “Work Product”), Contractor hereby 
acknowledges that the State is and will be the sole and exclusive owner of all right, title, and 
interest in the Work Product and all associated intellectual property rights, if any. Such Work 
Product are works made for hire as defined in Section 101 of the Copyright Act of 1976. To the 
extent any Work Product and related intellectual property do not qualify as works made for hire 
under the Copyright Act, Contractor will, and hereby does, immediately on its creation, assign, 
transfer and otherwise convey to the State, irrevocably and in perpetuity, throughout the 
universe, all right, title and interest in and to the Work Product, including all intellectual property 
rights therein. 

 Contract Activities including Software. If Contractor is providing Contract Activities that 
require the use of Contractor Software, the following terms apply: 

a. License Grant by Contractor: Contractor hereby grants to the State and intended users a 
nonexclusive, royalty-free, irrevocable right and license during the Term and such additional 
periods, if any, as Contractor is required to provide Contract Activities under this Contract  

https://www.thepayplace.com/mi/dtmb/adminfee
http://www.michigan.gov/mideal
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or any Statement of Work, to: (a) access and use the Software, including in operation with 
other software, hardware, systems, networks and services, for the State’s governmental 
purposes, including for processing State Data; (b) generate, print, copy, upload, download, 
store and otherwise process all GUI, audio, visual, digital and other output, displays and 
other content as may result from any access to or use of the Software; (c) prepare, 
reproduce, print, download and use a reasonable number of copies of the Documentation 
for any use of the Software under this Contract; and (d) the State to access and use the 
Software for all such non-production uses and applications as may be necessary or useful 
for the effective use of the Contract Activities hereunder, including for purposes of analysis, 
development, configuration, integration, testing, training, maintenance, support and repair, 
which access and use will be without charge and not included for any purpose in any 
calculation of the State’s use of the Software, including for purposes of assessing any Fees 
or other consideration payable to Contractor or determining any excess use of the Software 
as described below. 

b. License Restrictions on the State. The State will not: (a) rent, lease, lend, sell, sublicense, 
assign, distribute, publish, transfer or otherwise make the Software available to any third 
party, except as expressly permitted by this Contract or in any Statement of Work; or (b) use 
or authorize the use of the Software or Documentation in any manner or for any purpose 
that is unlawful under applicable law. 

c. Use by the State. The State will pay Contractor the corresponding Fees set forth in a 
Statement of Work or Pricing Schedule for all access and use of the Software as intended 
for the purposes of this Contract.  Such Fees will be Contractor’s sole and exclusive remedy 
for use of the Software, including any excess use. 

d. Certification by the State to the Contractor, if applicable. To the extent that a License 
granted to the State is not unlimited, Contractor may request written certification from the 
State regarding use of the Software for the sole purpose of verifying compliance with the 
Contract.  Such written certification may occur no more than once in any twenty four (24) 
month period during the Term of the Contract. The State will respond to any such request 
within 45 calendar days of receipt.  If the State’s use is greater than contracted, Contractor 
may invoice the State for any unlicensed use (and related support) pursuant to the terms of 
this Contract at the rates set forth in Schedule B, and the unpaid license and support fees 
shall be payable in accordance with the terms of the Contract.  Payment under this 
provision shall be Contractor’s sole and exclusive remedy to cure these issues. 

e. Definitions. 

(1) “Documentation” means all user manuals, operating manuals, technical manuals and 
any other instructions, specifications, documents or materials, in any form or media, 
that describe the functionality, installation, testing, operation, use, maintenance, 
support, technical or other components, features or requirements of the Software or 
Contract Activities. 

(2) “Hosted Services” means the hosting, management and operation of the: Operating 
Environment, Software, other services (including support and subcontracted services), 
and related resources for access and use by the State as intended for the purposes of 
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this Contract and its Authorized Users, including any services and facilities related to 
disaster recovery obligations. 

(3) “Operating Environment” means, collectively, the platform, environment and 
conditions on, in or under which the Software is intended to be installed and operate, as 
set forth in a Statement of Work, including such structural, functional and other 
features, conditions and components as hardware, operating software, system 
architecture, configuration, computing hardware, ancillary equipment, networking, 
software, firmware, databases, data, and electronic systems (including database 
management systems). 

(4) “Software” means Contractor’s software as set forth in a Statement of Work and 
provided to the State pursuant to this Contract, including, but not limited to, any third-
party software or components, updates or new versions, online portals or other web-
based systems, and the Operating Environment (if Contractor hosted). 

(5) “Solution” means Contract Activities including Software and Services singularly or in 
any combination thereof, as applicable, set forth in a Statement of Work. 

 Accessibility Requirements 

a. All Contract Activities created or provided by Contractor under this Contract in a digital 
format (hereinafter “Digital Deliverables”), must at all times conform to the State’s 
accessibility standards provided in the SOM Digital Standards, located at 
https://www.michigan.gov/standards (the “Digital Accessibility Standards”). Throughout 
the Term of the Contract, at no additional costs to the State, Contractor must:  

(1) comply with plans and timelines approved in writing by the State to remediate issues 
and achieve conformance with the Digital Accessibility Standards in the event of any 
deficiencies; 

(2) promptly respond to and resolve, in a manner acceptable to the State, any complaint 
the State receives regarding the accessibility of any Digital Deliverables; 

(3) ensure that no changes to any Digital Deliverables will have any adverse effect on 
conformance to the Digital Accessibility Standards; and 

(4) upon the State’s written request, provide the Digital Deliverables in one or more 
alternative formats and within timeframes specified by the State. 

b. State of Michigan Digital Standards Review.  Prior to Digital Deliverables being accepted, 
put into production, or as otherwise required by the State, the State may conduct a review 
to assess their accessibility and compliance with the State’s Digital Accessibility 
Standards.  Contractor must assist the State with each such review, including submitting 
documentation or other information regarding accessibility and compliance with the 
State’s Digital Accessibility Standards, including without limitation, a completed product 
accessibility template, including any Information Technology Industry Council Voluntary 
Product Accessibility Template or VPAT® and/or a description of the evaluation methods 
used to support the Digital Accessibility Standards conformance claims, including, if 
applicable, any third-party testing.  Contractor must, at its sole cost and expense, 

https://www.michigan.gov/standards
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remediate all issues resulting from any such review in a manner and timeframe approved in 
writing by the State, which may include providing a remediation status report. 

c. Contractor must, without limiting Contractor’s obligations of indemnification as further 
described in this Contract, indemnify, defend, and hold harmless the State for any and all 
claims, including reasonable attorneys’ fees, costs, and incidental expenses, which may 
be suffered by, accrued against, charged to, or recoverable from the State arising out of its 
failure to comply with the foregoing accessibility standards. 

d. Failure to comply with the requirements in this Section constitutes a material breach of 
this Contract. 

 Service Level Agreement for Contract Activities including Software. To the extent that 
Contract Activities includes the provision of services through the use of Software, as set forth 
the Schedule A, Statement of Work, Contractor must comply with the Service Level Agreement 
set forth in Schedule D of this Contract. 

 Subcontracting. Contractor must obtain prior written approval of the State, which consent may 
be given or withheld in the State’s sole discretion, not later than 90 days before engaging any 
Permitted Subcontractor to provide Contract Activities to the State under this Contract. 
Engagement of any subcontractor or Permitted Subcontractor by Contractor does not relieve 
Contractor of its representations, warranties or obligations under this Contract.   

a. Without limiting the foregoing, Contractor will:  

(1)  be responsible and liable for the acts and omissions of each such subcontractor 
(including such Permitted Subcontractor and Permitted Subcontractor's employees 
who, will be deemed Contractor Personnel) to the same extent as if such acts or 
omissions were by Contractor or its employees; 

(2) be responsible for all fees and expenses payable to, by or on behalf of each 
subcontractor and Permitted Subcontractor in connection with this Contract, 
including, if applicable, withholding of income taxes, and the payment and withholding 
of social security and other payroll taxes, unemployment insurance, workers' 
compensation insurance payments and disability benefits; and 

(3) notify the State of the location of the Permitted Subcontractor and indicate if it is 
located within the United States. 

b. Contractor, including any subcontractor (Permitted or otherwise), are expressly prohibited 
from Accessing or Processing State Data outside of the United States.   

c. Definitions: 

(1) “Access” means (1) the ability and means to enter a restricted or locked area, room, or 
physical container containing State Data; or (2) the ability and means to communicate 
with or otherwise interact with a system, to use system resources to handle 
information, to gain the information or knowledge of the information the system 
contains, or to control system components and functions (including physical or 
technical controls, or having the ability to modify or bypass any or all security controls). 
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(2) “Contractor Personnel” means all employees of Contractor, or any subcontractors or 
Permitted Subcontractors involved in the performance of Contract Activities 
hereunder. 

(3) “Permitted Subcontractor” means any third party hired by Contractor to perform 
Contract Activities for the State under this Contract or that will have Access to or have 
the ability to control access to State Data or both. 

(4) “Process” means to perform any operation or set of operations on any data, 
information, material, work, expression or other content, including to (a) collect, 
receive, input, upload, download, record, reproduce, store, organize, combine, log, 
catalog, cross-reference, manage, maintain, copy, adapt, alter, translate or make other 
improvements or derivative works, (b) process, retrieve, output,  consult, use, 
disseminate, transmit, submit, post, transfer, disclose or otherwise provide or make 
available, or (c) block, erase or destroy. “Processing” and “Processed” have 
correlative meanings. 

 Staffing. The State’s Contract Administrator may require Contractor to remove or reassign 
personnel providing services by providing a notice to Contractor. 

 Background Checks. Pursuant to Michigan law, all agencies subject to IRS Pub. 1075 are 
required to ask the Michigan State Police to perform fingerprint background checks on all 
employees, including Contractor and Permitted Subcontractor employees, who may have 
access to any database of information maintained by the federal government that contains 
confidential or personal information, including, but not limited to, federal tax information. 
Further, pursuant to Michigan law, any agency described above is prohibited from providing 
Contractors or Permitted Subcontractors with the result of such background check. For more 
information, please see Michigan Public Act 427 of 2018. Upon request, or as may be specified 
in a Statement of Work, Contractor must perform background checks on all employees and 
subcontractors and its employees prior to their assignment. The scope is at the discretion of the 
State and documentation must be provided as requested. Contractor is responsible for all costs 
associated with the requested background checks. The State, in its sole discretion, may also 
perform background checks. 

 Assignment. Contractor may not assign this Contract to any other party without the prior 
approval of the State. Upon notice to Contractor, the State, in its sole discretion, may assign in 
whole or in part, its rights or responsibilities under this Contract to any other party. If the State 
determines that a novation of the Contract to a third party is necessary, Contractor will agree to 
the novation and provide all necessary documentation and signatures. 

 Change of Control. Contractor will notify the State, within 30 days of any public announcement 
or otherwise once legally permitted to do so, of a change in Contractor’s organizational structure 
or ownership. For purposes of this Contract, a change in control means any of the following: (a) a 
sale of more than 50% of Contractor’s stock; (b) a sale of substantially all of Contractor’s assets; 
(c) a change in a majority of Contractor’s board members; (d) consummation of a merger or 
consolidation of Contractor with any other entity; (e) a change in ownership through a 
transaction or series of transactions; (f) or the board (or the stockholders) approves a plan of 
complete liquidation. A change of control does not include any consolidation or merger effected 
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exclusively to change the domicile of Contractor, or any transaction or series of transactions 
principally for bona fide equity financing purposes. 

In the event of a change of control, Contractor must require the successor to assume this 
Contract and all of its obligations under this Contract. 

 Ordering. Contractor is not authorized to begin performance until receipt of authorization as 
identified in a Statement of Work. 

 Acceptance. Contract Activities are subject to inspection and testing by the State within 30 
calendar days of the State’s receipt of them (“State Review Period”), unless otherwise provided 
in a Statement of Work. If the Contract Activities are not fully accepted by the State, the State 
will notify Contractor by the end of the State Review Period that either: (a) the Contract Activities 
are accepted but noted deficiencies must be corrected; or (b) the Contract Activities are 
rejected. If the State finds material deficiencies, it may: (i) reject the Contract Activities without 
performing any further inspections; (ii) demand performance at no additional cost; or (iii) 
terminate this Contract in accordance with Section 27, Termination for Cause. 

Within 10 business days from the date of Contractor’s receipt of notification of acceptance with 
deficiencies or rejection of any Contract Activities, Contractor must cure, at no additional cost, 
the deficiency and deliver unequivocally acceptable Contract Activities to the State. If 
acceptance with deficiencies or rejection of the Contract Activities impacts the content or 
delivery of other non-completed Contract Activities, the parties’ respective Program Managers 
must determine an agreed to number of days for re-submission that minimizes the overall 
impact to the Contract. However, nothing herein affects, alters, or relieves Contractor of its 
obligations to correct deficiencies in accordance with the time response standards set forth in 
this Contract. 

If Contractor is unable or refuses to correct the deficiency within the time response standards 
set forth in this Contract, the State may cancel the order in whole or in part. The State, or a third 
party identified by the State, may perform the Contract Activities and recover the difference 
between the cost to cure and the Contract price plus an additional 10% administrative fee. 

 Delivery. Contractor must deliver all Contract Activities F.O.B. destination, within the State 
premises with transportation and handling charges paid by Contractor, unless otherwise 
specified in a Statement of Work. All containers and packaging become the State’s exclusive 
property upon acceptance. 

 Risk of Loss and Title. Until final acceptance, title and risk of loss or damage to Contract 
Activities remains with Contractor. Contractor is responsible for filing, processing, and 
collecting all damage claims. The State will record and report to Contractor any evidence of 
visible damage. If the State rejects the Contract Activities, Contractor must remove them from 
the premises within 10 calendar days after notification of rejection. The risk of loss of rejected or 
non-conforming Contract Activities remains with Contractor. Rejected Contract Activities not 
removed by Contractor within 10 calendar days will be deemed abandoned by Contractor, and 
the State will have the right to dispose of it as its own property. Contractor must reimburse the 
State for costs and expenses incurred in storing or effecting removal or disposition of rejected 
Contract Activities. 
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 Warranty Period. The warranty period, if applicable, for Contract Activities is a fixed period 
commencing on the date specified in a Statement of Work. If the Contract Activities do not 
function as warranted during the warranty period, the State may return such non-conforming 
Contract Activities to the Contractor for a full refund. 

 Invoices and Payment. Invoices must conform to the requirements communicated from time-
to-time by the State. All undisputed amounts are payable within 45 days of the State’s receipt. 
Contractor may only charge for Contract Activities provided as specified in a Statement of Work. 
Invoices must include an itemized statement of all charges. The State is exempt from federal 
excise tax, state, and local sales taxes, and use taxes if the Contract Activities purchased under 
this Contract are for the State’s exclusive use. Contractor will not include the collection of taxes 
for which the State is exempt in any invoices or payments related to this Contract. The State is 
not responsible for taxes imposed or assessed on Contractor. 

The State has the right to withhold payment of any disputed amounts until the parties agree as to 
the validity of the disputed amount. The State will notify Contractor of any dispute within a 
reasonable time. Payment by the State will not constitute a waiver of any rights as to 
Contractor’s continuing obligations, including claims for deficiencies or substandard Contract 
Activities. Contractor’s acceptance of final payment by the State constitutes a waiver of all 
claims by Contractor against the State for payment under this Contract, other than those claims 
previously filed in writing on a timely basis and still disputed. 

The State will only disburse payments under this Contract through Electronic Funds Transfer 
(EFT). Contractor must register with the State at http://www.michigan.gov/SIGMAVSS to receive 
electronic fund transfer payments. If Contractor does not register, the State is not liable for 
failure to provide payment. Without prejudice to any other right or remedy it may have, the State 
reserves the right to set off at any time any amount then due and owing to it by Contractor 
against any amount payable by the State to Contractor under this Contract. 

Excluding federal government charges and terms, Contractor warrants and agrees that each of 
the fees, economic or product terms or warranties granted pursuant to this Contract are 
comparable to or better than the equivalent fees, economic or product term or warranty being 
offered to any commercial or government customer (including any public educational institution 
within the State of Michigan) of Contractor.  If Contractor enters into any arrangements with 
another customer of Contractor to provide the products or services, available under this 
Contract, under more favorable prices, as the prices may be indicated on Contractor’s current 
U.S. and International price list or comparable document, then this Contract will be deemed 
amended as of the date of such other arrangements to incorporate those more favorable prices, 
and Contractor will immediately notify the State of such fee and formally memorialize the new 
pricing in a change notice. 

 Liquidated Damages. Liquidated damages, if applicable, will be assessed as described in a 
Statement of Work. The parties understand and agree that any liquidated damages which 
includes but is not limited to applicable credits) set forth in this Contract are reasonable 
estimates of the State’s damages in accordance with applicable law. The parties acknowledge 
and agree that Contractor could incur liquidated damages for more than 1 event. The 
assessment of liquidated damages will not constitute a waiver or release of any other remedy 
the State may have under this Contract for Contractor’s breach of this Contract, including 

http://www.michigan.gov/SIGMAVSS
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without limitation, the State’s right to terminate this Contract for cause under Section 27 and the 
State will be entitled in its discretion to recover actual damages caused by Contractor’s failure 
to perform its obligations under this Contract.  However, the State will reduce such actual 
damages by the amounts of liquidated damages received for the same events causing the actual 
damages.  Amounts due the State as liquidated damages may be set off against any fees 
payable to Contractor under this Contract, or the State may bill Contractor as a separate item 
and Contractor will promptly make payments on such bills. 

 Stop Work Order. The State may suspend any or all activities under the Contract at any time. 
The State will provide Contractor a written stop work order detailing the suspension. Contractor 
must comply with the stop work order upon receipt. Within 90 calendar days, or any longer 
period agreed to by Contractor, the State will either: (a) issue a notice authorizing Contractor to 
resume work, or (b) terminate the Contract or delivery order. The State will not pay for Contract 
Activities, Contractor’s lost profits, or any additional compensation during a stop work period. 

 Termination for Cause. (a) The State may terminate this Contract for cause, in whole or in part, 
if Contractor, as determined by the State: (i) endangers the value, integrity, or security of any 
facility, data, or personnel; (ii) becomes insolvent, petitions for bankruptcy court proceedings, or 
has an involuntary bankruptcy proceeding filed against it by any creditor; (iii) engages in any 
conduct that may expose the State to liability; (iv) breaches any of its material duties or 
obligations under this Contract; or (v) fails to cure a breach within the time stated by the State in 
a notice of breach, if in its sole discretion the State has chosen to provide a time to cure. Any 
reference to specific breaches being material breaches within this Contract will not be 
construed to mean that other breaches are not material. 

(b) If the State terminates this Contract under this Section, the State will issue a termination 
notice specifying whether Contractor must: (i) cease performance immediately or (ii) continue 
to perform for a specified period. If it is later determined that Contractor was not in breach of the 
Contract, the termination will be deemed to have been a Termination for Convenience, effective 
as of the same date, and the rights and obligations of the parties will be limited to those provided 
in Section 28, Termination for Convenience. 

Contractor must submit all invoices for Contract Activities accepted by the State within 30 days 
of the date of termination. Failure to submit an invoice within that timeframe will constitute a 
waiver by Contractor for any amounts due to Contactor for Contract Activities accepted by the 
State under this Contract. The State will only pay for amounts due to Contractor for Contract 
Activities accepted by the State on or before the date of termination, subject to the State’s right 
to set off any amounts owed by the Contractor for the State’s reasonable costs in terminating 
this Contract. Contractor must promptly reimburse to the State any fees prepaid by the State 
prorated to the date of such termination, including any prepaid fees. The Contractor must pay all 
reasonable costs incurred by the State in terminating this Contract for cause, including 
administrative costs, attorneys’ fees, court costs, transition costs, and any costs the State 
incurs to procure the Contract Activities from other sources. 

 Termination for Convenience. The State may immediately terminate this Contract in whole or in 
part without penalty and for any reason or no reason, including but not limited to, appropriation 
or budget shortfalls. The termination notice will specify whether Contractor must: (a) cease 
performance of the Contract Activities immediately or (b) continue to perform the Contract 
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Activities in accordance with Section 29, Transition Responsibilities. Contractor must submit all 
invoices for Contract Activities accepted by the State within 30 days of the date of termination. 
Failure to submit an invoice within that timeframe will constitute a waiver by Contractor for any 
amounts due Contractor for Contract Activities accepted by the State under this Contract. If the 
State terminates this Contract for convenience, the State will pay all reasonable costs, as 
determined by the State, for State approved Transition Responsibilities to the extent the funds 
are available. 

 Transition Responsibilities. Upon termination or expiration of this Contract for any reason, 
Contractor must, for a period of time specified by the State (not to exceed 90 calendar days), 
provide all reasonable transition assistance requested by the State, to allow for the expired or 
terminated portion of the Contract Activities to continue without interruption or adverse effect, 
and to facilitate the orderly transfer of such Contract Activities to the State or its designees. 
Such transition assistance may include, but is not limited to: (a) continuing to perform the 
Contract Activities at the established Contract rates; (b) taking all reasonable and necessary 
measures to transition performance of the work, including all applicable Contract Activities, 
training, equipment, software, leases, reports and other documentation, to the State or the 
State’s designee;  (c) transferring title in and delivering to the State, at the State’s discretion, all 
completed or partially completed deliverables prepared under this Contract as of the Contract 
termination date; and (d) preparing an accurate accounting from which the State and Contractor 
may reconcile all outstanding accounts (e) returning all State property as set forth in Section 30, 
below; and (f) surrendering or destroying all State Confidential Information as set forth in 
Section 37.e, below (collectively, “Transition Responsibilities”). This Contract will 
automatically be extended through the end of the transition period. 

  Return of State Property Not Including Confidential Information. Upon termination or 
expiration of this Contract for any reason, Contractor must take all necessary and appropriate 
steps, or such other action as the State may direct, to preserve, maintain, protect, or return to 
the State all materials, data, property, and confidential information provided directly or indirectly 
to the Contractor by any entity, agent, vendor, or employee of the State. 

 Indemnification. Contractor must defend, indemnify and hold the State, its departments, 
divisions, agencies, offices, commissions, officers, and employees harmless, without limitation, 
from and against any and all actions, claims, losses, liabilities, damages, costs, attorney fees, 
and expenses (including those required to establish the right to indemnification), arising out of 
or relating to: (a) any breach by Contractor (or any of Contractor’s employees, agents, 
subcontractors, or by anyone else for whose acts any of them may be liable) of any of the 
promises, agreements, representations, warranties, or insurance requirements contained in this 
Contract; (b) any infringement, misappropriation, or other violation of any intellectual property 
right or other right of any third party; (c) any bodily injury, death, or damage to real or tangible 
personal property occurring wholly or in part due to action or inaction by Contractor (or any of 
Contractor’s employees, agents, subcontractors, or by anyone else for whose acts any of them 
may be liable); and (d) any acts or omissions of Contractor (or any of Contractor’s employees, 
agents, subcontractors, or by anyone else for whose acts any of them may be liable). 

The State will notify Contractor in writing if indemnification is sought; however, failure to do so 
will not relieve Contractor, except to the extent that Contractor is materially prejudiced. 
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Contractor must, to the satisfaction of the State, demonstrate its financial ability to carry out 
these obligations. 

The State is entitled to: (i) regular updates on proceeding status; (ii) participate in the defense of 
the proceeding; (iii) employ its own counsel; and to (iv) retain control of the defense, at its own 
cost and expense, if the State deems necessary. Contractor will not, without the State’s prior 
written consent (not to be unreasonably withheld), settle, compromise, or consent to the entry 
of any judgment in or otherwise seek to terminate any claim, action, or proceeding. 

Any litigation activity on behalf of the State, or any of its subdivisions under this Section, must be 
coordinated with the Department of Attorney General. An attorney designated to represent the 
State may not do so until approved by the Michigan Attorney General and appointed as a Special 
Assistant Attorney General. 

The State is constitutionally prohibited from indemnifying Contractor or any third parties. 

 Infringement Remedies. If, in either party’s opinion, any piece of equipment, software, 
commodity, or service supplied by Contractor or its subcontractors, or its operation, use or 
reproduction, is likely to become the subject of a copyright, patent, trademark, or trade secret 
infringement claim, Contractor must, at its expense: (a) procure for the State the right to 
continue using the equipment, software, commodity, or service, or if this option is not 
reasonably available to Contractor, (b) replace or modify the same so that it becomes non-
infringing; or (c) accept its return by the State with appropriate credits to the State against 
Contractor’s charges and reimburse the State for any losses or costs incurred as a consequence 
of the State ceasing its use and returning it. 

 Limitation of Liability and Disclaimer of Damages. IN NO EVENT WILL THE STATE’S 
AGGREGATE LIABILITY TO CONTRACTOR UNDER THIS CONTRACT, REGARDLESS OF THE 
FORM OF ACTION, WHETHER IN CONTRACT, TORT, NEGLIGENCE, STRICT LIABILITY OR BY 
STATUTE OR OTHERWISE, FOR ANY CLAIM RELATED TO OR ARISING UNDER THIS 
CONTRACT, EXCEED THE LESSER OF: (A) ONE MILLION DOLLARS; OR (B) THE MAXIMUM 
AMOUNT OF FEES PAYABLE UNDER THIS CONTRACT. The State is not liable for consequential, 
incidental, indirect, or special damages, regardless of the nature of the action. 

 Disclosure of Litigation, or Other Proceeding. Contractor must notify the State within 14 
calendar days of receiving notice of any litigation, investigation, arbitration, or other proceeding 
(collectively, “Proceeding”) involving Contractor, a subcontractor, or an officer or director of 
Contractor or subcontractor, that arises during the term of the Contract, including: (a) a criminal 
Proceeding; (b) a parole or probation Proceeding; (c) a Proceeding under the Sarbanes-Oxley 
Act; (d) a civil Proceeding involving: (1) a claim that might reasonably be expected to adversely 
affect Contractor’s viability or financial stability; or (2) a governmental or public entity’s claim or 
written allegation of fraud; or (3) any complaint filed in a legal or administrative proceeding 
alleging the Contractor or its subcontractors discriminated against its employees, 
subcontractors, vendors, or suppliers during the term of this Contract; or (e) a Proceeding 
involving any license that Contractor is required to possess in order to perform under this 
Contract. 

 Reserved.  

 State Data.  
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a. Ownership. The State’s data (“State Data,” which will be treated by Contractor as 
Confidential Information) includes: (a) the State’s data, user data, and any other data 
collected, used, processed, stored, or generated as the result of the Contract Activities; (b) 
all data made available to Contractor for or during the provision of the Contract Activities, 
including but not limited to all text, sound, video, image files, or software; and (c) personally 
identifiable information (“PII“) collected, used, processed, stored, or generated as the result 
of the Contract Activities, including, without limitation, any information that identifies an 
individual, such as an individual’s social security number or other government-issued 
identification number, date of birth, address, telephone number, biometric data, mother’s 
maiden name, email address, credit card information, or an individual’s name in 
combination with any other of the elements here listed; and, (c) protected health 
information (“PHI”) collected, used, processed, stored, or generated as the result of the 
Contract Activities, which is defined under the Health Insurance Portability and 
Accountability Act (HIPAA) and its related rules and regulations. State Data is and will remain 
the sole and exclusive property of the State and all right, title, and interest in the same is 
reserved by the State. 

b. Contractor Use of State Data. Contractor is provided a limited license to State Data for the 
sole and exclusive purpose of providing the Contract Activities, including a license to collect, 
process, store, generate, and display State Data only to the extent necessary in the provision 
of the Contract Activities. Contractor must: (a) keep and maintain State Data in strict 
confidence, using such degree of care as is appropriate and consistent with its obligations 
as further described in this Contract and applicable law to avoid unauthorized access, use, 
disclosure, or loss; (b) use and disclose State Data solely and exclusively for the purpose of 
providing the Contract Activities, such use and disclosure being in accordance with this 
Contract, any applicable Statement of Work, and applicable law; (c) keep, maintain, Access 
or Process State Data in the continental United States and (d) not use, sell, rent, transfer, 
distribute, commercially exploit, or otherwise disclose or make available State Data for 
Contractor’s own purposes or for the benefit of anyone other than the State without the 
State’s prior written consent. Contractor's misuse of State Data may violate state or federal 
laws, including but not limited to MCL 752.795. 

c. Extraction of State Data. Contractor must, within 5 business days of the State’s request, 
provide the State, without charge and without any conditions or contingencies whatsoever 
(including but not limited to the payment of any fees due to Contractor), an extract of the 
State Data in the format specified by the State. 

d. Backup and Recovery of State Data. Unless otherwise specified in a Statement of Work, 
Contractor is responsible for maintaining a backup of State Data and for an orderly and 
timely recovery of such data. Unless otherwise described in a Statement of Work, 
Contractor must maintain a contemporaneous backup of State Data that can be recovered 
within 2 hours at any point in time. 

e. Loss or Compromise of Data. In the event of any act, error or omission, negligence, 
misconduct, or breach on the part of Contractor that compromises or is suspected to 
compromise the security, confidentiality, or integrity of State Data or the physical, technical, 
administrative, or organizational safeguards put in place by Contractor that relate to the 
protection of the security, confidentiality, or integrity of State Data, Contractor must, as 
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applicable: (a) notify the State as soon as practicable but no later than 24 hours of becoming 
aware of such occurrence; (b) cooperate with the State in investigating the occurrence, 
including making available all relevant records, logs, files, data reporting, and other 
materials required to comply with applicable law or as otherwise required by the State; (c) in 
the case of PII or PHI, at the State’s sole election, (i) with approval and assistance from the 
State, notify the affected individuals who comprise the PII or PHI as soon as practicable but 
no later than is required to comply with applicable law, or, in the absence of any legally 
required notification period, within 5 calendar days of the occurrence; or (ii) reimburse the 
State for any costs in notifying the affected individuals; (d) in the case of PII, provide third-
party credit and identity monitoring services to each of the affected individuals who 
comprise the PII for the period required to comply with applicable law, or, in the absence of 
any legally required monitoring services, for no less than 24 months following the date of 
notification to such individuals; (e) perform or take any other actions required to comply with 
applicable law as a result of the occurrence; (f) pay for any costs associated with the 
occurrence, including but not limited to any costs incurred by the State in investigating and 
resolving the occurrence, including reasonable attorney’s fees associated with such 
investigation and resolution; (g) without limiting Contractor’s obligations of indemnification 
as further described in this Contract, indemnify, defend, and hold harmless the State for any 
and all claims, including reasonable attorneys’ fees, costs, and incidental expenses, which 
may be suffered by, accrued against, charged to, or recoverable from the State in connection 
with the occurrence; (h) be responsible for recreating lost State Data in the manner and on 
the schedule set by the State without charge to the State; and (i) provide to the State a 
detailed plan within 10  calendar days of the occurrence describing the measures 
Contractor will undertake to prevent a future occurrence. Notification to affected 
individuals, as described above, must comply with applicable law, be written in plain 
language, not be tangentially used for any solicitation purposes, and contain, at a minimum: 
name and contact information of Contractor’s representative; a description of the nature of 
the loss; a list of the types of data involved; the known or approximate date of the loss; how 
such loss may affect the affected individual; what steps Contractor has taken to protect the 
affected individual; what steps the affected individual can take to protect himself or herself; 
contact information for major credit card reporting agencies; and, information regarding the 
credit and identity monitoring services to be provided by Contractor. The State will have the 
option to review and approve any notification sent to affected individuals prior to its delivery. 
Notification to any other party, including but not limited to public media outlets, must be 
reviewed and approved by the State in writing prior to its dissemination. The parties agree 
that any damages relating to a breach of this Section 36 are to be considered direct 
damages and not consequential damages. 

f. Contractor must comply with the requirements of the Data Security Schedule, found in 
Schedule E. 

g. Third Party Requests. Contractor will immediately notify the State upon receipt of any third-
party requests which in any way might reasonably require access to State Data. Contractor 
will notify the State Program Managers or their designees by the fastest means available and 
also in writing. Contractor must provide such notification within twenty-four (24) hours from 
Contractor’s receipt of the request. Contractor will not respond to subpoenas, service of 
process, FOIA requests, and other legal requests related to the State without first notifying 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 15 of 142 

the State. Upon request by the State, Contractor must provide to the State, its proposed 
response to the third-party request with adequate time for the State to review, and, as it 
deems necessary, to revise the response, object, or take other action. 

 Non-Disclosure of Confidential Information. The parties acknowledge that each party may be 
exposed to or acquire communication or data of the other party that is confidential, privileged 
communication not intended to be disclosed to third parties. 

a. Meaning of Confidential Information. For the purposes of this Contract, the term 
“Confidential Information” means all information and documentation of a party that: (a) 
has been marked “confidential” or with words of similar meaning, at the time of disclosure 
by such party; (b) if disclosed orally or not marked “confidential” or with words of similar 
meaning, was subsequently summarized in writing by the disclosing party and marked 
“confidential” or with words of similar meaning; or, (c) should reasonably be recognized as 
confidential information of the disclosing party. The term “Confidential Information” does 
not include any information or documentation that was or is: (a) subject to disclosure under 
the Michigan Freedom of Information Act (FOIA); (b) already in the possession of the 
receiving party without an obligation of confidentiality; (c) developed independently by the 
receiving party, as demonstrated by the receiving party, without violating the disclosing 
party’s proprietary rights; (d) obtained from a source other than the disclosing party without 
an obligation of confidentiality; or, (e) publicly available when received, or thereafter became 
publicly available (other than through any unauthorized disclosure by, through, or on behalf 
of, the receiving party). For purposes of this Contract, in all cases and for all matters, State 
Data is deemed to be Confidential Information. 

b. Obligation of Confidentiality. The parties agree to hold all Confidential Information in strict 
confidence and not to copy, reproduce, sell, transfer, or otherwise dispose of, give or 
disclose such Confidential Information to third parties other than employees, agents, or 
subcontractors of a party who have a need to know in connection with this Contract or to 
use such Confidential Information for any purposes whatsoever other than the performance 
of this Contract. The parties agree to advise and require their respective employees, agents, 
and subcontractors of their obligations to keep all Confidential Information confidential. 
Disclosure to a subcontractor is permissible where: (a) use of a subcontractor is authorized 
under this Contract; (b) the disclosure is necessary or otherwise naturally occurs in 
connection with work that is within the subcontractor's responsibilities; and (c) Contractor 
obligates the subcontractor in a written contract to maintain the State's Confidential 
Information in confidence. At the State's request, any employee of Contractor or any 
subcontractor may be required to execute a separate agreement to be bound by the 
provisions of this Section. 

c. Cooperation to Prevent Disclosure of Confidential Information. Each party must use its 
best efforts to assist the other party in identifying and preventing any unauthorized use or 
disclosure of any Confidential Information. Without limiting the foregoing, each party must 
advise the other party immediately in the event either party learns or has reason to believe 
that any person who has had access to Confidential Information has violated or intends to 
violate the terms of this Contract and each party will cooperate with the other party in 
seeking injunctive or other equitable relief against any such person. 
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d. Remedies for Breach of Obligation of Confidentiality. Each party acknowledges that 
breach of its obligation of confidentiality may give rise to irreparable injury to the other party, 
which damage may be inadequately compensable in the form of monetary damages. 
Accordingly, a party may seek and obtain injunctive relief against the breach or threatened 
breach of the foregoing undertakings, in addition to any other legal remedies which may be 
available, to include, in the case of the State, at the sole election of the State, the immediate 
termination, without liability to the State, of this Contract or any Statement of Work 
corresponding to the breach or threatened breach. 

e. Surrender of Confidential Information upon Termination. Upon termination of this 
Contract or a Statement of Work, in whole or in part, each party must, within 5 calendar days 
from the date of termination, return to the other party any and all Confidential Information 
received from the other party, or created or received by a party on behalf of the other party, 
which are in such party’s possession, custody, or control.  Upon confirmation from the State, 
of receipt of all data, Contractor must permanently sanitize or destroy the State’s 
Confidential Information, including State Data, from all media including backups using 
National Security Agency (“NSA”) and/or National Institute of Standards and Technology 
(“NIST”) (NIST Guide for Media Sanitization 800-88) data sanitization methods or as 
otherwise instructed by the State. If the State determines that the return of any Confidential 
Information is not feasible or necessary, Contractor must destroy the Confidential 
Information as specified above. The Contractor must certify the destruction of Confidential 
Information (including State Data) in writing within 5 Business Days from the date of 
confirmation from the State. However, the State’s legal ability to destroy Contractor data 
may be restricted by its retention and disposal schedule, in which case Contractor’s 
Confidential Information will be destroyed after the retention period expires. 

 Data Privacy and Information Security.  

a. Undertaking by Contractor. Without limiting Contractor’s obligation of confidentiality as 
further described, Contractor is responsible for establishing and maintaining a data privacy 
and information security program, including physical, technical, administrative, and 
organizational safeguards, that is designed to: (a) ensure the security and confidentiality of 
the State Data; (b) protect against any anticipated threats or hazards to the security or 
integrity of the State Data; (c) protect against unauthorized disclosure, access to, or use of 
the State Data; (d) ensure the proper disposal of State Data; and (e) ensure that all 
employees, agents, and subcontractors of Contractor, if any, comply with all of the 
foregoing. In no case will the safeguards of Contractor’s data privacy and information 
security program be less stringent than the safeguards used by the State, and Contractor 
must at all times comply with all applicable State IT policies and standards, which are 
available to Contractor upon request. 

b. Audit by Contractor. No less than annually, Contractor must conduct a comprehensive 
independent third-party audit of its data privacy and information security program and 
provide such audit findings to the State. 

c. Right of Audit by the State. Without limiting any other audit rights of the State, the State has 
the right to review Contractor’s data privacy and information security program prior to the 
commencement of Contract Activities and from time to time during the term of this 
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Contract. During the providing of the Contract Activities, on an ongoing basis from time to 
time and without notice, the State, at its own expense, is entitled to perform, or to have 
performed, an on-site audit of Contractor’s data privacy and information security program. 
In lieu of an on-site audit, upon request by the State, Contractor agrees to complete, within 
45 calendar days of receipt, an audit questionnaire provided by the State regarding 
Contractor’s data privacy and information security program. 

d. Audit Findings. Contractor must implement any required safeguards as identified by the 
State or by any audit of Contractor’s data privacy and information security program. 

e. State’s Right to Termination for Deficiencies. The State reserves the right, at its sole 
election, to immediately terminate this Contract or a Statement of Work without limitation 
and without liability if the State determines that Contractor fails or has failed to meet its 
obligations under this Section. 

 Records Maintenance, Inspection, Examination, and Audit. Pursuant to MCL 18.1470, the 
State or its designee may audit Contractor to verify compliance with this Contract. Contractor 
must retain and provide to the State or its designee and the auditor general upon request, all 
records related to the Contract through the term of the Contract and for 4 years after the latter of 
termination, expiration, or final payment under this Contract or any extension (“Audit Period”). 
If an audit, litigation, or other action involving the records is initiated before the end of the Audit 
Period, Contractor must retain the records until all issues are resolved. 

Within 10 calendar days of providing notice, the State and its authorized representatives or 
designees have the right to enter and inspect Contractor's premises or any other places where 
Contract Activities are being performed, and examine, copy, and audit all records related to this 
Contract. Contractor must cooperate and provide reasonable assistance. If financial errors are 
revealed, the amount in error must be reflected as a credit or debit on subsequent invoices until 
the amount is paid or refunded. Any remaining balance at the end of the Contract must be paid 
or refunded within 45 calendar days. 

This Section applies to Contractor, any parent, affiliate, or subsidiary organization of Contractor, 
and any subcontractor that performs Contract Activities in connection with this Contract. 

 Representations and Warranties. Contractor represents and warrants: (a) Contractor is the 
owner or licensee of any Contract Activities that it licenses, sells, or develops and Contractor 
has the rights necessary to convey title, ownership rights, or licensed use; (b) all Contract 
Activities are delivered free from any security interest, lien, or encumbrance and will continue in 
that respect; (c) the Contract Activities will not infringe the patent, trademark, copyright, trade 
secret, or other proprietary rights of any third party; (d) Contractor must assign or otherwise 
transfer to the State or its designee any manufacturer's warranty for the Contract Activities; (e) 
the Contract Activities are merchantable and fit for the specific purposes identified in the 
Contract; (f) the Contract signatory has the authority to enter into this Contract; (g) all 
information furnished by Contractor in connection with the Contract fairly and accurately 
represents Contractor's business, properties, finances, and operations as of the dates covered 
by the information, and Contractor will inform the State of any material adverse changes;(h) all 
information furnished and representations made in connection with the award of this Contract is 
true, accurate, and complete, and contains no false statements or omits any fact that would 
make the information misleading; and that (i) Contractor is neither currently engaged in nor will 
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engage in the boycott of a person based in or doing business with a strategic partner as 
described in 22 USC 8601 to 8606; (j) that all Contract Activities, including Software, as provided 
by Contractor do not and will not at any time during the Term contain any Harmful Code or any 
third party or open source components unless approved in advance by the State; and (k) that 
Contractor will not, and will not permit, any advertising through any Hosted Services. A breach 
of this Section is considered a material breach of this Contract, which entitles the State to 
terminate this Contract under Section 27, Termination for Cause. 

a. Definitions. 

(1) “Harmful Code” means any software, hardware or other technologies, devices or 
means, the purpose or effect of which is to: (a) permit unauthorized access to, or to 
destroy, disrupt, disable, encrypt, modify, copy, or otherwise harm or impede in any 
manner, any (i) computer, software, firmware, data, hardware, system or network, or (ii) 
any application or function of any of the foregoing or the integrity, use or operation of 
any data processed thereby; or (b) prevent the State from accessing or using the 
Contract Activities as intended by this Contract, and includes any virus, bug, trojan 
horse, worm, backdoor or other malicious computer code and any time bomb or drop 
dead device. 

 Conflicts and Ethics. Contractor will uphold high ethical standards and is prohibited from: (a) 
holding or acquiring an interest that would conflict with this Contract; (b) doing anything that 
creates an appearance of impropriety with respect to the award or performance of the Contract; 
(c) attempting to influence or appearing to influence any State employee by the direct or indirect 
offer of anything of value; or (d) paying or agreeing to pay any person, other than employees and 
consultants working for Contractor, any consideration contingent upon the award of the 
Contract. Contractor must immediately notify the State of any violation or potential violation of 
these standards. This Section applies to Contractor, any parent, affiliate, or subsidiary 
organization of Contractor, and any subcontractor that performs Contract Activities in 
connection with this Contract. 

 Compliance with Laws. Contractor must comply with all federal, state and local laws, rules 
and regulations. 

 Prevailing Wage Act Statutory Provision. Contractor must comply with prevailing wage 
requirements, to the extent applicable to this Contract. As required by MCL 408.1112, if the 
Michigan Prevailing Wage Act, MCL 408.1101 et seq. applies to this Contract, construction 
mechanics (as defined in MCL 408.1101 (b)) are intended beneficiaries of the contractual 
prevailing wage, fringe benefit, and nondiscrimination nonretaliation requirements of the 
Contract. Any construction mechanic aggrieved by the failure of a Contractor or subcontractor 
to pay prevailing wages or benefits as specified in this Contract, or by a violation of MCL 
408.1107, in addition to any other remedies provided in Public Act 10 of 2023 or by law, may 
bring an action in a court of competent jurisdiction against the Contractor or subcontractor for 
damages or injunctive relief and may be awarded reinstatement or other appropriate relief, and 
all damages sustained, together with actual costs and attorney fees at trial and on appeal. If the 
Michigan Prevailing Wage Act, MCL 408.1101 et seq. applies to this Contract, the rates of wages 
and fringe benefits to be paid to each class of construction mechanic (as defined in MCL 
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408.1101 (b)) by Contractor and subcontractors must not be less than the wage and fringe 
benefit rates prevailing in the locality in which the work is performed. 

  Reserved.  

 Nondiscrimination. Under the Elliott-Larsen Civil Rights Act, 1976 PA 453, MCL 37.2101, et 
seq., the Persons with Disabilities Civil Rights Act, 1976 PA 220, MCL 37.1101, et seq., and 
Executive Directive 2019-09. Contractor and its subcontractors agree not to discriminate against 
an employee or applicant for employment with respect to hire, tenure, terms, conditions, or 
privileges of employment, or a matter directly or indirectly related to employment, because of 
race, color, religion, national origin, age, sex, height, weight, marital status, partisan 
considerations, any mental or physical disability, or genetic information that is unrelated to the 
person’s ability to perform the duties of a particular job or position. Breach of this covenant is a 
material breach of this Contract. 

 Unfair Labor Practice. Under MCL 423.324, the State may void this Contract if the name of the 
Contractor, or the name of a subcontractor, manufacturer, or supplier of the Contractor, 
subsequently appears on the Unfair Labor Practice register compiled under MCL 423.322. 

 Governing Law. This Contract is governed, construed, and enforced in accordance with 
Michigan law, excluding choice-of-law principles. Contractor waives any objections, such as 
lack of personal jurisdiction or forum non conveniens. Contractor must appoint an agent in 
Michigan to receive service of process. 

 Non-Exclusivity. Nothing contained in this Contract is intended nor is to be construed as 
creating any requirements contract with Contractor, nor does it provide Contractor with a right of 
first refusal for any future work. This Contract does not restrict the State or its agencies from 
acquiring similar, equal, or like Contract Activities from other sources. 

 Force Majeure. Neither party will be in breach of this Contract because of any failure arising 
from any disaster or acts of god that are beyond their control and without their fault or 
negligence. Each party will use commercially reasonable efforts to resume performance. 
Contractor will not be relieved of a breach or delay caused by its subcontractors. If immediate 
performance is necessary to ensure public health and safety, the State may immediately 
contract with a third party. 

 Dispute Resolution. The parties will endeavor to resolve any Contract dispute in accordance 
with this provision. The dispute will be referred to the parties' respective Contract Administrators 
or Program Managers. Such referral must include a description of the issues and all supporting 
documentation. The parties must submit the dispute to a senior executive if unable to resolve 
the dispute within 15 business days. The parties will continue performing while a dispute is 
being resolved, unless the dispute precludes performance. A dispute involving payment does 
not preclude performance. 

Litigation to resolve the dispute will not be instituted until after the dispute has been elevated to 
the parties’ senior executive and either concludes that resolution is unlikely or fails to respond 
within 15 business days. The parties are not prohibited from instituting formal proceedings: (a) to 
avoid the expiration of statute of limitations period; (b) to preserve a superior position with 
respect to creditors; or (c) where a party makes a determination that a temporary restraining 

https://www.michigan.gov/whitmer/0,9309,7-387-90499_90704-486781--,00.html
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order or other injunctive relief is the only adequate remedy. This Section does not limit the 
State’s right to terminate the Contract. 

 Media Releases. News releases (including promotional literature and commercial 
advertisements) pertaining to the Contract or project to which it relates must not be made 
without the prior written approval of the State, and then only in accordance with the explicit 
written instructions of the State. 

 Schedules. All Schedules and Exhibits that are referenced herein and attached hereto are 
hereby incorporated by reference. The following Schedules are attached hereto and 
incorporated herein: 

Document Title Document Description 

Schedule A Statement of Work 

Schedule A – Attachment A Testing Standards Certificate Levels 

Schedule B Pricing and Fees 

Schedule C Insurance Requirements 

Schedule D Service Level Agreement for Hybrid Purchases 

Schedule E Data Security Requirements for Hybrid Purchases 

Schedule F MDOC Service Level Agreements 

Schedule G MDOC Vendor Rules & Regulations 

Attachment B MDOC Items Allowed Without a Gate Manifest 

 Entire Agreement and Order of Precedence. This Contract, which includes Statement of Work, 
and schedules and exhibits, is the entire agreement of the parties related to the Contract 
Activities. This Contract supersedes and replaces all previous understandings and agreements 
between the parties for the Contract Activities. If there is a conflict between documents, the 
order of precedence is: (a) first, this Contract, excluding its schedules, exhibits, and Statement 
of Work; (b) second, Schedule E – Data Security Requirements for Hybrid Purchases, if 
applicable; (c) third, Schedule A, the applicable Statement of Work; and (d) fourth, schedules 
expressly incorporated into this Contract as of the Effective Date. NO TERMS ON 
CONTRACTOR’S INVOICES, ORDERING DOCUMENTS, WEBSITE, BROWSE-WRAP, SHRINK-
WRAP, CLICK-WRAP, CLICK-THROUGH OR OTHER NON-NEGOTIATED TERMS AND CONDITIONS 
PROVIDED WITH ANY OF THE CONTRACT ACTIVITIES, OR DOCUMENTATION HEREUNDER, 
EVEN IF ATTACHED TO THE STATE’S DELIVERY OR PURCHASE ORDER, WILL CONSTITUTE A 
PART OR AMENDMENT OF THIS CONTRACT OR IS BINDING ON THE STATE OR ANY AUTHORIZED 
USER FOR ANY PURPOSE. ALL SUCH OTHER TERMS AND CONDITIONS HAVE NO FORCE AND 
EFFECT AND ARE DEEMED REJECTED BY THE STATE AND THE AUTHORIZED USER, EVEN IF 
ACCESS TO OR USE OF THE CONTRACT ACTIVITIES REQUIRES AFFIRMATIVE ACCEPTANCE OF 
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SUCH TERMS AND CONDITIONS. CONTRACTOR MAY NOT INHIBIT USE BY THE STATE’S 
INTENDED USERS IN A MANNER THAT PREVENTS PERFORMANCE OF THE CONTRACT 
ACTIVITIES. 

 Severability. If any part of this Contract is held invalid or unenforceable, by any court of 
competent jurisdiction, that part will be deemed deleted from this Contract and the severed part 
will be replaced by agreed upon language that achieves the same or similar objectives. The 
remaining Contract will continue in full force and effect. 

 Waiver. Failure to enforce any provision of this Contract will not constitute a waiver. 

 Survival.  Any right, obligation or condition that, by its express terms or nature and context is 
intended to survive, will survive the termination or expiration of this Contract; such rights, 
obligations, or conditions include, but are not limited to, those related to transition 
responsibilities; indemnification; disclaimer of damages and limitations of liability; State Data; 
non-disclosure of Confidential Information; representations and warranties; insurance and 
bankruptcy. 

 Contract Modification. This Contract may not be amended except by signed agreement 
between the parties (a “Contract Change Notice”). Notwithstanding the foregoing, no 
subsequent Statement of Work or Contract Change Notice executed after the Effective Date will 
be construed to amend this Contract unless it specifically states its intent to do so and cites the 
section or sections amended. 
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SCHEDULE A – STATEMENT OF WORK 
Contract No. 250000001262 

Work Skills Readiness Assessment for MDOC and MDE 

BACKGROUND 

1. Michigan Department of Corrections  
The Michigan Department of Corrections (MDOC) uses an employment readiness model 
that introduces prisoners to employability skills and helps them create a portfolio that can 
be used upon release.  Prisoners are given vocational and workforce development 
programming that may lead to state and national certifications.  The MDOC is looking for a 
nationally recognized, evidence-based work readiness assessment (test) that offers 
national certification and can be part of our prisoners’ portfolios.  The assessment must 
meet the standards of MCL 791.234d which states in part that a “prisoner received a silver 
level or better on his or her national work readiness certificate, or a similar score, as 
determined by the department, on an alternative job skills assessment test administered by 
the department.” 

 
2. Michigan Department of Education  

The Michigan Department of Education (MDE) currently offers a Work Skills test as a part of 
the Michigan Merit Examination (MME), one of Michigan’s summative assessment 
programs.  This assessment is given to students in grade 11 and to eligible students in grade 
12.  Michigan’s educational system consists of 57 Intermediate School Districts with 535 
local school districts and 295 public school academies. Altogether, there are 3,536 schools 
serving over 1.5 million students. Statewide assessments are administered to all eligible 
students, including students with disabilities and English learners. 

 
The Office of Educational Assessment & Accountability (MDE) is responsible for the 
development and administration of multiple K-12 student assessment programs, as well as 
the high-stakes use of the assessment results for State and federal accountability and 
evaluation purposes.  Therefore, the work performed by the Contractor must be of the 
highest quality and must conform to the most recent Standards for Educational and 
Psychological Testing as published by the American Educational Research Association, the 
American Psychological Association, and the National Council on Measurement in 
Education.  

 
MDE and the Work Skills Administration Contractor are responsible for ensuring that all 
tasks and activities that are carried out as part of this Contract comply with all legislation, 
regulations, and policies surrounding assessment.  These include, but are not limited to, the 
following, where applicable: 

a. Every Child Succeeds Act (ESSA) 2015 
b. The Federal Individuals with Disabilities Education Act (IDEA), or successor act; 
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c. The Federal Americans with Disabilities Act (ADA), or successor legislation; 
d. The Federal Family Educational Rights and Privacy Act (FERPA), or successor 

legislation; 
e. The Federal American Recovery and Reinvestment Act, its various components, or 

successor legislation; 
f. The ESEA Flexibility Request approved by the U.S. Department of Education (USED), 

July 2012; 
g. The Federal guidelines and regulations regarding NCLB, IDEA, ADA, or ARRA, 

including both specifications for assessment programs as well as specifications for 
accountability using the results from those assessment programs; 

h. The Michigan State School Aid Act, or successor legislation; 
i. The Michigan School Code, or successor legislation; 
j. The Michigan Assessment of Remedial Assistance Programs, or successor 

legislation; 
k. The Michigan State Board of Education (SBE) policy on learning expectations for 

Michigan students, or successor policies; 
l. The Michigan SBE policy to include all students in the Michigan Educational 

Assessment System, or successor policies; 
m. The Michigan SBE policy regarding testing of Limited English Proficient (LEP) 

students, who are referred to as English Learners, or successor policies. 
 

All of the assessment programs developed and administered by MDE are mandated by one 
or more of the laws and policies listed above.  As such, Michigan assessment systems are 
subject to Federal and State audit, including all contracts that are required to implement 
the programs.  

SCOPE 

The Contractor must provide a Work Skills assessment for both MDE and MDOC resulting in a 
nationally recognized work skills credential.  The Contractor must provide products and processes 
for the administration, scoring, and reporting of the assessment.  The assessment must be 
available in paper format, and MDE is seeking an online assessment format in conjunction with the 
paper format. MDE has specific requirements related to data exchange, permissions and access, 
and training. Additionally, at some point to be determined in the future, MDOC will seek an online 
assessment format in conjunction with the paper format. 

A. Michigan Department of Education 
Contractor will provide products and processes for the administration, scoring, and 
reporting of the work skills test to all students in Grade 11 and eligible students in Grade 12 
during the 2025-26, 2026-27, and 2027-28 school years.  Schedule A includes 
administration that occurs in schools during the regular school day, assessment scoring, 
and providing MDE with student score results via a student data file including the Michigan 
student Unique Identification Code (UIC).   The Contractor must use a coordinated 
approach with MDE staff to plan and implement all tasks, subtasks, and activities that must 
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be conducted over the life of the Contract.   The Contractor must coordinate with MDE to 
develop a schedule for all work deliverables.  

All portions of the MME tests are scheduled to be administered statewide.  The Contractor 
must provide an assessment solution that is administered online and made available for 
use all three school years of the base contract.  Additionally, there must also be an option to 
administer the proposed test via paper and pencil for those students needing this 
accommodation and for students / schools where online testing is not an option for other 
reasons.   

During the term of the Contract, new legislation and/or funding levels may determine that a 
current program be modified and/or other programs added.  The Contractor must be flexible 
in accommodating such changes.   

The administration and reporting of Statewide assessments are high-profile activities, with 
results used for State and Federal reporting.  As State and Federal reform efforts have been 
enacted, including assessing educator effectiveness and student growth, the complexity of 
and the demands placed upon the Michigan Educational Assessment Systems have grown.  
It is, therefore, imperative that State and Contractor work as partners in ensuring that the 
integrity of the project management plans and processes are not compromised, that 
agreed-upon timelines are met, and that all deliverables, including test materials, 
administration processes, scoring, data analysis, training, and reporting are accurate, and 
are appropriate for the intended audience, and encompass the highest standards.  

B. Michigan Department Of Corrections 
This assessment must measure foundational skills including math, graphic literacy and 
document knowledge required for success in the workplace and help measure the 
workplace hard and soft skills that can affect job performance.  The Contractor must 
provide an assessment that is paper-based and online based at some point in the future 
and deliver test booklets and answers sheets to the MDOC upon request.  Scoring services 
and a database of the results must also be offered.  MDOC staff will administer the 
assessments for MDOC.  Contractor will score assessments and train MDOC staff to 
administer the assessments.   

1. Requirements 

1.1. General Requirements – Michigan Department of Education (MDE) 
The Contractor must provide an assessment that produces a nationally recognized 
work skills credential for administration.   

1.1.1. Work Skills Assessment 
A. Contractor must identify the work skills test proposed, including the characteristics, 

evidence that the instrument is valid, reliable, and appropriate for the target population 
and intended purposes as set forth in Sub-Sections B – H below. 
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1) Contractor’s Work Skills Readiness Assessment is comprised of 3 components: 
Work Ready Math, Work Ready Data, and Work Ready Reading are endorsed 
by the National Work Readiness Council (nwrc.org). 

ASSESSMENT TITLE GENERAL DESCRIPTION 

Work Ready Math 
(Applied Math) 

Measures understanding of and ability to apply foundational mathematical 
reasoning skills to solve real-life workplace problems including calculating sizes, 
quantities, and costs; evaluating information and results to determine the best 
solution; reviewing the accuracy of transactions; and informing operational 
activities. 

Work Ready Data 
(Graphic Literacy or Equivalent) 

Measures ability to understand, interpret and apply workplace data presented in 
forms, workflows, diagrams, charts, and graphs including identifying trends and 
relationships among variables; interpreting research and operational data; and 
reviewing technical drawings and specifications.  

Work Ready Reading 
(Workplace Documents or 
Equivalent)  

Measures ability to read, understand, and interpret written workplace text such 
as memos, schedules, policies, and technical manuals to obtain information; 
apply new knowledge to the job; and follow instructions in complex procedural 
documents, regulations, policies, and procedures. 

2) Number of test forms, by administration mode (paper/pencil versus online), 
types (for example, fixed form versus CAT), including standard and 
accommodated forms, and (if applicable) dates published 

Work Ready Math 
English – Online 2 Forms (A / B) Published:   2025 
English – Paper-Based 2 Forms (A / B) Published:   2025 
Spanish – Online 2 Forms (A / B) Published:   2025 
Spanish – Paper-Based 2 Forms (A / B) Published:   2026  
American Sign Language (ASL) 1 Form (A) Published:   2026 
Large Print 1 Form (A) Published:   2025 
Braille – Paper-Based 1 Form (A) Published:   2025 

Work Ready Data    
English – Online 2 Forms (A / B) Published:   2025 
English – Paper-Based 2 Forms (A / B) Published:   2025 
Spanish – Online 2 Forms (A / B) Published:   2025 
Spanish – Paper-Based 2 Forms (A / B) Published:   2026  
American Sign Language (ASL) 1 Form (A) Published:   2026 
Large Print 1 Form (A) Published:   2025 
Braille – Paper-Based 1 Form (A) Published:   2026 

Work Ready Reading   
English – Online 2 Forms (A / B) Published:   2025 
English – Paper-Based 2 Forms (A / B) Published:   2025 
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Spanish – Online 2 Forms (A / B) Published:   2025 
Spanish – Paper-Based 2 Forms (A / B) Published:   2026 
American Sign Language (ASL) 1 Form (A) Published:   2026 
Large Print 1 Form (A) Published:   2025 
Braille – Paper-Based 1 Form (A) Published:   2026 

3) Quantity of items by item type on each form and 4) length of time to administer. 

ASSESSMENT TITLE # ITEMS / ITEM TYPE 
 

STANDARD  
ADMINISTRATION  

TIME 

Work Ready Math – Form A 
 

Including English and Spanish, both Online and Paper 
Based; ASL; Braille; and Large Print. 

40 multiple choice items  60 minutes 

Work Ready Math – Form B 
 

Including English and Spanish, both Online and Paper 
Based. 

40 multiple choice items 
 

 60 minutes 

Work Ready Data – Form A 
 

Including English and Spanish, both Online and Paper 
Based; ASL; Braille; and Large Print. 

 32 multiple choice items 
 

 60 minutes 

Work Ready Data – Form B 
 

Including English and Spanish, both Online and Paper 
Based. 

 32 multiple choice items 
 

 60 minutes 

Work Ready Reading – Form A 
 

Including English and Spanish, both Online and Paper 
Based; ASL; Braille; and Large Print. 

 40 multiple choice items 
 

 60 minutes 

Work Ready Data – Form B 
 

Including English and Spanish, both Online and Paper 
Based. 

 40 multiple choice items 
 

 60 minutes 

5) Administration format (online and print) 
6) Reporting of scores including samples of score reports 

REPORT TITLE DESCRIPTION 

General Summary Provides aggregate activity data for all examinees across one or 
more selected locations e.g. school district, school, or 
correctional institution. 
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Credential Summary Shows how many examinees earned and did not earn a 
credential after completing a proctored assessment. 

Learner Credential Summary Displays assessment results and credential status for selected 
examinees. 

Learner Listing Generates detailed activity and for all examinees at one or more 
selected locations e.g. specific school or correctional facility. 

Individual Displays detailed scores and activity data associated with a 
specific examinee. 

Class Generates detailed activity and results for all examinees 
assigned to one or more selected classes / programs. 

Enrollment Presents enrollment data for examinees in a selected 
organization based on initial creation date and current 
enrollment status. 

Objective Based Reports Displays mastery by learning objective to benchmark learning 
gains and target instruction / remediation. 

7) Samples of all materials for the proposed work skills test. 

B. The Contractor must identify the research supporting the development of items, 
content included, test blueprints, and item replacement for each work skills test 
proposed.  At a minimum, include the following: 

1) Development of test blueprints 
2) Description of item development and review process 
3) Numbers of items per strand (benchmark) and content area, with scores for 

each 
4) Technical properties of underlying scales 

a. Contractor will implement Two-Parameter Logistic (2PL) Item 
Response Theory modeling as scale up occurs over the term of the 
Contract as appropriate. 

5) Description of the scaling procedures including, but not limited to: 
a. Psychometric modeling, equating procedures, and item analyses 

(classical, item response measurement theories) 
b. Description of processes to account for the different grade levels of 

test takers 
c. Score reliability data and associated standard error of measurement in 

scale score units 
6) Sample(s) of criterion-referenced reporting 
7) Inclusion of special populations in norms; specifically, all available 

accommodation and accessibility features for students with disabilities and 
English learners that provide valid scores 
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C. The Contractor must provide evidence that the proposed work skills instrument meets 
psychometric standards of reliability, validity, and are appropriate for the target 
population and purposes for which the test will be used, including the following:  

1) Norming evidence: 
a. Describe norming procedures 
b. Processes for determining frequency of norm updates 
c. Identify characteristics of students included in norms 
d. Accommodations included in norms 
e. Describe process for identifying characteristics of students included in 

norms 
2) Describe equating and scaling processes 
3) Evidence for criterion-referenced reporting 
4) Samples of technical reports and related documents 

5) Contractor will conduct Differential Item Functioning analysis for English 
Learners /non-English Learners starting in 2026. 

D. The Contractor must provide an assessment that is immediately available in online and 
Paper/Pencil format. 

1.1.2. School Readiness 
A. The Contractor must provide MDE and districts/schools with the testing device and 

bandwidth requirements so that a proper determination of readiness can be conducted 
locally. Advances in technology may require that device and bandwidth requirements be 
periodically updated over the life of this Contract through Change Notices.  The 
following elements must be supported. The Contractor’s solution must operate on the 
operating systems listed below: 

Operating System Additional Information and Support Requirements 
Windows   The Contractor must support the current version, as well as all 

previous versions of the operating systems that are supported by 
the company that issues them. 

Note: The State removes the requirement to support Android OS 
until Google can support the required lock-down functionality. 

macOS  
ChromeOS 
iOS  
Android 
Windows Server 
Linux Distributions  

1) Maximum Device Requirements - the Contractor must not require more than the 
“size” shown for schools to operate the system. 

a. Maximum 512 MB Memory. 
b. 10-inch class display. 
c. 1024 horizontal resolution by at least a 768 vertical resolution screen.  
d. Bandwidth: minimum recommendation of 1 megabyte constant 

connection per second per student. 
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2) To validate “tech readiness for online testing, Contractor will host a series of 
informational webinars, communicate time sensitive reminders via email / 
telephone, and provide on-demand technical assistance via Contractor 
Customer Support specifically for school technology coordinators, so that 
schools are ready to test as scheduled.  

3) Contractor will confirm – by email and/or telephone – with each district 
technology coordinator that their schools are ready. 

B. Based upon purchase recommendations and actual purchases, the Contractor must 
support use of the following student testing device types in the table below: 

Device Must Support Through 
Desktops, Laptops, and Netbooks Duration of Contract 

Note: The State removes the requirement 
to Android tablets until Google can support 
the required lock-down functionality. 

Chromebooks 
iPads 
Android Tablets 
Windows Tablets 

Advances in technology may require that device requirements be periodically updated 
over the life of this Contract through Change Notices. 

C. The Contractor must make a documented process (including checklists) available for 
school or district staff to validate that all software necessary for online testing is 
installed, configured, and working correctly. 

1) Contractor will ensure that every district / school has a direct point-of-contact 
on the Michigan-dedicated Customer Success Team to guide them step-by-step 
through the Technical Readiness Process (outlined below), including meeting 
onsite and facilitating escalation / resolution of potential technical issues as 
needed. Technical Readiness Process involves: 

a. Conduct a speed test to verify minimum bandwidth requirements are 
met. 

b. Install the appropriate lockdown browser version (Windows, Mac, 
Chromebook, iPad). 

c. Complete whitelisting. 
d. Test the successful installation of the lockdown browser. 
e. Complete the Technical Verification Process / Form. 

D. The Contractor must provide site and system readiness training to district and school 
technology staff at least 3 months prior to the start of the test administration. The 
training must be presented in a format that allows for participant questions as well as 
on-demand viewing. 

1) Contractor’s webinar training will include live step-by-step demonstration of the 
assessment administration process from enrollment to scoring / reporting. The 
virtual training platform will enable participants to post questions via chat. Time 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 30 of 142 

will also be allotted for questions and answers with the Contractor’s Technical 
Team. Training sessions will be recorded and posted on the online WIN 
Resource Center for later viewing and / or refresher. 

E. At the State’s discretion, during the first year of the Contract, the Contractor will provide 
on-site assistance to districts and schools that experience technology difficulties, 
preventing online testing and cannot be resolved quickly through remote means. The 
Contractor must make a comprehensive site and system readiness document available 
to technical district and school staff at least 3 months prior to the start of the test 
administration. The document must include the information needed to allow district 
and school staff to validate network configurations, caching device, if required or 
recommended, installation, and testing device capacity and compatibility.  

Documentation and tools must be provided to permit technology staff to validate that 
all software necessary for online testing is installed, configured, and working correctly. 

1) Contractor will provide school technology coordinators the following tech 
readiness documentation:   

a. Technology Verification Process – description of steps and timeline for 
district /school technology coordinators to ensure schools are ready to 
test on schedule. 

b. Technology Verification Survey – checklist for district / school 
technology coordinators to verify readiness and proactively flag 
potential issue for WIN escalation / resolution. 

c. Technical Requirements – device, bandwidth, and other technical 
specifications to enable testing. 

d. Lockdown Browser Instructions – steps to install lockdown browser, 
only supplemental software required for testing. 

1.1.3. Test Delivery System 
In addition to being available on the device types listed in Section 1.1.2, “School Readiness”, 
the Test Delivery System must meet the following deployment, scalability, and disaster recovery 
requirements.  As advancements in technology become available, the Contractor must make 
best efforts to make them available to MDE. 

A. The Contractor must provide the following testing software deployment options: 
1) Manual installation on a single device. 

i. The only software installation required is the Contractor’s lockdown 
browser, Respondus, Ⓡ which restricts access to other websites while 
testing. The software can be installed on individual devices or deployed 
to managed devices. 

2) Deployment through a network distribution system. 
i. The online version of the proposed assessments is delivered through the 

web-based Contractor Career Readiness System, accessible via an 
internet-enabled device and secure login credentials. 

3) Uninstallation is allowed for all permission roles above the student level. 
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i. Contractor will provide instructions for installation, how to test that 
installation was successful, and how to uninstall the software 

4) No trace of the testing software may remain on the testing device upon removal. 
5) Define and justify all components outside those provided within the proposed 

cost structure needed for installation at the LEAs (Local Educational Agency) 
and PSAs (Public School Academies).  

i. There is no related direct cost to school districts / schools for the 
software.   

B. The Contractor must ensure that larger resolutions will not distort images. 

C. The Contractor must ensure that the system provides an item latency time of two (2) 
seconds or less for all items that do not include human voice audio (HVA) or video 
components. 

D. The Contractor must ensure that the system has the ability to deliver the test securely to 
“locked-down” student workstations/devices. The system must “lock down” the student 
device to disable browser navigation and access to any programs, applications, tools, 
resources, or other functionality outside the intended functionality provided in the test 
delivery application.  The system must: 

1) Prevent printing during assessment session (unless Print on Demand is enabled 
for the student as an accommodation). 

2) Prevent screen captures during assessment session. 
3) Prevent viewing HTML source during assessment session. 
4) Prevent saving to HTML source during assessment session. 
5) Control access to the internet to prevent access to background applications 

(example: Grammarly, ChatGPT or other AI software, or communication 
software such as Microsoft Teams or Outlook), during assessment session. 

E. The Contractor must maintain the functionality of each of the following systems: 

1) Rendering Font size.  
i. For all the proposed online assessments, the font size may be adjusted 

from within the assessment by selecting the Accessibility button on the 
toolbar. This is controlled by the examinee. 

2) Text to Speech (TTS) Voice Settings. 
i.  SpeechStreamⓇ – text-to-speech tool – may be turned on for 

examinees requiring the accommodation. The administrator / proctor 
configures the setting for the examinee. The tool automatically launches 
when the examinee launches the assessment. The examinee controls 
what is read aloud:  a word, a section, or the whole screen. Examinees 
self-configure speed, highlighting, and speech mode settings to their 
own needs / preferences. 

3) The availability of student tools/accessibility options. 
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i. A toolbar with tools and accessibility options is available within each 
assessment. Every assessment has an accessibility tool, allowing the 
examinee to adjust color contrast, font size, and zoom 

4) Keyboard Navigation, so that students unable to use a pointing device can still 
test online. 

5) Scrolling for passages and items that extend beyond the limits of the testing 
device display. 

6) Efficient and developmentally appropriate method for students to enter login 
credentials. 

i. Examinees may enter their login credentials (secure username and 
password) directly, on their own, into the Contractor Career Readiness 
System. Login credentials are automatically generated upon enrollment 
by the system (either via data provided by the organization or system 
generated if desired) and then shared with the examinee in advance of 
testing by an administrator / proctor. 

ii. Or examinees may automatically access the system via single sign-on 
(SSO) via a learning management system, such as Canvas, Clever, or 
ClassLink as approved by the State.  

7) Test directions screens by assessment program, grade, content, and form that 
are customizable for the State. 

i. Contractor offers several embedded video tutorials, providing general 
information about the assessments, the system, and instruction on the 
use of the assistive tools. 

• Navigation Tutorial 
• Work Ready Math Tutorial 
• Work Ready Reading Tutorial 
• Work Ready Data Tutorial 

ii. In addition, a Test Administrator / Monitor Testing Duties guide is 
provided with a day of testing instructions and scripts that can be 
customized for the State. 

8) Developmentally appropriate help screens.  
i. All the embedded video tutorials are developmentally appropriate for 

high school students, providing instructional text with supporting 
graphics, in small consumable chunks. The tutorials are available in 
English, Spanish, and American Sign Language. Examinees with 
accommodations for text-to-speech or American Sign Language may 
access the tutorials with the appropriate assistive tools. 

ii. Students also have access to the Contractor Resource Center where 
they can access a Getting Started video, a Quick Start Guide, and 
detailed information about the Academic Skills Assessment and the 
National Work Readiness Credential - Academic Skills. 

9) Student control of pause, stop, play, and replay audio for passages and items. 
10) Student control to begin playing the audio or video for a passage or item from 

multiple start points other than the beginning. 
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11) The audio volume to be adjusted on the testing device within the testing 
software and without exiting the test. 

12) Provide frequent auto-saving of student responses during an assessment, 
including in-progress constructed response items. 

i. Contractor’s system automatically saves assessment response and 
progress every 5 minutes and each time a student navigates to another 
question.    

13) Save student responses when a test is stopped, paused, or suspended. When 
the test is restarted, previously saved student responses must be retained and 
picked up where the student left off.   

i. If a student is confirmed to have completed but not yet submitted an 
assessment for scoring upon disconnection, Contractor Customer 
Support has the capability to generate a secure file with all selected 
responses prior to disconnection that can be used to submit the 
assessment for scoring on behalf of the school / student.   

14) Allow students to start, pause, resume, and submit tests. 
15) Support MDE business rules established for this Contract regarding student 

access to, or restriction from, retained responses, depending on the length of 
pause or suspension. 

16) Provide clear indicators to students confirming the successful completion and 
submission of a test that are configurable to MDE specifications. 

• Student clicks Submit and gets a dialogue “Are you sure you want to 
submit?”  

• Student is then prompted to click Close and Finish to close out of the 
lockdown browser. 

• Student gets the message “Submitting in Progress.” 
• Student is then directed to the assessment landing page where they 

get the message: “Welcome Back. Thank you for testing with us.”  The 
assessment icon on the landing page changes from open to locked. 

17) The system must provide the following administrative features that are 
configurable to MDE specifications: 

a. Allow administrative users to start, stop, pause, resume, and restart 
student test sessions.  

b. Allow test administrator or assessment coordinator to indicate in 
advance of testing which students need to use specific embedded and 
non-embedded accommodations or supports. 

c. Prohibit test administrator or assessment coordinator from adding 
specific embedded and non-embedded accommodations or supports 
used once a test has been submitted. 

d. Enable students to be grouped for test administration according to 
classes, programs, supports/accommodations, or other demographic 
groupings. 

e. Prohibit test data from being altered once a test is submitted by a 
student. 
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f. Allow only authorized users to mark content area tests as “Do Not 
Score” and unlock / regenerate tests.  

g. Provide an automated means to move a student’s test results from an 
incorrect barcode to the correct in the event the student tests with the 
wrong login credentials.  

h. While nonpublic schools are included in the LEA district hierarchy, 
nonpublic school data, student, and test results, must not be included 
with LEA data. 

i. Support Test-to-Speech for test directions only to ensure consistency 
in how students receive test directions. 

j. Provide an efficient and developmentally appropriate method for 
students to enter login credentials thus minimizing the impact to 
school staff when preparing for the test administration. 

k. Provide districts and schools with the ability to easily monitor test 
completion for individual students and groups of students up to and 
including all students in the entity. 

18) If the Contractor’s system relies on local caching for test administration, then 
the testing solution must be able to support the following minimum and 
recommended specifications.  

System Requirements 

 Minimum Recommended 

Memory 1 GB RAM 1 GB RAM or greater.  
4 GB RAM or greater if VSL is 
used 

Processor 1 GHz 1 GHz or faster.  
2 GHz or faster if VSL is used 

Disk Space*  10 GB available.  
20 GB available if VSL is used 

15 GB or more available.  
25 GB or more available if VSL is 
used 

Screen Size 9.5 inch  13 inch or larger 

Screen 
Resolution 

1024 x 768 1024 x 768 or better 

Internet 
Connectivity 

Computers must be able to connect to the Internet via wired or 
wireless networks 

Input Device 
Requirements 

Keyboard—wired or wireless, Bluetooth, mouse, or touchpad 

* These disk space requirements assume an average fixed-form item size of 2 MB 
and an average computer adaptive test (CAT) item pool size of 2 GB (shared across 
all CAT items)  
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System Requirements 

 Minimum Recommended 

* Because of the size of video files, Video Sign Language (VSL) can increase storage 
needs 

19) The Contractor’s system when importing test data must track the transaction by 
keeping a log of all transactions that alter any previously imported data. The log 
must identify date and time, which will allow the system to be reconstructed to a 
specific time if any data is corrupted.  

20) System functionality may be granted or restricted to user groups or entities 
including State, Intermediate School District (ISD), district, building, and 
teacher level. Private school access is separate from LEA access.  Groups and 
entities may be defined in a flexible, tiered manner with no preset limit to tiers. 

21) Always make a practice environment available that mirrors the actual testing 
experience for students to use to become comfortable with the available tools 
as well as the interface in general.  The practice environment must include:  
a. Opportunities for training/familiarization with all the available tools, 

supports, and accommodations. 
b. The ability to be updated annually or as needed to ensure relevant content is 

reflected. 
22) Backup and Recovery System must:  

a. Support recoverability using commonly available and industry standard 
backup applications and approaches. 

b. Provide point-in-time recovery of data to the last completed transaction. 
c. Allow for continued use of the system during backup. 
d. Provide a complete backup and recovery process for all database tables and 

system files. 
e. The backup and archival features of the system can be initiated 

automatically or by manual request. 
f. Use real-time replication so that testing is not interrupted during fail-over. 

23) Availability of the Test Delivery System must: 
a. Prohibit student testing outside of the testing window. Flexibility should be 

built in to allow an individual school to test students outside of the testing 
window on an approved exception basis. 

b. Provide availability guarantees to support student testing, at the defined 
scalability level, from 7 a.m. to 4 p.m. local time Monday through Friday, 
during the test window for each test cycle. 

c. Support an alternate testing time for schools that provide instruction on an 
alternate schedule (such as night classes). This is not expected to be a high-
volume offering.  

d. Allow student test sessions to be configured separately from the general 
system availability for administrative functions and practice tests. 

e. Allow student test sessions to be configured minimally at the building level. 
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f. Provide scheduled maintenance during the testing window only during the 
hours of 10 p.m. to 5 a.m. EST/EDT with prior written notification and MDE’s 
approval of all planned downtime. Outside of the test window, scheduled 
maintenance will occur after business hours (EST/EDT). Emergency 
maintenance must be coordinated with the State during the testing window. 

g. Provide availability guarantees for all system users including test 
coordinators, test administrators, and technology coordinators to complete 
their respective tasks within the system at any time except those designated 
as a maintenance window described above. 

h. Allow MDE to monitor the State’s daily snapshot and historical (daily, weekly, 
and total window) data for the current test administration window regarding 
operation and usage by providing an MDE dashboard, which displays the 
number and type of all Michigan users currently active in the system, system 
uptime, tests delivered, counts of all supports/accommodations used, and 
server/application health and availability by State, district, and school. 

i. Send automated outage notifications via email to MDE and MDE approved 
users and technology directors. 

1.2. General Requirements – Michigan Department of Corrections (MDOC) 
The Contractor must provide an assessment that produces a nationally recognized 
work skills credential. 

1.2.1. Work Skills Assessment 
A. Contractor must identify the work skills test proposed, including the characteristics, 

evidence that the instrument is valid, reliable, and appropriate for the target population 
and intended purposes as set forth below: 

1) Contractor’s Work Skills Readiness Assessment is comprised of 3 components: 
Work Ready Math, Work Ready Data, and Work Ready Reading. 

ASSESSMENT TITLE GENERAL DESCRIPTION 

Work Ready Math 
(Applied Math) 

Measures understanding of and ability to apply foundational mathematical 
reasoning skills to solve real-life workplace problems including calculating sizes, 
quantities, and costs; evaluating information and results to determine the best 
solution; reviewing the accuracy of transactions; and informing operational 
activities. 

Work Ready Data 
(Graphic Literacy or Equivalent) 

Measures ability to understand, interpret and apply workplace data presented in 
forms, workflows, diagrams, charts, and graphs including identifying trends and 
relationships among variables; interpreting research and operational data; and 
reviewing technical drawings and specifications.  

Work Ready Reading 
(Workplace Documents or 
Equivalent)  

Measures ability to read, understand, and interpret written workplace text such 
as memos, schedules, policies, and technical manuals to obtain information; 
apply new knowledge to the job; and follow instructions in complex procedural 
documents, regulations, policies, and procedures. 
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2) Number of test forms, by administration mode (paper/pencil versus online), 
types (for example, fixed form versus CAT), including standard and 
accommodated forms, and (if applicable) dates published 

Work Ready Math 

English – Online 2 Forms (A / B) Published:   2025 
English – Paper-Based 2 Forms (A / B) Published:   2025  
Spanish – Online 2 Forms (A / B) Published:   2025 
Spanish – Paper-Based 2 Forms (A / B) Published:   2026 
American Sign Language (ASL) 1 Form (A) Published:   2026 
Large Print 1 Form (A) Published:   2025 
Braille – Paper-Based 1 Form (A) Published:   2026 

Work Ready Data  

English – Online 2 Forms (A / B) Published:   2025 
English – Paper-Based 2 Forms (A / B) Published:   2025 
Spanish – Online 2 Forms (A / B) Published:   2025 
Spanish – Paper-Based 2 Forms (A / B) Published:   2026 
American Sign Language (ASL) 1 Form (A) Published:   2026 
Large Print 1 Form (A) Published:   2025 
Braille – Paper-Based 1 Form (A) Published:   2026 

Work Ready Reading   

English – Online 2 Forms (A / B) Published:   2025 
English – Paper-Based 2 Forms (A / B) Published:   2025 
Spanish – Online 2 Forms (A / B) Published:   2025 
Spanish – Paper-Based 2 Forms (A / B) Published:   2026 
American Sign Language (ASL) 1 Form (A) Published:   2026 
Large Print 1 Form (A) Published:   2025 
Braille – Paper-Based 1 Form (A) Published:   2026 

 

3) Quantity of items by item type on each form, and 4) length of time to administer 

ASSESSMENT TITLE # ITEMS / ITEM TYPE 
 

STANDARD  
ADMINISTRATION  

TIME 

Work Ready Math – Form A 
 

Including English and Spanish, both Online and Paper 
Based; ASL; Braille; and Large Print. 

40 multiple choice items  60 minutes 

Work Ready Math – Form B 
 

40 multiple choice items 
 

 60 minutes 
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Including English and Spanish, both Online and Paper 
Based. 

Work Ready Data – Form A 
 

Including English and Spanish, both Online and Paper 
Based; ASL; Braille; and Large Print. 

 32 multiple choice items 
 

 60 minutes 

Work Ready Data – Form B 
 

Including English and Spanish, both Online and Paper 
Based. 

 32 multiple choice items 
 

 60 minutes 

Work Ready Reading – Form A 
 

Including English and Spanish, both Online and Paper 
Based; ASL; Braille; and Large Print. 

 40 multiple choice items 
 

 60 minutes 

Work Ready Data – Form B 
 

Including English and Spanish, both Online and Paper 
Based. 

 40 multiple choice items 
 

 60 minutes 

5) The administration format for all the proposed component assessments, all 
versions, all forms is both – paper based (print) and online. 

ASSESSMENT TITLE ADMINISTRATION FORMAT 
 

Work Ready Math – Form A Print, Online 
 

Work Ready Math – Form B Print, Online 
 

Work Ready Data – Form A 
 

Print, Online 
 

Work Ready Data – Form B 
 

Print, Online 
 

Work Ready Reading – Form A 
 

Print, Online 
 

Work Ready Reading – Form B 
 

Print, Online 
 

6) Reporting of scores including samples of score reports. The following table 
describes some of the most used administrator / proctor score reports: 

REPORT TITLE DESCRIPTION 

General Summary Provides aggregate activity data for all examinees across one or 
more selected locations e.g. school district, school, or 
correctional institution. 
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Credential Summary Shows how many examinees earned and did not earn a 
credential after completing a proctored assessment. 

Learner Credential Summary Displays assessment results and credential status for selected 
examinees. 

Learner Listing Generates detailed activity and for all examinees at one or more 
selected locations e.g. specific school or correctional facility. 

Individual Displays detailed scores and activity data associated with a 
specific examinee. 

Class Generates detailed activity and results for all examinees 
assigned to one or more selected classes / programs. 

Enrollment Presents enrollment data for examinees in a selected 
organization based on initial creation date and current 
enrollment status. 

Objective Based Reports Displays mastery by learning objective to benchmark learning 
gains and target instruction / remediation. 

7) Samples of all materials for the proposed work skills test. 

a. Contractor offers multiple forms of score reports, including the Individual 
Score Report (transcript) below, which summarizes individual examinee 
results and how to interpret the results. The Individual Score Report may be 
downloaded / printed on-demand directly from the Contractor’s Career 
Readiness System by authorized administrators / proctors and the 
examinee. 
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1.2.2. For questions or assistance, the MDOC testing coordinator may contact Contractor 
Customer Support, Monday-Friday, 7 AM – 5 PM ET with extended hours as needed. 
  

1.2.3. Testing Services and Materials 
A. The Contractor must provide testing service for career readiness testing in accordance 

with National Work Readiness Certificate standards. The test must consist of three 
components: 

1) Work Ready Math (Applied Math or Equivalent) – this assessment measures 
the skills people use when they apply mathematical reasoning, critical thinking, 
and problem-solving techniques to work-related problems.  The test questions 
require the examinee to set up and solve the types of problems and do the types 
of calculations that occur in the workplace. 

This test is designed to be taken with an approved calculator.  A formula sheet 
that includes all formulas required for the assessment must be provided.  While 
individuals may use approved calculators and conversion tables to help with the 
problems, they still need to use math skills to think them through.   

2) Work Ready Data (Graphic Literacy or Equivalent) – this assessment 
measures the skill people use when they work with information embedded in 
such work-related graphics.  Examinees are asked to find information in a 
graphic or insert information into a graphic. They also must compare, 
summarize, and analyze information found in related graphics.  

3) Work Ready Reading (Workplace Documents or Equivalent) – this 
assessment measures the skill people use when they read and use written text 
in order to do a job.  The written texts include memos, letters, directions, signs, 
notices, bulletins, policies, and regulations.  

B. The State may request tests in languages other than English and Spanish. Additionally, 
the Contractor must provide teaching materials in English and Spanish. Other than 
Arabic, additional translations will be developed for an additional cost to the State. 

C. The Contractor must allow the State to administer a paper and pencil version of the 
career readiness assessment (test). Answer sheets must be able to be scanned for 
scoring purposes. Contractor will provide the following paper-based test administration 
support materials: 

1) Paper-Based Administration Manual (TAM): A comprehensive manual 
detailing paper-based administration policies including, but not limited to, user 
roles; testing security; process for ordering / receiving / returning paper-based 
assessment materials; allowed testing locations / environments; breaks during 
testing; use of calculators; dealing with power failures, bomb threats, examinee 
cheating, and examinee illness; and examinee accessibility / accommodations. 
Separate versions of the TAM will be produced to appropriately address the 
unique specifications of the State. All versions will be accessible to view and 
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download from the online Contractor Resource Center as well as the designed 
Michigan SharePoint site.  

2) Paper-Based Test Booklets: Two versions of normal text size booklets will be 
produced (Form A and Form B). Each booklet will include items and answer 
choices for all three component assessments.  

3) Paper-Based Answer Sheet: A scannable answer document will be utilized for 
paper-based, large print, and braille administration.  

4) Paper-Based Materials Management Instruction Sheet, Shipment Inventory 
Form, Chain of Custody Form: A 2-page set of high-level materials 
management instructions will be provided to MDOC and MDE testing 
coordinators. Additionally, an inventory form listing all testing materials and 
quantities included in each shipment and a chain of custody form for tracking 
movement and ensuring all testing materials remain secure and accounted for 
at all times will be provided. 

5) Paper-Based Test Administrator / Monitor Testing Duties: A condensed 
version of the paper-based TAM will be produced summarizing test 
administrator duties on the day of testing will be accessible to view and 
download from the online Contractor Resource Center as well as a Michigan 
designated SharePoint site.  

6) Large Print Test Booklet: A large print booklet for visually impaired examinees 
will include one test version. Larger font size will be utilized.  

7) Braille Test Booklet, Oral Administration Guide, and Oral Administration 
Script: One version of a Unified English Braille (UEB) booklet will be produced 
and be available upon request. An Oral Administration Guide and corresponding 
Oral Administration Script will be produced and made available online to 
facilitate consistent and effective oral administration. The Oral Administration 
Script will be shipped upon request. 

MDOC plans to require online assessments at a future date.  Specifics will be worked 
out with Contractor and MDOC at that time. However, Contractor offers a “corrections 
specific” technical environment (corrections.wincrsystem.com) with common security 
standards already pre-implemented including: 

• all hyperlinks have been removed / disabled; 
• content does not open in a new tab; 
• access to external systems is disabled; 
• download and print functionality is disabled; 
• fill in the blanks is disabled; and  
• password reset is disabled. 

D. The test ratings must have at least four levels (i.e., Level 1, Level 2, Level 3, Level 4) or 
similar ratings. See Attachment A, Testing Standards for rating levels.   

1) Contractor’s Academic Skills Assessments – Work Ready Math, Work Ready 
Data, and Work Ready Reading, each have five achievement levels which align 
with the U.S. Department of Labor’s O*NET Job Zones, Level 1 through Level 5. 
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Each achievement level is associated with a scaled score and an equivalent 
O*NET Job Zone, which represents a group of occupations that require skills at 
the specific achievement level. For example, if an examinee achieves a Level 3 
on all three WIN Work Ready Academic Skills Assessments, the examinee has 
demonstrated readiness to pursue a career in O*NET Job Zone Level 1 through 3.   

2) The Standards / Certificate Level Crosswalk included as Attachment 26 
illustrates the comparability between the objectives / achievement levels of the 
WIN Work Ready Academic Skills Assessments and the testing standards / 
certificate levels required by the RFP. 

3) The Achievement Level to Job Zone Crosswalk table below further illustrates 
how the Achievement Levels crosswalk to the O*NET Job Zone experience, 
education, and training requirements. 

ACHIEVEMENT LEVEL TO JOB ZONE CROSSWALK 
National Work 

Readiness 
Credential 

Achievement 
Level 

Job Zone Experience Education Training Sample Jobs 

 1 – Little to no 
preparation 

Little or no previous 
work-related skill, 
knowledge, or 
experience is needed 

May require a high 
school diploma or GED 
certificate 

A few days to a few 
months of on-the-job 
training 

Waiter 
Groundskeeper 
Logging equipment 
operator 

Achievement Level 2 2 – Some 
preparation 

Some previous work-
related skill, 
knowledge, or 
experience is usually 
needed 

Usually require a high 
school diploma 

A few months to one 
year of on-the-job 
training; apprenticeship 

Bank teller 
Orderly 
Security Guard 

Achievement Level 3 3 – Medium 
preparation 

Previous work-related 
skill, knowledge, or 
experience is required 

Require training in 
vocational schools, 
related on-the-job 
experience, or an 
associate degree 

One to two years of 
training, related on-the-
job experience; 
apprenticeship 

Electrician 
Travel guide 
Court reporter 
Medical assistant 

Achievement Level 4 4 – Considerable 
preparation 

A considerable amount 
of work-related skill, 
knowledge, or 
experience is needed 

Most require a four-year 
bachelor’s degree 

Several years of work-
related experience, on-
the-job training, and/or 
vocational training 

Accountant 
Real estate broker 
Database administrator 
Graphic designer 

Achievement Level 5 5 – Extensive 
preparation 

Extensive skill, 
knowledge, and 
experience are needed 

Most require graduate 
school 

Assumes person comes 
with required skills, 
knowledge, experience, 
and training needed 

Surgeon 
Lawyer 
Pharmacist 

E. The Contractor must supply the State with approved testing materials (test booklets and 
answers documents) as needed.  

1) Testing materials must be received by the Contractor at least 21 calendar days 
before the scheduled test date. 

i. Contractor will supply MDOC institutions with the paper-based 
materials needed for testing within 10 calendar days after receipt of 
order. 

ii. Paper-based testing materials may be requested via an online 
Contractor Order Form – to be approved by MDOC. Orders will be 
processed within 2 business days and delivered within 10 business days 
of the initial order. Requests for ‘quick-ship / overnight’ materials will be 
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considered on a request-by-request basis, not to exceed 50 total test 
booklets / answer sheets per order. MDOC will have the option to order 
more than 50 copies per site as long as “quick-ship” is not requested. 
Contractor will contract with FedEx® for the shipping of paper-based 
materials. Delivery will be made per the contact / address information 
provided by the MDOC Secure Site. 

iii. Included in the shipment will be a Chain of Custody Form for purposes 
of documenting receipt, internally tracking distributed materials, 
maintaining inventory, and instructions for returning answer sheets for 
scoring and all used corresponding testing materials. 

iv. MDOC may order extra materials than needed for immediate testing and 
keep them in a secure location until needed / used. Contractor will 
collaborate with MDOC to implement inventory management processes 
that both timely satisfy testing demand and ensure inventory security / 
control. 

2) MDOC will monitor and return material in compliance with the procedures on 
the material order form. 

F. After testing, all material will be returned by MDOC schools to the Contractor for 
scoring. 

1) Return Packaging Materials - After testing, the MDOC institution will ship all 
secure testing material – booklets / answer sheets / oral administration scripts– 
directly back to Contractor.  Contractor will provide appropriate boxes / 
packaging and return labels in the shipment of original materials.  Contractor 
will contract with FedEx® for the return shipping of the materials. MDOC is 
responsible for labels and cost of return shipping. 

2) Track Materials Shipment / Receive Return Receipt - When paper-based 
testing materials are shipped from Contractor, an email will automatically be 
sent to the designated MDOC testing coordinator / location, confirming the 
method of shipment (typically, FedEx® Ground), tracking number, and 
anticipated receipt date.  

Upon returning materials to Contractor, the MDOC testing coordinator will 
automatically receive another email confirming the tracking number for the 
return shipment, enabling tracking of the status of the return to Contractor. 

1.2.4. Scoring and Results  
A. The Contractor must score each test and notify the State of test results.  Results will be 

released to the desired location written on the scoring order form.  Tests will be scanned 
by Contractor for scoring and the Contractor must provide a transcript of test scores. 
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Sample Transcript / Individual Score Report 

  
B. Test results must show the test rating the prisoner achieved in Section 1.2.2.D.  
C. Test results will be provided to the State within 10 calendar days upon Contractor’s 

receipt of when the prisoner has taken the tests and the scores for each participant, 
including those prisoners who complete and pass the test.  

1) All results will be reported to the State within 10 calendar days upon 
Contractor’s receipt of when the prisoner has taken the tests and the scores for 
each participant, including those prisoners who complete and pass the test.   

2) For paper tests, batch scoring represents the standard scoring process.  Once 
the Contractor receives completed answer documents, the documents must be 
scanned and score reports must be generated and shipped within 10 calendar 
days.  MDOC will be invoiced only for the tests Contractor scores. 

D. The Contractor will ensure that the test scores are available to the State and to the 
prisoners upon release to the community as needed at no additional charge.  Test 
scores, certificate levels, and other information collected as part of the testing process 
will be indefinitely maintained by Contractor and the Contractor’s online report portal 
system or similar type repository.   

E. A prisoner released from a MDOC facility must be able to maintain access to their 
information through an online account that is created each time a certificate is issued.  
The account must enable a user to review certificate status and make a credential 
public in order to share with prospective employers and other community members.  
Access to the account must be available for an indefinite period of time.  There must be 
no fee to access online accounts unless the user intends to purchase additional copies 
of a Career Readiness Certification they receive.  

F. No specific number of tests are guaranteed to be administered. 

1.2.5. Database 
A. The Contractor must maintain a database of scores indefinitely for all participants who 

pass the approved career readiness testing.  Information will include: 
1) Name 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 45 of 142 

2) Level Achieved  
3) Test Date 

B. At the end of the Contract, the Contractor must maintain database records indefinitely.  
The Contractor must provide testing results to the State indefinitely upon request at no 
additional cost to the State. 

C. The Contractor must ensure that data is properly secured from data loss or destruction.  
The Contractor must retain all student testing data in a highly secure location with off-
site backup.   

D. The Contractor must provide a detailed disaster recovery plan that addresses possible 
occurrences such as server failure, loss of internet connectivity, or data corruption with 
their bid response.  Please see Schedule A – Statement of Work, Section 1.12 
Hosting, and Schedule D, Section 4.5 Disaster Recovery.  

E. The Contractor must ensure that MDOC has online access to scores of participants and 
the statistical reporting at all times.  

F. The Contractor must provide MDOC with a minimum of two secure logins with user ID 
and password to the online database. 

G. The Contractor must provide a Career Readiness Certification each time it completes a 
monthly sweep of the Contractor’s online portal of data, or similar system, for each 
prisoner who completes and passes the career readiness test (Silver (or similar) or 
above is a pass).  The Career Readiness Certification may be provided electronically in 
Portable Document Format (PDF).  Certificates must state the level achieved. 

H. The Contractor must provide a web-based user interface that will be used by testing 
staff to manage and access the assessments.  The site will allow MDOC to create 
registrations for additional testing staff.  The site will allow MDOC to authorize 
assessments and print individual score reports for completed assessments.  The site 
must be specific to MDOC.  The Contractor will provide four (4) User IDs and passwords 
that will allow access to the site and complete administrative functions.  Staff members 
assigned as administrators will be the only people authorized to access the 
administrative realm URL.  The site will be at no cost to the State. 

1.3. Michigan Department of Education Assessment Requirements 
1.3.1. Work Skills Test 

A. The proposed assessment must be administered to Michigan’s Grade 11 students (and 
eligible Grade 12 students) each spring.  The test must be administered on school site 
during the school day with score results to be reported to MDE via a student data file 
including the Michigan student UICs.   

B. The Contractor must provide statistical and other technical evidence that the proposed 
work skills test is aligned with nationally recognized work skills standards.  Evidence 
could be provided in the fashion of formal alignment study reports, technical manuals 
or other research-based alignments.  See Section 1.1 General Requirements – Michigan 
Department of Education, Subsection 1.1.1. 

1) Mathematics: 
Grades 9-12 – Common Core State Standards (CCSS) 
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2) English Language Arts: 
Grades 9-12 – High School Content Expectations (HSCEs) 

3) Science: 
Grades 9-12 – High School Content Expectations (HSCEs) 

4) Social Studies: 
Grades 9-12 – High School Content Expectations (HSCEs) 

1.3.2. Accommodations Tables 
As required by ESSA, Sec. 1111(b)(2)(B)(V)(vii), the Contractor must provide or support 
reasonable accommodations and tools for English learners and students with 
disabilities.  
 
The embedded online testing tools listed below are required and are industry standards 
because they enhance testing fairness and accessibility for all students, and do not 
violate tested constructs. Many of these online tools are considered universal tools for 
Michigan assessments. Please indicate the current availability of each in Contractor’s 
system. 

Each accommodation listed in the Accommodations Tables is available to Michigan 
students for the Spring 2026 test cycle, unless otherwise noted. 

A. Accessibility Tools 
The table below provides the current availability of each Accessibility Tool in the 
Contractor’s system: 

Accessibility Tool Description 

Line guide A Line Reader display can be positioned over text so 
that only the lines an examinee wants to see will appear. 

Highlighter A Highlighter tool is available for examinees to annotate 
text onscreen.  

Answer Eliminator A Response Masking tool is available for examinees to 
eliminate answer choices. 

Strikethrough (creates lines through 
text in item/passage) 

A Drawing tool is available for examinees to annotate 
items and passages as well as strikethrough text.  

Magnifier/Zoom Feature (magnifies 
all text and graphics without 
distortion) 

A Magnification tool is available for examinees to adjust 
the magnification of the screen by zooming in and out 
without distortion. 

Digital Notepad (item by item, does 
not allow retention of notes 
beginning to end of testing) 

A Sticky Note tool is available for examinees to jot down 
item-specific notes. 
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Global Notes (global, allows 
retention of fixed form notes from 
beginning to end of testing) 

A Notepad tool is available for examinees to record 
notes and reference them throughout the online 
assessment. 

Color Contrast (contrast options 
must be approved by the American 
Printing House for the Blind) 

A Color Contrast tool is available for examinees to 
adjust the color scheme of an item, including 6 preset 
contrasting color schemes. 

Color Overlay (colors must be 
approved by the American Printing 
House for the Blind) 

A Color Overlay tool is available for examinees to adjust 
the color scheme of an item, including the background 
color and foreground color.  

Masking A Response Masking tool is available for examinees to 
eliminate answer choices. 

1) Language Tools and Accommodations 
Many assessment tools are necessary for students who are non-native English 
speakers and may need linguistic supports that do not negatively impact the 
tested construct. These help to ensure that content is tested instead of 
language ability. In some cases, these supports may also provide support for 
native English speakers and are tools the State currently offers to students on 
other Michigan assessments.  

The table below provides the Contractor’s current availability of each Language 
Tools and Accommodations in the Contractor’s system: 

Language Tools and 
Accommodations 

Description 

Glossing – English (Allows students 
to view English non-construct 
relevant synonyms for 
item/passage specific words) 

Examinees may use their own bilingual word-to-word 
dictionaries to support designated language 
accommodations. 

 

Glossing – Arabic (Allows students 
to view Arabic non-construct 
relevant synonyms for 
item/passage specific words) 

Examinees may use their own bilingual word-to-word 
dictionaries to support designated language 
accommodations. 

Glossing – Spanish (Allows students 
to view Spanish non-construct 
relevant synonyms for 
item/passage specific words) 

Examinees may use their own bilingual word-to-word 
dictionaries to support designated language 
accommodations. 

Full-text translation (test questions 
and directions) – Arabic 

Online assessments, paper-based assessments, and 
test administration documents can be made available in 
Arabic by Spring 2026 at no cost to the State. 
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Full-text translation (test questions 
and directions) – Spanish 

Online assessments are currently available in Spanish. 
Newly refreshed, paper-based assessments and 
corresponding test administration documents will be 
available in Spanish by Spring 2026 at no cost to the 
State. 

Full-text translation (test questions 
and directions) – Arabic 

Online assessments, paper-based assessments, and 
test administration documents can be made available in 
Arabic by Spring 2026 at no cost to the State. 

2) Full-Text Translations 
The Contractor must have the ability to translate the full text of a test into a 
language other than English. The Contractor must provide a description of the 
current system’s functionality (stacked translations, side-by-side, etc.) for the 
following languages: 

a. Full-Text Translation-Spanish 
b. Full-Text Translation - Arabic 

3) Audio Content Tools 
In order to include students who have visual impairments or are English 
Learners with visual impairments, it is required that the Contractor provide 
access to text via audio supports. These supports can be allowed for particular 
grades, programs, subject areas, and particular portions of test 
questions/passages where it does not violate the construct being assessed.  

The table below provides the Contractor’s current availability of each audio 
content tool in the Contractor’s system: 

Audio Content Tool Description 

Text-to Speech/English Text-to-speech support is currently available in English.   

Human Voice Audio/English The text-to-speech tool produces high quality human 
synthesized voices that dynamically read aloud the text in 
English.  
Contractor is not currently developing human voice audio 
but is open to discussing the potential needs of Michigan 
examinees and the related development priority for an 
additional cost to the State. 

Text-to-Speech/Spanish Text-to-speech support is currently available in Spanish.   
Human Voice Audio/Spanish The text-to-speech tool produces high quality human 

synthesized voices that dynamically read aloud the text in 
Spanish.  
Contractor is not currently developing human voice audio 
but is open to discussing the potential needs of Michigan 
examinees and the related development priority at an 
additional cost to the State. 
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Text-to-Speech/Arabic Text-to-speech support can be made available in Arabic at 
no cost to the State. 

Human Voice Audio/Arabic Contractor is not currently developing this feature but is 
open to discussing the potential needs of Michigan 
examinees and the related development priority at an 
additional cost to the State. 

4) Human Voice Audio (HVA) and Text-to-Speech (TTS) 
a. The Contractor’s system must adhere to the requirements in items b. 

and c. when presenting audio versions of test items. It is 
recommended that the text-to-speech voice be grade-level 
appropriate and if being translated into Spanish or Arabic must utilize 
common forms of the language used by most Michigan students. 

Human Voice Audio (HVA) and Text-to-Speech (TTS) 

Contractor currently utilizes text-to-speech (TTS) technology to provide audio in English and 
Spanish for examinees. The tool produces high quality human synthesized voices, originating 
from live recordings of human voice-over professionals. The tool dynamically reads aloud the 
assessment text verbatim, including translated text, and therefore utilizes the common forms 
of the language used by most examinees. Contractor is open to discussions to further 
understand the potential needs of Michigan examinees for human voice audio and the related 
development priority. 

b. The System must allow students to control the speed and volume of 
the TTS or HVA option within the system.  

Control Speed and Volume of TTS or HVA 

Examinees may adjust the speed of the audio from within the online text-to-speech tool. There 
are three rates – slow, medium, and fast. Examinees may also adjust the volume using their 
headset dial during a secure testing administration. 

c. The System must provide a visual feature that identifies individual 
words as they are read aloud to students that accompanies the Text to 
Speech (TTS) solution.  

Visual Feature that Accompanies TTS 

When the text-to-speech tool is active, synchronous highlighting tracks the printed words as 
they are read aloud. 

5) American Sign Language (ASL) and Closed Captioning (CC) 
For students who are hearing impaired the only way they can access audio 
content may be through American Sign Language (ASL) or closed captioning. 
ASL is the predominant dialect used in most deaf schools and communities. 
Both ASL and closed-captioning are visual modes of communication.  
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a. If the Contractor’s test includes test content only accessible through 
listening, they must indicate the current availability of ASL content or 
closed captioning each in the Contractor’s system in the table below:  

American Sign Language and 
Closed Captioning 

Description 

ASL (human signer video) An ASL version is currently available. 
ASL (animated/avatar) Contractor is not currently developing this feature but is 

open to discussing the potential related needs of 
Michigan examinees and corresponding development 
priority at an additional cost to the State. 

Closed-Captioning Contractor is not currently developing this feature but is 
open to discussing the potential related needs of 
Michigan examinees and corresponding development 
priority. 

b. The Contractor’s ASL solution is video based, featuring a live human 
signer. Contractor does not use an animated or avatar signing solution. 

c. All embedded companion resources and embedded resources or tools 
such as the periodic table, math resources (formula sheets), 
calculators, etc. are provided in the table below. 

Embedded Companion Resources 

Examinees have on-demand access to a Formula Sheet that displays mathematical formulas 
and units of measurement on the right side of the screen for easy reference.  
 
Examinees also have easy access to a four-function Calculator by selecting the calculator 
icon. The calculator opens and can be moved around the screen so it doesn’t cover important 
text.  Use of physical calculators is permitted, and the specifications for approved types of 
calculators are included in the Test Administration Manual. 

B. Alternative Languages 
The Contractor’s proposed paper and pencil version of the assessment must be offered 
in a Spanish and ideally an Arabic version.   

1) Paper-based versions of the proposed assessments are currently available in 
English.  

2) Newly refreshed, human-translated, common language versions of the paper-
based assessments in Spanish will be released by Spring 2026. 

3) Contractor will discuss the potential needs of Michigan examinees for additional 
languages, including Arabic, and the related development priority. 

4) In addition to the paper-based assessments, Contractor provides supporting 
resources for administrators / examinees / parents in Spanish, including an 
Assessment Overview, describing the purpose and value of the assessments, 
and the Individual Score Report (transcript), summarizing individual examinee 
results and how to interpret / use the results. 
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C. Braille 
The Contractor’s proposed paper and pencil version of the assessment must be offered 
in braille. Contractor offers UEB with Nemeth and uncontracted Braille.  

Braille Form Response 

UEB Testing materials are currently available in UEB Braille. 

Contracted Braille Testing materials are currently available in Contracted 
Braille. 

D. Navigation 
The Contractor’s solution must include an online assessment that allows students with 
physical disabilities to navigate through the system independently and answer 
questions within the system independently through the use of switches or tab 
navigation. The proposed assessments are compatible with common screen reading 
tools such as JAWS, allowing examinees to independently navigate and answer 
questions using keyboard tabbing.  

The screen reading tools must be whitelisted, so they are permitted by the lockdown 
browser. Related instructions are included in the Test Administration Manual, and 
Contractor Customer Support will assist test administrators with whitelisting. 

1.3.3. Implementation Activities 
A. Planning for the Kick-Off Meeting 

MDE will define the order of operations and drive the meeting agendas. 
1) Contractor must work closely with MDE to prepare a preliminary agenda and 

schedule that will be sent to MDE for review and approval in advance of the Kick-
Off Meeting for their respective component.  

a. For spring 2026, the Kick-Off Meeting will be scheduled within three 
weeks of the Contract start date.  Therefore, the preliminary agenda 
and schedule will be sent to MDE seven days prior to the meeting. 

b. For subsequent test cycles, the preliminary agenda and schedule will 
be sent to MDE 14 days prior to the Kick-Off Meeting.  

2) An action item for this meeting must be the production of an MDE approved 
baseline schedule that will be developed collaboratively in the kick-off meeting.  

3) Contractor for the Work Skills Test must each work closely with MDE to identify 
and schedule meetings/work sessions for deliverables with early completion 
dates.  

B. Electronic Document Management Site 
1) Contractor must use MDE’s SharePoint site for document management and 

collaboration with MDE. Project management documents (schedules, agendas, 
reports, meeting minutes, etc.), requirements, PDFs of print-ready assessment 
materials, trainings, communications, and all other documents supporting the 
test administration and related to this Contract must be kept in this permanent 
electronic documentation repository. 
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2) MDE reserves the right to have any individual’s access to MDE’s SharePoint site 
removed.   

3) The development and processing of printed materials are currently shared with 
the Contractor through the MDE LeanKit Board systems. The Contractor must 
work with MDE through requirements gathering to come to a mutually agreed 
upon workflow management software. 

C. Kick-Off Meeting 
Contractor staff, including the key staff, must meet with MDE to review project plans, 
schedules, and implementation activities for the MME to ensure that MDE objectives 
and timelines are met. 

1) Location and Duration 
The face-to-face meeting will take place in Lansing and will occur within three 
weeks of the Contract start date.  For additional information regarding meeting 
planning, see Section 5.2, B.  

2) Review Draft from Contractor and Finalize Project Plans, Schedules, and 
Implementation Activities. 
The goal is to finalize schedules for new and existing activities and tasks 
required for each activity, to initiate work for producing materials needed for 
administration and reporting results for the next test cycle.  

3) Demonstration of MDE SharePoint site and the process by which Contractor 
staff will be provided access. 

4) The development and processing of printed materials are currently shared with 
the Contractor (Currently LeanKit). The Contractor must work with MDE through 
requirements gathering to come to a mutually agreed upon workflow 
management software. 

5) Demonstration of MDE Architecture Components 
MDE will provide an overview and brief demonstration of the MDE Secure Site 
and in-house psychometric and reporting services.  MDE will address questions 
related to pre-identification of students, assessment material orders and 
tracking, requirements, data file structure, training and reporting requirements, 
and any other topics needed to execute the assessment program.   

6) Meeting Responsibilities 
Contractor must provide leadership and supporting materials needed for their 
respective Kick-Off Meeting, such as the agenda and documents required for 
implementing the test administration. 

D. Test Center Licensing Costs 
All 11th grade students and some 12th graders enrolled in public schools are expected 
to participate in the Work Skills assessment. Nonpublic schools can choose to 
participate.  



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 53 of 142 

1) Contractor must work with MDE to provide an auto establishment process to 
establish LEAs/PSAs that have previously been established. 

2) Contractor must work with MDE to provide an automated process using direct 
table read/writes of all schools that are established as test centers for the 
current test cycle. 

3) Contractor must make appropriate outreach and follow up to ensure all required 
schools are established. 

4) Contractor must document why required schools are not established. 

E. Quality Assurance Plan (QAP) and Requirements Gathering Processes 
Contractor must develop a QAP and processes for gathering requirements, 
development of business rules, documentation, and User Acceptance Testing (UAT) to 
ensure that products and processes are accurate and provided according to projected 
timelines.  The QAP and processes must include the following: 

1) Existing quality assurance steps 
Contractor must provide a description of existing quality assurance steps 
currently used for all test products and standard processes.  

2) Requirements Gathering and Documentation 
Contractor and MDE may utilize Michigan’s existing requirement documents as 
a basis for any customized requirements.   

3) User Acceptance Testing (UAT) 
Contractor must describe the UAT that will be used to ensure that all products 
and processes (including hand-offs of data and deliverables) are accomplished 
and produced with 100% accuracy. 

F. Call Center 
The Contractor is responsible for providing call center services to handle phone calls 
and emails regarding Michigan assessments. The toll-free phone number for the field 
must also be provided to MDE.  

1) The Contractor is responsible for hosting a call center for the duration of the 
Contract.  

a. The Call Center must be staffed by persons dedicated to call center 
responsibilities and specifically trained to support the MDE’s 
implementation of the Work Skills assessment.  
1. Within 30 days of the execution of the Contract, the Contractor 

must provide a support plan, for MDE’s review and approval, 
which documents how calls will be answered, how responses to 
questions that cannot answer will be vetted and handled, and an 
organizational chart identifying all staff and roles within the call 
center team. 

2. Within 30 days of the execution of the Contract, the Contractor 
must provide an emergency plan of how calls will be handled in 
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an emergency such as natural disasters, phone equipment 
failure, etc. 

b. The Call Center(s) must provide the following support:  
1. Call Center agents must respond to questions regarding their 

Work Skills Assessment administration. The call center must 
utilize an industry standard call center knowledge base for the 
purpose of answering questions, logging calls, monitoring calls, 
etc. 

2. If an issue with the quality of the call center responses, wait 
times, etc. occur and are brought to the attention of the 
contractor, investigation details and plan be presented back to 
MDE within 1 business day. 

2) Contractor staff must be available from 8:00 a.m. to 5:00 p.m. Eastern, Monday 
through Friday (excluding State holidays but including school summer vacation 
days) throughout the entire duration of the Contract to ensure consistent 
availability to the field. A listing of State holidays can be found at: 
https://www.michigan.gov/som/government/state-holidays  

a. During test administration, Contractor staffing must be available 
beginning at 7 a.m. Eastern to ensure a timely response to callers prior 
to an assessment. The Assessment Coordinators will use the Call 
Center number to ask questions.   

b. The Contractor staffing of this Call Center can be variable, but must be 
at adequate levels, subject to the following:  
1. Callers must not be on hold waiting to speak to an agent for more 

than four minutes. Transferring the caller to voicemail does not 
satisfy the four-minute maximum.  

2. Callers must be given an option to leave a voicemail in place of 
being put on hold. 

3. Voicemails must be returned within three business hours. 
4. Callers must not receive a busy signal at any time. 
5. When providing technical support, the Call Center must resolve 

the caller’s issue within 30 minutes.  If the caller’s issue cannot 
be resolved within 30 minutes, on-site service (schools, districts, 
testing site) must be scheduled.  The on-site service must be 
performed within 48 hours of the time the issue was scheduled 
for service. 

3) The Contractor must provide the following reports as part of the quality 
assurance plan to ensure that quality customer service is being provided to the 
field. 

a. Contractor must provide Call Center Detail Reports on a monthly 
basis, providing: 
1. Summary of call issues. 

https://www.michigan.gov/som/government/state-holidays
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2. Details of each call may be requested by MDE to investigate or 
used to determine problems in the field that can be resolved 
through additional communications or other means. 

b. The Contractor must provide monthly Call Center reports, within 5 
business days after the end of the month, including: 
1. Volume of calls by day and hour. 
2. Average time on hold by day and hour. 
3. Minimum and maximum hold time by day and hour. 
4. Number of dropped calls by day and hour. 
5. Average time calls on hold before calls were dropped by day and 

hour. 
6. Response time calculations must not count transferring the 

caller to voicemail as a response. 
c. Additional information may also be required of the Contractor for the 

monthly Call Center report upon request of the Program Manager 
based upon experience with the performance of the Call Center and/or 
unanticipated types or volumes of support calls. 

G. Online Test Delivery 
Contract must provide an online test system that adheres to industry best practices, 
strict security measures, and uses MDE approved interfaces for testing staff 
authorizations, student registration, test administration and scoring processes. 

Contractor must also provide a paper and pencil version (print format) as an option 
for schools and districts who are unable to support online test administration as 
well as for those students needing to take a paper and pencil version as an 
accommodation. 

Contractor’s online system must address the following:   
1) Online Testing System Characteristics 

a. List each work skill test offering an online delivery format, including 
the date of implementation, system updates and/or enhancements, 
and current test volumes.  
1. Identification of options (school, student, etc.) to use print 

materials (i.e. paper-and-pencil format) 
2. Identification of online testing system and description of the 

following processes: 
 System updates, enhancements (how decisions and 

scheduling are determined, etc.). 
 Client notification of system issues, impending changes, 

etc. 
 Scheduling of system maintenance. 

b. Provide the online test system characteristics, including: 
1. Type of solution – client or web-based 

 If client-based, provide details of workstation 
deployment options (single machine, network) 
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 If client-based, provide details of how test software and 
subsequent updates are installed and removed. 

2. List of the workstation requirements, including the following 
elements: 

 Operating system requirements 
 Memory requirements 
 Screen resolution requirements 
 Bandwidth requirements 
 Plug-in/client installation requirements (any other third-

party software that must be installed on workstation for 
student testing to occur) 

3. Scalability 
 Evidence and documentation of system capability of 

scaling to extent required in Michigan  
 Capacity test results, with “capacity” defined as the 

maximum number of concurrent users 
 Evidence and documentation of performance testing and 

sample of results 

H. Preparation of Test Administration Supporting Materials 
1) Test Administration Manual(s) and resources for educators preparing for and 

administering the work skills assessment 
a. A section for Test Coordinators that provides information to ensure 

consistent implementation practices in schools across the State 
1. Complete list of all test materials to be received 

 Student test booklet(s) 
 Accommodated test(s) 
 Supporting test materials for students 
 Test administration manuals and directions 
 All Auxiliary Test Materials required for the test(s) 

2. Distribution and handling of work skills test materials 
3. General information related to test administration timelines and 

schedules 
4. Directions for Technology Coordinators to install online test 

delivery software 
5. Testing environment setup (differentiated between paper and 

pencil and online test administrations 
6. Disposition of all testing materials after testing 
7. Procedures for returning secure materials including answer 

documents 
8. Specific directions and detailed procedures for administering 

accommodated test forms 
9. Specific directions and detailed procedures including: 

 Assigning students to online test sessions 
 Assigning online accommodations and supports to 

students 
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 Logging students into test sessions 
 Monitoring student progress during online testing 
 Reporting testing irregularities 

10. Michigan Administration Supplement that provides Michigan 
specific information that is not covered in the Test Administration 
Manuals 

b. A Section that contains information specific to administering the test 
1. Specific directions and detailed procedures for giving the test, 
2. Recording of any supplemental demographic data, 
3. Information related to appropriate and ethical administration 

practices. 

I. Pre-Identification of Students 
The MDE Secure Site produces the “Pre-ID” data of test-takers that is made available to 
the Contractor via a direct table read.  

1) Paper/Pencil Pre-ID One-Time Pull- For Paper/Pencil testing, a date is provided 
for a one-time pull for each test cycle.  Paper/Pencil students pulled on this date 
will be provided pre-printed barcode labels (see below) by the Contractor.  

2) Paper/Pencil Pre-ID Late Enrollees - Labels for students who register late and 
whose demographic information is not contained in the pre-ID label shipment 
are printed locally in the schools. These labels will follow the same format as the 
pre-printed labels. Contractor(s) must supply the blank labels that schools use 
for local printing of student barcode information that are affixed to machine-
scannable answer documents that are returned (see barcode sample, below). 
The Contractor must be able to scan and process locally printed labels.  Labels 
will contain the student Unique Identification Code (State student no.) and 
Barcode, along with school name, number (from School Code Master) and other 
student demographics in a pre-identified format.    

J. Online Pre-ID 
For online testers, the Contractor will pull Pre-ID daily during a pre-established date 
range at a pre-established daily frequency.  

1) Michigan Pre-ID Label Sample and Specifications 
All barcodes for use on student answer documents are printed as machine-
scannable Interleaved 2 of 5 (I2of5) or Free 3 of 9 Extended Regular 
(Fre3of9x) barcode numbers and also as 10-digit human-readable barcode 
text in 8.5 point Arial font.  The barcodes are approximately 1 5/8” wide and 
3/8” high. The student barcode supplied by MDE is 10 digits in length and 
includes a check digit that is calculated by MDE. 

Diagram 1.1 Sample Barcode Label 
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K. Material Orders for Paper/Pencil Testing 
Materials must be ordered for paper/pencil or online assessments on the MDE Secure 
Site. There will be a pre-established ordering window for each assessment where the 
districts and schools will enter their material orders into the MDE Secure Site. The 
Contractor must pull this information from the MDE Secure Site once for the initial 
orders and then once daily for additional orders. 

L. Initial Material Order Pull and Status Update  
The Contractor must: 

1) Pull the initial list of material orders for an assessment on a pre-established 
date according to the schedule.  

2) Update the status on all material orders in the MDE Secure Site based on MDE 
material order status codes.  

3) Push the material order packing list information for the initial material orders.  
4) Push the material order shipping information for the initial material orders.  

M. Additional Material Order Pulls  
The Contractor must: 

1) Pull the additional list of material orders for an assessment at once daily 
(frequency of pulls confirmed during requirements). 

2) Update the status on all material orders in the MDE Secure Site based on MDE 
material order status codes.  

3) Push the material order packing list information for the additional material 
orders. 

4) Push the material order shipping information for the additional material orders. 
N. Emergency Material Order Pull  

The Contractor must: 
1) Pull the emergency list of material orders for an assessment on an immediate 

and on-demand basis from the MDE during the Additional Material Orders 
window.  

2) Update the status on all material orders in the MDE Secure Site based on MDE 
material order status codes.  

3) Push the material order packing list information for the emergency material 
orders.  
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4) Push the material order shipping information for the emergency material orders.  
O. Requirements Gathering  

The Contractor must: 
1) Participate in Requirements Gathering with MDE staff to determine and 

document the material order pull method, frequency, and define the specific 
UAT process and specifications.  

2) Review requirements and revise as needed for each assessment cycle.  
P. Quality Assurance Plan  

The Contractor must: 
1) Conduct quality assurance testing based upon a pre-approved by MDE plan of 

the initial, additional, and emergency material order processes for each 
assessment.  

2) Analyze the results of the initial, additional, and emergency material ordering 
process for accuracy by both MDE and the Contractor.  

3) Resolve all quality issues related to their material order processes per the date 
in the project schedule. 

Q. Packaging and Distribution 
Contractor must package and ship materials by school using quantity information from 
the MDE Secure Site. Materials must include documents with pre-id information from 
the initial and update pulls. These shipments must be scheduled to arrive in the schools 
by pre-specified dates and shipments must have the ability to be tracked and have the 
status of the shipment made available to the schools. 

1) Contractor must accept special requests for shipment through MDE or their call 
center. 

2) Quality Assurance Plan 
a. Contractor(s) must outline existing processes for packaging test 

materials that ensure consistent and accurate deliveries to schools. 
b. Test materials must be received at the school no later than two weeks 

prior to testing. 
c. Contractor(s) must upload tracking information for original shipments 

and additional orders into the MDE Secure Site for maximum 
accessibility to schools and district staff.   

R. Online Test Administration  
Contractor’s online format for administering test must provide an online test delivery 
system that adheres to industry best practices, strict security measures, and uses MDE-
approved interfaces for administration and scoring processes.  

Contractor online system must address the following: 
1) Test Coordinator Access to the Online Testing System 
2) The Contractor must pull Test Coordinators from the Secure Site via direct table 

read. 
a. New Test Coordinators - The Contractor must continue to pull updated 

and newly created Test Coordinators through the entire testing window 
at a frequency defined during requirements gathering.  
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b. Revocation of Security Access- The Contractor must revoke security 
access for Test Coordinators that were previously granted access to an 
entity (district or school) that have had security permission deleted or 
revoked in Secure Site throughout the testing window at a frequency 
defined during requirements gathering 

c. Granting access to Test Administrators, Technology Coordinators, and 
other testing staff - The Contractor’s solution must allow for Test 
Coordinators the ability to grant proctor/administrator access to other 
users in their building/district, so long as the new users are provided 
with and accept agreements with wording to the effect of: 
1. Data available on the online test management system is 

protected under the Family Educational Rights and Privacy Act 
(FERPA) and I accept responsibility to comply with all FERPA 
regulations. 

2. Logins are personal, and not to be shared with anyone else 
(access that is shared will be revoked). 

3. Provide the details of security, including limit of computer 
functionality during testing. 

d. User permission expiration – The Contractor’s solution must include a 
means to either purge all users or revoke all user permissions after 
each Test Administration window by a date agreed upon during 
requirements gathering.  

3) Directions for Online Administration of work skills tests 
a. Provide the details of how standard directions are presented to the 

user (student and/or teacher) based on the test format of the test(s).  
b. Detail options for customizing directions or interface presentation. 

4) Student Access to the Online Testing System 
a. Provide the details of how the online testing system interface is 

appropriate for target population 
b. Provide the details of how accessibility options meet the 

accommodation requirements for students with disabilities and 
English learners. 

5) Student Information for Tested Roster Preparation  
a. The Online Contractor exports files of students who have completed 

their assigned test(s) using a direct database write, to the MDE Secure 
Site.  

b. When groups of schools are completed, school assessment 
coordinators will be able to log onto the MDE Secure Site to review all 
student answer documents that have been scanned and identify any 
possible issues, such as a missing test. 

6) Test Administration Windows 
a. The Contractor must support flexible text windows for both online and 

paper/pencil testing 
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b. The test windows must be long enough to allow schools to flexibly 
schedule and test all students in their schools during a time when 
several other high-stakes online assessments are occurring. 

c. The test windows must be long and flexible enough to ensure 
adequate time for all standard and accommodated testing, including 
makeups and retests, can be completed without placing undue 
burden on schools. 

S. Online Scoring 
1) The Contractor must score all tests administered online. 

a. Contractor’s system must have the ability to: 
1. translate machine scorable student responses into right/wrong 

answers or partial credit. 
2. export images of constructed-response (CR) items for AI and/or 

hand scoring; If an on-screen scoring process is available for CR 
items, outline this process in detail including how it ensures that 
student responses are scored anonymously and allows for 
distributed scoring.   

3. score spoken response items. 
b. The system must be capable of translating answer options to a score 

for each item (e.g. 0/1). 
c. The system must be capable of updating records by adding scores 

from the constructed-response items after they are hand scored. 
2) Quality Assurance Plan 

a. All items must be scored accurately, efficiently, and reliably. Scoring 
information must be made available both to the State Program 
Manager and to independent evaluators or auditors as required, if the 
State opts to include selected items in the MME subject scores.  

b. Online Contractor must provide a description of the scoring process, 
specifying the quality control measures for scoring, verification of the 
scoring program, combining and aggregating multiple-choice 
response scores with constructed response scores at the school, 
district, ISD, and State levels. 

T. Communication of Testing Irregularities 
1) Contractor must outline procedures that will be used for possible security 

breaches for administration of stand-alone tests, which must include, but is not 
limited to the following: 

a. Collection process(es) and mechanism used. 
2) Contractor must outline the QAP that will be used to monitor testing, including, 

but not limited to, the following: 
a. Summary of communication related to possible irregularities by 

school and test cycle. 
b. Description of Contractor-initiated processes used to detect possible 

irregularities. 
c. Electronic archive security compliance agreements for all staff 

involved with testing to be housed on the MDE SharePoint site. 
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3) QAP for Communication of Testing Irregularities 
a. A Summary of all communication related to possible testing 

irregularities and incident reports is provided, including: 
1. Numbers of calls and other types of communication (calls, 

email) are identified. 
2. Summary is provided to MDE according to pre-established 

frequency. 
b. A description of Contractor-initiated processes used to detect 

possible irregularities 
c. Electronic archive of test misadministration or investigation related 

material stored on the MDE SharePoint site. 
1. Searchable by school and test cycle. 

U. Post Administration Data Processing and Deliverables 
1) Tested Roster  

The verification of answer documents, also known as “Tested Roster”, is the 
method by which schools view student answer document data and verify the 
demographic information. This data does not include scores. The data sent to 
the MDE by the Contractor for Tested Roster processing must include all Online 
and Paper/Pencil answer documents received by the Contractor except for 
blank/unused paper/pencil answer documents. If a school finds any issue with 
the posted data, it alerts the MDE, which in turn works with the assessment 
contractor to correct the data. Tested Roster Processing includes the following 
steps:   

a. Tested Roster Data Push - The Contractor must provide data for both 
online and paper/pencil answer documents via a direct database write 
to the MDE before the tested roster date window opens. 

V. Barcode Exception Processing - Paper/pencil answer documents that were scanned 
with no barcode, invalid, or duplicate barcodes must go through a barcode exception 
process.  Before the tested roster date window opens, the Contractor must: 

a. Push the available answer document data to the MDE via direct table 
write, so a barcode for the document can be located or created by the 
MDE.  

b. Provide scanned answer document images to the MDE using one of 
the following methods: 
1. An application programing interface (API) service to retrieve the 

scanned document images 
2. A secure shared environment such as Microsoft SharePoint or 

Amazon Workspaces 
c. Pull the updated answer document data from MDE via direct table 

read  
d. Include the corrected data in the Tested Roster Data Push mentioned 

above in Section U. Post Administration Data Processing and 
Deliverable, 1) Tested Roster, a. Tested Roster Data Push.  
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W. Tested Roster Issues - Once the tested roster date window opens, schools can review 
their data and report any possible issues to the MDE. The MDE will review possible 
issues, such as a reported missing test. Any missing test issues the MDE cannot resolve 
are reported the Contractor. The Contractor must: 

a. Pull issues from the MDE daily during the tested roster window via 
direct table read 

b. Research issues: 
1. If a missing answer document is found, push the answer 

document data to the MDE via direct table write 
2. If a missing answer document is not found, push the findings to 

the MDE via direct table write 
X. Quality Assurance Plan – Before the tested roster date window opens, each post 

administration data process and deliverable in this section must go through a QAP that 
includes MDE-approved UAT. Following pre-approved Business Requirements and UAT 
plans,(see Section 1.3.3.3. E.), the Contractor must use MDE-sourced non-production 
data pulled from the MDE via direct table read. This data will be used by the Contractor 
to mimic production activities and data pushes where applicable per UAT requirements.  

a. Demographic Pull Prior to Final Scores Push 
After the tested roster window closes and MDE and Contractor have 
resolved any outstanding issues, MDE creates a final demographic 
data file. The Contractor must pull the final demographic data file from 
MDE via direct table read. The Contractor must apply the final 
demographics to the score data prior to pushing the final score data to 
the MDE.  

b. Final Scores Push 
The Contractor must push final score data with the updated 
demographics (2) for all online and paper/pencil answer documents to 
the MDE via direct table write once the Contractors scoring and QAP 
processes are completed. 

Y. Quality Assurance Plan - Following pre-approved Business Requirements and UAT 
plans (see Section 1.3.3. E.), the Contractor must: 

1) Ensure all items are scored accurately, efficiently, and reliably. All scoring 
information must be made available both to the MDE Program Manager and to 
independent evaluators or auditors as required.   

2) Provide a description of the scoring process(es), specifying the quality control 
measures for scoring. 

3) Use MDE-sourced non-production data pulled from the MDE via direct table 
read. This data will be used by the Contractor to create a “mock” student data 
file to be pushed during UAT. 

Z. Overview of Technical Priorities for Online Testing  
1) Technical Priorities for an online testing system include the following: 

a. Online Testing System. Must be readily available during the school 
year and school hours and Scalable System. The Online Test Delivery 
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System must support high usages availability and scalability and 
perform under periods of high usage of concurrent users and high 
processing loads (See Section 1.7 User Type and Capacity).   

b. System and Data Recoverability. The Online Test Delivery System will 
need the ability to recover from hardware or application failure. It must 
have built-in redundancy and fail-over architecture to ensure seamless 
system recovery. 

c. Data Integrity. The Online Test Delivery System must provide end-to-
end data protections to ensure no data are lost or corrupted during 
processing, storage, and transportation between applications and 
interfaces. 

d. Security. The Online Test Delivery System must maintain the highest 
level of security in order to safeguard the confidentiality of items, 
student information, and assessment results. The required security 
level is comparable to that required by financial institutions to prevent 
security breaches. 

e. System Flexibility. The Online Test Delivery System will be interfacing 
with several existing systems within MDE and the Center for 
Educational Performance and Information (CEPI). The system must be 
built with enough flexibility so that it has the capability to interface 
with other systems in the future. The effective use of standards, 
business rules, security protocols, and integration architectures will 
be critical to enabling this level of interoperability. 

f. Data Management. The Reporting System must support the seamless 
and secure sharing of student item data and test results. This includes 
both the receipt of student data from the State systems and the export 
of student results back to the State systems. 

2) Technical Capabilities of Online System 
Contractor must indicate how their Online Career Readiness System (CRS) 
complies with each requirement 

ID 
# 

Online System Requirements 
First Implementation Year: 2026-2027 

How the Online System Complies 

  General   
1. Contractor’s system must be able to interface with the MDE 

Secure Site system: Test Registration information (pull) and 
Student Testing Status data (push). 

CRS is engineered with extensive interoperability features, including API, LTI, 
and OAUTH2 integrations for real-time data exchange. Demographic data and 
achievement data can be easily and securely shared with MDE via API, secure 
file transfer protocol, or WINCRS reporting features.    

2. Contractor’s system must be able to import from MDE’s 
SecureSite the assessment coordinators and other school 
administrator accounts. 

MDE schools and organizations with Single Sign On (SSO) capabilities (e.g., 
Clever, Canvas, ClassLink, OAUTH2, or LTI2) will be able to automatically 
import assessment coordinators through this pre-established integration. 

Contractor will work with MDE to establish an automated enrollment process 
for assessment coordinators and appropriate staff for schools and 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 65 of 142 

ID 
# 

Online System Requirements 
First Implementation Year: 2026-2027 

How the Online System Complies 

organizations without prior SSO integration. This provision will be made 
available by Spring 2026 at no cost to the State. 

3. Contractor’s system must be able to automate, using direct 
table reads via a VPN connection of all assessment data from 
the Testing System to MDE for analysis and reporting. 

CRS supports bidirectional data flow for efficient data management through 
API integrations and standard protocols. Contractor will work with MDE to 
determine a data integration solution that meets both organizations' needs, at 
no cost to the State.  

 Test Delivery System   
4. Contractor’s system must be able to check student computers 

to ensure that they have the components necessary to operate 
the test.  

Contractor provides full support documentation and customer service to 
assist institutions with installation, configuration, and troubleshooting of 
testing devices. This includes assisting technology coordinators with: 

• downloading and installing Respondus® LockDown Browser from a 
link provided by Contractor Support, 

• verifying browser and OS compatibility, 
• verifying JavaScript and PDF Readers are enabled and available, 
• whitelisting all required domains in network firewalls and filters, and 
• testing bandwidth to ensure devices meet the 1 Mbps per 

concurrent user requirement for test delivery. 
In addition, technology coordinators can install LockDown browser via an 
executable file downloaded from the Contractor support page. Upon 
installation, the browser will automatically check for updates. Updates can 
also be managed centrally in networked environments through device 
management software. 

Contractor staff will follow up to ensure that all required schools are 
established and configured in CRS and are prepared for testing. After initial 
processes to establish schools are complete, follow up communications via 
email and phone will occur until schools are fully onboarded. 

5. Contractor’s system must require minimal work for setting up 
the administration of a test on the testing devices.   

CRS is a web-based platform engineered for accessibility, security, and user-
friendliness across diverse devices and configurations. To facilitate proctored 
Academic Skills Assessments, Respondus® lockdown browser is the only 
third-party application required. No additional third-party software is needed. 

Lockdown browser can be downloaded and installed directly on individual 
devices that will be utilized for proctored assessments.  

For institutions using managed IT environments, the browser can be deployed 
using standard software distribution tools (e.g., SCCM, Group Policy for 
Windows, or JAMF for macOS) across multiple machines within a school 
district or testing center 

IT administrators can install LockDown Browser by downloading the 
appropriate installer for their operating system from Contractor support 
resources. Once installed, the browser automatically checks for updates. In 
networked environments, updates can also be managed centrally using 
device management software. 
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ID 
# 

Online System Requirements 
First Implementation Year: 2026-2027 

How the Online System Complies 

6. Contractor’s system must have a secure method for students to 
log in and begin a test session.   

CRS offers multiple methods for students to login to test sessions. Schools 
and organizations may establish Single Sign On (SSO) prior to the test window 
with Clever, Canvas, ClassLink, OAUTH2, or LTI2 integrations. SSO allows 
students to seamlessly and securely login to their test sessions through the 
school’s platform. 

If students log in directly to CRS, they must be provided with a test ticket that 
includes their username and password. The student must navigate via their 
device browser to the URL and type in their username and password. Test 
tickets can be created by creating Classes/Groups in Class Management and 
exporting the information to generate the tickets. 

7. Contractor’s system must have the ability to deliver the test 
securely to “locked-down” student workstations / devices.  

To ensure the integrity and security of the testing environment, Contractor’s 
proctored assessments require the installation of a secure client-side 
lockdown browser—the Respondus®. This browser restricts users from 
accessing other websites, applications, screen capturing, or performing any 
unauthorized actions during an assessment session. 

8. Contractor’s system must prevent printing, screen captures, 
saving to HTML, and viewing of HTML source during assessment 
session.  

To ensure the integrity and security of the testing environment, Contractor’s 
proctored assessments require the installation of a secure client-side 
lockdown browser—the Respondus®. This browser restricts users from 
accessing other websites, applications, screen capturing, or performing any 
unauthorized actions during an assessment session. 

9. Contractor’s system must allow students to review their 
answers for some sections or sets of questions before moving 
on to the next section or completing the exam. 

Students are able to move freely through the exam to review answers up until 
the point that they submit it. Contractor Academic Skills Assessments 
include a Flag tool for examinees to mark items that they would like to revisit 
before submitting an assessment as complete.  

A Review tool is available for examinees to review the status of all items on an 
assessment before an examinee submits it as complete. When review is 
activated, assessment items are marketed as “flagged”, “un-attempted”, or 
"partially attempted.” 

10 Contractor’s system allows test administrators to print items, 
stimuli, and necessary resources to support system 
accessibility requirements, with appropriate security 
procedures. 

To ensure the security of the testing environment, Contractor does not allow 
online proctored assessments to be printed on site. However, secure paper-
based testing materials and supporting documents are available upon 
request at no additional cost.  

11 Contractor’s system provides the student with a summary 
screen prior to submission that visually alerts the student of any 
unanswered items on a fixed-form assessment. 

During an assessment session, items with an answer choice selected are 
highlighted grey. Items that have not been attempted yet are white so that 
examinees can visually track their progress.  

In addition, when an examinee submits their answers for an assessment, a 
dialogue box appears. Any un-attempted items are communicated to the 
examinee and they are prompted to confirm that they are ready to submit 
their answers. 

12 Contractor’s system provides an option that allows a student to 
go back and review any item and change their answers prior to 
submitting. 

 A Review tool is available for examinees to review the status of all items on an 
assessment before an examinee submits it as complete. When review is 
activated, assessment items are marketed as “flagged”, “un-attempted”, or 
"partially attempted.” 

42 Contractor’s system must provide data privacy safeguards and 
be fully compliant with FERPA and the State of Michigan’s 
standards. 

Contractor is committed to maintaining the integrity, confidentiality, and 
accessibility of all records associated with the Work Skills assessments in full 
compliance with the Family Educational Rights and Privacy Act (FERPA), and 
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ID 
# 

Online System Requirements 
First Implementation Year: 2026-2027 

How the Online System Complies 

all applicable state and federal data security and privacy regulations. 
Contractor storage, retention, and access procedures reflect a robust, secure 
infrastructure with rigorous safeguards for both physical and electronic 
materials. 

43 Contractor’s system provides secure access control based 
upon single unique user login. 

All Contractor users are provisioned with a unique username and secure 
password.  

44 Contractor’s system provides varying levels of access within the 
application (Role-based access). 

CRS uses a hierarchical user management structure that allows for granular 
access control and administrative oversight. For example, testing 
coordinators are provisioned with unique, role-specific logins with elevated 
permissions. 

45 Contractor’s system must encrypt passwords when they are 
routed over the network. 

CRS maintains end-to-end data encryption both in transit and at rest. The 
system uses SSL 2048-bit key certificates and secure HTTPS protocols to 
ensure data privacy and security during transmission. Data handling 
protocols meet or exceed best practices in test integrity and educational data 
privacy.  

46 Contractor’s system must store passwords in encrypted State. CRS maintains end-to-end data encryption both in transit and at rest. The 
system uses SSL 2048-bit key certificates and secure HTTPS protocols to 
ensure data privacy and security during transmission.  Data handling 
protocols meet or exceed best practices in test integrity and educational data 
privacy.  

47 Contractor’s system must support secure socket delivery such 
as SSL using industry standard encryption levels. 

CRS maintains end-to-end data encryption both in transit and at rest. The 
system uses SSL 2048-bit key certificates and secure HTTPS protocols to 
ensure data privacy and security during transmission.  Data handling 
protocols meet or exceed best practices in test integrity and educational data 
privacy.  

AA. Document Retention and Storage (See also Section 1.12. Required Functionality 
Relating to Data Retention, Disposal, and Retrieval) 
Contractor must store all print and electronic documents related to the work skills tests 
for the duration of this Contract, or until written permission is received by the Program 
Manager to recycle, etc., using secure procedures to protect FERPA-related student 
information.  MDE must have access to all stored documents and files at any point 
during the Contract or within agreed-upon retention guidelines. 

1) The Work Skills test using machine scannable answer document format must 
provide the following: 

a. Physical Materials 
1. The Print Contractor must retain a cycle’s used and unused 

secure physical materials for two full years. 
2. The Print Contractor must retain scanned documents until 

written permission is received by the MDEMDE Project Manager 
to recycle, using secure procedures to protect FERPA-related 
student information. 

3. Meeting documents, such as sign-in sheets 
b. Electronic Files, etc. 

1. Scanned Images 
2. Scanned, scored files 
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3. Import, export files 
2) Work Skills Test  

a. Electronic Files 
1. The Online Contractor must retain all student testing data in a 

highly secure location with off-site backup for the life of the 
Contract. 

2. Full archives of student testing data must be made available to 
MDE.  

3. No student testing data will be deleted without written 
permission from the MDE Project Manager. 

4. Stored records, in combination with existing and archive test 
booklets as well as online test administration, must make it 
possible to recreate student test events in the event of appeal or 
other action requiring proof of testing.  

BB. Technical Report  
Contractor must provide all technical information about all procedures used to produce 
Michigan student score files including implementation monitoring, forensic analysis, 
scanning, scoring (scaling, equating, etc.) that are used to ensure that reported scores 
are technically sound. QAPs, and processes used (requirements gathering, UAT, etc.) 
must also be included.  MDE requires that the technical report be specific to Michigan 
students and contain only Michigan student data, with some exceptions noted where 
national data might be relevant and useful in illustrative situations. 

CC. Use of Artificial Intelligence (AI) 
Becoming grounded in responsible AI principles is vital to developing and building 
better solutions. To ensure that the use of AI does not promote unintentional bias and 
to the principles of fairness, reliability, inclusiveness, and accountability, the 
Contractor must agree to MDE’s requirements on the use of AI for: 

a. The development of assessment items 
b. The use of computer-generated voice for the delivery of assessment 

items to assessment takers 
c. The development of test materials and publications 
d. The incorporation of security protocols that ensures the security of 

test items and the transmission of test items 
e. Processes using AI which must be made transparent and approved by 

MDE prior to use 
Requirements for the use of AI will be determined through the QAP process. 

1.4. Transition 

The Contractor must implement transition activities into the Contract services seamlessly.  
Transition activities should not take more than 90 days. 

1.5. Training 

The Contractor must provide the following trainings. 

1.5.1. MDOC Training 
A. Training of Testing Staff 
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1. The Contractor must provide online training in test administration and 
online/technical assistance for MDOC at the start of the Contract and for each new 
proctor as needed during the business hours of 7:00 AM ET – 5:00 PM ET, Monday 
through Friday. 

2. The Contractor must provide annual technical training for administrative staff to 
ensure all rules and regulations are current to administer the Career Readiness Test 
within the prison environment, if needed.  

B. Contractor/Subcontractor Training 
1. Contractors and/or subcontractor staff, as applicable, must complete the  MDOC 

provided MI-TRAIN Classification Inquiry (training) prior to providing services or 
entering into MDOC facilities. The training assigned as a result of the Classification 
Inquiry will be specific to Contractor worksite, level of offender contact, and the 
services provided under the Contract. Contact the MDOC Program Manager or 
designee with any questions concerning MDOC training.  

2. Contractor and/or subcontractor staff must complete the MDOC provided 
Classification Inquiry annually before the end of the training year. The State’s 
training year is October 1 through September 30. 

3. Contractor and/or subcontractor staff must annually review and accept the MDOC 
Vendor Rules and Regulations document as one of the training requirements. See 
Schedule G. 

4. Any Contractor and/or subcontractor staff who do not complete training by the 
annual September 30 training deadline may have their permission to provide 
contract deliverables revoked, as determined by the Program Manager or designee. 

1.5.2. MDE Training 
A. Training of Testing Staff  

The Contractor must work closely with MDE to develop and provide standardized annual 
training to technology coordinators, assessment coordinators, test administrators and 
other school staff engaged in the test administration of the work skills assessment. 
Training materials must provide both a general overview, and role specific details 
necessary to facilitate a successful test administration for both online and paper/pencil 
testing. The trainings must address the reality that the various testing roles are not 
always be a full-time position and may be held by designated personnel as an extra 
duty. Trainings must be:  

1. Michigan-specific and include relevant information regarding MDE policies and 
assessment system implementation.  

2. Preapproved by MDE during requirements gathering for presentation modes and 
formats with the expectation that most trainings will be provided in an easily 
accessible mode that allows interaction (i.e., Q and A) with the participants as well 
as on-demand viewing.  

3. Fully ADA compliant 

https://www.michigan.gov/msp/divisions/emhsd/training-responsive/course-catalog
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4. Provided to MDE at least 4 weeks prior to the training event for MDE approval unless 
otherwise specified below. 

5. Hosted on Contractor resources with easy access by the target audience.  

6. Remain the exclusive property of MDE, including materials, and created in a format 
that can be edited by MDE. 

1.5.3. Training for Online Test Administrations 
A. Technology Readiness Training 

Audience: Technology Coordinators and District and School Technical Staff 

Technology Readiness Training must be provided annually in early winter to provide 
technology staff all information needed to prepare for online testing  

Content to minimally include: 

1. General overview of the Contractor’s online assessment system and the 
assessment(s) using the system.  Detailed instructions and training in job specific 
tasks to confirm and validate site, system, and testing device readiness and to 
include information and directions on how to install the testing engine and other 
system components and to verify devices are functioning properly and testing data 
is being sent and received to and from the Contractor and the districts and schools. 

2. Information on supported OS and devices and levels of support for OS and devices 
approaching and beyond manufacturer’s support. 

3. Common problems and troubleshooting information. 

4. How to get assistance with technical questions and problems. 

B. Test Administration Training – Online Assessments 
Audience: District and Building Assessment Coordinators  
At least two assessment-specific training sessions must be scheduled and presented at 
least ten and five weeks in advance of the spring assessment windows for the work skills 
assessment to prepare test coordinators for online administrations. 
Content to minimally include: 

1. General overview of the Contractor’s online assessment system. 

2. Information on the establishment process. 

3. Information on choosing and granting access to district and school staff. 

4. Information on student registration. 

5. Information on assignment of accommodations and supports. 

6. Information on the creation and management of test sessions. 

7. Information on how to obtain and distribute student log-in credentials. 

8. Information on how to monitor student testing progress at the individual student, 
session, building, and district levels. 

9. Information on training requirements and how to access the training. 
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10. Helpful tips for successful online testing. 

11. Common problems and troubleshooting information.  

12. How to get assistance with questions and problems. 

13. Information on accessing score reports. 

14. Other information needed to ensure a successful online test administration. 

C. Test Administration Training – Paper/Pencil Assessments 
Audience: District and Building Assessment Coordinators  
In the first year of the Contract only, at least two assessment-specific training sessions 
must be scheduled and presented at least seven and three weeks in advance of the spring 
assessment windows for the work skills assessment to prepare test coordinators for 
paper/pencil administrations. Requirements gathering will be held to determine if two 
trainings are needed in subsequent years and if the paper/pencil and online trainings can be 
combined. 
Content to minimally include: 

1. General overview of the Contractor’s paper/pencil assessment system. 

2. Information on the establishment process. 

3. Information on choosing and granting access to any online systems to district 
and school staff. 

4. Information on student registration. 

5. Information on material order. 

6. Information on returning secure materials after testing 

7. Information on training requirements and how to access the training. 

8. Helpful tips for successful paper/pencil testing. 

9. How to get assistance with questions and problems. 

10. Information on accessing score reports. 

11. Other information needed to ensure a successful paper/pencil test 
administration. 

D. Test Administration Training – Online Assessments 

Audience: Test Administrators and other testing staff 

At MDE’s discretion, assessment-specific training sessions must be scheduled and 
presented at least four weeks in advance of the spring assessment windows for Michigan-
developed assessments to prepare assessment administrators and proctors for online 
administrations. 
Content to minimally include: 

1. General overview of the Contractor’s online assessment system and the 
assessment(s) using the system. 
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2. Information on how to access system(s) needed to administer the work skills 
assessments. 

3. Information on how to obtain and distribute student log-in credentials. 

4. Information on how to administer accommodated tests. 

5. Information on how to monitor student testing progress at the individual student 
and session levels. 

6. Information on training requirements and how to access the training. 

7. Helpful tips for successful online testing.  

8. Common problems and troubleshooting information. 

E. Test Administration Training – Michigan School Testing Conference (MSTC) 

Audience: Test Coordinators and Test Administrators 

The Contractor must participate in the New Coordinator Workshop and the MME Updates 
sessions at the Michigan School Testing Conference. The focus of these sessions is to 
provide content to help test coordinators and test administrators ensure smooth and 
trouble-free online and paper/pencil test administrations. 

F. Test Administration Trainings - MME Test Administration Trainings, Part 1 and 2 

Audience: Test Coordinators, Test Administrators and other school staff 

The Contractor must provide webcasts available in video format and ADA compliant pdf 
documentation of the training available for posting on MDE web pages. Training will include 
effective implementation, administration, and interpretation of the Work Skills assessment. 

1. Part 1 training will include an overview of assessment, participation, use of student 
accommodations, use of the MDE Secure Site, and needed materials. Training must 
be reviewed my MDE, with edit opportunities, and approval completed in time for 
web pages posting by the beginning of November. 

2. Part 2 training will include on overview of the assessments, ordering and receiving 
test materials, details about test administration preparation, conducting the test, 
returning test materials, and final reports. Training must be submitted shortly after 
the start of the new year, early enough for MDE edits, approval, and posting to web 
pages by the end of January.  

1.6. Specific Standards 
1.6.1. IT Policies, Standards and Procedures (PSP)  

Contractors are advised that the State has methods, policies, standards and procedures that have 
been developed over the years. Contractors are expected to provide proposals that conform to 
State IT policies and standards. All services and products provided included in this Contract must 
comply with all applicable State IT policies and standards. Contractor is required to review all 
applicable links provided below and state compliance for the publicly available PSPs in their 
response. Non-public PSPs are available to Contractor under NDA. 
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Public IT Policies, Standards and Procedures (PSP): DTMB - IT Policies, Standards & Procedures 
(michigan.gov) 

1.6.2. Acceptable Use Policy 

To the extent that Contractor has access to the State’s computer system, Contractor must comply 
with the State’s Acceptable Use Policy, see 1340.00.130.02 Acceptable Use of Information 
Technology (michigan.gov). All Contractor Personnel will be required, in writing, to agree to the 
State’s Acceptable Use Policy before accessing the State’s system. The State reserves the right to 
terminate Contractor’s access to the State’s system if a violation occurs. 

1.6.3. SOM Digital Standards 

All software items provided by the Contractor must adhere to the State of Michigan Application/Site 
Standards which can be found at SOM Applications and Site Standards (SOM Digital Standards). 

1.6.4. Mobile Responsiveness 

The Contractor’s Software must utilize responsive design practices to ensure the application is 
accessible via a mobile device. 

1.6.5. ADA Compliance 

The State is required to comply with the Americans with Disabilities Act of 1990 (ADA) and has 
adopted standards and procedures regarding accessibility requirements for websites and software 
applications. All websites, applications, software, and associated content and documentation 
provided by the Contractor as part of the Solution must comply with the Digital Accessibility 
Standards. See Terms and Conditions Section 12 Accessibility Requirements for additional 
information. Applicable standards can be found at SOM Applications and Site Standards 
(michigan.gov) under the SOM Digital Accessibility Guidelines heading. 

1.7. User Type and Capacity 

Agency Type of 
User 

Access Type Number of  
Users 

Number of  
Concurrent Users 

MDOC State Administration 4 4 

MDE State Administration 4 4 

 Public Test Taker Potentially, all 11th 
graders or approx. 

100,000 

Dependent on assessment 
administration windows as 
determined by Contractor. 

Contractor must be able to meet the expected number of concurrent Users listed above. 

1.8. Access Control and Authentication 

The Contractor’s Software must implement identity federation with the State’s MiLogin IT Identity 
and Access Management (IAM) environment as described in the State of Michigan Administrative 
Guide (1340.00.020.08 Enterprise Identity and Access Management Services Standard 
(michigan.gov) . 

https://www.michigan.gov/dtmb/policies/it-policies
https://www.michigan.gov/dtmb/policies/it-policies
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400013002-Acceptable-Use-of-Information-Technology-Standard.pdf?rev=be02ad06273b40d0b28fd1569c01435e&hash=686A1BFBA24EE0049E2757EC68567A4F
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400013002-Acceptable-Use-of-Information-Technology-Standard.pdf?rev=be02ad06273b40d0b28fd1569c01435e&hash=686A1BFBA24EE0049E2757EC68567A4F
https://www.michigan.gov/som/footer/policies/som-applications-and-site-standards
https://www.michigan.gov/som/footer/policies/som-applications-and-site-standards
https://www.michigan.gov/som/footer/policies/som-applications-and-site-standards
https://www.michigan.gov/som/footer/policies/som-applications-and-site-standards
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400002008-Enterprise-Identity-and-Access-Management-EIAM-Services-Standard.pdf?rev=cf3b53309f7c4d709ede84617d4b5e54&hash=16108281F00C2D7ADD09D641D6A5B72C
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400002008-Enterprise-Identity-and-Access-Management-EIAM-Services-Standard.pdf?rev=cf3b53309f7c4d709ede84617d4b5e54&hash=16108281F00C2D7ADD09D641D6A5B72C
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To support federation with the SOM MILogin Software, the Contractor’s Software must support 
SAML, OpenID or OAuth federated identity protocols. 

Software running within the States internally managed IT environment may be suitable for 
integration with the State’s Active Directory services as identified in the 1340.00.020.08 standard. 

1.9. End-User Operating Environment 

The SOM IT environment includes FedRAMP authorized major cloud providers and on-premises 
market leading virtualization environments, with supporting platforms that includes enterprise 
storage, monitoring, and management running in house and in cloud hosting provides. 

Contractor must accommodate the latest browser versions (including mobile browsers) as well as 
some pre-existing browsers. To ensure that users are able to access online services, Contractor 
must ensure applications and websites display and function accurately in, at minimum, the two 
most recent major versions of the following browsers, without reliance on special plugins or 
extensions: 

Google Chrome Microsoft Edge Firefox Safari 
Contractor must support the current and future State standard environment at no additional cost to 
the State. 
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1.10. Software 
Following is the Software to be provided by the Contractor under this Contract: 

NAME TYPE RELEASE  
VERSION 

FEATURES CORRECTIONS ENVIRONMENT INTEGRATES WITH  
THIRD-PARTY SYSTEMS 

WIN Career 
Readiness 
System 

Web 
Application 

• The most 
current 
release 
version is 
6.4.0.  

• Software 
releases are 
conducted 
quarterly.  

• Career readiness courseware 
and assessments, nationally 
recognized credentials, 
dashboards and reporting, 
user and organization 
administration, class 
management, and assignment 
management. 

• MDE and MDOC would each 
be configured with dedicated 
portals for their distinct 
populations. 

• All end users – administrators, 
testing coordinators, and 
examinees – are pre-enrolled 
to access the system. 

• Supports Single Sign On (SSO) 
via Clever, ClassLink, Canvas, 
OAUTH2, and LTI providers. 

• All hyperlinks have been 
removed / disabled; 

• Content does not open in a 
new tab; 

• Access to external systems 
is disabled; 

• Download and print 
functionality is disabled; 

• Fill in the Blanks is disabled 
• Password reset is disabled 

• Respondus® lockdown 
browser;  

• SpeechStream® text-to-
speech tool; 

• Learnosity assessment APIs; 
and 

• Accredible digital badges and 
credentials. 
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1.11. Hosting 

Contractor must maintain and operate a backup and disaster recovery plan to achieve a Recovery 
Point Objective (RPO) of 24 hours, and a Recovery Time Objective (RTO) of 24 hours. 

1.12. Required Functionality Relating to Data Retention, Disposal, and Retrieval 

The State has legal obligations to retain, dispose, and retrieve State Data along with obligations to 
manage and secure State Data. To meet these obligations, the Solution must allow the State to:  

1) retain all data for the entire length of the Contract. 

2) delete its data or request the deletion of its data, even data that may be stored offline or in 
backups. 

3) transfer its data back to the State or to a new vendor or new solution. 

4) transfer its data to the Archives of Michigan as may be required by a retention and disposal 
schedule. 

5) retrieve data, even data that may be stored offline or in backups. 

Except as otherwise stated in the Contract, Contractor will not dispose of, delete, or destroy State 
Data without the prior written approval of the State. 

1.13. Products and Services 

In managing its obligation to meet the above milestones and deliverables, the Contractor is 
required to utilize the applicable State Unified Information Technology Environment (SUITE) 
methodologies, or an equivalent methodology proposed by the Contractor. 

SUITE’s primary goal is the delivery of on-time, on-budget, quality systems that meet customer 
expectations. SUITE is based on industry best practices, including those identified in the Project 
Management Institute’s PMBoK and the Capability Maturity Model Integration for Development. It 
was designed and implemented to standardize methodologies, processes, procedures, training, 
and tools for project management and systems development lifecycle management. It offers 
guidance for efficient, effective improvement across multiple process disciplines in the 
organization, improvements to best practices incorporated from earlier models, and a common, 
integrated vision of improvement for all project and system related elements. 

While applying the SUITE framework through its methodologies is required, SUITE was not designed 
to add layers of complexity to project execution. There should be no additional costs from the 
Contractor, since it is expected that they are already following industry best practices which are at 
least similar to those that form SUITE’s foundation. 

SUITE’s companion templates are used to document project progress or deliverables. In some 
cases, Contractors may have in place their own set of templates for similar use. Because SUITE can 
be tailored to fit specific projects, project teams and State Program Managers may decide to use 
the Contractor’s provided templates, as long as they demonstrate fulfillment of the SUITE 
methodologies. 

http://www.michigan.gov/suite
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2. Service Requirements 
2.1. Timeframes Including Delivery 

All Contract Activities must be delivered within the business days outlined below. The receipt of 
order date is pursuant to the Notices section of the Standard Contract Terms. 

2.1.1. MDOC  
A. Testing Materials 

Testing Materials must be delivered within 10 calendar days after receipt of order.  

B. Scoring and Results 
Once the Contractor receives completed answer documents, the documents must be 
scanned and score reports must be generated and made available online within 10 
business days.   

2.1.2. MDE 
A. Testing Materials 

Material Orders to schools must arrive in schools no less than two weeks prior to 
testing. 

B. Score results to MDE no later than 8 weeks after the end of testing. 
C. Score results to schools will be due no later than the first full week in August. 

2.2. Delivery Locations 
For MDOC, delivery will be made at the address on the delivery order.  For MDE, orders are to be 
delivered per the contact/address information provided by the MDE Secure Site.   

3. Acceptance  
3.1. Acceptance, Inspection, and Testing 

The State will use the following criteria to determine acceptance of the Contract Activities:  

3.1.1. MDOC 
A. Testing Services and Materials 

Signing for the delivery does not constitute acceptance.  Acceptance occurs when the 
State has verified: the requested quantities are delivered in the requested time frame, 
product is verified to conform to the specifications of the contract, and the quantities 
are verified with the delivery order and shipper.  There is no time limit for MDOC to verify 
the products conform to specifications of the contract or the quantities are accurate. 

B. Scoring and Results 
The scoring of each test answer sheet, developing and posting the necessary 
completion reports, the ability to generate and download transcripts and credentials for 
prisoners that pass the Career Readiness Test within 30 calendar days after test date. 

3.1.2. MDE 
A. Criteria 

The following criteria will be used by the State to determine Acceptance of the Services 
and/or Deliverables provided under this SOW. 

1) Materials produced match the design provided and approved in writing by the 
Program Manager. 
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2) The quantity of materials produced equals what was approved in writing by the 
Program Manager. 

3) The quality of the materials meets the specifications of the Contract. 
4) All materials produced have been accurately tracked and current location is on 

record.  Any materials considered lost, misplaced, or in a condition of not 
readable are not acceptable. 

5) Orders are to be delivered per the contact/address information provided by the 
MDE Secure Site 

6) All reports and data files meet the specification of the Contract. 
7) All designated reports and data files are delivered to the State with acceptance 

in writing from the Program Manager. 
8) All answer documents are stored in a secure and environmentally controlled 

location during the length of the Contract. 
9) All materials to be destroyed are done in confidential manner. 

3.2. Final Acceptance 
3.2.1. MDE 

Each assessment cycle is viewed as a project and is considered complete after: 
A. The Program Manager has approved the final data files and reports.  
B. The final reports have been delivered to the appropriate location. 
C. All final data files related to the cycle have been transferred to the State and approved 

by the Program Manager. 

4. Staffing 
4.1. Contractor Representative  

The Contractor must appoint individuals specifically assigned to State of Michigan accounts, who 
will respond to State inquiries regarding the Contract Activities, answer questions related to 
ordering and delivery, etc. (the “Contractor Representative”). 

The Contractor must notify the Contract Administrator at least 30 calendar days before removing or 
assigning a new Contractor Representative. 

Contractor Representative for both  
MDE and MDOC: 

Steve Fain 
1000 Waterford Place 
Kingston, TN 37763 
sfain@winlearning.com   
859.582.6501 c 

4.2. Contract Administrator 
The Contract Administrator for each party is the only person authorized to modify any terms of this 
Contract, and approve and execute any change under this Contract (each a “Contract 
Administrator”): 

State: Contractor: 

Susan Watt-Smith 
320 S. Walnut St. 

Steve Fain 
1000 Waterford Place 

mailto:sfain@winlearning.com
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Lansing, MI 48933 
wattsmiths@michigan.gov  
517-230-0535 

Kingston, TN 37763 
sfain@winlearning.com  
859.582.6501 c 

4.3. Program Manager 

The Program Manager for each party will monitor and coordinate the day-to-day activities of the 
Contract (each a “Program Manager”): 

State (MDE): Contractor: 

Andrew Middlestead 
608 W. Allegan St. 
Lansing, MI 48915 
middlesteada@michigan.gov  
517-241-2694 

Randy Schlichting 
1000 Waterford Place 
Kingston, TN 37763 
rschlichting@winlearning.com  
651.767.2628 c 

State (MDOC): Contractor: 

Jessica Evans 
206 E. Michigan Ave. 
Lansing, MI 48933-1431 
evansj12@michigan.gov  
517-241-7064 

Randy Schlichting 
1000 Waterford Place 
Kingston, TN 37763 
rschlichting@winlearning.com  
651.767.2628 c 

4.4. Customer Service Number 

The Contractor must specify its toll-free number for the State to contact the Contractor 
Representative. The Contractor Representative must be available for calls during the hours of 7:00 
am to 5:00 pm EST. See also, Section 1.3.3. Implementation Activities, Item F. Call Center. 

Customer Service Number: 888.717.9461   

4.5. Technical Support, Repairs and Maintenance 

The Contractor must specify its toll-free number for the State to contact the Contractor for 
technical support, repairs and maintenance. The Contractor must be available for calls and service 
during the hours of 7:00 am to 5:00 pm EST. 

Technical Support Number: 888.717.9461   

4.6. Work Hours 

The Contractor must provide Contract Activities during the State’s normal working hours Monday – 
Friday, 7:00 a.m. to 5:00 p.m. EST and possible night and weekend hours depending on the 
requirements of the project. 

4.7. Key Personnel 

The Contractor must appoint the individuals listed in the table below (See Section 4.7. Key 
Personnel, A.) who will be directly responsible for the day-to-day operations of the Contract (“Key 
Personnel”). Key Personnel must be specifically assigned to the State account, be knowledgeable 
on the contractual requirements, and respond to State inquiries within 5 hours. 

mailto:wattsmiths@michigan.gov
mailto:sfain@winlearning.com
mailto:middlesteada@michigan.gov
mailto:rschlichting@winlearning.com
mailto:evansj12@michigan.gov
mailto:rschlichting@winlearning.com
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The State has the right to recommend and approve in writing the initial assignment, as well as any 
proposed reassignment or replacement, of any Key Personnel. Before assigning an individual to any 
Key Personnel position, Contractor will notify the State of the proposed assignment, introduce the 
individual to the State’s Project Managers, and provide the State with a resume and any other 
information about the individual reasonably requested by the State. The State reserves the right to 
interview the individual before granting written approval. In the event the State finds a proposed 
individual unacceptable, the State will provide a written explanation including reasonable detail 
outlining the reasons for the rejection. The State may require a 30-calendar day training period for 
replacement personnel. 

Contractor will not remove any Key Personnel from their assigned roles on this Contract without the 
prior written consent of the State. The Contractor’s removal of Key Personnel without the prior 
written consent of the State is an unauthorized removal (“Unauthorized Removal”). An 
Unauthorized Removal does not include replacing Key Personnel for reasons beyond the 
reasonable control of Contractor, including illness, disability, leave of absence, personal 
emergency circumstances, resignation, or for cause termination of the Key Personnel’s 
employment. Any Unauthorized Removal may be considered by the State to be a material breach of 
this Contract, in respect of which the State may elect to terminate this Contract for cause under the 
Termination for Cause section of the Standard Contract Terms. It is further acknowledged that an 
Unauthorized Removal will interfere with the timely and proper completion of this Contract, to the 
loss and damage of the State, and that it would be impracticable and extremely difficult to fix the 
actual damage sustained by the State as a result of any Unauthorized Removal. Therefore, 
Contractor and the State agree that in the case of any Unauthorized Removal in respect of which 
the State does not elect to exercise its rights under Termination for Cause, Contractor will issue to 
the State the corresponding credits set forth below (each, an “Unauthorized Removal Credit”): 

For the Unauthorized Removal of any Key Personnel designated in the applicable Statement of 
Work, the credit amount will be $25,000.00 per individual if Contractor identifies a replacement 
approved by the State and assigns the replacement to shadow the Key Personnel who is leaving for 
a period of at least 30-calendar days before the Key Personnel’s removal. 

i. If Contractor fails to assign a replacement to shadow the removed Key Personnel for at least 
30-calendar days, in addition to the $25,000.00 credit specified above, Contractor will 
credit the State $833.33 per calendar day for each day of the 30-calendar day shadow 
period that the replacement Key Personnel does not shadow the removed Key Personnel, up 
to $25,000.00 maximum per individual. The total Unauthorized Removal Credits that may 
be assessed per Unauthorized Removal and failure to provide 30-calendar days of 
shadowing will not exceed $50,000.00 per individual. 

Contractor acknowledges and agrees that each of the Unauthorized Removal Credits assessed 
above: (i) is a reasonable estimate of and compensation for the anticipated or actual harm to the 
State that may arise from the Unauthorized Removal, which would be impossible or very difficult to 
accurately estimate; and (ii) may, at the State’s option, be credited or set off against any fees or 
other charges payable to Contractor under this Contract. 

The Contractor must identify the Key Personnel, indicate where they will be physically located, 
describe the functions they will perform, and provide current chronological résumés. 
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A. The Contractor must identify all Key Personnel that will be assigned to this contract in the table 
below which includes the following:  

1. Name and title of staff that will be designated as Key Personnel. 

2. Key Personnel years of experience in the current classification. 

3. Identify which of the required key personnel positions they are fulfilling. 

4. Key Personnel’s roles and responsibilities, as they relate to this Contract, if the Contractor is 
successful in being awarded the Contract. Descriptions of roles should be functional and 
not just by title. 

5. Identify if each Key Personnel is a direct, subcontract, or contract employee. 

6. Identify if each Key Personnel staff member is employed full-time (FT), part-time (PT) or 
temporary (T), including consultants used for the purpose of providing information for the 
proposal. 

7. List each Key Personnel staff member’s length of employment or affiliation with the 
Contractor’s organization. 

8. Identify each Key Personnel’s percentage of work time devoted to this Contract. 

9. Identify where each Key Personnel staff member will be physically located (city and state) 
during the Contract performance.
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Key Personnel Table 
1. 

Name 
and 
Title 

2. 

Years of 
Experience in 

Current 
Classification 

3. 

Key 
Personnel 

Position 

4. 

Role(s) / Responsibilities 

5. 

Direct / 
Subcontract/ 

Contract 

6. 

FT/PT/T 

7. 

Length 
of 

Employment 

8. 

% of Work 
Time 

9. 

Physical 
Location 

Teresa Chasteen-
Dunn 

President and 
Chief Executive 
Officer 

29 Years Chief Executive 
Officer 

Principal contact for 
contractual purposes and/or 
escalation if necessary. 

Direct 
Employee 

FT 29 Years On-Demand, 
As Needed 

Cookeville, 
Tennessee 

Steve Fain  

EVP Sales, 
Marketing, and 
Professional 
Services 

25 Years Project Supervisor 
/ Authorized 
Representative 

Primary state-level 
contractual contact; monitor 
program performance / 
contract compliance; 
supervise all assigned 
personnel; and supervise 
reporting. 

Direct 
Employee 

FT 11 Years Year 1 / 30% 
 
Beyond Year  
1 / 20% 

Berea, 
Kentucky 

Randy Schlichting 

Program Manager 

20 Years Senior 
Program 
Manager 

Primary liaison between WIN 
/ MDE and MDOC technical 
and operational teams; 
maintain project 
management documentation 
and schedules; and mentor / 
supervise new dedicated 
Michigan-based Project 
Manager. 

Direct 
Employee 

FT 5 Years Year 1 / 50% 
 
Beyond Year  
1 / 10% 

Blaine, 
Minnesota  

New Hire 

Program Manager 

TBD Program 
Manager 

Secondary liaison between 
WIN / MDE and MDOC 
technical and operational 
teams; maintain project 

Direct 
Employee 

FT TBD 100% Lansing, 
Michigan 
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1. 

Name 
and 
Title 

2. 

Years of 
Experience in 

Current 
Classification 

3. 

Key 
Personnel 

Position 

4. 

Role(s) / Responsibilities 

5. 

Direct / 
Subcontract/ 

Contract 

6. 

FT/PT/T 

7. 

Length 
of 

Employment 

8. 

% of Work 
Time 

9. 

Physical 
Location 

management documentation 
and schedules. 

New Hire 

Operations 
Specialist 

TBD Operations 
Specialist 

Coordinate ordering and 
scoring of paper-based 
assessments. 

Direct 
Employee 

FT TBD 100% Lansing, 
Michigan 

Lesa Norris 
 
Senior Customer 
Success Manager 

10 Years Senior MDE 
Customer Success 
Manager 

Primary MDE day-to-day 
state level implementation 
contact; lead statewide 
implementation planning, 
communication, training, 
and progress monitoring / 
coaching services; and 
mentor / supervise two new 
dedicated Michigan-based 
MDE Customer Success 
Managers. 

Direct 
Employee 

FT 6 Years Year 1 / 75% 
 
Beyond Year 
 1 / 10% 

Pelzer, 
South 
Carolina 

Ellen Smith  
 
Customer Success 
Manager 

5 Years MDE Customer 
Success Manager 

Primary school district / 
school contact, assigned by 
region, providing day-to-day 
implementation partner 
training and progress 
monitoring / coaching. 

Direct 
Employee 

FT 3 Years Year 1 / 75% 
 
Beyond Year 
 1 / 10% 

Chattanooga, 
Tennessee 

New Hire  
 
Customer Success 
Manager 

TBD MDE Customer 
Success Manager 

Primary MDE day-to-day 
school district / school 
contact, assigned by region, 
providing implementation 

Direct 
Employee 

FT TBD 100% Lansing, 
Michigan 
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1. 

Name 
and 
Title 

2. 

Years of 
Experience in 

Current 
Classification 

3. 

Key 
Personnel 

Position 

4. 

Role(s) / Responsibilities 

5. 

Direct / 
Subcontract/ 

Contract 

6. 

FT/PT/T 

7. 

Length 
of 

Employment 

8. 

% of Work 
Time 

9. 

Physical 
Location 

partner training and progress 
monitoring / coaching. 

New Hire 
 
Customer Success 
Manager 

TBD MDE Customer 
Success Manager 

Primary MDE day-to-day 
school district / school 
contact, assigned by region, 
providing implementation 
partner training and progress 
monitoring / coaching. 

Direct 
Employee 

FT TBD 100% Lansing, 
Michigan 

Polly Marquette 
 
Senior 
Customer Success 
Manager 

8 Years MDOC 
Senior 
Customer Success 
Manager 

Primary MDOC day-to-day 
state level implementation 
contact; lead statewide 
implementation planning, 
communication, training, 
and progress monitoring / 
coaching services; and 
mentor / supervise new 
dedicated Michigan-based 
MDOC Customer Success 
Manager. 

Direct 
Employee 

FT 4 Years Year 1 / 75% 
 
Beyond Year  
1 / 10% 

Greenville, 
Kentucky  

New Hire 
 
Customer Success 
Manager 

TBD MDOC 
Customer Success 
Manager 

Primary MDOC day-to-day 
institutional level contact 
providing implementation 
partner training and progress 
monitoring / coaching. 

Direct 
Employee 

FT TBD 100% Lansing, 
Michigan 

Valencia Strowder 
 

17 Years MDOC Corrections 
Advisor 
  

Technical consultation to 
support strategic planning 

Direct 
Employee 

FT 17 Years Year 1 / 20% 
 
Beyond Year  

Jacksonville, 
Florida 
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1. 

Name 
and 
Title 

2. 

Years of 
Experience in 

Current 
Classification 

3. 

Key 
Personnel 

Position 

4. 

Role(s) / Responsibilities 

5. 

Direct / 
Subcontract/ 

Contract 

6. 

FT/PT/T 

7. 

Length 
of 

Employment 

8. 

% of Work 
Time 

9. 

Physical 
Location 

Senior Customer 
Success Manager / 
Corrections 
Specialist 

 and implementation of 
MDOC solution. 

1 / 10% 

Natalie Persicano 
 
Marketing Manager 

6 Years Resources 
Manager 

Lead design and production 
of customized 
implementation, training, 
and technical assistance 
resources. 

Direct 
Employee 

FT 4 Years Year 1 / 30% 
 
Beyond Year  
1 / 10% 

Knoxville, 
Tennessee 

Suzanne Bazarian 
 
EVP Product 
Development and 
Customer Support 

15 Years Technical Team 
Supervisor 

Supervises all assessment 
and curriculum developers, 
system developers, quality 
assurance specialists, and 
information technology 
professionals assigned to 
support the proposed 
project. 

Direct 
Employee 

FT 11 Years 30% Austin, 
Texas 

Customer 
Support Team 

Average 5 Years Customer Support 
Team 

Personnel assigned to 
respond live on- demand to 
implementation partner 
telephone and email 
inquiries Monday – Friday, 7 
am-5pm EST, for the 
proposed project. 

Direct 
Employees 

FT Average 5 Years On-Demand Knoxville, 
Tennessee  

Technical Team Average 15 Years Technical  
Team 

Assessment developers, 
system developers, quality 
assurance specialists, and 
information technology 

Direct 
Employees 

FT Average 8 Years On-Demand Austin, 
Texas 
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1. 

Name 
and 
Title 

2. 

Years of 
Experience in 

Current 
Classification 

3. 

Key 
Personnel 

Position 

4. 

Role(s) / Responsibilities 

5. 

Direct / 
Subcontract/ 

Contract 

6. 

FT/PT/T 

7. 

Length 
of 

Employment 

8. 

% of Work 
Time 

9. 

Physical 
Location 

professionals assigned to 
support the proposed 
project. 

Michelle Stien 
 
Regional Account 
Manager  

10 Years Deputy Project 
Supervisor 

Secondary state-level 
contact; lead stakeholder 
collaboration and 
communication; and support 
reporting / invoicing. 

Direct 
Employee 

FT 1 Year 20% 
 
 

Algonquin, 
Illinois 

Matthew Wagner 
 
Regional Account 
Manager 

8 Years Deputy Project 
Supervisor 

Secondary state-level 
contact; and support 
stakeholder engagement. 

Direct 
Employee 

FT 8 Years Transitional 
Year 1 Only / 
20% 

Knoxville, 
Tennessee 

B. The Contractor must provide detailed, chronological resumes of all proposed Key Personnel, including a description of their work 
experience relevant to their purposed role as it relates to the Contract. 

Qualifications will be measured by education and experience with particular reference to experience on projects similar to that 
outlined in the Contract. 

4.8. Organizational Chart 

The Contractor must provide an overall organizational chart that details staff members, by name and title, and subcontractors. 
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WIN Project Management Team 
Functional Organizational Chart 
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4.9. Disclosure of Subcontractors  

If the Contractor intends to utilize subcontractors, the Contractor must disclose the following: 

• The legal business name; address; telephone number; a description of subcontractor’s 
organization and the services it will provide; and information concerning subcontractor’s 
ability to provide the Contract Activities. 

• The relationship of the subcontractor to the Contractor. 

• Whether the Contractor has a previous working experience with the subcontractor. If yes, 
provide the details of that previous relationship. 

• A complete description of the Contract Activities that will be performed or provided by the 
subcontractor 

• Geographically Disadvantaged Business Enterprise Sub-Contractors: If contractors plan 
to utilize subcontractors to perform more than 20% of the deliverables under this contract, 
at least 20% of that subcontracted work must be awarded to Michigan-based 
Geographically Disadvantaged Business Enterprises (GDBE). Contractor will submit a plan 
detailing all subcontractors to be used, including the percentage of the work to be done by 
each. Contractor must inform the State to the name and address of the GDBE, the 
percentage of the work they will complete, the total amount estimated to be paid to the 
GDBE, and provide evidence for their qualifications as a GDBE. If contractor cannot find 
GDBE subcontractors to meet this requirement they must provide reasoning and 
justification to receive an exemption from this requirement from the State. (Existing 
business relationships will not be an approved reason for this.) 

GDBE definition: "Geographically-Disadvantaged Business Enterprise" means a person or 
entity that satisfies one or more of the following: (i) Is certified as a HUBZone Small 
Business Concern by the United States Small Business Administration. (ii) Has a principal 
place of business located within a Qualified Opportunity Zone within Michigan. (iii) More 
than half of its employees have a principal residence located within a Qualified Opportunity 
Zone within Michigan, or both. 

Additional information on GDBEs can be found here: 

Michigan Qualified Opportunity Zone (QOZ) Map 

Michigan Supplier Community (MiSC) Page 

Contractor must provide detailed information as requested in the above requirement(s). 

The legal business name, address, 
telephone number of the subcontractor(s). 

SCN Worldwide (dba Scantron Corporation)   
1313 Lone Oak Road 
Eagan, MN  55121 
800.722.6876 

A description of subcontractor’s 
organization and the services it will provide 

Founded in 1972, Scantron (scantron.com) is an iconic 
assessment and psychometric services company with a 
long-standing reputation for high-quality delivery of large-
scale, customer-focused testing solutions.  Scantron 

https://michigan.maps.arcgis.com/apps/webappviewer/index.html?id=8b1413d59b8d420faaf5217a5ab52851
https://www.michigan.gov/dtmb/procurement/contractconnect/programs-and-policies/programs/misc
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4.10. Security 
The Contractor will be subject the following security procedures:  

4.10.1. MDOC 

The Contractor/Subcontractor and any staff assigned to this contract will be subject to the 
following security procedures: 

A. No active police warrants or pending charges on any staff assigned to this contract, 
including subcontractors. 

B. MDOC reserves the right to approve, decline, or remove Contractor and subcontractor 
staff from providing services on this Contract. 

C. Contractor staff that provide direct services to offenders (prisoner, parolee, 
probationer), handle or may have access to offender records, or provides supervisory 
services to staff performing these functions, must complete the Law Enforcement 

Contractor must provide detailed information as requested in the above requirement(s). 

and information concerning subcontractor’s 
ability to provide the Contract Activities. 

customers include Fortune 500 companies, financial 
institutions, education, healthcare, commercial, and 
government agencies in more than 100 countries and in 
all 50 states. WIN has worked collaboratively with 
Scantron for the past eight years and is highly confident in 
Scantron’s ability to deliver on the proposed 
subcontracted activities for this project. 

The relationship of the subcontractor to the 
Contractor. 

Scantron is a subcontractor. 

Is the subcontractor a GDBE? NO.  Scantron is not a Geographically Disadvantage 
Enterprise (GDBE). Scantron is the only proposed 
subcontractor and will perform less than 20% of the 
deliverables under the proposed Contract; therefore, the 
GDBE requirement is not applicable to Scantron or this 
Contract. 

Whether the Contractor has a previous 
working experience with the subcontractor.  
If yes, provide the details of that previous 
relationship. 

YES.  WIN has partnered with Scantron since 2018 to 
print, code, distribute, and score paper-based 
assessments and provide psychometric analysis / 
technical reporting services for large-scale WIN projects, 
including annual, statewide high school student testing 
for the South Carolina Department of Education.  

A complete description of the Contract 
Activities that will be performed or provided 
by the subcontractor. 

Scantron will print the paper-based assessment materials 
and provide psychometric analysis / technical reporting 
services for this project. 

Of the total bid, the price of the 
subcontractor’s work. 

Estimate $195,000 
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Information Network (LEIN) Form at the start of the contract and annually thereafter, as 
directed by the Michigan Department of Corrections.   

D. The completed LEIN Information Form must be sent to the MDOC-PMCD-FOA-
LEINS@michigan.gov and approved by MDOC prior to Contract staff working with 
MDOC offenders. There is no cost associated with the LEIN.  The LEIN form will be 
provided to the Contractor. 

E. Contractor must perform background checks on subcontractor staff prior to their 
assignment. Documentation must be provided upon request to the State of Michigan. 
Contractor is responsible for all costs associated with the processing the background 
checks. The State, in its sole discretion, may also perform background checks. The 
background check must include the Michigan State Police Internal Criminal History 
Access Tool (ICHAT), or the municipal/federal equivalent. The Contractor must 
maintain a copy of the background check(s) for auditing purposes. 

F. Contractor staff may be required to complete and submit an RI-8 Fingerprint Card for 
Finger Print Checks to the MDOC. 

G. The Contractor and subcontractor must verify and document whether a staff member 
assigned to the Contract is related to or acquainted with an offender receiving services 
under this Contract.  For staff who are related to or acquainted with an offender, the 
Contractor’s staff member must complete the Offender Contact Exception Request 
(CAJ-202) and submit it to the MDOC Program Manager or designee.  The Contractor 
must ensure its staff complete the form and notify the MDOC Program Manager of any 
changes throughout the contract term.  The Contractor must maintain a copy of the 
form in the employee’s personnel file for auditing purposes.   

4.10.2. MDE  
The State and other facilities may require the Contractor’s personnel to wear State 
issued identification badges. 
 
The Contractor’s staff may be required to make deliveries to or enter State facilities. The 
Contractor must: (a) explain how it intends to ensure the security of State facilities, (b) 
whether it uses uniforms and ID badges, etc., (c) identify the company that will perform 
background checks, and (d) the scope of the background checks. The State may require 
the Contractor’s personnel to wear State issued identification badges. 

5. Project Management 
5.1. Project Plan 

Project plan should identify items such as the required contact personnel; the date the project plan 
must be submitted to the State; project management process; project breakdown identifying sub-
projects, tasks, and resources required; expected frequency and mechanisms for updates/progress 
reviews; process for addressing issues/changes; and individuals responsible for receiving/reacting 
to the requested information.  The Contractor will provide their preliminary project for review to the 
Agency Program Manager within 10 calendar days of the effective date.  The Contractor will revise in 
consultation with the MDE Program Manager and resubmit as a deliverable for final approval within 
30 calendar days of the Effective Date.  The plan must include:  
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5.1.1. MDOC 
A. Project Plan 

The Contractor must submit a Project Plan as outlined above for MDOC.  
B. Project Control 

1) The Contractor must carry out this project under the direction and control of 
MDOC. 

2) Within 10 business days of the execution of the Contract, the Contractor must 
submit the project plan to the MDOC Program Manager for final approval. This 
project plan must be in agreement with Section 5.1.A. and must include the 
following: 

a. The Contractor’s project organizational structure. 
b. The Contractor’s staffing table with names and titles of personnel 

assigned to the project. This must be in agreement with staffing of 
accepted proposal. Necessary substitutions due to change of 
employment status and other unforeseen circumstances may only be 
made with prior approval of the State. 

C. Timeline 
The Contractor must submit to MDOC a Timeline for transition and project deliverables 
that aligns with the Project Plan.  

5.1.2. MDE 
A. The Preliminary Project Plan must include the following: 

1) MS Project Schedule 
a. Internal milestones 
b. Task durations 
c. Deliverable target dates and critical paths 

2) Project approach/Statement of Work 
a. Scope Statement with a description of the deliverables to be provided 

under this Contract. 
3) Assumptions and exclusions 
4) Critical success factors 
5) Initial resource plan with anticipated resources by organization, role, and 

responsibility 
6) Initial risk plan 
7) Initial communication plan 
8) Anticipated hardware, materials, and supplies to be provided by the State in 

meeting the target dates established in the Preliminary Project Plan 
B. Project Control 

1) The Contractor must carry out this project under the direction and control of 
MDE. 

2) Within 10 calendar days of the execution of the Contract, the Contractor must 
submit a high level project plan to the State Program Manager for final approval. 
The final Project Plan must be submitted within 30 calendar days of the 
execution of the Contract. This final project plan must be in agreement with 
Section 5.1.2. MDE, A. Preliminary Project Plan, and must include the following: 

a. The Contractor’s project organizational structure. 
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b. The Contractor’s staffing table with names and titles of personnel 
assigned to the project. This must be in agreement with staffing of 
accepted proposal. Necessary substitutions due to change of 
employment status and other unforeseen circumstances may only be 
made with prior approval of the State. 

c. The project work breakdown structure (WBS) showing sub-projects, 
activities and tasks, and resources required and allocated to each. 

d. Contractor must use an automated tool for planning, monitoring, and 
tracking the Contract’s progress and the level of effort of any 
Contractor personnel spent performing Services under the Contract. 
The tool must have the capability to produce: 
I. Staffing tables with names of personnel assigned to Contract 

tasks. 
II. Project plans showing tasks, subtasks, deliverables, and the 

resources required and allocated to each (including detailed 
plans for all Services to be performed within the next 30 calendar 
days, updated weekly or biweekly as directed by the State PM). 

III. Updates must include actual time spent on each task and a 
revised estimate to complete.  

IV. Graphs showing critical events, dependencies and decision 
points during the course of the Contract. 

e. Any tool(s) used by the Contractor for such purposes must produce 
information of a type and in a manner and format that will support 
reporting in compliance with the State standards. 

C. Proposed Timeline 
The Contractor must submit to MDE a Timeline for transition and project deliverables 
that aligns with Sections 5.1.2. MDE, A. Preliminary Project Plan and B. Project Control.  

5.2. Meetings 

The Contractor must attend the following meetings: 

5.2.1. MDOC 
A. Kick-Off Meeting: The Contractor must meet with the MDOC Program Manager and 

other staff to discuss goals, expectations, transition and a project plan within 30 days of 
the effective date. Please also see Schedule A, Statement of Work, Section 1.3.4. A., 
Planning for the Kick-Off Meeting and Section 1.3.4. C., Kick-Off Meeting. 

5.2.2. MDE 
Throughout the term of the Contract, there will be many meetings pertaining to the 
tasks covered by this Statement of Work between the Contractor and MDE.  
Participation of the Contractor and Subcontractors is critical to the timely 
implementation of the work skills test.  
 
There are basic and specific meeting responsibilities.  The basic meeting 
responsibilities are required of the Contractor for all meetings identified for the 
Contract.  Requirements Gatherings and UATs are examples of basic meetings.  Failure 
by the Contractor to provide any of the responsibilities listed in this section may result 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 93 of 142 

in non-payment of all costs related to the respective meeting(s) and require the 
Contractor to arrange and pay for a replacement meeting(s).   

A. Basic Meeting Responsibilities of Contractor 
The Contractor will be responsible for conducting all basic meetings, including 
arrangements and compensation for all meetings related to the implementation 
activities as specified in this Statement of Work for the following: 

1) In consultation with MDE, identify meeting titles, dates, and attendees. 
2) Locate, reserve and pay for a facility on the date(s) identified.  The facility must 

have: 
a. Seating capacity for the expected attendees 
b. A large display screen that can easily be seen by all attendees. 
c. ADA compliance. 
d. Unless specifically indicated to the contrary, all meetings will be held 

in the Greater Lansing area. 
3) Arrange and pay for overnight accommodations for multi-day meetings for any 

attendee traveling between 50 and 150 miles to the meeting. Accommodations 
will be at the State’s Rates. 

4) Arrange and pay for overnight accommodations for the night before, the night(s) 
during, and the night following any meeting for any attendee traveling more than 
150 miles to the meeting. Accommodations will be at the State’s Rates. 

5) Provide transportation for any attendee traveling out of the State. 
6) Must have written approval from MDE’s Director before transportation 

arrangements are made. 
7) Provide refreshments (water, coffee, tea, juice, soft drinks, and healthy snacks) 

for all attendees at reasonable rates. 
8) Provide healthy lunches for all attendees for meetings lasting more than four 

hours and beginning at or before 12 noon local time at the State’s Rates. 
9) Prepare an agenda for the meeting. 
10) Send out and track invitations to each meeting. 

a. Send copies of the agenda with invitations. 
b. Provide copies of notes from previous meetings. 

11) Set up and provide a sign-in sheet with the title and date of each meetings. 
e. Ensure that all attendees sign in, including Contractor’s staff, MDE 

staff, and all other attendees. 
f. Set up a separate sign-in sheet for each date of a multi-day meeting. 

For example, if one meeting lasts two days then there must be a 
separate sign-in sheet for each day. 

g. The original sign-in sheets must be given to MDE within five business 
days following the meeting. 

h. The Contractor must retain a copy of the sign-in sheets for up to two 
years following the end of the term of the Contract. 

b. Prepare and maintain accurate minutes of each meeting. The Contractor must 
include an example of the minute’s structure that will be used by staff with their 
proposal. 

a. Send MDE a copy of the minutes within three business days following 
the meeting. 

https://www.michigan.gov/dtmb/services/travel
https://www.michigan.gov/dtmb/services/travel
https://www.michigan.gov/dtmb/services/travel
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b. Publish final minutes and any stakeholder comments to a password-
protected shared data source. 

B. Responsibilities of Contractor for Specific Meetings 
The Contractor will be responsible for conducting all specific meetings, including 
arrangement and compensation for all meetings related to the implementation 
activities as specified in this Statement of Work and the following: 

1) Weekly Management Meetings 
a. MDE Staff will meet at least monthly with the Contractor’s key staff to 

review completed, current and future tasks and their timelines. 
1. During the first year of the Contract, or during peak times, these 

meetings may be held weekly. 
2. The Contractor Leads for key tasks must attend these meetings 

unless otherwise indicated in writing by MDE. 
3. MDE reserves the right to require other Contractor staff, key for 

specific activities, to attend one or more of these meetings. MDE 
will provide written notification (to the Contractor’s Project 
Manager) requiring the attendance of any such individual in 
reasonable time for the request to be accommodated. 

b. Four management meetings, one every three months, must be in-
person meetings, which can rotate between MDE’s office in Lansing, 
MI, and the Contractor’s primary facility. These meetings are not the 
same as the Executive Management Meetings. 

c. At MDE’s discretion, the use of virtual meetings may also be used. 
2) Executive Management Meetings 

a. At MDE’s discretion, MDE’s and the Contractor’s senior officers may 
meet annually to review overall Contract performance. 

1. These are high-level meetings to review project goals, assess 
foreseeable risks, address major issues, and discuss financial 
matters.  

2. The frequency of these meetings may be increased at the 
discretion of MDE’s Program Manager. 

b. These are all in-person meetings. 
c. The meetings will be held in rotation between the Contractor’s primary 

facility and MDE’s office in Lansing, MI. 
d. The kick-off meeting must be held within 60 calendar days of Contract 

start date. 
e. The MDE Contract Change Request Control Statement must be read at 

the beginning and at the conclusion of all executive management 
meetings. 

3) Technical Advisory Committee (TAC) Meetings 
The TAC is a panel of nationally recognized assessment experts who provide 
advice to MDE on complex assessment-related issues.  The TAC meetings are 
conducted and coordinated by MDE.  They are typically convened four times per 
year and last up to two days each. Since most of the meetings tend to address 
assessment administration topics, by invitation, MDE may request the presence 
of two representatives from the Contractor’s staff. Therefore, for budget 
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purposes the Contractor should plan on sending two staff, four times per year, 
payable only in cases in which the staff is in attendance. 

4) Orientation Meeting 
If requested by the State, within 10 calendar days from execution of the 
Contract, the Contractor will be required to attend an orientation meeting to 
discuss the content and procedures of the Contract. The meeting must be held 
in Lansing, Michigan, at a date and time mutually acceptable to the State and 
the Contractor. The State shall bear no cost for the time and travel of the 
Contractor for attendance at the meeting. 

The State may request other meetings, as it deems appropriate. 

5.3. Reporting 
5.3.1. MDOC 

A. The Contractor must indefinitely maintain records/reports of all testing for reporting 
purposes.   

B. The Contractor must send a batch report with each set of test results showing scale 
score and level achieved.   

C. The State may request additional reports as it deems necessary at an agreed upon fee. 

5.3.2. MDE 
A weekly project status report is required from the Contractor to the State Program 
Manager on the topics of status, schedule, risks, issues, impediments, deliverables, 
change control, and accomplishments, beginning upon execution of the Contract for 
the duration of the Contract unless otherwise agreed to. 

Reporting topics must include the following items: 
A. Project Status 
B. Planned % Complete  
C. Actual % complete  
D. Current SUITE stage  
E. Planned SUITE stage  
F. Planned Start Date  
G. Planned Finish Date  
H. Planned Hours  
I. Actual Start  
J. Actual Finish  
K. Actual Hours  
L. On Target for Completion (Y/N) 
M. New Forecast Completion Date  
N. # of Defects Identified  
O. # of Defects Resolved  
P. Pending Change Requests under the subheadings Corrective Actions and 

Enhancements 
Q. Help Desk Issues 
R. Team Changes 
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6. Pricing 

6.1. Price Term 
Pricing is firm for the entire length of the Contract. 

6.2. Price Changes 
Adjustments will be based on changes in actual Contractor costs. Any request must be supported 
by written evidence documenting the change in costs. The State may consider sources, such as the 
Consumer Price Index; Producer Price Index; other pricing indices as needed; economic and 
industry data; manufacturer or supplier letters noting the increase in pricing; and any other data the 
State deems relevant. 

Following the presentation of supporting documentation, both parties will have 30 days to review 
the information and prepare a written response. If the review reveals no need for modifications, 
pricing will remain unchanged unless mutually agreed to by the parties. If the review reveals that 
changes are needed, both parties will negotiate such changes, for no longer than 30 days, unless 
extended by mutual agreement. 

The Contractor remains responsible for Contract Activities at the current price for all orders 
received before the mutual execution of a Change Notice indicating the start date of the new Pricing 
Period. 

7. Ordering 

7.1. Authorizing Document 
The appropriate authorizing document for the Contract will be a signed Master Agreement and a 
Delivery Order.  The Contractor is not authorized to begin performance until receipt of a Delivery 
Order. 

7.2. Order Verification 
The Contractor must have internal controls, approved by DTMB Central Procurement Services, to 
verify abnormal orders and to ensure that only authorized individuals place orders. 

8. Delivery 

8.1. Delivery Programs 
8.1.1. MDOC 

The Contractor must deliver all testing materials in a secure approved package to the 
School Office at the designated State facilities.  The delivery location will be designated 
on the material order form. 

8.2. Packaging and Palletizing 
8.2.1. MDOC 

A. Shipping boxes must be marked with the Name of the Proposed Test.  
B. The Contractor must ship all packages “F.O.B. Destination, within Government 

Premises” with transportation charges included in the price.  The State will not pay any 
Packaging must be optimized to permit the lowest freight rate. 

C. Shipments must be palletized whenever possible under the manufacturer’s standard 4-
way shipping pallets.  
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9. Invoice and Payment 

9.1. Invoice Requirements 
9.1.1. MDOC 

A. MDOC will only be invoiced for the tests Contractor scores.  All invoices submitted to 
MDOC must include: (a) MA number (b) date; (c) delivery order number; (d) quantity; (e) 
description of the Contract Activities; (f) testing location (g) unit price; (h) shipping cost 
(if any); and (i) total price. 

B. Invoices must be received by MDOC within 30 calendar days of testing.   Overtime, 
holiday pay, and travel expenses will not be paid.  Invoices may be emailed to Raymond 
Barnes, BarnesR2@michigan.gov and any additional MDE staff as directed by the 
Assistant Education Manager. . Questions and concerns regarding payment may also be 
emailed to MDOCAP@michigan.gov. 

9.1.2. MDE 
A. All invoices submitted to MDOC must include: (a) MA number (b) date; (c) delivery order 

number; (d) quantity; (e) description of the Contract Activities; (f) testing location (g) 
unit price; (h) shipping cost (if any); and (i) total price. 

B. The Contractor will submit invoices to MDE within 30 days after tests are scored, or not 
later than August 30 in the testing year, whichever is earlier.  All invoices will reflect 
actual work performed that meets the specification of this contract and using the 
appropriate rates provided by the Contractor and accepted by MDE in Schedule B: 
Pricing Sheet.   

9.2. Payment Methods 
The State will make payment for Contract Activities via Electronic Funds Transfer (EFT).  

9.3. Procedure 
9.3.1. MDOC 

MDOC will only provide payment for tests registered and scored.  Any discrepancies 
regarding completion of a test must be resolved by the Contractor and MDOC prior to 
submitting any invoice for payment. 
  

9.3.2. MDE 
MDE will only provide payment for tests registered and scored.  Any discrepancies 
regarding completion of a test must be resolved by the Contractor and MDE prior to 
submitting any invoice for payment.   

10. Liquidated Damages  
Late or improper completion of the Contract Activities will cause loss and damage to the State and 
it would be impracticable and extremely difficult to fix the actual damage sustained by the State. 
Therefore, if there is late or improper completion of the Contract Activities the State is entitled to 
collect liquidated damages in the amount of $5,000 and an additional $100 per day for each day 
Contractor fails to remedy the late or improper completion of the work. The State will collect 
liquidated damages via invoice credit. 

mailto:BarnesR2@michigan.gov
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11. Service-Level Agreement (SLA)  
MDE specific SLAs for this Contract are below.  MDOC specific SLAs are listed in Schedule F. 

 
11.1. The Contractor will be held accountable to meet the requirements and the service level 

requirements established in this Contract. 

MDE Service Level Agreements for this Contract will be as follows: 

SLA Metric 1. Delivery 

Definition and 
Purpose 

1) Testing Material orders to schools must arrive in schools no less 
than two weeks prior to testing. 

2) Score results to MDE no later than 8 weeks after the end of 
testing. 

3) Score results provided to schools will be due no later than the 
first week in August. 

Acceptable Standard The acceptable standard is 100% of orders requested. 

Credit Due for Failing 
to Meet the Service 
Level Agreements 

A credit of $1,000.00 will be assessed per day for not meeting the time 
frames described above. The MDE Program Manager will review any 
missed or delayed Service Levels prior to notifying the Contractor of the 
credits to be assessed. The Program Manager will take into consideration 
any extenuating circumstances.  

Extenuating circumstances will be reviewed by the MDE Program 
Manager before any Service Credits are assessed. At the discretion of the 
State, these credits may be applied toward any payable due to the 
Contractor or be payable directly to the State of Michigan. Payments 
made directly to the State of Michigan shall be completed within 10 
calendar days upon demand. 
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ATTACHMENT A – TESTING STANDARDS 
CERTIFICATE LEVELS 

Contract No. 250000001262 
Work Skills Readiness Assessment for MDE and MDOC 

 
LEVEL 1 
Level 1 certification requires competence in the following areas: 
Work Ready Math 

• Solve problems that require a single type of mathematics operation (addition, subtraction, 
multiplication, and division) using whole number 

• Add or subtract negative numbers 
• Change numbers from one form to another using whole numbers, fractions, decimals, or 

percentage 
• Convert simple money and time units (e.g., hours to minutes) 

Work Ready Data 
• Find one or two pieces of information in a graphic 
• Fill in one or two pieces of information that are missing from a graphic 

Work Ready Reading 
• Identify main ideas and clearly stated details 
• Choose the correct meaning of a word that is clearly defined in the reading 
• Choose the correct meaning of common, everyday workplace words 
• Choose when to perform each step in a short series of steps 
• Apply instructions to a situation that is the same as the one in the reading material 

LEVEL 2 
In addition to the skills required for a Level 1 certificate, Level 2 certification requires competence 
in the following areas: 
Work Ready Math 

• Solve problems that require one or two operations 
• Multiply negative numbers 
• Calculate averages, simple ratios, simple proportions, or rates using whole numbers and 

decimals 
• Add commonly known fractions, decimals, or percentages (e.g., ½, 75, and 25%) 
• Add up to three fractions that share a common denominator 
• Multiply a mixed number by a whole number or decimal 
• Put the information in the right order before performing calculations 

Work Ready Data 
• Find several pieces of information in one or two graphics 
• Understand how graphics are related to each other 
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• Summarize information from one or two straightforward graphic 
• Identify trends shown in one or two straightforward graphics 
• Compare information and trends shown in one or two straightforward graphics 

Work Ready Reading 
• Identify important details that may not be clearly stated  
• Use the reading material to figure out the meaning of words that are not defined 
• Apply instructions with several steps to a situation that is the same as the situation in the 

reading materials 
• Choose what to do when changing conditions call for a different action (follow directions 

that include “if-then” statements) 
LEVEL 3 
In addition to the skills required for both Level 1 and Level 2 certification, Level 3 certification 
requires competence in the following areas: 
Work Ready Math 

• Decide what information, calculations, or unit conversions to use to solve the problem 
• Look up a formula and perform single-step conversions within or between systems of 

measurement 
• Calculate using mixed units (e.g., 3.5 hours and 4 hours 30 minutes) 
• Divide negative numbers 
• Find the best deal using one- and two-step calculations and then comparing results 
• Calculate perimeters and areas of basic shapes (rectangles and circles) 
• Calculate percent discounts or markups 

Work Ready Data 
• Sort through distracting information  
• Summarize information from one or more detailed graphics 
• Identify trends shown in one or more detailed or complicated graphics 
• Compare information and trends from one or more complicated graphics 

Work Ready Reading 
• Determine the correct meaning of a word based on how the word is used 
• Identify the correct meaning of an acronym that is defined in the document 
• Identify the paraphrased definition of a technical term or jargon that is defined in the 

document 
• Apply technical terms and jargon and relate them to stated situations  
• Apply straightforward instructions to a new situation that is similar to the one described in 

the material 
• Apply complex instruction that include conditions to a situations described in the materials 

LEVEL 4 
Examinees receiving a score of 6 or above on all three of the Qualifying Assessments receive the 
Level 4 Certificate. 
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SCHEDULE B - PRICING 

Contract No. 250000001262 
Work Skills Readiness Assessment for MDE and MDOC 

 
     1 The Contractor must provide a pricing schedule for the proposed Contract Activities for both MDE and 

MDOC.  
               a.     MDOC Pricing   
               b.     MDE Pricing   

 

2 Price proposals must include all costs, including but not limited to, any one-time or set-up charges, fees, 
and potential costs that Contractor may charge the State.   

 

3 The Contractor is encouraged to offer quick payment terms. The number of days must not include 
processing time for payment to be received by the Contractor's financial institution. 
 
Quick payment terms: 1% discount off invoice if paid within 30 days after receipt of invoice. 
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MDOC PRICING 

  Item/Description Estimated 
3 Year 

Quantity 

Unit 
of 

Measure 

 Unit 
Price  

 Year 1 
Cost  

 Year 2 
Cost  

 Year 3 
Cost  

 Total 
3 Year 
Cost  

1 TESTING MATERIALS (SET) 
Set to include Test Booklets 
and Answer Sheets for all 3 
Components: 
   1. Work Ready Math 
   2. Work Ready Data 
   3. Work Ready Reading 

40,000 SET 
 

(all 3 
components) 

 $                 -           $                      -    

1A Work Ready Math Booklet 1 Each  $                 -           $                      -    

1B Work Ready Data Booklet 1 Each  $                 -           $                      -    

1C Work Ready Reading 
Booklet 

1 Each  $                 -           $                      -    

2 TEST SCORING FEE (SET) 
Set to include all 3 
Components: 
   1. Work Ready Math 
   2. Work Ready Data 
   3. Work Ready Reading 
MDOC will pay for only tests 
the Contractor scores 

30,000 SET 
 

(all 3 
components) 

 $         29.00   $ 290,000.00   $ 290,000.00   $ 290,000.00   $ 870,000.00  
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 Item/Description Estimated 
3 Year 

Quantity 

Unit 
of 

Measure 

 Unit 
Price  

 Year 1 
Cost  

 Year 2 
Cost  

 Year 3 
Cost  

 Total 
3 Year 
Cost  

2A Work Ready Math Test 
Scoring Fee 

1 Each  $         10.25         $             10.25  

2B Work Ready Data Test 
Scoring Fee 

1 Each  $         10.25         $             10.25  

2C Work Ready Reading Test 
Scoring Fee 

1 Each  $         10.25      
 

 $             10.25  

3 CERTIFICATES 
To include registration costs 

15,000 Each 
Zero cost if MDOC prints their own Certificates 

4 CD-ROM 
Version of the Database 

12 Each  $                 -     $                 -     $                 -     $                 -     $                      -    

3 Year Total Cost $ 870,030.75 
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MDE PRICING 

   Proposed Pricing for Annual 
School Testing 2025-2026  

 Proposed Pricing for Annual 
School Testing 2026-2027  

 Proposed Pricing for Annual School 
Testing 2027-2028  

  
  

  
Unit  Estimated 

Quantity   Rate Per Unit    Total 
Paper/Pencil   Rate Per Unit    Total 

Paper/Pencil   Rate Per Unit    Total 
Paper/Pencil  

Description RFP Section PS=Per 
Student  (e)   (f)   (e)*(f)   (h)   (e)*(h)   (j)   (e)*(j)  

Work Skills Test (Paper/Pencil Assessment) Section                 
1 Work Skills Test - Paper/Pencil 1.1.1. A PS 1,000  $                  29.00   $         29,000.00   $                  29.50   $         29,500.00   $                  30.00   $             30,000.00  
2 Work Skills Barcode Labels - Paper/Pencil 1.1.3. J PS 1,000  $                     2.00   $           2,000.00   $                     2.00   $           2,000.00   $                     2.00   $                2,000.00  

3 Material Orders for Paper/Pencil Testing 1.1.3. K year 1 Included in line 1 
pricing  

Included in line 1 
pricing 

Included in line 1 
pricing  

Included in line 1 
pricing                         

Included in line 1 
pricing                         

Included in line 1 
pricing                         

4 Initial Material Order Pull and Status Update 1.1.3. L year 1 Included in line 1 
pricing  

Included in line 1 
pricing 

Included in line 1 
pricing  

Included in line 1 
pricing                         

Included in line 1 
pricing                         

Included in line 1 
pricing                         

5 Additional Material Order Pulls 1.1.3. M year 1  $           2,500.00   $           2,500.00   $           2,500.00   $           2,500.00   $           2,500.00   $                2,500.00  
6 Emergency Materials Order Pull 1.1.3. N year 1  $           3,750.00   $           3,750.00  $           3,750.00  $           3,750.00  $           3,750.00 $                3,750.00  
7 Packaging and Distribution - Paper/Pencil 1.1.3. Q year 1  $         10,000.00   $         10,000.00   $         10,000.00   $         10,000.00   $         10,000.00   $             10,000.00  
8 School Return of Test Materials 1.1.3. C year 400  $               150.00   $         60,000.00   $               150.00   $         60,000.00   $               150.00   $             60,000.00  
9 Scanning and Scoring Print Documents 2.1.2. B year 1  $         15,000.00   $         15,000.00   $         15,000.00   $         15,000.00   $         15,000.00   $             15,000.00  

10 Pre-Identification of Students 1.1.3. I year 1 Included Included Included Included Included Included 
11 Tested Roster 1.1.3. U year 1 Included Included Included Included Included Included 

Work Skills Test (Paper/Pencil Assessment) Subtotal        $      126,000.00     $      126,500.00     $           127,000.00  
Work Skills Test (Online Assessment) Section                

15 Work Skills Test - Online 1.1.3. R PS 110,000  $                  28.00   $ 3,080,000.00   $                  28.50   $ 3,135,000.00   $                  29.00   $       3,190,000.00  
16 Preparation of Test Administration Supporting Materials 1.1.3. H year 1  $         25,000.00   $         25,000.00   $         25,000.00   $         25,000.00   $         25,000.00   $             25,000.00  
17 Work Skills Barcode Labels - Online 1.1.3. J PS 110,000 N/A N/A N/A N/A N/A N/A 
18 Packaging and Distribution - Online 1.1.3. Q year 1 N/A N/A N/A N/A N/A N/A 
19 Scoring of Online Tests 1.1.3. S year 1 Included Included Included Included Included Included 
20 Communication of Testing Irregularities 1.1.3. T year 1 Included Included Included Included Included Included 
21 Pre-Identification of Students 1.1.3. J year 1 Included Included Included Included Included Included 
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22 Post Administration Data Processing and Deliverables 1.1.3. U year 1 Included Included Included Included Included Included 
23 Barcode Exception Processing 1.1.3. V year 1 N/A N/A N/A N/A N/A N/A 
24 Tested Roster Issues 1.1.3. W year 1 Included Included Included Included Included Included 

Work Skills Test (Online Assessment) Subtotal          $ 3,105,000.00     $ 3,160,000.00     $       3,215,000.00  
General Work Skills Administration Section                  

25 Quality Assurance Plan, including User Acceptance 
Testing  

1.1.3. E 
1.1.3. P 
1.1.3. X 
1.1.3. Y 

Item 1  $         90,000.00   $         90,000.00   $         92,500.00   $         92,500.00   $         95,000.00   $             95,000.00  

26 Call Center and Reports 1.1.3. F Item 1 No charge to State No charge to State No charge to State No charge to State No charge to State No charge to State 
27 Test Administration Manual 1.1.3. H Item 1 Included Included Included Included Included Included 
28 Training of Test Administrators and Technology 

Coordinators 
 
Contractor must provide three (3) trainings per 
assessment cycle. 

1.5.2. A 
1.5.2. B 
1.5.2. C 
1.5.2. D 
1.5.2. E 
1.5.2. F 

each 3  $           3,500.00   $         10,500.00   $           3,750.00   $         11,250.00   $           4,000.00   $             12,000.00  

29 Project Plan and Project Control 5.1.2. A 
5.1.2. B 

year 1  $         90,000.00   $         90,000.00   $         92,500.00   $         92,500.00   $         95,000.00   $             95,000.00  

30 Weekly Management Meetings & Status Reports 5.2.2. B. 1. each 45 
Included in line 29 
pricing 

Included in line 29 
pricing 

Included in line 29 
pricing  

Included in line 29 
pricing 

Included in line 29 
pricing  

Included in line 29 
pricing 

31 Kick-off Meeting 1.3.3. A year 1  $           7,500.00   $           7,500.00   $           7,500.00   $           7,500.00   $           7,500.00   $                7,500.00  
32 Executive Management Meetings 5.2.2. B. 2. each 1  $         10,000.00   $         10,000.00   $         10,000.00   $         10,000.00   $         10,000.00   $             10,000.00  
33 Technical Advisory Committee Meetings 5.2.2. B. 3. each 4  $         25,000.00   $      100,000.00   $         25,000.00   $      100,000.00   $         25,000.00   $           100,000.00  
34 Orientation Meeting 5.2.2. B. 4. one time 1 Included Included Included Included Included Included 
35 Requirements Gathering 1.1.3. O year 1  $           5,000.00   $           5,000.00   $           5,000.00   $           5,000.00   $           5,000.00   $                5,000.00  
36 Document Retention and Storage 1.1.3. AA year 1  $           1,000.00   $           1,000.00   $           5,000.00   $           5,000.00   $         10,000.00   $             10,000.00  
37 Test Center Licensing Costs 1.3.3. D year 1  $         50,000.00   $         50,000.00   $         50,000.00   $         50,000.00   $         50,000.00   $             50,000.00  
38 Technical Report 1.1.3. BB year 1  $         50,000.00   $         50,000.00   $         50,000.00   $         50,000.00   $         50,000.00   $             50,000.00  

General Work Skills Administration Subtotal          $      414,000.00     $      423,750.00     $           434,500.00  
MDE Total Cost Per Year          $ 3,645,000.00     $ 3,710,250.00     $       3,776,500.00  

MDE Total Cost Per Initial 3-Year Term of the Contract                 $    11,131,750.00  
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SCHEDULE C - INSURANCE REQUIREMENTS 

Contract No. 250000001262 
Work Skills Readiness Assessment for MDE and MDOC 

1. General Requirements. Contractor, at its sole expense, must maintain the insurance coverage 
as specified herein for the duration of the Term. Minimum limits may be satisfied by any 
combination of primary liability, umbrella or excess liability, and self-insurance coverage. To the 
extent damages are covered by any required insurance, Contractor waives all rights against the 
State for such damages. Failure to maintain required insurance does not limit this waiver. 

2. Qualification of Insurers. Except for self-insured coverage, all policies must be written by an 
insurer with an A.M. Best rating of A- VII or higher unless otherwise approved by DTMB 
Enterprise Risk Management.  

3. Primary and Non-Contributory Coverage. All policies for which the State of Michigan is 
required to be named as an additional insured must be on a primary and non-contributory 
basis.  

4. Claims-Made Coverage. If any required policies provide claims-made coverage, Contractor 
must: 

a. Maintain coverage and provide evidence of coverage for at least 3 years after the later of the 
expiration or termination of the Contract or the completion of all its duties under the 
Contract; 

b. Purchase extended reporting coverage for a minimum of 3 years after completion of work if 
coverage is cancelled or not renewed and not replaced with another claims-made policy 
form with a retroactive date prior to the Effective Date of this Contract. 

5. Proof of Insurance. 

a. Insurance certificates showing evidence of coverage as required herein must be submitted 
to DTMB-RiskManagement@michigan.gov within 10 days of the contract execution date. 

b. Renewal insurance certificates must be provided on annual basis or as otherwise 
commensurate with the effective dates of coverage for any insurance required herein.  

c. Insurance certificates must be in the form of a standard ACORD Insurance Certificate 
unless otherwise approved by DTMB Enterprise Risk Management. 

d. All insurance certificates must clearly identify the Contract Number (e.g., notated under the 
Description of Operations on an ACORD form).  

e. The State may require additional proofs of insurance or solvency, including but not limited 
to policy declarations, policy endorsements, policy schedules, self-insured certification or 
authorization, and audited financial statements. 

f. In the event any required coverage is cancelled or not renewed, Contractor must provide 
written notice to DTMB Enterprise Risk Management no later than 5 business days following 
such cancellation or nonrenewal. 

mailto:DTMB-RiskManagement@michigan.gov
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6. Subcontractors. Contractor is responsible for ensuring its subcontractors, if any, carry and 
maintain insurance coverage as applicable to the subcontracted service(s). 

7. Limits of Coverage & Specific Endorsements. 

Required Limits Additional Requirements 

Commercial General Liability Insurance 
Minimum Limits: 
$1,000,000 Each Occurrence Limit 
$1,000,000 Personal & Advertising Injury 
Limit $2,000,000 General Aggregate Limit  
$2,000,000 Products/Completed Operations  
 
Deductible Maximum: 
$50,000 Each Occurrence 

Contractor must have their policy endorsed to add 
“the State of Michigan, its departments, divisions, 
agencies, offices, commissions, officers, employees, 
and agents” as additional insureds using endorsement 
CG 20 10 11 85, or both CG 2010 07 04 and CG 2037 
07 04. 

Automobile Liability Insurance 
Minimum Limits: 
$1,000,000 Per Accident 

Contractor must have their policy: (1) endorsed to add 
“the State of Michigan, its departments, divisions, 
agencies, offices, commissions, officers, employees, 
and agents” as additional insureds; and (2) include 
Hired and Non-Owned Automobile coverage. 

Workers' Compensation Insurance 
Minimum Limits: 
Coverage according to applicable laws 
governing work activities. 

Waiver of subrogation, except where waiver is 
prohibited by law. 

Employers Liability Insurance 
Minimum Limits: 
$500,000 Each Accident 
$500,000 Each Employee by Disease 
$500,000 Aggregate Disease. 

 

Privacy and Security Liability (Cyber Liability) Insurance 
Minimum Limits: 
$1,000,000 Each Occurrence  
$1,000,000 Annual Aggregate  

Contractor must have their policy: (1) endorsed to add 
“the State of Michigan, its departments, divisions, 
agencies, offices, commissions, officers, employees, 
and agents” as additional insureds; and (2) cover 
information security and privacy liability, privacy 
notification costs, regulatory defense and penalties, 
and website media content liability. 

Professional Liability (Errors and Omissions) Insurance 
Minimum Limits: 
$3,000,000 Each Occurrence  
$3,000,000 Annual Aggregate 
 
Deductible Maximum: 
$50,000 Per Loss 
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8. Notice of Non-Compliance. Contractor consents to receiving electronic communications 
from a third-party service provider, Origami Risk, for the exclusive purpose of notifying 
Contractor of non-compliance with the requirements set forth in this Schedule C. 

9. Non-Waiver. This Schedule C is not intended to and is not to be construed in any manner as 
waiving, restricting or limiting the liability of either party for any obligations under this Contract, 
including any provisions hereof requiring Contractor to indemnify, defend and hold harmless 
the State. 
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SCHEDULE D - SERVICE LEVEL AGREEMENT FOR 
HYBRID PURCHASES 

1. Definitions. For purposes of this Schedule, the following terms have the meanings set forth 
below. All initial capitalized terms in this Schedule that are not defined in this Schedule shall 
have the respective meanings given to them in the Contract Terms and Conditions. 

“Actual Uptime” means the total minutes in the Service Period that the Hosted Services are 
Available. 

 “Availability” has the meaning set forth in Section 2.1. 

“Availability Requirement” has the meaning set forth in Section 2.1. 

“Available” has the meaning set forth in Section 2.1. 

“Contact List” means a current list of Contractor contacts and telephone numbers set forth in 
the attached Schedule D – Attachment 1 to this Schedule to enable the State to escalate its 
Support Requests, including: (a) the first person to contact; and (b) the persons in successively 
more qualified or experienced positions to provide the support sought. 

“Corrective Action Plan” has the meaning set forth in Section 3.9. 

“Critical Service Error” has the meaning set forth in Section 3.5. 

“Exceptions” has the meaning set forth in Section 2.2. 

“High Service Error” has the meaning set forth in Section 3.5. 

“Hosted Services” means the hosting, management and operation of the Operating 
Environment, Software, other services (including support and subcontracted services), and 
related resources for remote electronic access and use by the State and its Authorized Users, 
including any services and facilities related to disaster recovery obligations.  

“Low Service Error” has the meaning set forth in Section 3.5. 

“Maintenance Release” means any update, upgrade, release or other adaptation or 
modification of the Software, including any updated Documentation, that Contractor may 
generally provide to its licensees from time to time during the Term, which may contain, among 
other things, error corrections, enhancements, improvements or other changes to the user 
interface, functionality, compatibility, capabilities, performance, efficiency or quality of the 
Software. 

“Medium Service Error” has the meaning set forth in Section 3.5.  

“New Version” means any new version of the Software, including any updated Documentation, 
that the Contractor may from time to time introduce and market generally as a distinct licensed 
product, as may be indicated by Contractor's designation of a new version number. 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 110 of 142 

“Operating Environment” means, collectively, the platform, environment and conditions on, in 
or under which the Software is intended to be installed and operate, as set forth in a Statement 
of Work, including such structural, functional and other features, conditions and components 
as hardware, operating software, system architecture, configuration, computing hardware, 
ancillary equipment, networking, software, firmware, databases, data, and electronic systems 
(including database management systems). 

“Resolve” has the meaning set forth in Section 3.6. 

"RPO" or "Recovery Point Objective" means the maximum amount of potential data loss in the 
event of a disaster. 

"RTO" or "Recovery Time Objective" means the maximum period of time to fully restore the 
Hosted Services in the case of a disaster. 

“Scheduled Downtime” has the meaning set forth in Section 2.3. 

“Scheduled Uptime” means the total minutes in the Service Period. 

“Service Availability Credits” has the meaning set forth in Section 2.6(a). 

“Service Error” means any failure of any Hosted Service to be Available or otherwise perform in 
accordance with this Schedule.  

“Service Level Credits” has the meaning set forth in Section 3.8. 

“Service Level Failure” means a failure to perform the Software Support Services fully in 
compliance with the Support Service Level Requirements.  

“Service Period” has the meaning set forth in Section 2.1. 

“Software Support Services” has the meaning set forth in Section 3. 

“State Systems” means the information technology infrastructure, including the computers, 
software, databases, electronic systems (including database management systems) and 
networks, of the State or any of its designees. 

“Support Hours” means 7:00 a.m. to 7:00 p.m. Eastern 

“Support Request” has the meaning set forth in Section 3.5. 

“Support Service Level Requirements” has the meaning set forth in Section 3.4. 

2. Service Availability and Service Availability Credits. 

2.1. Availability Requirement. Contractor will make the Hosted Services and Software 
Available, as measured over the course of each calendar month during the Term and any 
additional periods during which Contractor does or is required to perform any Hosted 
Services (each such calendar month, a “Service Period”), at least 99.98% of the time, 
excluding only the time the Hosted Services are not Available solely as a result of one or 
more Exceptions (the “Availability Requirement”). “Available” means the Hosted 
Services and Software are available and operable for access and use by the State and its 
Authorized Users over the Internet in material conformity with the Contract. “Availability” 



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 111 of 142 

has a correlative meaning. The Hosted Services and Software are not considered Available 
in the event of a material performance degradation or inoperability of the Hosted Services 
and Software, in whole or in part. The Availability Requirement will be calculated for the 
Service Period as follows: (Actual Uptime – Total Minutes in Service Period Hosted Services 
or Software are not Available Due to an Exception) ÷ (Scheduled Uptime – Total Minutes in 
Service Period Hosted Services or Software are not Available Due to an Exception) x 100 = 
Availability.  

2.2. Exceptions. No period of Hosted Services degradation or inoperability will be included in 
calculating Availability to the extent that such downtime or degradation is due to any of the 
following (“Exceptions”): 

(a) Failures of the State’s or its Authorized Users’ internet connectivity; 

(b) Scheduled Downtime as set forth in Section 2.3. 

2.3 Scheduled Downtime. Contractor must notify the State at least twenty-four (24) hours in 
advance of all scheduled outages of the Hosted Services or Software in whole or in part 
(“Scheduled Downtime”). All such scheduled outages will: (a) last no longer than five (5) 
hours; (b) be scheduled between the hours of 10:00 p.m. and 5:00 a.m., Eastern Time; and 
(c) occur no more frequently than once per week; provided that Contractor may request the 
State to approve extensions of Scheduled Downtime above five (5) hours, and such 
approval by the State may not be unreasonably withheld or delayed. 

2.4 Software Response Time. Software response time, defined as the interval from the time 
the end user sends a transaction to the time a visual confirmation of transaction 
completion is received, must be less than two (2) seconds for 98% of all transactions. 
Unacceptable response times shall be considered to make the Software unavailable and 
will count against the Availability Requirement. 

2.5 Service Availability Reports. Within thirty (30) days after the end of each Service Period, 
Contractor will provide to the State a report describing the Availability and other 
performance of the Hosted Services and Software during that calendar month as compared 
to the Availability Requirement. The report must be in electronic or such other form as the 
State may approve in writing and shall include, at a minimum: (a) the actual performance of 
the Hosted Services and Software relative to the Availability Requirement; and (b) if Hosted 
Service performance has failed in any respect to meet or exceed the Availability 
Requirement during the reporting period, a description in sufficient detail to inform the 
State of the cause of such failure and the corrective actions the Contractor has taken and 
will take to ensure that the Availability Requirement are fully met. 

2.6 Remedies for Service Availability Failures. 

(a) If the actual Availability of the Hosted Services and Software is less than the 
Availability Requirement for any Service Period, such failure will constitute a Service 
Error for which Contractor will issue to the State the following credits on the fees 
payable for Hosted Services and Software provided during the Service Period 
(“Service Availability Credits”): 
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Availability Credit of Fees  

≥99.98% None 

<99.98% but ≥99.0% 15% 

<99.0% but ≥95.0% 50% 

<95.0% 100% 

(b) Any Service Availability Credits due under this Section will be applied in accordance 
with payment terms of the Contract. 

(c) If the actual Availability of the Hosted Services and Software is less than the 
Availability Requirement in any two (2) of four (4) consecutive Service Periods, then, in 
addition to all other remedies available to the State, the State may terminate the 
Contract on written notice to Contractor with no liability, obligation or penalty to the 
State by reason of such termination. 

3. Support and Maintenance Services. Contractor will provide IT Environment Service and 
Software maintenance and support services (collectively, “Software Support Services”) in 
accordance with the provisions of this Section 3. The Software Support Services are included in 
the Services, and Contractor may not assess any additional fees, costs or charges for such 
Software Support Services. 

3.1 Support Service Responsibilities. Contractor will: 

(b) correct all Service Errors in accordance with the Support Service Level Requirements, 
including by providing defect repair, programming corrections and remedial 
programming; 

(c) provide unlimited telephone support during Support Hours; 

(d) provide unlimited online support 24 hours a day, seven days a week; 

(e) provide online access to technical support bulletins and other user support 
information and forums, to the full extent Contractor makes such resources available 
to its other customers; and 

(f) respond to and Resolve Support Requests as specified in this Section. 

3.2 Service Monitoring and Management. Contractor will continuously monitor and manage 
the Hosted Services and Software to optimize Availability that meets or exceeds the 
Availability Requirement. Such monitoring and management include: 

(a) proactively monitoring on a twenty-four (24) hour by seven (7) day basis all Hosted 
Service functions, servers, firewall and other components of Hosted Service security; 

(b) if such monitoring identifies, or Contractor otherwise becomes aware of, any 
circumstance that is reasonably likely to threaten the Availability of the Hosted Service, 
taking all necessary and reasonable remedial measures to promptly eliminate such 
threat and ensure full Availability; and 
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(c) if Contractor receives knowledge that the Hosted Service or any Hosted Service 
function or component is not Available (including by written notice from the State 
pursuant to the procedures set forth herein): 

(i) confirming (or disconfirming) the outage by a direct check of the associated 
facility or facilities; 

(ii) If Contractor’s facility check in accordance with clause (i) above confirms a 
Hosted Service outage in whole or in part: (A) notifying the State in writing 
pursuant to the procedures set forth herein that an outage has occurred, 
providing such details as may be available, including a Contractor trouble ticket 
number, if appropriate, and time of outage; and (B) working all problems causing 
and caused by the outage until they are Resolved as Critical Service Errors in 
accordance with the Support Request Classification set forth in Section 3.5 and 
3.6, or, if determined to be an internet provider problem, open a trouble ticket 
with the internet provider; and 

(iii) Notifying the State that Contractor has fully corrected the outage and any related 
problems, along with any pertinent findings or action taken to close the trouble 
ticket. 

3.3 Service Maintenance. Contractor will continuously maintain the Hosted Services and 
Software to optimize Availability that meets or exceeds the Availability Requirement. Such 
maintenance services include providing to the State and its Authorized Users: 

(a) all updates, bug fixes, enhancements, Maintenance Releases, New Versions and other 
improvements to the Hosted Services and Software, including the Software, that 
Contractor provides at no additional charge to its other similarly situated customers; 
provided that Contractor shall consult with the State and is required to receive State 
approval prior to modifying or upgrading Hosted Services and Software, including 
Maintenance Releases and New Versions of Software; and 

(b) all such services and repairs as are required to maintain the Hosted Services and 
Software or are ancillary, necessary or otherwise related to the State’s or its Authorized 
Users’ access to or use of the Hosted Services and Software, so that the Hosted 
Services and Software operate properly in accordance with the Contract and this 
Schedule. 

3.4 Support Service Level Requirements. Contractor will correct all Service Errors and 
respond to and Resolve all Support Requests in accordance with the required times and 
other terms and conditions set forth in this Section 3.4 (“Support Service Level 
Requirements”), and the Contract. 

3.5 Support Requests. The State will classify its requests for Service Error corrections in 
accordance with the descriptions set forth in the chart below (each a “Support Request”). 
The State will notify Contractor of Support Requests by email, telephone or such other 
means as the parties may hereafter agree to in writing. 
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Support Request Classification Description: 

Any Service Error Comprising or Causing 
any of the Following Events or Effects  

Critical Service Error • Issue affecting entire system or 
single critical production function; 

• System down or operating in 
materially degraded state; 

• Data integrity at risk; 

• Declared a Critical Support 
Request by the State; or 

• Widespread access interruptions. 

High Service Error • Primary component failure that 
materially impairs its performance; 
or 

• Data entry or access is materially 
impaired on a limited basis. 

Medium Service Error • IT Environment Services and 
Software is operating with minor 
issues that can be addressed with 
an acceptable (as determined by 
the State) temporary work around. 

Low Service Error • Request for assistance, 
information, or services that are 
routine in nature. 

3.6 Response and Resolution Time Service Levels. Response and Resolution times will be 
measured from the time Contractor receives a Support Request until the respective times 
Contractor has (i) responded to, in the case of response time and (ii) Resolved such 
Support Request, in the case of Resolution time. “Resolve” (including “Resolved”, 
“Resolution” and correlative capitalized terms) means that, as to any Service Error, 
Contractor has provided the State the corresponding Service Error correction and the State 
has confirmed such correction and its acceptance thereof. Contractor will respond to and 
Resolve all Service Errors within the following times based on the severity of the Service 
Error: 
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Support 
Request 

Classification 

Service 
Level 

Metric 

(Required 
Response 

Time) 

Service 
Level Metric 

(Required 
Resolution 

Time) 

Service Level 
Credits 

(For Failure to 
Respond to any 

Support Request 
Within the 

Corresponding 
Response Time) 

Service Level 
Credits 

(For Failure to 
Resolve any 

Support Request 
Within the 

Corresponding 
Required 

Resolution Time) 

Critical Service 
Error 

One (1) 
hour  

Three (3) 
hours  

Five percent (5%) 
of the Fees for the 
month in which the 
initial Service Level 
Failure begins and 
five percent (5%) of 
such monthly Fees 
for each additional 
hour or portion 
thereof that the 
corresponding 
Service Error is not 
responded to 
within the required 
response time. 

Five percent (5%) 
of the Fees for the 
month in which 
the initial Service 
Level Failure 
begins and five 
percent (5%) of 
such monthly 
Fees for the first 
additional hour or 
portion thereof 
that the 
corresponding 
Service Error 
remains un-
Resolved, which 
amount will 
thereafter double 
for each additional 
one-hour 
increment. 

High Service 
Error 

One (1) 
hour 

Four (4) hours Three percent (3%) 
of the Fees for the 
month in which the 
initial Service Level 
Failure begins and 
three percent (3%) 
of such monthly 
Fees for each 
additional hour or 
portion thereof that 
the corresponding 

Three percent 
(3%) of the Fees 
for the month in 
which the initial 
Service Level 
Failure begins and 
three percent (3%) 
of such monthly 
Fees for the first 
additional hour or 
portion thereof 
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Support 
Request 

Classification 

Service 
Level 

Metric 

(Required 
Response 

Time) 

Service 
Level Metric 

(Required 
Resolution 

Time) 

Service Level 
Credits 

(For Failure to 
Respond to any 

Support Request 
Within the 

Corresponding 
Response Time) 

Service Level 
Credits 

(For Failure to 
Resolve any 

Support Request 
Within the 

Corresponding 
Required 

Resolution Time) 

Service Error is not 
responded to 
within the required 
response time. 

that the 
corresponding 
Service Error 
remains un-
Resolved, which 
amount will 
thereafter double 
for each additional 
one-hour 
increment. 

Medium 
Service Error 

Three (3) 
hours 

Two (2) 
Business 
Days 

N/A N/A 

Low Service 
Error 

Three (3) 
hours 

Five (5) 
Business 
Days 

N/A N/A 

3.7 Escalation. With respect to any Critical Service Error Support Request, until such Support 
Request is Resolved, Contractor will escalate that Support Request within sixty (60) 
minutes of the receipt of such Support Request by the appropriate Contractor support 
personnel, including, as applicable, the Contractor Project Manager and Contractor’s 
management or engineering personnel, as appropriate. 

3.8 Support Service Level Credits. Failure to achieve any of the Support Service Level 
Requirements for Critical and High Service Errors will constitute a Service Level Failure for 
which Contractor will issue to the State the corresponding service credits set forth in 
Section 3.6 (“Service Level Credits”) in accordance with payment terms set forth in the 
Contract.  

3.9 Corrective Action Plan. If two or more Critical Service Errors occur in any thirty (30) day 
period during (a) the Term or (b) any additional periods during which Contractor does or is 
required to perform any Hosted Services, Contractor will promptly investigate the root 
causes of these Service Errors and provide to the State within five (5) Business Days of its 
receipt of notice of the second such Support Request an analysis of such root causes and 
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a proposed written corrective action plan for the State’s review, comment and approval, 
which, subject to and upon the State’s written approval, shall be a part of, and by this 
reference is incorporated in, the Contract as the parties’ corrective action plan (the 
“Corrective Action Plan”). The Corrective Action Plan must include, at a minimum: (a) 
Contractor’s commitment to the State to devote the appropriate time, skilled personnel, 
systems support and equipment and other resources necessary to Resolve and prevent 
any further occurrences of the Service Errors giving rise to such Support Requests; (b) a 
strategy for developing any programming, software updates, fixes, patches, etc. necessary 
to remedy, and prevent any further occurrences of, such Service Errors; and (c) time 
frames for implementing the Corrective Action Plan. There will be no additional charge for 
Contractor’s preparation or implementation of the Corrective Action Plan in the time 
frames and manner set forth therein. 

4. Data Storage, Backup, Restoration and Disaster Recovery. Contractor must maintain or 
cause to be maintained backup redundancy and disaster avoidance and recovery procedures 
designed to safeguard State Data and the State’s other Confidential Information, Contractor’s 
Processing capability and the availability of the IT Environment Services and Software, in each 
case throughout the Term and at all times in connection with its actual or required performance 
of the Services hereunder. All backed up State Data shall be located in the continental United 
States. The force majeure provisions of this Contract do not limit Contractor’s obligations under 
this section. 

4.2 Data Storage. Contractor will provide sufficient storage capacity to meet the needs of the 
State at no additional cost. 

4.3 Data Backup. Contractor will conduct, or cause to be conducted, daily back-ups of State 
Data and perform, or cause to be performed, other periodic offline back-ups of State Data 
on at least a weekly basis and store and retain such back-ups as specified in Schedule A. 
Contractor must, within five (5) Business Days of the State’s request, provide the State, 
without charge and without any conditions or contingencies whatsoever (including but not 
limited to the payment of any fees due to Contractor), an extract of State Data in the format 
specified by the State. 

4.4 Data Restoration. If the data restoration is required due to the actions or inactions of the 
Contractor or its subcontractors, Contractor will promptly notify the State and complete 
actions required to restore service to normal production operation. If requested, 
Contractor will restore data from a backup upon written notice from the State. Contractor 
will restore the data within one (1) Business Day of the State’s request. Contractor will 
provide data restorations at its sole cost and expense.  

4.5 Disaster Recovery. Throughout the Term and at all times in connection with its actual or 
required performance of the Services, Contractor will maintain and operate a backup and 
disaster recovery plan to achieve a Recovery Point Objective (RPO) of 24 hours, and a 
Recovery Time Objective (RTO) of 24 hours (the “DR Plan”), and implement such DR Plan 
in the event of any unplanned interruption of the Hosted Services. Contractor’s current DR 
Plan, revision history, and any reports or summaries relating to past testing of or pursuant 
to the DR Plan are included or attached as described in Schedule A under Hosting. 
Contractor will actively test, review and update the DR Plan on at least an annual basis 
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using industry best practices as guidance. Contractor will provide the State with copies of 
all such updates to the Plan within fifteen (15) days of its adoption by Contractor. All 
updates to the DR Plan are subject to the requirements of this Section 3; and provide the 
State with copies of all reports resulting from any testing of or pursuant to the DR Plan 
promptly after Contractor’s receipt or preparation. If Contractor fails to reinstate all 
material Hosted Services and Software within the periods of time set forth in the DR Plan, 
the State may, in addition to any other remedies available under this Contract, in its sole 
discretion, immediately terminate this Contract as a non-curable default. 
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SCHEDULE E - DATA SECURITY REQUIREMENTS 
FOR HYBRID PURCHASES 

1. Definitions. For purposes of this Schedule, the following terms have the meanings set forth 
below. All initial capitalized terms in this Schedule that are not defined in this Schedule shall 
have the respective meanings given to them in the Contract. 

“Contractor Security Officer” has the meaning set forth in Section 2 of this Schedule. 

“FedRAMP” means the Federal Risk and Authorization Management Program, which is a 
federally approved risk management program that provides a standardized approach for 
assessing and monitoring the security of cloud products and services. 

“FISMA” means The Federal Information Security Modernization Act of 2014 (Pub.L. No. 113-283 
(Dec. 18, 2014.). 

“Hosting Provider” means any subcontractor that is providing any or all of the Hosted Services 
under this Contract. 

“Hosted Services” means the hosting, management and operation of the Operating 
Environment, Software, other services (including support and subcontracted services), and 
related resources for remote electronic access and use by the State and its Authorized Users, 
including any services and facilities related to disaster recovery obligations.  

“NIST” means the National Institute of Standards and Technology. 

“Operating Environment” means, collectively, the platform, environment and conditions on, in 
or under which the Software is intended to be installed and operate, as set forth in a Statement 
of Work, including such structural, functional and other features, conditions and components as 
hardware, operating software, system architecture, configuration, computing hardware, ancillary 
equipment, networking, software, firmware, databases, data, and electronic systems (including 
database management systems). 

“PCI” means the Payment Card Industry. 

“Process” means to perform any operation or set of operations on any data, information, 
material, work, expression or other content, including to (a) collect, receive, input, upload, 
download, record, reproduce, store, organize, combine, log, catalog, cross-reference, manage, 
maintain, copy, adapt, alter, translate or make other improvements or derivative works, (b) 
process, retrieve, output,  consult, use, disseminate, transmit, submit, post, transfer, disclose or 
otherwise provide or make available, or (c) block, erase or destroy. “Processing” and 
“Processed” have correlative meanings. 

“PSP” or “PSPs” means the State’s IT Policies, Standards and Procedures.  
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“SSAE” means Statement on Standards for Attestation Engagements. 

“Security Accreditation Process” has the meaning set forth in Section 6 of this Schedule 

2. Security Officer. Contractor will appoint a Contractor employee to respond to the State’s 
inquiries regarding the security of the Hosted Services who has sufficient knowledge of the 
security of the Hosted Services and the authority to act on behalf of Contractor in matters 
pertaining thereto (“Contractor Security Officer”).  

3. Contractor Responsibilities. Contractor is responsible for establishing and maintaining a data 
privacy and information security program, including physical, technical, administrative, and 
organizational safeguards, that is designed to: 

(a) ensure the security and confidentiality of the State Data;  

(b) protect against any anticipated threats or hazards to the security or integrity of the State 
Data; 

(c) protect against unauthorized disclosure, access to, or use of the State Data; 

(d) ensure the proper disposal of any State Data in Contractor’s or its subcontractor’s 
possession; and 

(e) ensure that all Contractor Representatives comply with the foregoing. 

The State has established Information Technology (IT) PSPs to protect IT resources under the 
authority outlined in the overarching State 1305.00 Enterprise IT Policy. In no case will the 
safeguards of Contractor’s data privacy and information security program be less stringent than 
the safeguards used by the State, and Contractor must at all times comply with all applicable 
public and non-public State IT policies and standards, of which the publicly available ones are at 
DTMB - IT Policies, Standards & Procedures (michigan.gov).  

This responsibility also extends to all service providers and subcontractors with access to State 
Data or an ability to impact the contracted solution. Contractor responsibilities are determined 
from the PSPs based on the services being provided to the State, the type of IT solution, and the 
applicable laws and regulations. 

4. Acceptable Use Policy. To the extent that Contractor has access to the State’s IT environment, 
Contractor must comply with the State’s Acceptable Use Policy, see 1340.00.130.02 Acceptable 
Use of Information Technology (michigan.gov). All Contractor Personnel will be required, in 
writing, to agree to the State’s Acceptable Use Policy before accessing State systems. The State 
reserves the right to terminate Contractor’s and/or subcontractor(s) or any Contractor 
Personnel’s access to State systems if the State determines a violation has occurred. 

https://www.michigan.gov/dtmb/policies/it-policies
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400013002-Acceptable-Use-of-Information-Technology-Standard.pdf?rev=be02ad06273b40d0b28fd1569c01435e&hash=686A1BFBA24EE0049E2757EC68567A4F
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Law-and-Policies/IT-Policy/13400013002-Acceptable-Use-of-Information-Technology-Standard.pdf?rev=be02ad06273b40d0b28fd1569c01435e&hash=686A1BFBA24EE0049E2757EC68567A4F
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5. Protection of State’s Information. Throughout the Term and at all times in connection with its 
actual or required performance of the Contract Activities, Contractor will: 

5.1  If Hosted Services are provided by a Hosting Provider, ensure each Hosting Provider 
maintains FedRAMP authorization for all Hosted Services environments throughout the 
Term, and in the event a Hosting Provider is unable to maintain FedRAMP authorization, the 
State, at its sole discretion, may either a) require the Contractor to move the Software and 
State Data to an alternative Hosting Provider selected and approved by the State at 
Contractor’s sole cost and expense without any increase in Fees, or b) immediately 
terminate this Contract for cause pursuant to Section 25 of the Contract; 

5.2  for Hosted Services provided by the Contractor, maintain either a FedRAMP authorization 
or an annual SSAE 18 SOC 2 Type II audit materially consistent on State required NIST 
Special Publication 800-53 MOD Controls using identified controls and minimum values as 
established in applicable State PSPs.  

5.3  ensure that the Software and State Data is securely stored, hosted, supported, 
administered, accessed, developed, and backed up in the continental United States, and 
the data center(s) in which the data resides minimally meet Uptime Institute Tier 3 
standards (www.uptimeinstitute.com), or its equivalent;  

5.4  maintain and enforce an information security program including safety and physical and 
technical security policies and procedures with respect to its Processing of the State Data 
that complies with the requirements of the State’s data security policies as set forth in this 
Contract, and must, at a minimum, remain compliant with FISMA and NIST Special 
Publication 800-53 MOD Controls using identified controls and minimum values as 
established in applicable State PSPs; 

5.5  provide technical and organizational safeguards against accidental, unlawful or 
unauthorized access to or use, destruction, loss, alteration, disclosure, encryption, 
transfer, commingling or processing of such information that ensure a level of security 
appropriate to the risks presented by the processing of State Data and the nature of such 
State Data, consistent with best industry practice and applicable standards (including, but 
not limited to, compliance with FISMA, NIST, CMS, IRS, FBI, SSA, HIPAA, FERPA and PCI 
requirements as applicable); 

5.6  take all reasonable measures to: 

(a) secure and defend all locations, equipment, systems and other materials and facilities 
employed in connection with the Contract Activities against “malicious actors” and 
others who may seek, without authorization, to destroy, disrupt, damage, encrypt, 

https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.uptimeinstitute.com%2F&data=04%7C01%7CBronzJ%40michigan.gov%7Cfa52f3ea258d47e6bdc208d9510cb36f%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637629937255266371%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ghzHp5eOW%2F%2F8sxzd%2FpNC3I%2F3BYVUAs7e0mYlDGq28HI%3D&reserved=0
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modify, copy, access or otherwise use Hosted Services or the information found 
therein; and 

(b) prevent (i) the State and its Authorized Users from having access to the data of other 
customers or such other customer’s users of the Contract Activities; (ii) State Data 
from being commingled with or contaminated by the data of other customers or their 
users of the Contract Activities; and (iii) unauthorized access to any of the State Data; 

5.7  ensure that State Data is encrypted in transit and at rest using FIPS validated AES 
encryption modules and a key size of 128 bits or higher; 

5.8  ensure the Hosted Services support Identity Federation/Single Sign-on (SSO) capabilities 
using Security Assertion Markup Language (SAML), Open Authentication (OAuth) or 
comparable State approved mechanisms; 

5.9  ensure the Hosted Services implements NIST compliant multi-factor authentication for 
privileged/administrative and other identified access.  

6. Security Accreditation Process. Throughout the Term, Contractor will assist the State, at no 
additional cost, with its Security Accreditation Process, which includes the development, 
completion and on-going maintenance of a system security plan (SSP) using the State’s 
automated governance, risk and compliance (GRC) platform, which requires Contractor to 
submit evidence, upon request from the State, in order to validate Contractor’s security controls 
within two weeks of the State’s request. On an annual basis, or as otherwise required by the 
State such as for significant changes, re-assessment of the system’s controls will be required to 
receive and maintain authority to operate (ATO). All identified risks from the SSP will be 
remediated through a Plan of Action and Milestones (POAM) process with remediation time 
frames and required evidence based on the risk level of the identified risk. For all findings 
associated with the Contractor’s solution, at no additional cost, Contractor will be required to 
create or assist with the creation of State approved POAMs, perform related remediation 
activities, and provide evidence of compliance. The State will make any decisions on acceptable 
risk, Contractor may request risk acceptance, supported by compensating controls, however 
only the State may formally accept risk. Failure to comply with this section will be deemed a 
material breach of the Contract. 

7. Unauthorized Access. Contractor may not access, and must not permit any access to, State 
systems, in whole or in part, whether through the Hosted Services or otherwise, without the 
State’s express prior written authorization. Such authorization may be revoked by the State in 
writing at any time in its sole discretion. Any access to State systems must be solely in 
accordance with the Contract and this Schedule, and in no case exceed the scope of the State’s 
authorization pursuant to this Section. All State-authorized connectivity or attempted 
connectivity to State systems shall be only through the State’s security gateways and firewalls 
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and in compliance with the State’s security policies set forth in the Contract as the same may be 
supplemented or amended by the State and provided to Contractor from time to time.  

8. Security Audits.  

8.1 During the Term, Contractor will maintain complete and accurate records of its data 
protection practices, IT security controls, and the security logs relating to State Data, 
including but not limited to any backup, disaster recovery or other policies, practices or 
procedures relating to the State Data and any other information relevant to its compliance 
with this Contract. 

8.2 Without limiting any other audit rights of the State, the State has the right to review 
Contractor’s data privacy and information security program prior to the commencement of 
Contract Activities and from time to time during the term of this Contract. The State, at its 
own expense, is entitled to perform, or to have performed, an on-site audit of Contractor’s 
data privacy and information security program. If the State chooses to perform an on-site 
audit, Contractor will, make all such records, appropriate personnel and relevant materials 
available during normal business hours for inspection and audit by the State or an 
independent data security expert that is reasonably acceptable to Contractor, provided that 
the State: (i) gives Contractor at least five (5) Business Days prior notice of any such audit; 
(ii) undertakes such audit no more than once per calendar year, except for good cause 
shown; and (iii) conducts or causes to be conducted such audit in a manner designed to 
minimize disruption of Contractor’s normal business operations and that complies with the 
terms and conditions of all data confidentiality, ownership, privacy, security and restricted 
use provisions of the Contract. The State may, but is not obligated to, perform such security 
audits, which shall, at the State’s option and request, include penetration and security 
tests, of any and all Hosted Services and their housing facilities and operating 
environments. 

8.3 During the Term, Contractor will, when requested by the State, provide a copy of 
Contractor’s and Hosting Provider’s FedRAMP System Security Plan(s) or SOC 2 Type 2 
report(s) to the State within two weeks of the State’s request. The System Security Plan and 
SSAE audit reports will be recognized as Contractor’s Confidential Information. 

8.4 With respect to State Data, Contractor must implement any required safeguards as 
identified by the State or by any audit of Contractor’s data privacy and information security 
program. 

8.5 The State reserves the right, at its sole election, to immediately terminate this Contract or a 
Statement of Work without limitation and without liability if the State determines that 
Contractor fails or has failed to meet its obligations under this Section 8. 
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9. Application Scanning. During the Term, Contractor must, at its sole cost and expense, scan all 
Contractor provided applications, and must analyze, remediate and validate all vulnerabilities 
identified by the scans as required by the State Secure Web Application and other applicable PSPs. 

Contractor’s application scanning and remediation must include each of the following types of 
scans and activities: 

9.1 Dynamic Application Security Testing (DAST) – Scanning interactive application for 
vulnerabilities, analysis, remediation, and validation (may include Interactive Application 
Security Testing (IAST). 

(a) Contractor must either a) grant the State the right to dynamically scan a deployed 
version of the Software; or b) in lieu of the State performing the scan, Contractor must 
dynamically scan a deployed version of the Software using a State approved 
application scanning tool, and provide the State with a vulnerabilities assessment after 
Contractor has completed such scan. These scans and assessments i) must be 
completed and provided to the State quarterly (dates to be provided by the State) and 
for each major release; and ii) scans must be completed in a non-production 
environment with verifiable matching source code and supporting infrastructure 
configurations or the actual production environment. 

9.2 Static Application Security Testing (SAST) - Scanning source code for vulnerabilities, 
analysis, remediation, and validation. 

(a) For Contractor provided applications, Contractor, at its sole expense, must provide 
resources to complete static application source code scanning, including the analysis, 
remediation and validation of vulnerabilities identified by application source code 
scans. These scans must be completed for all source code initially, for all updated 
source code, and for all source code for each major release and Contractor must 
provide the State with a vulnerability assessment after Contractor has completed the 
required scans. 

9.3 Software Composition Analysis (SCA) – Third Party and/or Open Source Scanning for 
vulnerabilities, analysis, remediation, and validation. 

(a) For Software that includes third party and open source software, all included third 
party and open source software must be documented and the source supplier must be 
monitored by the Contractor for notification of identified vulnerabilities and 
remediation. SCA scans may be included as part of SAST and DAST scanning or employ 
the use of an SCA tool to meet the scanning requirements. These scans must be 
completed for all third party and open source software initially, for all updated third 
party and open source software, and for all third party and open source software in 
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each major release and Contractor must provide the State with a vulnerability 
assessment after Contractor has completed the required scans if not provided as part 
of SAST and/or DAST reporting. 

9.4 In addition, application scanning and remediation may include the following types of scans 
and activities if required by regulatory or industry requirements, data classification or 
otherwise identified by the State.  

(a) If provided as part of the solution, all native mobile application software must meet 
these scanning requirements including any interaction with an application programing 
interface (API). 

(b) Penetration Testing – Simulated attack on the application and infrastructure to identify 
security weaknesses. 

10. Infrastructure Scanning. 

10.1 For Hosted Services, Contractor must ensure the infrastructure and applications are 
scanned using an approved scanning tool (Qualys, Tenable, or other PCI Approved 
Vulnerability Scanning Tool) at least monthly and provide the scan’s assessments to the 
State in a format that is specified by the State and used to track the remediation. 
Contractor will ensure the remediation of issues identified in the scan according to the 
remediation time requirements documented in the State’s PSPs. 

11. Nonexclusive Remedy for Security Breach. Any failure of the Contract Activities to meet the 
requirements of this Schedule with respect to the security of any State Data or other 
Confidential Information of the State, including any related backup, disaster recovery or other 
policies, practices or procedures, is a material breach of the Contract for which the State, at its 
option, may terminate the Contract immediately upon written notice to Contractor without any 
notice or cure period, and Contractor must promptly reimburse to the State any Fees prepaid by 
the State prorated to the date of such termination. 
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SCHEDULE F - MDOC SERVICE LEVEL AGREEMENTS 

Contract No. 250000001262   
Work Skills Readiness Assessment for MDE and MDOC 

 
Please see the MDOC Service Level Agreements, Metrics 1 – 3, on the following pages. 
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MDOC Service Level Agreements 

 

 
 

 

Agency/Vendor:  

Contract #: 250000001262 Effective Date: 

Metric 1.  Delivery 

Definition and Purpose 

Delivery of testing materials will be expected within 10 business days upon date of order. Delivery 
will be made to the address on delivery order, in accordance with Schedule A Statement of Work, 
Section 8. Delivery.  
Data Sources: 

Delivery Order from MDOC location(s) 
Deliverables received  

Methodology: 

Comparison of Delivery Order request to Deliverables received.  If any exceptions to the timeline 
are preapproved by Program Manager 

Acceptable Standard: 

Deliverables received within 10 business days from order request.  The acceptable standard is 
100% of orders requested. 

Service Level Credit 

The MDOC may assess a 20% credit of the request order for each set of testing materials not 
received within 10 business days of order request.   
Extenuating circumstances will be reviewed by the MDOC Program Manager before any Service 
Credits are assessed. 

  



 

Michigan.gov/MiProcurement 

Version 2024-3          Page 128 of 142 

MDOC Service Level Agreements 
 

 

 

Agency/Vendor:  

Contract #: 250000001262 Effective Date: 

Metric 2.  LEIN 

Definition and Purpose 

The Contractor/subcontractor’s personnel must be LEIN cleared and received written approval 
from the MDOC’s Procurement Monitoring and Compliance Division Contract Monitor initially 
and annually prior to any work with MDOC offenders. The completed LEIN Information Form 
must be sent to the MDOC-PMCD-FOA-LEINS@michigan.gov and approved by MDOC prior to 
Contract staff working with MDOC offenders. This is in accordance with Schedule A, Statement 
of Work, Section 12 Security. 
Data Sources: 

1. Completed/submitted LEIN Information Forms 
2. Review of the MDOC-PMCD-FOA-LEINS@michigan.gov mailbox. 
3. MDOC Contractor Roster 

Methodology: 

Comparison of Contractor Staff Roster to LEIN information Forms received/approved. MDOC will 
review data sources 1-3. 

Acceptable Standard: 

Receiving all completed LEIN Information Forms for all Contractor staff prior to the start of 
Contract activities and annually thereafter. The acceptable standard is 100% of LEIN Information 
Forms approved prior to working with MDOC offenders. 
Service Level Credit 

The MDOC may assess a $250 credit for each LEIN Information Form not approved for 
Contractor staff prior to the start of Contract activities and annually thereafter. At the discretion 
of the State, these credits may be applied toward any payable due to the Contractor or be 
payable directly to the State of Michigan. Payments made directly to the State of Michigan shall 
be completed within 10 calendar days upon demand. 

 

mailto:MDOC-PMCD-FOA-LEINS@michigan.gov
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MDOC Service Level Agreements  
 

 

 

Agency/Vendor:  

Contract #: 250000001262 Effective Date: 

Metric 3. Training 

Definition and Purpose 

Contracted staff and/or subcontractor staff (as applicable) must complete MDOC-required training 
prior to entering MDOC facilities and/or working on any contract deliverables as outlined in 
Schedule A, Statement of Work, Section 1.5.1. B Contractor/Subcontractor Training. 
MDOC-provided training must be completed each training year (defined as October 1st through 
September 30th). The annual deadline for training completion is September 30th. 
Data Sources: 

1. MDOC MI-TRAIN web site training data. 
2. Other forms of training documentation (electronic or hard copies). 
3. Contractor organizational chart. 
4. MDOC Contractor Roster.  
5. Correspondence with MDOC Staff or the Contractor. 

Methodology: 

MDOC will conduct an annual audit of Data Sources 1-5. 
Acceptable Standard: 

Acceptable standard is 100% compliance. 
Service Level Credit: 

A credit of $250.00 will be assessed per finding for each contractor staff and/or subcontractor staff 
who do not complete MDOC-required training by the deadline.  
If over 30% of contractor staff and/or subcontractor staff do not complete MDOC-required training 
by the deadline, an additional $500.00 will be assessed.  
Extenuating circumstances will be reviewed by the MDOC Program Manager before any Service 
Credits are assessed. At the discretion of the State, these credits may be applied toward any 
payable due to the Contractor or be payable directly to the State of Michigan. Payments made 
directly to the State of Michigan shall be completed within 10 calendar days upon demand. 

 
  

https://www.michigan.gov/msp/divisions/emhsd/training-responsive/course-catalog
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SCHEDULE G - MDOC VENDOR RULES & 
REGULATIONS 

Contract No. 250000001262   
Work Skills Readiness Assessment for MDE and MDOC 

 
Please see the MDOC Vendor Rules & Regulations on the following pages. 
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MICHIGAN DEPARTMENT OF CORRECTIONS 

VENDOR RULES & REGULATIONS  
(Rev. April 2022) 

 
Contractors providing services to the Michigan Department of Corrections (MDOC) under a 
Contract, Purchase Order, Delivery Order, Memorandum of Understanding, Grant, or other 
agreements are subject to the following rules, standards, and procedures. Due to the sensitive 
nature of the involved work, Contractor and MDOC have agreed that all Contractors and 
Subcontractors shall abide by the following rules and regulations to ensure the safety of the 
Contractor, Subcontractors, Offenders, and MDOC employees. 
Any violation of the MDOC Vendor Rules and Regulations may result in a Stop Order being issued 
against the Contractor, the Contractor’s removal from his/her assignment under the agreement 
and may result in additional sanctions from law enforcement. 
 
Definitions 
 
Contraband: Any article not specifically authorized by policy including Contractor personal property. 
(See Attachment B for permissible items allowed into a facility without a gate manifest.)  
 
Contractor: an individual employed by a company, agency, or vendor that are contracted to provide 
services to the Michigan Department of Corrections or their sub-contractors. 
 
Contractor Permitted Items:  
(CFA) 
See Attachment B – Allowable Items Without Gate Manifest. 
 
(FOA) 
Contractors are permitted to take the following items in a FOA office: photo ID, money, cell phone 
(Contractors are prohibited from recording audio or video with cellular devices). 
 
Correctional Facilities Administration (CFA): Contractors who enter and provide services within the 
secure perimeter of an MDOC correctional facility are categorized as CFA Contractors. 
 
Discriminatory Harassment: Unwelcome advances, requests for favors, other verbal or non-verbal 
communication or conduct based on religion, race, color, national origin, age, sex, height, weight, marital 
status, partisan considerations, disability, or genetic information. 
 
Facility: Any property owned, leased, or occupied by the MDOC.  
 
Field Operations Administration (FOA): Contractors who provide services in the community are 
categorized as FOA Contractors.  
 
MDOC: Michigan Department of Corrections. 
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MDOC Program Manager: Individual appointed by the State to monitor and coordinate the day-to-day 
activities of the Contract. 
 
Offender: A prisoner or parolee under the jurisdiction of the MDOC or housed in a MDOC facility, a 
probationer who is supervised by an employee of the MDOC, or any person referred to the MDOC by the 
courts for investigation or supervision. 
 
Offender Contact Disclosure for Contractors Form: Form completed at the time of initial LEIN 
clearance and renewed as needed as circumstances change. Contractors are required to disclose relation, 
acquaintance, or active communication with offenders under MDOC jurisdiction at any time during their 
performance on the contract. Failure to disclose this information may result in disqualification from 
working on MDOC deliverables. Disclosure of offender contact will result in a review process which may 
also disqualify the disclosing contractor from working on MDOC deliverables.  
 
Overfamiliarity: Conduct that has resulted in, or is likely to result in, a personal non-work-related 
association or intimacy. Establishing a friendship, mutual attraction, or intimate relationship with an 
offender, is strictly prohibited. Examples include, but are not limited to: 
 

• Conduct which has resulted in or is likely to result in intimacy, a close personal or non-work-
related association 

• Being at the residence of an offender outside of routine work duties 
• Being at the residence of an offender’s family outside of routine work duties 
• Giving or receiving non-work-related letters, messages, money, personal mementos, pictures, 

telephone numbers, to or from an offender or a family member of a listed visitor of an offender 
• Exchanging hugs with an offender 
• Dating or having sexual relations with an offender 

 
Procurement, Monitoring, and Compliance Division (PMCD): Unit that provides oversight to MDOC 
contracts and ensures that Contractors are delivering services according to contract requirements.  
 
Stop Order: A notice that is posted at a worksite prohibiting an individual from entering or being 
allowed on the grounds of an MDOC worksite. 
 
Vendor: A company or agency who employs individuals who provide contracted services to the MDOC 
or their sub-contractors.  
 
Vendor Supervisor: The Vendor’s main point of contact to monitor and coordinate the day-to-day 
activities of the Contract. 
 
General Requirements 
 
MDOC Rules, Regulations, Policies, and Procedures. Contractors will comply with all rules, 
regulations, and policies of the State that are communicated to Contractor in writing, including security 
procedures concerning systems and data and remote access, building security procedures, including the 
restriction of access by the State to certain areas of its premises or systems, and general health and safety 
practices and procedures. This Vendor Rules and Regulations document serves as the initial 
communication of MDOC Rules, Regulations, Policies, and Procedures with the possibility of additional 
communication to follow. 
 
Background Checks. The State, in its sole discretion, may perform background checks on Contractors.  
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Contractor Roster. To assist PMCD in maintaining complete and accurate contractor files and 
identifying those who access secure correctional facilities, criminal justice information, and have contact 
with offenders, Contractors are required to update contact information and additional information upon 
request.  
 
Training Requirements. In accordance with MDOC instruction, Contractors providing services to the 
MDOC must complete applicable MDOC assigned training prior to providing services under the contract 
and annually thereafter. The training assigned to Contractors is specific to worksite, level of offender 
contact, access to MDOC data, and the services provided under the contract. For Contractors who have no 
offender contact and no access to MDOC properties or data, training may not be a requirement.  
 
Discrimination. Contractors shall not discriminate against a person on the basis of religion, race, color, 
national origin, age, sex, height, weight, marital status, partisan considerations, disability, or genetic 
information. 
 
Political Activities. Contractors cannot proselytize for any political group while providing services for 
the MDOC or at the location of where services are provided to the MDOC. 
 
Conflict of Interest. If a Contractor has a family member or friend who is incarcerated, on  
parole or probation he/she must immediately notify their Contractor Supervisor, MDOC Contract 
Representative, and complete the Offender Contact Disclosure for Contractors form for proper 
assignment to avoid a conflict of interest. 
 
Public Information. Contractors are not authorized to make public statements on behalf of the  
MDOC.   
 
Role Model. Contractors serve as role models to offenders and must act in a professional manner at all 
times. Any arrest, citation, issuance of a warrant for a felony or misdemeanor offense or issuance of a 
personal protection order against the Contractor must be immediately reported to his/her Vendor 
Supervisor and MDOC Program Manager. Any action or inaction by a Contractor which jeopardizes the 
safety or security of the facility, MDOC employees, the public or offenders is prohibited. 
 
Fitness for Duty. Contractors are required to be physically and mentally fit to perform their job duties. If 
you do not believe you are mentally or physically fit, please report this issue to your Vendor Supervisor 
and MDOC Program Manager. Contractors shall immediately notify their Vendor Supervisor and MDOC 
Program Manager if they are taking medication which may interfere with their work responsibilities. 
Additionally, Contractors must adhere to MDOC COVID-19 protocols and testing measures.  
 
Use of Leave/Notice of Absence. Contractors are required to obtain preapproval of leave from their 
immediate Vendor Supervisor and/or on site MDOC Supervisor if applicable.   
Punctuality. Regular attendance and punctuality are required of all Contractors. All Contractors are 
expected to adhere to the work schedule approved by their supervisor and to be at their assignment at the 
start of their shift or workday. In addition, all Contractors must adhere to specific facility procedures for 
attendance accountability.  
 
Jail Time or Other Restricted Supervision. No Contractor shall be allowed to provide services to an 
offender while under electronic monitoring supervision or device, house arrest, or sentenced to jail time 
even if granted a work release.  
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ADA Compliance. Contractors shall contact their employing Vendor for ADA issues and follow their 
Vendor’s Disability Accommodation request process. Due to potential custody and security issues, the 
Vendor shall include the PMCD Contract Manager and MDOC Equal Employment Opportunity Officer 
in the interactive process. Any costs associated with the accommodation are the responsibility of the 
Contracting Vendor, not the MDOC. If a Vendor has approved a reasonable accommodation their staff, 
PMCD shall be notified. 
 
Possession and/or Use of Medication. Contractors shall immediately notify their Vendor Supervisor and 
MDOC Program Manager if taking prescribed medication which may interfere with the Contractor’s 
work responsibilities. In addition, any Contractor who has duties involving the direct management or 
observation of offenders shall immediately provide written notice of a prescribed medication that could 
reasonably be expected to affect the work performed. Such medication includes, but is not limited to 
narcotic pain medication, psychotropic medication, mood altering medication, and antihistamines. 
 
Prison Rape Elimination Act of 2003 (PREA), 42 U.S.C. § 15601  
A. Contractors shall comply with the Final Rule implementing PREA, all applicable PREA standards and 
the agency’s policies. Contractors shall make itself familiar with and at all times shall observe and 
comply with all PREA regulations that in any manner affect the performance under this Contract. Failure 
to comply with the PREA standards and related polices of the MDOC will be considered a breach of 
contract and may result in termination of the contract.  
 
B. Contractors who may have contact with prisoners must complete PREA training prior to providing 
services.  
 
C. As is deemed necessary, the MDOC Program Manager will provide the Contractor with current copies 
of all PREA documents via email. Any revisions to the documents will be emailed to the Contractor 
throughout the contract period, and the Contractor must comply with all documentation provided.  
 
D. The Contractor must report any information concerning violations of PREA as soon as made aware of 
the alleged occurrence to the MDOC immediately. 
 
Contractor Work Rules 
 

1. Humane Treatment of Individuals. Contractors are expected to treat individuals in a humane 
manner in the workplace or while on duty. Examples of actions of a Contractor in violation of this 
rule include but is not limited to any action, language, or behavior that causes intimidation, 
humiliation, degradation, or belittlement of another person or group, displaying a weapon or 
object for the purpose of intimidation, and invoking unnecessary or unreasonable rules and 
requests. 

 
2. Use of Personal Position for Personal Gain. Contractors shall not engage in actions that could 

constitute the use of their position for personal gain. Examples of actions of a Contractor in 
violation of this rule include but is not limited to obtaining goods or services that would not 
otherwise be available to the Contractor, displaying department issued credentials or referencing 
employment for non-work-related reason, and obtaining information, assistance, or leniency from 
other law enforcement or criminal justice agencies. 

 
3. Discriminatory Harassment. Contractors shall not engage in discriminatory harassment which 

includes but is not limited to, unwelcomed advances, requests for favors, other verbal or non-
verbal communication or conduct based on religion, race, color, national origin, age, sex, height, 
weight, marital status, partisan considerations, disability, or genetic information. 
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4. Misuse of State or Other Agency Property or Equipment. Contractors shall not misuse State 

or Vendor property. Examples of actions of a Contractor in violation of this rule include but is not 
limited to use of computer for personal or unauthorized purposes, inappropriate use of the 
internet, and removal of items from State or Vendor premises without authorization.  

 
5. Conduct Unbecoming. Contractors shall not behave in an inappropriate manner that may harm 

or adversely affect the reputation or public perception of the MDOC. Contractors are expected to 
be professional at all times. Contractors are also expected to support and uphold the law through 
their actions and personal conduct. In instances where a Contractor is arrested or charged with a 
criminal offense, this incident shall be reported to the Contractor’s Vendor Supervisor and the 
MDOC Program Manager. 

 
6. Physical Contact. Inappropriate physical contact is prohibited. Examples include but are not 

limited to, inappropriately placing of hands on another person, horseplay, or other types of body 
contact, including body contact with an object. 

 
7. Confidential Nature of Records. Contractors shall respect the confidentiality of other 

Contractors, MDOC staff, and offenders. Contractors shall not share confidential information, 
health care information, or other information and reports to unauthorized persons.  

 
8. Use of Health Care Services. Contractors shall only use the facility health care services in cases 

of emergency, and medical stabilization for serious on-the-job injuries.  
 

9. Class II Insubordination. Willful acts of Contractors contrary to management directives that 
may compromise the MDOC’s ability to carry out its responsibilities, such as operation of safe 
and secure facilities or protection of the public, are prohibited.  

 
10. Class I Insubordination. Contractors are prohibited from failing to immediately follow 

management directives. 
 

11. Searches While on Facility Property. All Contractors are subject to authorized searches while 
on facility property. Contractors who refuse to submit to, avoid or interfere with an authorized 
search will be relieved of providing services immediately pending investigation.   

 
12. Responding or Providing Assistance. All Contractors of the MDOC, regardless of 

classification, have security responsibility. Contractors shall immediately respond to any request 
for assistance, including emergency preparedness drills and mobilizations. A Contractor shall 
come to the assistance of other Contractors, offenders, visitors, volunteers, etc., who are in 
distress, in an escalated situation, at risk of suffering harm or injury or in an emergent situation. 

 
13. Work Rule Rescinded. 

 
14. Work Rule Rescinded. 

 
15. Work Rule Rescinded. 

 
16. Criminal Acts - Felony. Contractors shall not engage in any conduct which results in a felony 

conviction (including diversion programs), whether by guilty plea, no contest plea, delayed or 
deferred sentence or trial. Contractors shall report any felony arrest, charge, or convictions to 
their Vendor Supervisor and MDOC Program Manager within 24 hours.  
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17. Controlled Substance/Intoxicant – Possession, Introduction, or Attempted Introduction. 

Possessing, introducing, or attempting to introduce controlled substances or intoxicants into any 
facility where offenders are supervised shall result in discharge and possible referral for 
prosecution. Contractors are responsible for any item in their area of control which includes, but 
is not limited to, the automobile they have driven, their clothing, and within purses and 
briefcases.  

 
18. Use of Alcohol or Controlled Substance. Contractors are prohibited from consuming 

alcohol or any controlled substance while on duty or on breaks. Contractors who report 
for duty with alcohol on his/her breath or when suspected of being under the influence 
of alcohol or a controlled substance, may be immediately removed from providing 
services. Contractors are subject to random, reasonable suspicion, pre-appointment, 
post-accident, and follow-up drug and alcohol testing protocol. 

 
19. Work Rule Rescinded. 

 
20. Introduction or Possession of Contraband Items (CFA). Contractors shall not introduce or 

possess unauthorized items such as escape paraphernalia, weapons, facsimiles of weapons, 
ammunition, wireless communication devices, cell phones, tobacco, or facsimiles of tobacco 
products in any facility where offenders are housed. Contractors are responsible for any item in 
their area of control which includes, but is not limited to, their clothing and within purses and 
briefcases.  

 
21. Contraband in Vehicle on the Premises of a Facility Housing Offenders. Contractors are 

responsible for ensuring that unauthorized items such as alcohol, controlled substances, weapons, 
ammunition, or facsimiles thereof are not in their vehicle.  

 
22. Misdemeanor or Other Restrictions. Any conduct by a Contractor which results in a 

misdemeanor conviction (including diversion programs), whether by guilty plea, no-contest plea, 
delayed or deferred sentence, or trial is prohibited. Exceptions include animal control 
misdemeanors, insurance related misdemeanors, and license related misdemeanors. Contractors 
shall report any misdemeanor arrest, charge, or convictions to their immediate Vendor Supervisor 
and MDOC Program Manager within 24 hours.  

 
23. Work Rule Rescinded. 

 
24. Work Rule Rescinded. 

 
25. Work Rule Rescinded. 

 
26. Entry and Visiting in a Facility. Contractors shall not visit non-public areas of a facility where 

offenders are housed for non-work-related purposes without prior approval of their Vendor 
Supervisor and MDOC Program Manager. Contractors who have family members incarcerated 
with the MDOC must complete the Offender Contact Disclosure for Contractors form and obtain 
MDOC approval prior to visiting an offender. Contractors visiting any facility where offenders 
are housed shall sign the facility visitor’s log. 

 
27. Dereliction of Duty. Contractors shall fully perform their job duties. Any action or omission of a 

Contractor indicating neglect of his/her job duties, including but not limited to safe and proper 
care and control of offender’s health and well-being will be considered dereliction of duty.  
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28. Use of Force. Contractors shall use the least amount of force necessary to perform their duties. 

Contractors may act to reasonably to protect themselves and others from harm.   
 

29. Work Rule Rescinded. 
 

30. Duty Relief and Exchange of Duties. Contractors shall not leave an assignment or exchange 
duties without prior relief or authorization from their immediate Vendor Supervisor or MDOC 
Supervisor if applicable. 

 
31. Security Precautions. Contractors shall take reasonable security precautions to ensure the safety 

and security of employees, the public, and offenders. Examples include but are not limited to, loss 
of security equipment (keys, tools, etc..), propping open security doors or doors that should 
remain locked, allowing an unknown or unidentified individual access into a building, and 
unauthorized distribution of MDOC exempt policy directives/operating procedures. 

 
32. Attention to Duty. Contractors shall remain alert while on duty. Sleeping or failure to properly 

observe an assigned area or offenders are examples of inattention to duty and are prohibited. 
Items that detract from the alertness of a Contractor are prohibited. These items include but are 
not limited to unauthorized electronic devices, computer games, books, pamphlets, newspapers, 
or other reading materials while on duty. 

 
33. Reporting Violations. Contractors shall immediately report the conduct of another Contractors 

or MDOC Employees that is in violation of MDOC rules, policies, and procedures. Contractors 
must report conduct involving drugs, escape, sexual misconduct, sexual harassment, workplace 
safety or excessive use of force. A complete written report of the approach must be made no later 
than the end of the Contractor’s workday. 

 
34. Reporting Approach to Introduce Contraband, Violate Rules, Policies, Procedures, 

Director’s Office Memorandums and Manuals. Contractors shall report each time they are 
approached to introduce contraband or violate rules, policies, procedures, Director's Office 
Memorandums, or manuals. A verbal report of the approach shall be made immediately to the 
Vendor Supervisor, MDOC Program Manager, and on site MDOC staff with a complete written 
report of the approach must be made no later than the end of the Contractor's workday. 

 
35. Work Rule Rescinded. 

 
36. Work Rule Rescinded. 

 
37. Work Rule Rescinded. 

 
38. Reporting Requirements. Contractors shall timely submit accurate and complete oral and 

written reports when required by MDOC policy, procedure, or when requested by supervisor or 
other authorized personnel. Failure to provide reports that are accurate and complete is a violation 
of this work rule. Vendors shall ensure their Contractor’s complete reports as requested by the 
MDOC. 

 
39. Work Rule Rescinded. 

 
40. Work Rule Rescinded. 
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41. Work Rule Rescinded. 
 

42. Contractor Uniform Requirements. Contractors must wear their required uniforms as approved 
by the Vendor and the MDOC. Contractors will not be permitted to enter the facilities or interact 
with offenders without the proper Vendor approved uniform/work attire. Examples of 
inappropriate attire are cut-off shorts, tube tops, bathing suits, see-through clothing, excessively 
ripped clothing, etc. Shirts and shoes are required. 

 
43. Work Rule Rescinded. 

 
44. Work Rule Rescinded. 

 
45. Work Rule Rescinded. 

 
46. Work Rule Rescinded. 

 
47. Falsifying, Altering, Destroying, Removing Documents or Filing False Reports. Contractors 

shall not falsify, alter, destroy, or remove documents, logbooks, data entries, reports, receipts, 
etc... from the facility or office. Fraudulent reporting of a Contractor’s time is expressly 
prohibited. Contractors who file a false compliant will be considered to be in violation of this 
rule. 

 
48. Giving or Receiving Gifts or Services. Contractors are prohibited from exchanging with, giving 

to, or accepting any gifts or services from offenders or an offender’s family.  This includes but is 
not limited to food and beverage items, shoeshines, clothing, paper products, stamps, delivering 
letters/correspondence, etc. 

 
49. Work Rule Rescinded. 

 
50. Overfamiliarity or Unauthorized Contact. Contractors are prohibited from engaging in over-

familiarity or non-work relationships with an offender, or an offender’s family member, known 
acquaintance or listed visitor. For Contractors with relationships with active MDOC offenders or 
offender’s family, the completion of the Offender Contact Disclosure for Contractors form must 
be completed. This form is included at the time of LEIN clearance and renewed as needed as 
circumstances change. Contractors are required to disclose relation, acquaintance, or active 
communication with offenders under MDOC jurisdiction at any time during their performance on 
the contract. 

 
51. Sexual Abuse of Offender. Contractors shall not engage in sexual abuse of an offender. 

 
52. Sexual Harassment of Offender. Contractors shall not engage in sexual harassment of an 

offender. Contractors shall not assist, advise, or encourage another to engage in sexual 
harassment, nor shall they assist the violator in avoiding discovery. Sexual harassment can 
include, but is not limited to, verbal or written statements of a sexual nature, demeaning 
references to gender or derogatory verbal or written statements about body or clothing, and 
profane or obscene language or gestures of a sexual nature. 

 
53. Workplace Safety. Threats made by Contractors such as bomb threats, death threats, threats of 

assault, threats of assault, acts of physical violence are prohibited. Contractors shall not 
physically fight or assault any person at their worksite or facility grounds. Contractors may act to 
reasonably defend themselves against violence. If a Contractor becomes aware of a threat of 
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violence or an act of violence, the Contractor shall immediately report this information to their 
Vendor Supervisor, on-site MDOC employee, and MDOC Program Manager.  

 
54. Misuse of Recording Devices or Recorded Information. Contractors are prohibited from using 

any type of recording device to record, transmit, or transcribe audio conversations, electronic 
information, photographic or video images. Contractors are prohibited from making copies or 
removing copies of communications without authorization which are routinely recorded and/or 
monitored as part of the daily operations of the Department (logbooks, security tapes, etc.). 

 
ACKNOWLEDGMENT 
 
I acknowledge that I have received a copy of, have read, understand, and agree to abide by the 
above conditions and applicable attachments. If I have any questions, I will ask my Vendor 
Supervisor. 
 
 

                                                              
_____________________________ _________________________________    
Print Contractors Name   Contractors Signature    Date 
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