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REQUEST FOR PROPOSALS
PAYROLL AND TIMEKEEPING SOLUTIONS
February 7, 2017

RFP #17-HR SOLUTIONS 2/15
Lisa Lane
Purchasing Agent

City of Lebanon

200 N. Castle Heights Avenue

Lebanon, TN  37087

City of Lebanon
Request for Proposal

RFP# 17-HR Solutions 2/15
*City of Lebanon reserves the right to reject all or any part of any RFP*

The City of Lebanon is exempt from State Tax and Federal Exercise Tax.

NO PROPOSALS RECEIVED AFTER CLOSING WILL BE ACCEPTED.

The City of Lebanon invites sealed proposals for software in accordance with the specifications and bidding instructions set forth in this Request for Proposals.  Proposals will be received by the Purchasing Department, 200 N. Castle Heights Avenue, Lebanon, TN  37087, until 3:00 p.m. local time, February 15, 2017, at which time they will be opened and read aloud.
Please identify as a sealed proposal with stamped on the outside of the envelope “RFP #17-HR SOLUTIONS 2/15”

Any questions in regard to this proposal should be directed to Lisa Lane, Purchasing Agent, (615) 443-2802.

A copy of the bid tabulation will be available upon written request to the Purchasing Department.

Any manufacturers’ names, trade names, brand names, or catalog numbers used in the specifications are for the purpose of describing and establishing general quality levels.  Such references are not intended to be restrictive.  Since the “City” does not wish to rule out other competition and equal brands or makes, please remember ANY APPROVED EQUAL.”  HOWEVER, IF A PRODUCT OTHER THAN SPECIFIED IS BID, IT IS THE VENDORS RESPONSIBILITY OR PROVE TO THE “CITY” THAT SAID PRODUCT IS EQUAL TO OR EXCEEDS THE QUALITY OF THE SPECIFICATIONS LISTED FOR ANY ITEM.

The City of Lebanon is an equal opportunity entity, and does not discriminate on the basis of age, race, sex, national origin, religion or disability in admission to, access to, or operations of its programs, services, activities, or in its awarding of such bids.  All vendors must be incompliance with all City Codes and current with all City fees and taxes in order to be considered as a responsive bidder or participant in this process.
1. SCOPE AND CLASSIFICATION 

1.1 The City of Lebanon, Tennessee wishes to consider a payroll and time keeping management solution that will manage the payroll, HRIS and timekeeping functions for approximately 450 employees (full, part time, seasonal and temporary).

1.2 Classification:  The software specifications shall be of the following types either “equal to” or “better than”.

2. SPECIFICATIONS

A. The Technical Proposal  (You must use our form provided)
1. The Firm

a. Name and address of firm.

b. The name of the contact person that the City should contact for questions and clarifications concerning your company’s proposal.  Include phone number, fax number, and E-mail address.

c. Organizational structure of the firm including subsidiaries, partnerships, or parent firm.

d. An explanation of your approach to problem resolution and how your firm will deal with problems that may arise in the operational use of your software and/or time capturing devices. (e.g. is a third party responsible for supporting time capturing devices or does your firm do it?)

2. References and Clients

a. A representative listing of references that the City of Lebanon may contact.  Please include references where the firm has performed and completed engagements similar to this RFP, preferably from local governments, and a brief (one or two sentences) description of the application provided.  Include the length of the relationship you have had with each client you use as a reference.  Please include contact information for each reference.  Use a separate sheet for this request.
b. List all clients who are governmental agencies in the State of Tennessee. Use our sheet provided.
c. List all clients who are local governments of similar size or larger (i.e. 400 to 500 employees serving a population of approximately 30,000).  Payroll firms must have experience with other municipalities and local governments. Use our sheet provided.
3. The Technical Proposal

Please provide a specific and affirmative response to each of the requirements set out in this RFP.  Failure to respond positively to any of the items may eliminate your proposal from any further consideration.  Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.
4. Specify the minimum, recommended, and optimal server and storage hardware required to support the system, assuming current employment of 450 employees.  Include a formalized list of information, space, equipment, staff, or other resources needed by the vendor to complete this project to the extent the vendor expects the City of Lebanon to provide such resources.  (NOTE:  Your response should assume that the City will provide the necessary hardware and hosting services.)  
Comply _____   Not Comply _____
5. Include any other information that would assist the City of Lebanon in evaluating your company’s experience and ability to furnish the requirements of this RFP.  Use a separate sheet for this request, if necessary.
6. A signature and title of an officer or other individual of your firm authorized to enter into pricing on the firm’s behalf.

B. The Cost Proposal

All costs must be included in your response.  The City of Lebanon shall not entertain any claims for extra costs not specifically stated in the proposal and agreed to in the contract.

1. A description of the services offered by the firm and the filling rates for these services in accordance with the requested services as described in the RFP.  Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in this section.
	
	DESCRIPTION
	COMPLY
	NOT 
COMPLY
	NOTES FROM BIDDER

	a.
	The cost of the software itself
	
	
	

	b.
	A description of the travel schedule and associated travel, lodging, meal. Or per diem expenses for any of the firm’s staff who will spend time working in Lebanon, if any.  
	
	
	

	c.
	A description of the training expenses assuming all training is held at the City of Lebanon
	
	
	

	d.
	Onsite training sessions shall be offered for employees/users, HR, Payroll, managers and timekeeping administrators.  
	
	
	

	e.
	Web Training may be in addition to onsite training but cannot be the sole offering for training.
	
	
	

	f.
	Vendor shall supply online support or help screens for common questions related to  data fields or reports
	
	
	

	g.
	Vendor shall have a support center for more complex questions which cannot be handled by online help screens.  The support center shall be manned by fully trained and knowledgeable staff.
	
	
	


	
	DESCRIPTION
	COMPLY
	NOT 

COMPLY
	NOTES FROM BIDDER

	h.
	State the cost of any specialized equipment called for in the proposal and the length of time of any warranty on the equipment that is not purchased by the City.  Separately state the cost per year of extending the original warranty.  DO NOT include the cost of basic, commodity PC workstations or servers.  You should assume that these workstations or servers are already in place, or will be provided by the City.
	
	
	

	i.
	Minimum of 14 standard time capturing devices PIN entry will be leased and a maintenance agreement must be priced.  Pricing for optional time capturing devices may be included provided the options are clearly marked.
	
	
	

	j.
	Please include the names and address of any subcontractors and the portion of your proposal to be assigned to them as part of your cost proposal.  (e.g. Training will be performed by ___________.  Time clocks will be acquired through _____________)
	
	
	

	k.
	Any software or software modules developed from an outside source must be disclosed.(Space provided)
	
	
	

	l.
	A description of any licensing, maintenance, and support fees associated with any software employed in the proposed applications. These fees should be listed in spaces provided as indicated.
	
	
	

	m
	Detail any costs included in proposal above
	
	
	

	n
	Summarize and total project costs as follows: Implementation Fees (1-time charges) Cost for First Year, Total Cost for 3 & 5 Years in the spaces provided at the end.
	
	
	


The City of Lebanon is not responsible for any cost a vendor incurs in responding to this RFP.

C. Requirements

The system shall be capable of all the functions listed in this section.  Failure to respond positively to any of the items will eliminate your proposal from any further consideration.

System Basics and Integration
1. Currently the City of Lebanon is networked locally with CAT6 and to the outlying buildings via WAN over T1 lines.  The City of Lebanon has a virtualized environment as well as some physical servers.  The major operating systems and applications include:  Windows Server 2003 Std 32 bit, Windows Server 2008 R2 64 bit, VMware 5.5, Exchange 2013, and SQL 2014 64 bit.
There are approximately 350 computers (most at 13 or above processor speed with at least 8GB RAM).  The City of Lebanon has implemented the Tyler Technologies Munis Financial/HR Software system, v10.5.  The software utilizes Microsoft SQL 2014 64bit Server database system.  

	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES FROM BIDDER

	2.
	For a vendor to be considered, the vendor’s product must be able to integrate with the City’s hardware and software as described above, without the use of APIs or other interface is preferred, but with the use of APIs on a case by case basis.  The vendor shall be required to work closely with the City’s IT Division in assuring that the hardware and software proposed will in no way compromise the security of the City’s communication and information infrastructure.
	
	
	


	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES FROM BIDDER

	3.
	Implementation must be handled through conversion and not data entry.  Conversion must include historical data through January 2015, including terminated employees and retirees.  The vendor’s implementation team must have the capability to extract data from the City’s Tyler Reporting Services (TRS) system which utilizes (SRSS) SQL Reporting Services.  
	
	
	

	4.
	The system must be able to integrate with the following:

*Tyler Technologies GL

*Civic Plus/Civic HR ATS

*Empower 401k (Great West Retirement)

*TCRS Concord

*Compsych Leave Management

*Any major healthcare or other benefits vendor (such as BCBS, Cigna, United Healthcare, Aetna, Sunlife) for enrollment and billing

*AXA Advisors 457b

*Automated process/integration with State new hire reporting

*Automated process/integration with E-Verify


	
	
	


	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES FROM BIDDER

	5.
	Provide a World Wide Web (web) interface that is fully functional with Microsoft IE: 8.0 and     higher as well as Google Chrome and Mozilla Firefox web browsers.  The web interface shall be fully functional on the Microsoft Windows platform.  The proposal shall state any version requirements for the browsers and operation systems.  The proposal shall clearly indicate any functionality that is missing on the web version.
	
	
	

	6.
	Automatically adjust to time and date changes due to the number of days in the month, daylight savings time, leap year, etc.
	
	
	


  Data Integrity and Backups
	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	1.
	The system must be operable 24 hours a day, 7 days a week, 365-days a year.
	
	
	

	2.
	The system must provide for data integrity in the event of power outages or damage to all or part of the database platform.
	
	
	

	3.
	The system must allow for punching, editing, calculating, reporting and system backup without going offline or suffering noticeable degradation of performance.
	
	
	


D.   Employee Time and Attendance System
Provide the basic functions associated with an Employee Time and Attendance system. Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.
	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES TO BIDDER

	1.
	Multiple work schedules (fixed, seasonal, temporary, part-time, call back); hourly and salary compensation; and compliance with overtime requirements, including the higher overtime thresholds permitted under the 207k exemption for police and fire personnel and seasonal personnel under the Fair Labor Standards Act.  
	
	
	

	2.
	Unlimited different pay codes and accruals including codes for PTO, Comp Time used hours, floating holiday, Extended Sick Leave, Bereavement leave, leave without pay, workers’ compensation, military leave, FMLA, jury duty, etc.
	
	
	

	3.
	Configurable, automated overtime rules for inclusion and exclusion of non-worked hours pay codes, in timecard.
	
	
	

	4.
	Supervisory ability to review and act upon on-line leave requests
	
	
	

	5.
	FLSA OT calculations include hours worked, PTO hours, comp time used hours, floating holiday hours.
	
	
	

	6.
	FLSA OT calculations exclude holiday non-work hours, extended sick leave hours, FMLA, workers comp leave hours, military leave, administrative or disciplinary leave.  
	
	
	


	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	7.
	Employees are allowed to “stack” leave hours on top of work hours when earning overtime.
	
	
	

	8.
	Public Safety (Fire & Police) overtime rules must be handled by scheduling (timekeeping for various periods (14 or 25 days & various OT limits). Overtime limit on Fire 212 hours on a 28 day work period but paid bi-weekly. Police on a 14 day work period also paid bi-weekly.
	
	
	

	9.
	Vendor handles programming changes to pay rules or timekeeping policies programmed in to the system without charging customer for additional services.  This should be included as a regular service.
	
	
	

	10.
	Blended overtime calculations that comply with DOL requirements when employees receive bonuses, supplements and stand by pay.
	
	
	

	11.
	Automated comp time accruals with employee authorization
	
	
	

	12.
	One database for HR and Payroll so that multiple data entry points are not required.
	
	
	

	13.
	Project time tracking
	
	
	

	14.
	Mobile app for timekeeping and employee self-service
	
	
	

	15.
	Employee self service capabilities
	
	
	

	16.
	PTO accrual tracking  
	
	
	

	17.
	Caps for PTO and Comp Time earnings tracking  
	
	
	

	18.
	Ability to prioritize Comp Time usage over PTO when employees request time off  
	
	
	


	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	19.
	  Call Back pay is guaranteed at 1.5x rate of pay, even if the call back doesn’t result in OT but it does not compound the overtime calculation (in other words, they only earn 1.5x not 1.5x plus OT at another 1.5x) but if it is overtime, then that has to be included in the blended overtime calculation.
	
	
	

	20.
	Multiple holiday policies for paying holidays off and holidays worked, included floating holidays for certain departments.
	
	
	

	21.
	Unused PTO is converted to Extended Sick Leave
	
	
	

	22.
	Time capturing devices shall include time clocks (PIN), computer or cellular
	
	
	

	23.
	The system shall have a PC based browser/web clock available for clock in/out.
	
	
	

	24.
	The time capturing devices shall indicate a successful or unsuccessful recording of time.
	
	
	


E.   Reporting

The system shall produce the following pre-defined reports using accurate data. Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.

	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	1.
	Simple, user friendly report writer with Excel export capabilities
	
	
	

	2.
	Individual employee time sheet
	
	
	

	3.
	Daily hours by time by project/employee/division/department
	
	
	

	4.
	Biweekly hours by project/employee/division/department
	
	
	

	5.
	Monthly hours by project/employee/division/department
	
	
	


	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	6.
	Absentee report by employee/division/department  
	
	
	

	7.
	Punch detail with Geo Tracking
	
	
	

	8.
	Weekly time card (PIN) by employee/division/department
	
	
	

	9.
	Overtime tracking and monitoring  
	
	
	

	10.
	History/archival reports  
	
	
	

	11.
	Reports shall be available containing history (weekly, biweekly, monthly, annual, etc.) of various data including late punches, absenteeism, etc.
	
	
	

	12.
	Specify if any of these are not standard pre-defined reports already existing in the solution being offered.
	
	
	

	13.
	All necessary reports that are required to be sent to the IRS, TCRS, EEOC, FMLA, Cobra, I-9 verification tracking, OSHA and Safety training tracking.
	
	
	

	14.
	Proposed solution must have a reporting functionality that will allow access to any and all fields within the database(s) used by the solution.
	
	
	

	15.
	The report tool should be intuitive and utilize wizards or similar features that will allow authorized City employees to both setup and run simple ad hoc reports without the assistance from the vendor.
	
	
	

	16.
	Reporting solution should have common standard reports available.
	
	
	


F.   Payroll, Benefits and Miscellaneous 

Additional needs and function requirements in the solution.  Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.
	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	1.
	HR, Tax, and ACA consultation provided by vendor
	
	
	

	2.
	Vendor handles all ACA reports, quarterly 941s, year-end, W2s and 1095c reporting.  
	
	
	

	3.
	Automated benefits changes, benefits enrollment, integration with benefits vendor billing
	
	
	

	4.
	Automated calculations for taxable benefits such as employer paid benefits, take home vehicle
	
	
	

	5.
	Payroll program must accommodate wage garnishments, child support payments and bankruptcies.  Vendor must be able to remit these deductions to the appropriate agencies on a timely basis.
	
	
	

	6.
	Payroll program must correctly calculate all tax liabilities for both employee and employer.  Vendor must be able to prepare all payroll tax liability forms on the City’s behalf and remit payment to proper tax authorities in a timely fashion.
	
	
	

	7.
	Payroll system must accommodate employee direct deposit of net payroll with a minimum of three distributions per employee, automatic pre-noting and manual override of pre-note.  Vendor is required to prepare and remit all ACH files.
	
	
	

	8.
	Payroll system must accommodate both pre and post-tax payroll deductions.
	
	
	


	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	9.
	Payroll system with true effective dating of pay rate changes, title changes, position changes, department changes is highly desired.
	
	
	

	10.
	Payroll system with true effective dating of pay rate changes, title changes, position
	
	
	

	11.
	Roll down of changes for across the board pay plan adjustments
	
	
	

	12.
	Payroll system must allow for pre-processing payroll preview
	
	
	

	13.
	Payroll system must accommodate manual check entry
	
	
	

	14.
	Payroll system must accommodate reversal and voiding of checks
	
	
	

	15.
	Payroll system must maintain extensive online check history
	
	
	

	16.
	Payroll system must provide for a complete General Ledger Interface of each payroll to the City’s general ledger program utilizing an excel file format.
	
	
	

	17.
	Payroll system must provide for year-end W2 generation and filing of all applicable tax forms
	
	
	

	18.
	Payroll system must provide for onsite printing or vendor generated payroll checks or stubs
	
	
	

	19.
	Payroll system must track deductions in arrears  
	
	
	

	20.
	Payroll system must have the ability to accept mass changes uploads using excel format spreadsheets.
	
	
	


G. Installation/Implementation

Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.

	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	1.
	The vendor shall provide an onsite representative for initial discovery/system documentation/mapping and implementation of the system.
	
	
	

	2.
	The vendor shall provide an installation and completion timetable.
	
	
	

	3.
	Implementation shall include conversion of existing data to the extent available
	
	
	

	4.
	The vendor shall allow for an overlap of two biweekly pay periods where the new system will run in tandem with the existing system to assure proper functionality.  This test of two pay periods is to begin after the new system is fully operational and as directed by the City.
	
	
	

	5.
	The vendor shall provide a weekly progress e-mail to selected administrators.
	
	
	


H.  Licensing and Maintenance

Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.
	
	DESCRIPTION
	COMPLY
	NOT COMPLY
	NOTES BY BIDDER

	1.
	The City of Lebanon shall be entitled to all maintenance and new product updates and upgrades as part of the annual maintenance agreement.  Maintenance as stated here shall include updates, upgrades, training on these upgrades and support for the base product and the support for the updates and upgrades.
	
	
	

	2.
	Licensing must be based on concurrent users not number of employee records in the database.
	
	
	

	3.
	A maintenance program shall be available for the time capturing devices that are leased by the City. Delineate the warranty on time capturing devices and clarify situations where the warranty would not cover a damaged device if there is only a purchase option.  Delineate warranty replace issues.  Specify Lease or Purchase ______________ Lease is Preferred
	
	
	


I.    Support

Please check all appropriate spaces as indicated to comply or not comply with each requirement listed in the proposal.
	
	DESCRIPTION
	COMPLY
	NON COMPLY
	NOTES BY BIDDER

	1.
	The vendor shall provide 24/7/365 support for the system
	
	
	


	
	DESCRIPTION
	COMPLY
	NON COMPLY
	NOTES BY BIDDER

	2.
	The vendor shall provide 24/7/365 contact support for system administrators
	
	
	

	3.
	The vendor shall provide a dedicated support representative(s) that the City can contact.  Call centers and automated attendant telephone support are not considered dedicated support.
	
	
	

	4.
	The dedicated support representative(s) shall handle all problem resolution and escalations for the City.
	
	
	

	5.
	The vendor shall have a response time of two hours or less on reported problems
	
	
	


J.   Evaluation Criteria

In making its selection, the City of Lebanon will not only consider cost but also the proposal with the best combination of attributes that provides the desired solution, in the opinion of the City.  Consideration will be given to the following criteria:

A.   Vendor’s Qualifications and Experience

B.   Client References

C.   Vendor’s Technical Description


1.   Reporting capability 


2.   User Interaction with system (“look, feel, user friendly”)


3.   Security


4.   Support services


5.   Added value by vendor (consulting, development, etc.)


6.   Platform and licensing


7.   Web-based capability 


8.   Seamless integration with Munis Financial Software


9.   Other considerations

D.   Cost Proposal Note

As part of the evaluation process, vendor may be requested to demonstrate the system before a group of staff.  Any information gained during the presentation(s) may be used in the evaluation of your proposal.  Failure to honor this request may be grounds for rejection of your proposal with no further consideration given to your proposal.  The City is under no obligation or requirement to request vendor presentations or to entertain vendor presentations.

K.   Terms and Conditions of Proposed Contract

1.   The contractor shall defend, at the contractor’s expense, indemnify and hold harmless the City of Lebanon, its officials, employees, agents, servants, representatives and assignees from and against any and all liability damages, losses, expenses, claims, demands, suits, actions, judgments, bodily injuries or sicknesses to any person, or damage, destruction or loss of use of any property arising out of or related to the services provided by the contractor or caused by the contractor’s negligence or from any operation conducted by the contractor in rendering service to the City of Lebanon. 


 Comply _____ Not Comply _____
2.   The Contractor shall be required to provide certificates of insurance showing that it carries, or has in force, automobile liability insurance, general liability insurance, professional liability insurance and workers’ compensation insurance.  Limits of liability for automobile liability insurance shall be at a minimum $1,000,000 combined single limit. Limits of liability for general liability insurance shall be, at minimum, $1,000,000 per occurrence, $1,000,000 personal and advertising injury, $1,000,000 general aggregate and $1,000,000 products/completed operations aggregate.  General liability insurance shall include coverage for contractually assumed liability.  Limits of liability for professional liability shall be, at minimum $1,000,000 per occurrence or claim and $1,000,000 aggregate.  If general liability coverage and/or professional liability coverage is on a claims-made basis, the Contractor shall maintain coverage in force for a period of two (2) years following completion of the work specified in the agreement.  Workers’ compensation insurance shall provide statutory workers’ compensation coverage and employers’ liability coverage with limits of, at minimum, $500,000 each accident, $500,000 disease each employee and $500,000 accident, $500,000 disease-policy limit.  The certificate of insurance shall provide the City of Lebanon, Tennessee (City) with thirty (30) days written notice of cancellation of any of the coverage areas named in said certificate.  The City shall be named as additional insured under the Contractor’s general liability insurance and automobile insurance policies.  The Contractor shall require certificates of insurance from subcontractors.  Subcontractors shall carry limits of insurance equal to or greater than those carried by the Contractor.  These certificates shall evidence waivers of subrogation in favor of the Contractor and the City shall be made available to the City upon request.  Legal action arising from the performance of this contract will be filed in Tennessee. 
 Comply _____ Not Comply _____
3.   The contractor is an independent contractor and will not, under any circumstances, be considered an employee, servant or agent of the City of Lebanon.  Neither the contractor nor its employees have any authority to bind the City in any respect.
4.   Work assigned under the terms of this request for proposal cannot be reassigned, transferred or subcontracted without prior written approval of the City of Lebanon.

5.   The term (length) of this contract will be determined after review of all vendor submissions and after a potential vendor is selected.

6.   The Contractor shall maintain documentation for all charges against the City of Lebanon under this contract.  The books, records and documents of the Contractor, insofar as they relate to work performed or money received under this Contract, shall be maintained for a period as required by law, and shall be subject to audit, at any reasonable time and upon reasonable notice, by the City of Lebanon.  These records shall be maintained in accordance with generally accepted accounting principles. 

7.   The Contractor shall, upon request, show proof of non-discrimination, and shall post in conspicuous places, available to all employees and applicants, notice of nondiscrimination.

8.   The City of Lebanon shall have no liability except as specifically provided in this Contract.

9.   This Contract shall comply with all applicable Federal and State laws and regulations in the performance of this Contract.

10. This Contract shall be governed by the laws of the State of Tennessee.

11. This Contract may be cancelled with thirty (30) days written notice by either party.

12.  Although highly discouraged by the City of Lebanon, any agreement, if required, such as license agreements or other information that the city of Lebanon must review from the proposer’s firm shall be received with your proposal response.  If a proposal contains supplemental terms and conditions the City of Lebanon, at its sole discretion, may determine the proposal to be a nonresponsive counter offer and the proposal may be rejected.

13.  Right to Negotiate:  Upon evaluation of the RFP, the City of Lebanon has the right to enter into negotiations with multiple proposer(s) not necessarily the proposer with the lowest cost submission.  Negotiations could include, but not limited to, functionality requirements, terms and conditions.  However, issues may arise that the City of Lebanon may not negotiate due to state fiscal policies, state laws or City of Lebanon policies and an impasse could arise.  If for any reason a proposer and the City of Lebanon cannot arrive at a mutual agreement, the City of Lebanon reserves the right to terminate negotiations, reject the proposal and to continue negotiations with other responsive proposers.
14.  Contract Award:  The City of Lebanon reserves the right to issue any resulting contract/order to the firm whose proposal in the City of Lebanon’s judgment most nearly conforms to the City of Lebanon requirements and best serves the needs of the City of Lebanon.  The City of Lebanon reserves the right to award a contract to other than the lowest proposer if the interests of the City of Lebanon are best served.  The City of Lebanon reserves the right to waive all technicalities in selecting or rejecting any or all proposals that satisfy or fail to satisfy respectively, the City of Lebanon’s best interest.  The City of Lebanon reserves the right to award the bid to the lowest and best bidder.

15.   Software Escrow Agreement:  If software is included in the proposer’s response, the proposer will provide an escrow agreement whereby the firm will make available to the City of Lebanon all program source codes for software in the event of noncompliance by failure, firm ceases to exist, firm discontinues the product, or firm ceases to support the product.

16.   Interpretations and Addenda:  If, during the RFP submission period, a firm finds discrepancies, ambiguities, omissions, or is in doubt as to the meaning or intent of the RFP, the City of Lebanon shall be notified on or before 5 business days before the close date.  No request for interpretation or clarification shall be received or answered after 5 business days before the close date.  The City of Lebanon shall not be responsible for oral interpretations or instructions during the proposal request period.  All responses shall be written and shall be shared with all other known proposers.  All addenda are incorporated by reference into the contract.  Failure of any proposer to receive any addenda shall not relieve the proposer of any obligation with respect to the proposal.
YOU MUST USE OUR FORMS
FORMS AND INFORMATION REQUIREMENTS
THE TECHNICAL PROPOSAL

A.   1.   The Firm:

a.   Name and Address of Firm:  _______________________________________

________________________________________________________________________


b.   Contact Person, Phone Number, Fax Number and E-mail address:  _______

_________________________________________________________________________

_________________________________________________________________________


c.   Organizational structure of firm including subsidiaries, partnerships, or parent firm:______________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________


d.   Explanation of your approach to problem resolution and how your firm will deal with problems that may arise in the operational use of your software and/or time capturing devices.  (e.g. is a third party responsible for supporting time capturing devices or does your firm do it?)  ____________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

2.   References and Clients:

      a.   A representative listing of references that the City of Lebanon may contact.  Please include references where the firms has performed and completed engagements similar to this RFP, preferably from local governments, and a brief (one or two sentences) description of the application provided.  Include the length of the relationship you have had with each client you use as a reference.  Please include contact information for each reference.

(Please attach this information on separate sheets of paper to be include in your bid packet)

     b.   List all clients who are governmental agencies in the State of Tennessee: ________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

     c.   List all clients who are local governments of similar size or larger (i.e. 400 to 500 employees serving a population of approximately 30,000).  ___________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
3.   The Technical Proposal:

4.   Specify the minimum, recommended, and optimal server and storage hardware required to support the system, assuming current employment of 450 employees.  Include a formalized list of information, space, equipment, staff, or other resources needed by the vendor to complete this project to the extent the vendor expects the City of Lebanon to provide such resources.  (NOTE:  Your response should assume that the City of Lebanon will provide the necessary hardware and hosting services.)  

(Please attach this information on separate sheets of paper to be included in your bid packet)
5.   Include any other information that would assist the City of Lebanon in evaluating your company’s experience and ability to furnish the requirements of this RFP.

(Please attach this information on separate sheets of paper to be included in your bid packet)

6.   A signature and title of an officer or other individual of your firm authorized to enter into pricing and/or contracts on the firm’s behalf.

____________________________



________________________

Signature, Title






Date

Please make sure you sign this sheet and include in your bid.
YOU MUST FILL OUT & RETURN THIS 

SHEET WITH YOUR BID
B.   The Cost Proposal:

a.   Total Cost of the Software $__________________________________


b.   A description of the travel schedule and associated travel, lodging, meal, or per diem expenses for any of the firm’s staff who will spend time working in Lebanon.

(Please attach this information on separate sheets of paper to be included in your bid packet)


c.   A description of the training expenses assuming all training is held at the City of Lebanon.

(Please attach this information on separate sheets of paper to be included in your bid packet)


d.   State the cost and description of any and/or all specialized equipment called for in the proposal and the length of time of any warranty of the equipment.  Separately state the cost per year of extending the original warranty.  Include the cost of leasing 14 standard time capturing devices.  Pricing for optional time capturing devices may be included provided the options are clearly marked, including the option of leasing the time clock (PIN) devices.

(Please attach this information on separate sheets of paper, all pricing must be clearly itemized, including description of items and warranty information)

e.   Please include the names and addresses of any subcontractors and the portion of your proposal to be assigned to them as part of your cost proposal. (e.g. Training will be performed by __________________.  Time clocks will be acquired through ___________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________


f.   A description of any licensing, maintenance, and support fees associated with any software employed in the proposed applications.  These fees should be listed as follows:



$________________Total fees for implementation (One-time costs for above)
$________________Total fees for the first year.(Not including implementation)
$________________Total fees for a 3 year-period.

$________________Total fees for a 5-year period.
PLEASE USE OUR SHEET FOR PRICING

g.   Summarize and total project costs as follows:


$_________________Implementation Costs (All One Time Charges are to be 


Included for setup, startup, software, etc.)



$_________________Time Clock Leasing Cost for 14 Machines (per year)
$_________________Total costs for the first year.  This is to include costs of any ongoing annual costs. (Do not include implementation costs in this price.)
$_________________Total costs for a 3-year period.  This is to include ongoing annual costs.

$_________________Total costs for a 5-year period.  This is to include all ongoing annual costs.


h.   
Summarize and total all training costs as follows:

List all training expenses as described in section “B The Cost Proposal” sections b, c, d, & e.

____________________________________________________________

____________________________________________________________

____________________________________________________________

Total Training Costs $________________________

______________________________



______________________

Signature and Title





Date

A signature and title of an officer or other individual of your firm authorized to enter into pricing and/or contracts.  This must be signed by an authorized representative. 
K.   Terms and Conditions of Proposed Contract Checklist

______   Include all copies of required insurance policies as indicated in this section. (See above corresponding section K for details)

MISCELLANEOUS NOTES:

1.   One (1) Original and (1) copy must be included with this bid.

2.   All blanks must be filled in throughout this RFP.

3.   There are three (3) places for signatures in this packet including the following signature page.  Every line must be signed or your bid will be considered as non-responsive.
4.    Make sure all forms are returned in this bid packet.
Signature/Agreement Page:

RECOMMEND:






CONTRACTOR:

DEPARTMENT HEAD

______________________




BY:_________________

HR Director










TITLE:_______________

APPROVED AS TO FORM AND 




SWORM TO AND SUBSCRIBED

LEGALITY:







TO BEFORE ME., A NOTARY 










PUBLIC.

________________________




THIS ____DAY OF ___,___,

CITY ATTORNEY 






BY ____________________

EXECUTED BY:






OF CONTRACTOR AND DULY










AUTHORIZED TO EXCUTE










THIS INSTRUMENT ON 

_______________________




CONTRACTORS BEHALF.

MAYOR










________________________










NOTARY PUBLIC










MY COMMISSION EXPIRES:

______________________


DATE








________________________
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