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Sealed Proposals, subject to the specifications and conditions contained herein and attached hereto, will be received in the Purchasing Agent’s Office, City Hall, until, but no later than 2:00 P.M.CST  October 20 , 2014, and then opened for Debt Collection Services
If you are an individual with a disability and require a reasonable accommodation or have additional questions regarding this invitation, please notify the Assistant Finance Director, Danny King at (931) 560-1580.
No proposal may be withdrawn after the scheduled closing time for receipt of proposals for ninety (90) calendar days. 
Proposal  Instructions
To be considered, you must:
1. Have on file an updated vendor application form. An application may be filled out online  from our website http://www.columbiatn.com/VendorApp2007.pdf or a hardcopy application may be requested by calling 931-560-1580.
2. Submit three copies of your proposal addressing the requested services. Two of the copies may be in electronic format – CD, flash drive, etc . 
3. A transmittal letter must signed by someone with the authority to bind the proposer to the terms of the proposal.
Proposal documents shall be returned to:
Purchasing Agent, City Hall, 700 North Garden St., Columbia, TN 38401.
Mark outside of envelope with Request for Proposal Collection Services and opening date of proposal, October 20, 2014
Time is of the essence and any proposal received after the announced time and date for submittal, whether by mail or otherwise, will be rejected. The time of receipt shall be determined by the City Manager’s Office. Vendors are responsible for ensuring that their proposals are stamped by City Manager’s Office personnel before the deadline indicated. Late proposals received will be so noted in the proposal file and the proposal will be returned unopened. Faxed or e-mailed proposals shall not be accepted.
Nothing herein is intended to exclude any responsible vendor, his product or service or in any way restrain or restrict competition. On the contrary, all responsible vendors are encouraged to bid and their bids are solicited. The City of Columbia is compliant with Title VI of the 1964 Civil Rights Act and as a result does not discriminate on the grounds of race, color or national origin nor does it excluded from participation in, or denies the benefit of any program or activity receiving federal financial assistance.

Scope of Services
The City of Columbia is seeking proposals from licensed and bonded collection agents to collect delinquent court fees and fines due the City of Columbia. The intent is to enter into a possible three year agreement for collection of these debts.  All those proposing must be agreeable to the terms and conditions as set forth herein.
		
Timeline for the Proposals
· Release RFP October 2, 2014
· Proposals Due – October 20th 
· Evaluation October 20th – October 21th
· Recommendation to Council for consideration at the November 13th meeting.

Selection Criteria:  
· Current State of Tennessee Licensure and proof of insurance - 20%
· Ability to receive electronic files of delinquent accounts especially from Local Government Data Processing – 20%
· Experience working with delinquent Municipal court fees and fines – 20%
· Cost – 40%

Background and City Responsibilities
· The City Court of Columbia convenes each Tuesday to hear cases involving driving violations within the City at which time fees and fines may be assessed. 
· All fees and fines are due and payable immediately or upon the Judge’s instruction. 
· The City will attempt to collect all fees and fines for a period of no more than six months after which uncollected receivable will be turned over for collection. 
· The City will submit the uncollected receivables electronically to the selected vendor. 
· The City will not receive payments from debtors while the account is in collection. 
· To the extent possible and reasonable, provide accurate data regarding all accounts placed.  
· Agency shall not be allowed to pursue legal actions against the debtor without prior consent of the City. 

C. Agent Responsibilities 
· Accept electronic file of delinquent fee and fines. 
· Pursue reasonable collection efforts in a professional, aggressive manner. 
· Establish a secure trust account for the deposit of all City collections.  
· Submit all collected fees and fines to the City within 45 days after collection 
· Report monthly on all outstanding accounts in collection to include account name, balance owed, last collection date, last collection effort.
· Maintain current licensure as a collection agency with the State of Tennessee. 

D.  Collection Fee 
· Fees shall not exceed the amount allowed by the Tennessee Code Annotated (TCA 40-24-105)

E. Standard Proposal Forms:

The proposal format shall be at the vendor’s discretion; however, please consider 	economy of preparation, clarity and organization. Proposals shall include: 

A.  Transmittal Letter 
Include a transmittal letter sign by someone authorized to bind the proposer which 	includes at a minimum the purpose of the response, acknowledge of the terms and 	conditions and contact information.	

B.  Background and History of Company 
Include a brief background and history of your company including such information as location, length of time in business, number of current customers, size of staff, available collection resources.  

	C,  Description of Services
· Describe your normal collection procedures for accounts of this nature. 
· Describer your skip trace procedures.
· Describe your procedure in the event of a debtor complaint.
· Other services or procedures that may be applicable to the City. 
· Include sample collection forms, if applicable.
D. Insurance and/Bonds
· Include types of insurance and limits carried by the agency
· Fidelity bonds on officers and employees
	
            E. Proposed Costs and Fees
· Include your proposed costs for services
            F. Collection Agreement
· Include any standard collection agreement used by your agency
· The City reserves the right to use a standard agency agreement or draft an agreement incorporating the terms of this RFP.	
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