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	Buyer Contact:
	Tina Causey
(843) 918-2184
tcausey@cityofmyrtlebeach.com

	Pre-Proposal Conference:
	August 14, 2018 at 10:00 AM EDT
921 North Oak Street
Myrtle Beach, SC 29577

	Proposal Opening Date & Time:
	September 6, 2018 by 2:00 PM EDT



No proposals will be accepted unless submitted on the forms furnished herein.  All pages of the proposal must be in a sealed envelope and delivered in accordance with these instructions:

· The envelope must be marked with company name, proposal number/name, and time/date of proposal opening.
· Proposal packages shall be delivered to the address listed above.  The City of Myrtle Beach is not responsible for late or misdirected mail.

If the above criteria are not met, your proposal may be rejected.  Proposals are not subject to public reading.

Offerors are advised that from the date of issue of this solicitation until award of the contract, no contact with City personnel related to this solicitation is permitted.  All communications/requests for clarification are to be directed to the Buyer listed above.

It is the intent and purpose of the City of Myrtle Beach that this Request for Proposal promotes competitive proposals.  It shall be the Offeror’s responsibility to advise the Purchasing Division if any language, requirements, etc., or any combination thereof, inadvertently restricts or limits the requirements stated in this Request for Proposal to a single source.  Such notification must be submitted in writing and must be received by the Purchasing Division no later than three (3) City of Myrtle Beach business days prior to the proposal opening date.

Offeror to complete this section:

Name of Offeror:	_______________________________________________________________________

Address:	________________________________________________________________________

Phone Number:	________________________________________________________________________

E-mail:		_______________________________________________________________________

Please note:  Signature is required on page 46.
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REQUEST FOR PROPOSAL
The purpose of this Request for Proposal (RFP) is to solicit proposals from qualified Offerors for an Enterprise Resource Planning (ERP) system that meets the requirements identified in this RFP, for the City of Myrtle Beach (the City), in the State of South Carolina.  
· The City requires that any proposal submitted include the professional services recommended to implement the solution. 
· ERP software Offerors offering hosted services and / or software as a service (SaaS) solutions are encouraged to submit proposals. Proposals may include information and pricing for both on premise and off-premise hosting solution options.

Offerors may submit multiple-Offeror proposals, however if doing so, the Offeror should clearly describe the roles and responsibilities of each Offeror, both as related to implementation activities and to post-implementation support.  The City may award this RFP to multiple Offerors.
NOTE:  The City encourages proposals from Minority Business Enterprises (MBE’s) and Woman Business Enterprises (WBE’s) for this contract.  The City will not discriminate against any individual or company on the grounds of race, color, sex, physical disabilities or challenges or national origin in the process section.
Inquiries about this RFP
All inquiries regarding this RFP shall be submitted via email to City of Myrtle Beach purchasing buyer, Tina Causey, at tcausey@cityofmyrtlebeach.com on or before 5:00 p.m. August 17, 2018. A response from the City to all inquiries shall be issued on an amendment, if applicable, no later than August 24, 2018.  
Submittal Instructions
Sealed written proposals shall be received no later than 2:00 p.m., EDT, on September 6, 2018, in the office of the Purchasing Division, 3231 Mr. Joe White Avenue, Myrtle Beach, SC 29577 (See section B.2 Organization of the Proposal, page 16).

· Submittal package shall include the following:
· One original proposal
· One copy of proposal
· Two (2) electronic copies of proposal in PDF format on 2 flash drives. Attachments 9-13 are required in Excel format. (See section B.1 Format of Electronic Submission).
· [bookmark: _Toc167791209][bookmark: _Toc167792042][bookmark: _Toc167797682][bookmark: _Toc240341883][bookmark: _Toc167791210][bookmark: _Toc167792043][bookmark: _Toc167797683]Use Attachment 1 Submittal Checklist (page 45) to ensure that all required documents, forms, and attachments have been completed and submitted as instructed.

Proposals that are incomplete will be considered non-responsive (see paragraph D.2.2 Non-Responsive Proposals, page 31).




SUMMARY TERMS AND CONDITIONS

1. Offerors are expected to examine the specifications, schedule of delivery, and all instructions. Failure to do so will be at the Offeror’s risk.
2. The Contract/Purchase Order will be awarded to that responsible Offeror whose submittal, conforming to the Request for Proposals, will be most advantageous to the City of Myrtle Beach, price and other factors considered.
3. The City reserves the right to reject any or all proposals and to waive informalities and minor irregularities in proposals received, and to accept any portion of or all items proposed if deemed in the best interest of the City to do so.
4. [bookmark: _Toc182740743][bookmark: _Toc182740919][bookmark: _Toc203554483][bookmark: _Toc204564374][bookmark: _Toc216080446][bookmark: _Toc222794031]Proposals shall be submitted no later than the time and date indicated on the cover page of this RFP. All submittals shall be submitted in a sealed envelope or container and clearly marked with the RFP title on the outside of the parcel.
5. Sole responsibility rests with the Offeror to see that their RFP response is received on time at the stated location(s). Any responses received after due date and time will be returned to the Offeror.
6. [bookmark: _Toc182740747][bookmark: _Toc182740923][bookmark: _Toc203554492][bookmark: _Toc204564378][bookmark: _Toc216080450][bookmark: _Toc222794035]Postmarks will not be accepted and proposals received after the deadline date and time will not be accepted or considered. No exceptions. 
7. [bookmark: _Toc182740751][bookmark: _Toc182740927][bookmark: _Toc203554496][bookmark: _Toc204564382][bookmark: _Toc216080454][bookmark: _Toc222794039]All costs associated with proposal preparation and attendance of any mandatory meetings shall be borne by the Offeror.
8. Any interpretation, correction or change of the RFP documents will be made by Addendum. Interpretations, corrections and changes of the RFP documents made in any other manner will not be binding, and Offeror shall not rely upon such interpretations, corrections and changes. 
9. The City reserves the right to change the schedule or issue amendments to the RFP at any time.  The City also reserves the right to cancel or reissue the RFP at any time.



[bookmark: _Toc473007764][bookmark: _Toc473035976][bookmark: _Toc473176426][bookmark: _Toc473194780][bookmark: _Toc473195863][bookmark: _Toc473196013][bookmark: _Toc473196153][bookmark: _Toc473197650][bookmark: _Toc473200118][bookmark: _Toc473202484][bookmark: _Toc473007765][bookmark: _Toc473035977][bookmark: _Toc473176427][bookmark: _Toc473194781][bookmark: _Toc473195864][bookmark: _Toc473196014][bookmark: _Toc473196154][bookmark: _Toc473197651][bookmark: _Toc473200119][bookmark: _Toc473202485][bookmark: _Toc473007766][bookmark: _Toc473035978][bookmark: _Toc473176428][bookmark: _Toc473194782][bookmark: _Toc473195865][bookmark: _Toc473196015][bookmark: _Toc473196155][bookmark: _Toc473197652][bookmark: _Toc473200120][bookmark: _Toc473202486][bookmark: _Toc473007767][bookmark: _Toc473035979][bookmark: _Toc473176429][bookmark: _Toc473194783][bookmark: _Toc473195866][bookmark: _Toc473196016][bookmark: _Toc473196156][bookmark: _Toc473197653][bookmark: _Toc473200121][bookmark: _Toc473202487][bookmark: _Toc473007768][bookmark: _Toc473035980][bookmark: _Toc473176430][bookmark: _Toc473194784][bookmark: _Toc473195867][bookmark: _Toc473196017][bookmark: _Toc473196157][bookmark: _Toc473197654][bookmark: _Toc473200122][bookmark: _Toc473202488][bookmark: _Toc520713306]Introduction and Project Background
[bookmark: _Toc520713307]Purpose of RFP
The purpose of this Request for Proposal (RFP) is to solicit proposals from qualified Offerors for an Enterprise Resource Planning (ERP) software solution that meets the requirements identified in this RFP, for the City of Myrtle Beach, in the State of South Carolina. 
· The City requires that any proposal submitted include the professional services recommended to implement the solution. 
· ERP software Offerors offering hosted services and / or software as a service (SaaS) solutions are encouraged to submit proposals. Proposals may include information and pricing for both on premise and off-premise hosting solution options.
Offerors may submit multiple-Offeror proposals, however if doing so, the Offeror should clearly describe the roles and responsibilities of each Offeror, both as related to implementation activities and to post-implementation support.  The City may award this RFP to multiple Offerors.
[bookmark: _Toc206204610][bookmark: _Toc224727022][bookmark: _Toc224727174][bookmark: _Toc224727244][bookmark: _Toc240341833][bookmark: _Toc240342005][bookmark: _Toc520713308]About Myrtle Beach
The City of Myrtle Beach is a residential community and vacation destination at the heart of the Grand Strand, a 60-mile stretch of natural beauty on South Carolina's northeastern coast.  Our 30,000 permanent residents and millions of visitors enjoy the wide beaches, the warm weather and an incredible range of entertainment, nightlife, golf, shopping, dining and live theatre.
History records that a party of Spaniards from Hispaniola were the earliest tourists here, landing first about 50 miles north of present-day Myrtle Beach.  In 1526, they established the first European settlement in the U.S. about 30 miles to the south.  That settlement, San Miguel de Guadalupe, was abandoned the next year when they returned to Hispaniola, but the area had been discovered.
In the next three centuries, the region's population grew very slowly.  By the late 1800s and early 1900s, people began to "vacation" here, although it was quite rustic.  Houses and camps were sparse, and there were only few permanent residents at the turn of the century.  But, drawn by the ocean, sand and trees, people began to call Myrtle Beach "home" as the 1900s progressed.
Myrtle Beach was incorporated in 1938 and became a city in 1957, when the permanent population first topped 5,000.  By the way, the name "Myrtle Beach" comes from the wax myrtle, an abundant local shrub, and was chosen in a name-the-town contest in 1900.  "Edgewater" finished in second place.  Previously, the area had been known as Long Bay, Withers and New Town.
For nearly 50 years, Myrtle Beach was a military town, first as home to the U.S. Army Air Corps in the 1940s, and then to the Myrtle Beach Air Force Base beginning in the 1950s.  The base closed in 1993, and the property has since been redeveloped as the Market Common District, complete with an urban town center known as The Market Common, a Grand Park that features open space, recreation fields, a large lake and several walking and bicycling trails.
Warbird Park features static displays of three types of U.S. planes that were stationed at the Myrtle Beach Air Force Base.  The park also is home to the Wall of Service, a memorial wall featuring names of the military personnel and civilian staff who lived and worked at the base during its existence.
The City operates with a total staff of 944 (FY19) employees (that number is adjusted for the hiring of temporary employees and other seasonal staff). 
	Background Statistics

	Fiscal Year (End)
	June 30

	City Population (estimated)
	32,000

	Adopted Budget (FY19)
	199,633,406

	Revenues (FY17)
	$190,651,194

	Expenses (FY17)
	$177,285,151

	W-2’s Issued
	1,352

	Approximate Number of Employees (FY19)
	944

	Part-time, Temporary, Seasonal YTD (FY18 as of 7/16/18)
	290



Additional information about the City can be found on the City’s website at www.cityofmyrtlebeach.com.
[bookmark: _Toc473035984][bookmark: _Toc473176434][bookmark: _Toc473194788][bookmark: _Toc473195871][bookmark: _Toc473196021][bookmark: _Toc473196161][bookmark: _Toc473197658][bookmark: _Toc473200126][bookmark: _Toc473202492][bookmark: _Toc473035985][bookmark: _Toc473176435][bookmark: _Toc473194789][bookmark: _Toc473195872][bookmark: _Toc473196022][bookmark: _Toc473196162][bookmark: _Toc473197659][bookmark: _Toc473200127][bookmark: _Toc473202493][bookmark: _Toc470699710][bookmark: _Toc473007772][bookmark: _Toc473035986][bookmark: _Toc473176436][bookmark: _Toc473194790][bookmark: _Toc473195873][bookmark: _Toc473196023][bookmark: _Toc473196163][bookmark: _Toc473197660][bookmark: _Toc473200128][bookmark: _Toc473202494][bookmark: _Toc470699711][bookmark: _Toc473007773][bookmark: _Toc473035987][bookmark: _Toc473176437][bookmark: _Toc473194791][bookmark: _Toc473195874][bookmark: _Toc473196024][bookmark: _Toc473196164][bookmark: _Toc473197661][bookmark: _Toc473200129][bookmark: _Toc473202495][bookmark: _Toc520713309][bookmark: _Toc224727023][bookmark: _Toc224727175][bookmark: _Toc224727245][bookmark: _Toc240341834][bookmark: _Toc240342006]Project Background 
The City’s primary financial system is AS400. The City implemented New World in 1999, and like many other public sector organizations, the system has been customized to meet the needs of the organization. Functionally, the AS400 is used by the City for general ledger / accounting and financial reporting, purchasing, accounts payable, budget control, minimal project tracking, asset tracking, inventory, accounts receivable, and treasury. The City also uses the AS400 for human resources, benefits, timekeeping and payroll. 

The AS400 has served the City for many years, however, the software has reached ‘end of life’ from a Offeror support perspective and lacks many features found in financial systems on the market today. As a result, the City’s business processes rely on manual, and often redundant, work-arounds to meet increasingly complex financial processing needs.  

The City of Myrtle Beach engaged the Government Finance Officers Association (GFOA) for consulting services to assess financial-related processes and identify future state process improvements and requirements and to assist with planning and readiness activities related to ERP acquisition and implementations. 

As a part of the process review and readiness activities, the City identified process specific teams (process improvement teams / PIT) that are dedicated to reviewing, documenting, and developing future and improved business processes. These teams have been tasked to also review existing policies and procedures, and where appropriate, recommend changes in advance of the implementation. The teams have been enthusiastic, dedicated, and are preparing themselves for the ERP acquisition and implementation. 


The number of users currently accessing each application is as follows (user counts include transaction entry and report-only users, and includes users who access one or more of the applications):  

	Application
	Approx. User Count

	AS400
	1,000

	AIG
	15

	Gasboy
	600

	Infor Hansen (does not incl. customers)
	200

	Paymentus (does not incl. customers)
	4

	Proware
	2

	ReCPro
	80

	Sling
	200

	VC3 (does not incl. customers)
	10

	Adobe (plan review)
	6



Functional requirements presented in this RFP represent the following scope:

1. General Ledger and Financial Reporting
2. Project & Grant Financial Management
3. Procurement
4. Accounts Payable
5. Accounts Receivable and Collections
6. Treasury
7. Budgeting and Forecasting
8. Capital Asset Financial Management
9. Inventory Management
10. Human Resources
11. Payroll 
12. Time Entry
13. Utility Billing (optional)
14. Community Development (optional)

The City has identified the following goals and project successes for the implementation:
· Improved chart of accounts to allow improved financial reporting and management
· Utilize system for grant and project tracking and management 
· Integration with NEOGOV, Hansen, Gasboy, ReCPro, and other applications listed in Attachment 13 (Interfaces)
· Integration with City billing systems to ERP
· Improved customer (internal, external) service with self-service capabilities (vendor, resident bill payments)
· Ability to create and maintain electronic employee personnel records
[bookmark: _Toc520713310]Project Organization 
The following is an illustration of the City’s organization structure: 


The project has established executive sponsorship and a governance structure, project charter, and project goals that will guide decision making throughout the project. The project has induced collaboration between cross-organizational management and end-users, and expects that this project will result in an enterprise financial system that meets the City’s needs and greatly reduces the number of offline tools and spreadsheets in use today.  








The following is an illustration of the project’s organizational structure: 
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[bookmark: _Toc520713311]Evaluation Timeline and Process 
An approximate schedule for proposal evaluation and Offeror selection is summarized in the following table. The City reserves the right, at its sole discretion, to adjust the schedule as it deems necessary. Notification of any adjustment to the RFP schedule will be posted on the City’s website (www.cityofmyrtlebeach.com) as an addendum to the RFP.

	Milestone
	Due Date(s)

	1. RFP released 
	August 1, 2018

	2. Advanced pre-proposal questions
	August 10, 2018 by 2:00 PM EDT

	3. City hosts pre-proposal meeting
	August 14, 2018 at 10:00 AM EDT

	4. Question submission period closed
	August 17, 2018 by 5:00 PM EDT

	5. City responses to RFP questions released (issued as RFP Addendum) 
	August 24, 2018

	6. Proposals due to City 
	September 6, 2018 by 2:00 PM EDT

	7. Proposal Evaluation Period Ends
	October 2, 2018

	8. City notifies Offerors regarding selection for software demonstrations and implementation presentations/interviews
	Early-October 2018

	9. Software demonstrations and implementation presentations
	October 23 – 25
October 30 – November 1
November 13 – 15

	10. City notifies Offerors of elevation to Discovery sessions
	November 29, 2018

	11. City and Offerors conduct Discovery sessions (Includes Interviews and Reference checks)
	Mid-December 2018

	12. Negotiations and Selection of Finalists
	December 2018 – January 2019

	13. Award and Contracting 
	February 2019



Pre-Proposal Conference:  A pre-proposal conference has been scheduled for August 14, 2018, at 10:00 AM (EDT) at City Services Building located at 921 Oak Street, Myrtle Beach, SC.
· Interested firms will have an opportunity to submit questions regarding the requirements outlined in this RFP.  While attendance is not mandatory, interested Offerors are highly encouraged to attend.  The pre-proposal conference can also be attended by phone.  In order to make the meeting more effective for all participants, attendees should read this document thoroughly prior to the meeting.
· Registration is recommended to attend or participate in the pre-proposal conference.  Contact Diana Farrell, at dfarrell@cityofmyrtlebeach.com, to register and receive the conference call dial-in information by 5:00 PM (EDT) on August 13, 2018. 
· Offerors can submit questions in advance of the pre-proposal conference.  Advance questions are due August 10, 2018, at 2:00 PM (EDT) via email to tcausey@cityofmyrtlebeach.com.
· Substantial clarifications or changes required as a result of the meeting will be issued in the form of a written addendum to the RFP and posted on the city website under Offeror registry.  
· A list of attendees will be posted following the meeting as an addendum.

Demonstrations & Interview: Software demonstrations, implementation presentations and interviews will be held on-site at the City’s offices and should cover all functional areas proposed in the Offeror’s proposal. The City expects to elevate up to three (3) Offerors for demonstrations. Demonstrations will include both presentations on software and implementation services. We highly recommend that key members of the Offeror’s implementation staff proposed for this project be present at the demonstration and lead presentations. 
· To avoid unnecessary delays, the City expects that Offerors will be available for software demonstrations and on-site Discovery sessions on the dates identified in the preceding timeline. 
· Please identify any potential issues or schedule conflicts with these timeframes using Attachment 2 (Signature Page), page 46. 
· Offerors that cannot demonstrate their software during the dates identified by the City may be eliminated. 
· [bookmark: _Toc240341864]The agenda and software demonstration scripts will be distributed to Offerors that have been elevated for software demonstrations in advance of the demonstrations (two weeks prior). Software demonstrations will also include a discussion on implementation approach and recommendations. 

Discovery sessions: After software demonstrations, the City expects to elevate one (1) or two (2) Offerors to the Discovery sessions. Discovery sessions will consist of an additional on-site meeting with Offerors to focus on implementation specifics such as implementation approach, proposed timeline, key resources, interfaces, etc. 
· Each elevated Offeror will receive a Request for Clarification (RFC) letter that will ask Offerors to clarify any parts of the initial proposal. In addition, the RFC letter will identify a schedule for the on-site Discovery session. 
· It is the expectation of the City that all key Offeror project team members will be available and participate for the on-site Discovery sessions. 

Offerors not previously elevated initially to demonstrations or discovery may be elevated at a later date.
[bookmark: _Toc520713312]Evaluation Criteria  
The City’s evaluation team will consider how well the Offeror’s software and services meet the needs of the City of Myrtle Beach as described in the Offeror’s proposal response. Evaluation will be conducted in three stages: Written Proposal, Software Demonstration, and Discovery. 

Written Proposal Evaluation
[bookmark: _Hlk502741883]The following elements will be the primary considerations in evaluating written proposals:
1. Implementation Methodology and Approach: 35% 
2. Ability to Meet System Requirements: 25%
3. Qualifications and Experience: 20%
4. Compatibility with Myrtle Beach’s Terms and Conditions: 10%
5. Cost: 10%

Software Demonstration Evaluation
The following elements will be the primary considerations in evaluating software demonstrations:
1. Functional and Technical Software Demonstrations: 25%
2. Implementation Interview (Methodology, Strategy, Business Process Improvement, and Plan): 30%
3. Qualifications & Experience: 20%
4. Overall System Features (Workflow, ease of use, reporting, self-service, etc.): 10%
5. Cost: 15%

Discovery Evaluation
The following elements will be the primary considerations in evaluating discovery:
Implementation Interview (Methodology, Strategy, Process Improvement, and Plan): 25%
Project Team Experience / Knowledge: 20%
Cost (project and on-going): 20%
Compliance with Terms & Conditions: 15%
Formal responses to Request for Clarification: 10%
Software Functionality: 10%

The City’s evaluation team will make recommendations to be approved by the project’s Steering Team and Executive Sponsor to elevate proposals for software demonstrations, discovery, and final award. 

[bookmark: _Toc520713313][bookmark: _Toc224460486][bookmark: _Toc259013168][bookmark: _Toc281310368][bookmark: _Toc281395291][bookmark: _Toc282766090][bookmark: _Toc446327034]Contract Award and Execution 
The City reserves the right to make an award without further discussion of the proposal submitted. Therefore, the proposal should be initially submitted on the most favorable terms the Offerors can offer. It is understood that the proposal will become a part of the official file on this matter without obligation to the City.

The Offeror selected as the apparently successful Offeror will be expected to enter into a contract with the City. If the selected Offeror and the City fail to negotiate a successful contract, the City may elect to cancel the award and award the contract to the next-highest-ranked Offeror.



[bookmark: _Toc273530642][bookmark: _Toc206204626][bookmark: _Toc206410236][bookmark: _Toc224727038][bookmark: _Toc224727190][bookmark: _Toc224727260][bookmark: _Toc240341892][bookmark: _Toc240342026][bookmark: _Toc520713314][bookmark: _Toc167791214][bookmark: _Toc167792047][bookmark: _Toc167792400][bookmark: _Toc167792708][bookmark: _Toc167797687]Detailed Proposal Submission Requirements
So that proposals can be evaluated efficiently, Offerors must assemble their proposals in adherence to the submittal requirements defined here. Proposals should be prepared as simply as possible and provide a concise description of the proposed products and services to satisfy the requirements of the RFP. Attention should be given to accuracy, completeness, relevance, and clarity of content.  

[bookmark: _Toc520713315]Format of Electronic Submission
Organize proposals in separate sections with labels that correspond to those described in the following section B.2, Organization of the Proposal. If you have any submission format questions, please email the purchasing buyer, Tina Causey, at tcausey@cityofmyrtlebeach.com.
· Number each page of your submission consecutively. 
· In addition to the original and one copy of the proposal, provide two (2) electronic copies of proposal on flash drives (two flash drives). 
· Please submit the Attachments referenced in the following table in the required file format indicated here. Attachments not listed in the table below may be supplied in either the original file format or PDF. 

	Attachment/Document
	Required File Format

	Sample agreements
	Microsoft Word (.doc or .docx), PDF

	E.9 Attachment 9 (Staffing)
	Microsoft Excel (.xls or .xlsx)

	E.10 Attachment 10 (Functional Requirements) 
	Microsoft Excel (.xls or .xlsx)

	E.11 Attachment 11 (Cost)
	Microsoft Excel (.xls or .xlsx)

	E.12 Attachment 12 (Data Conversions)
	Microsoft Excel (.xls or .xlsx)

	E.13 Attachment 13 (Interfaces)
	Microsoft Excel (.xls or .xlsx)

	E.14 Attachment 14 (Certificate of Insurance)
	Microsoft Word (.doc or .docx), PDF

	E.15 Attachment 15 (Local Vendor Preference)
	PDF



[bookmark: _Toc520713316]Organization of the Proposal
Please organize your proposal as described in this section, labeling each section with the description provided here.

[bookmark: _Toc282766076][bookmark: _Ref297298021][bookmark: _Ref297298996][bookmark: _Toc297299503][bookmark: _Ref299319873][bookmark: _Toc117567467][bookmark: _Toc118194708][bookmark: _Toc155065197][bookmark: _Toc155065335][bookmark: _Toc155065473][bookmark: _Toc159147061]Title Page
· Title page 
· City of Myrtle Beach RFP Number
· Offeror name, address, telephone number and email 
· Offeror’s proposal contact name, signature, title, email and date


Section 1.0 Executive Summary and Offeror Submission Materials 
The executive summary should be a brief narrative (less than three pages) summarizing the proposal and providing a general overview of the company. Highlight the reasons your product, services and company are best suited to meet the City’s needs. 
In this section, also include the Offeror Submission Materials which includes the following completed information or forms:

· Attachment 1 (RFP Submittal Checklist), Page 45 
· Attachment 2 (Signature Page), Page 46
· Attachment 3 (Offeror Statement), Page 48
· Attachment 14 (Certification of Insurance)
· Attachment 15 (Local Vendor Preference)

[bookmark: _Toc206204633][bookmark: _Toc224727045][bookmark: _Toc224727197][bookmark: _Toc224727267][bookmark: _Toc240341896][bookmark: _Toc240342028][bookmark: _Ref299318344][bookmark: _Ref299319874]Section 2.0 Scope of Services 
This section of the proposal should include a discussion of the Offeror’s overall understanding of the project and the scope of work proposed including the following:
· [bookmark: _Toc240341898][bookmark: _Toc240341897]Complete and submit Attachment 4 (Scope of Proposal), Page 49 
· For each firm identified on the Attachment 4 (Scope of Proposal), explain and complete:
· Attachment 5 (Company Information), Page 50
· Attachment 6 (Customer Reference Form), Page 52
Provide an overview of all products and services proposed in response to the City’s RFP, clearly describing how the proposed solution will accomplish the City’s goals. 
List and briefly describe proposed solution components, services and technical environment proposed (e.g., SaaS, managed services, etc.). 
· The solution components described should reconcile to positive responses provided by the Offeror in Attachment 10 (Functional Requirements) 
· If software is sold by module, explicitly state the software module name and versions that are proposed. 
· Indicate whether the City will need to contract / procure any services or licenses extraneous to this proposal for the proposed solution.

[bookmark: _Ref399798782][bookmark: _Toc117567470][bookmark: _Toc167791223][bookmark: _Toc167792056][bookmark: _Toc167797696]Section 3.0 Functional Requirements 
This section of your proposal describes your proposed solution’s alignment with the functional scope of the project, the requirements for each functional area and business process. 
· Offeror responses to Attachment 10 (Functional Requirements) shall use the following response codes in responding to the Functional Requirements on all tabs of the attachment: 

	Code
	Description

	Column E: Available Responses

	Y
	Requirement Met and Proposed (Standard features in generally available product)

	Y-ND
	Requirement Met and Proposed (Features that are not offered as a generally available product or require custom development)

	N
	Requirement Not Met with Proposal

	I
	Need More Information/Discussion 

	 If Y-ND Selected in Column J

	F
	Feature Schedule for Future Release in Generally Available Software

	E
	Feature Developed as Enhancement for this Project

	Column F: Available Responses

	S
	Requirement and Feature Supported by Software Developer

	TPS
	Requirement and Feature Supported by Third Party 

	NS
	Requirement and Feature Not Supported



· Offerors must be ready to demonstrate requirements listed as “Y” during software demos.
· Responses which are marked Y or Y-ND will be considered in scope, and the cost proposal and all other information submitted in this proposal should reflect the module and services necessary to perform the functionality. 
· For requirement responses other than “N” or “I” Offerors must:
· Indicate the module or product that is required to meet the requirement.
· Indicate the phase of the project that the functionality will be implemented.
· Indicate any exception to the proposed internal or external hosting configuration.
· Indicate any exception to the proposed post-implementation services, for example technical support, access to patches and upgrades that accommodate the requirement, and helpdesk support for the requirement. 
· Proposal requirements’ responses submitted will become part of the contractual agreement with the winning Offeror(s). Offerors are expected to warrant both software and implementation of all positive responses (responses other than “N” and “I”).
· For functionality not currently available and not available for viewing at a demo, but that will be in scope for the project either as generally available features in a future release or as a customization specific for this project, Offerors should indicate a response code of Y-ND and answer column J, including estimated availability timing.
· The City may clarify requirements with the response of “I” during software demonstrations.  Immediately following the demonstrations Offerors may be asked to re-submit Attachment 10 (Functional Requirements)  if changes are indicated as a result of clarifications.

Section 4.0 Technical Specifications and Information 
Describe the technical application and platform architecture and the environmental requirements for proposed solution by completing. 
If proposing SaaS or hosted services, describe the following:
· Information on the specific hosting services provided
· Operational support services
· Technology infrastructure services
· Disaster recovery / business continuity
· Identify all service providers, including 3rd parties
· Identify any components the City would need to host on its own servers
· For each of the services proposed explain service levels that are used to guarantee performance for the City through the proposed hosting agreement. Complete and submit with proposal.
· Provide a copy of subscription and / or service level agreement currently used with existing customers

If proposing an on premise solution, describe the following:
· Identify all licenses, hardware, or other products in this proposal that would be required to optimally operate the proposed solution at the City.
· Identify any component(s) that would need to be purchased / licensed separately by the City, e.g., not provided by the Offeror. If provided by the Offeror, make sure cost schedule reflects the component(s). 
· Include application and platform architectural diagrams if available.
· Include sample copies of technical documentation, e.g., release notes, installation guides, database diagram and data dictionary, etc.
· Include sample copies of any agreements that the City may be requested to sign post-award, e.g., software license agreements, professional service agreements, hosting agreements, third party agreements, etc.

[bookmark: _Toc470699769][bookmark: _Toc473007828][bookmark: _Ref368347332][bookmark: _Ref368347337]Section 5.0 Business Process / Software Considerations 
This section should describe software features and configuration solutions and business recommendations for challenges the City will expect to encounter on the project.
5.1	Data Conversion: Provide your recommendations for data conversion. The City requires retention and access to historical data. The City also understands that converting all historical data would require a large effort, at a large cost.
· Using Attachment 12 (Data Conversions) please provide estimates of the level of effort required to convert existing data including detailed transaction records and provide recommendations on how you would approach a cost-effective and efficient data conversion as well as historical data retention.
· Provide your recommendations for cut-over from current financial application to new financial application, e.g., mid-year vs. new-year.

5.2	Operational and Financial Reporting: Provide information on reporting, query and analysis capabilities and tools, including standard ‘out-of-the-box’ reports and online queries, ad hoc queries, end-user report development for recurring reports. Provide a sample of standard financial reports
5.3 	Interfaces: Refer to Attachment 13 (Interfaces) and provide information about existing APIs or other utilities for interfacing the ERP application with other transaction processing applications.  
Section 6.0 Implementation Approach, Plan and Deliverables
This section should describe the proposed implementation plan. 
6.1 Explain the proposed approach and plan for implementation, including: 
· Proposed implementation phases including scope and components
· Key milestones and deliverables, and how they relate to the implementation approach and activities 
· Implementation tasks and activities including data conversion, configuration design and set-up, data interfaces / integration, quality assurance, training, etc.
· How the proposed approach addresses common ERP project risks and challenges including cross-organizational roles and user groups, documentation, training, and project management.
6.2  	Describe the proposed Offeror staffing for the project including:
· Roles and responsibilities 
· Number of Offeror staff assigned to each role and approximate allocation of each resource
· Activities completed on-site vs. off-site
6.3 	Describe recommended City staffing for the project including (reference RFP Section C, Scope of Project for a description of the City’s current project organization, roles and staffing): 
· Roles, responsibilities and skills / competencies for each role
· Number and allocation for each staff member including time spent with and without Offeror staff
· Complete Attachment 9 (Staffing)
6.4  Describe proposed project management services including: 
· Responsibilities of Offeror project manager and of City project manager
· On-site presence of Offeror project manager
· Communications approach and plan
· Progress, schedule and budget monitoring and reporting
· Risk Management approach, including escalation
6.5 [bookmark: _Toc167791307][bookmark: _Toc167792140][bookmark: _Toc167797780][bookmark: _Toc240341924]Described proposed quality assurance and testing approach and plan, specifying activities, roles and responsibilities including performance, functional and usability testing
6.6 Described proposed training approach and plan
· Specify how and when training is to be delivered (e.g., on-site, off-site, web-based, etc.) 
· Explain roles and responsibilities the City is expected to provide for the training effort including but not limited to training coordination, training material development, training delivery, etc.
6.7 Describe recommended change management approach and services.  
6.8 [bookmark: _Ref368346556]Describe proposed implementation deliverables (required deliverables listed in Section C, Project Scope). The City considers project documentation to be a critical part of both the success of the project and the City’s ongoing success with the software. Offerors should review RFP Section C.1, Scope of Project (page 23), and provide specific deliverable examples. Note: For this response, Offerors can select one function or process and respond based on the representative process. The focus of this section is to demonstrate how implementation deliverables will be used and the importance of deliverables as a form of quality assurance.
6.8.1 Process: Comment on process changes, recommendations, or best practice guidance. 
· Provide examples or show templates of how this would be identified in one of the proposed implementation deliverables
· Provide sample of or excerpt from a business process assessment / system design document. 
6.8.2 Configuration: Provide example deliverables / templates of how implementation configurations would be documented. 
· Identify how configuration decisions will be reached and documented
· Identify how configuration decisions will track to the City’s requirements
· Explain how configuration documents will be used to create test plans and scripts 
6.8.3 Quality Assurance: Provide description of testing procedures that will be used 
· Provide examples or sample templates of test scripts
· Explain and show how test results are tracked and managed
6.8.4 Training: Explain how training materials are developed to include business process decisions, system capabilities, and organizational roles
· Provide examples of training agendas and training materials
· Identify specific training strategies or adult-learning techniques used on the project to improve knowledge transfer and retention
· Provide sample end-user documentation / job-aids (online links acceptable) 
 6.8.5 Project Management: Provide illustrations of project management artifacts 
· Sample Project Management Plan
· Sample Project Schedule
· Sample Status Report

Section 7.0 Post Implementation Support Services 
The proposal should describe post-implementation and on-going support services available, including but not limited to:
· [bookmark: _Toc240341929][bookmark: _Toc167791281][bookmark: _Toc167792114][bookmark: _Toc167792467][bookmark: _Toc167792775][bookmark: _Toc167797754][bookmark: _Toc167791284][bookmark: _Toc167792117][bookmark: _Toc167792470][bookmark: _Toc167792778][bookmark: _Toc167797757][bookmark: _Toc167791285][bookmark: _Toc167792118][bookmark: _Toc167792471][bookmark: _Toc167792779][bookmark: _Toc167797758]Complete Attachment 8 (Maintenance and Support) 
· Service desk support services 
· Application support services, e.g., interface development, customization
· Setup / Configuration services
· [bookmark: _Toc273530656][bookmark: _Sample_Documents][bookmark: _Price_Proposal]Training (instructor-led, web-based, conferences, etc.)

Section 8.0 Pricing
Offerors should submit their price proposal according to the format provided in Attachment 11 (Cost) to this RFP. Payments will be made for milestone / deliverable completion and acceptance by the City.
[bookmark: _Ref457210357][bookmark: _Toc240341947][bookmark: _Ref299320108]8.1	Identify milestones / deliverables and associated itemized and total pricing.
8.2	Complete and submit Attachment 11 (Cost)
· Offerors must submit pricing information in the format provided in this RFP. You may supplement the provided format with addition information if needed.
· Attachment 11 (Cost) should include total price for all software, services, hardware and additional costs to implement proposed solution, including third party product and service prices. If Offerors submit multiple pricing formats, the City will consider pricing on Attachment 11 (Cost) to be the official pricing. 
· All service costs must be provided on a task or completion basis with costs assigned to each milestone, deliverable and/or task. Offerors are required to fill in deliverables and tasks under the provided headers (project initial knowledge transfer, process analysis/system design, system build, testing, training, and closure). Additional detail may be provided to further explain deliverable/task costs.
· Offerors should include all software modules and state any limitations on module use, e.g., user count. If no limitations are listed, the City will consider that pricing is based on full enterprise wide access for the City.
· On Attachment 11 (Cost, ‘Other’ tab), provide any hourly / rate-based or usage-based costing information, e.g., service rate for change requests, additional licenses, etc.
· Costs listed as “to-be-determined” or “estimated” will result in an incomplete evaluation.
· Offerors must submit implementation costs as rates that include all estimated travel or other expenses. 
· By submitting a proposal, all Offerors acknowledge that all pricing (including travel) must be a fixed fee or included in the implementation milestones.

Section 9.0 Exceptions to the RFP
All requested information in this RFP should be supplied. Offerors may take exception to certain requirements in this RFP. All exceptions shall be clearly identified in this section, with a written explanation of the exception and an alternate proposal (if applicable). The City, at its sole discretion, may reject any exceptions or specifications within the proposal. 

To avoid the scenario where the City is unable to negotiate successfully with its finalist Offeror, any material exceptions to the RFP including those to the terms and conditions listed in Section D will be clarified prior to elevation for software demonstrations. 

Section 10.0 Sample Documents
Offerors shall include sample copies of the following documents.
· Any sample agreements that the City would be required to sign upon contract award. This would include any applicable software license agreements, professional service agreements, hosting agreements, third party agreements, etc.
· Sample Project Plan


[bookmark: _Toc240341952][bookmark: _Toc240342040]

[bookmark: _Toc520713317]Scope of Project
[bookmark: _Project_Scope][bookmark: _Toc520713318][bookmark: _Toc206204612][bookmark: _Toc224727024][bookmark: _Toc224727176][bookmark: _Toc224727246][bookmark: _Toc240341953][bookmark: _Toc240342041][bookmark: _Ref466751167]Project Scope 
The project’s required and optional functional scope for solution procurement and implementation is summarized in the following table, cross-referenced to processes within each function.  Specific requirements for each category listed below are detailed in Attachment 10 (Functional Requirements).

The City will accept proposals for software and implementation services meeting core finance and HR/payroll, utility billing, and community development functions. Offerors are not required to respond to all functional areas detailed in the table below. Note utility billing and community development functions are optional. Bids will be accepted for core finance and HR/payroll functions without including utility billing or community development solutions.  Alternatively, bids will be accepted for utility billing or community development functions without including a core finance and HR/payroll solution. The City will make the determination through the selection process on what combination of software solutions and implementation services best meet its functional needs. 
  
· The City expects that the project will result in the following business processes being implemented and in some cases, has identified several process improvements.  
· Additionally, the City expects that the Offeror will provide process documentation, process analysis, and process improvement services for other related administrative processes under this scope and the functional requirements listed in Attachment 10 (Functional Requirement).

Functional Process Scope
	Functional Category
	Process

	1. General Ledger & Financial Reporting
	· Chart of Accounts
· General Ledger 
· Costing and Project Accounting
· Financial Reporting

	2. Procure to Pay  
	· Vendor file
· Purchase Requisitions
· Purchase Orders
· Bid and Quotes 
· Contracts
· P-Cards
· Change Orders
· Inventory Management

	3. Accounts Payable 
	· Invoice processing
· Payment process
· Internal ‘charge-backs’

	4. Budgeting
	· Planning and Forecasting Operational Budget
· Capital Budget Preparation
· Project / Grant Budget Preparation
· Budget Adjustments / Amendments
· Enterprise Budget Preparation
· Personnel Budgeting

	5. Accounts Receivable & Collections

	· Billing
· Accounts Receivable
· Customer File
· Aging/Dunning
· Cash Receipts
· Cashiering

	6. Capital Asset Financial Management 
	· Asset Acquisition 
· Asset Tracking
· Asset Disposal
· Asset Valuation and Reporting

	7. Human Resources
	· Benefits (life events)
· Benefits (open enrollment)
· Disciplinary Actions
· Employee File
· New Hire
· Personnel Actions
· Personnel Evaluations
· Positions
· Recruitment
· Risk Management
· Training Certifications

	8. Time Entry & Payroll
	· Leave Management
· Payroll Calculations
· Payroll Processing
· Time Entry 

	9. Utility Billing (optional)
	· Customer File
· Property File
· Meter Inventory
· Meter Read
· Billing
· AR
· Payment Receipts
· Service Order

	10. Community Development (optional)
	· Property File / Customer
· Permit Application
· Plan Review
· Inspection 
· Code Enforcement
· CRM / Service Request
· Hospitality Fees
· Business License






Process Improvements
City staff participated in numerous current and future state process mapping sessions as input to this RFP.  During the sessions, process improvements were identified and subsequently discussed with the project’s Steering Team.  Future state maps designed by City staff and GFOA are included as attachments to this RFP.  The following is a sample of the significant changes anticipated due to this project:
· All Functions
· Use system workflow versus email and paper
· More direct entry and more automated integration 
· Reduce redundant and shadow financial processing / tracking 
· Use system to query and report financial data
· Use of dashboard for queries from internal administration and external customers
· Procurement through Payment 
· Add processes for Vendor and Contract Management
· Automate chargebacks between organizations 
· Enable internal and external (vendor) self-service
· Enhance multi-year purchase / carry-over efficiencies
· Accounts Receivable & Collections
· Enhance Customer Management and Online Payments / Collections capabilities
· Enable internal and external (customer) self-service
· Capital Asset Management 
· Automate integration with acquisition and disposition transaction applications
· General Ledger 
· Improve budget alignment and integration to improve financial, project and grant management
· Enhance financial reporting for finance staff and departments
· Human Resources 
· Transition employee personnel records from paper files to electronic records
· Integrate employee personnel record with automated payroll process
· Improve benefit administration process and increase access to information for individual employees
· Payroll/Time Entry
· Automate time entry process and integrate with payroll module
· Incorporate project costing to allocate expenses to appropriate departments
· Utility Billing
· Integrate utility billing module/system and financial system to track customer accounts, billing and collections, and issue remediation
· Improve data collection efforts on meter usage
· Community Development
· Integrate community development module/system and financial system to track plan review process from submission through approval
· Maintain record of code enforcement actions by property

[bookmark: _Toc520713319]Transaction Count Sampling
The following counts are provided for informational purposes on the number of transactions the City currently or estimates processes through FY2018.
	
	Metric
	FY2018 (Estimated)

	1
	Number of users (AS400)
	890 employees use the AS400 and software due to Time Clocks and Time sheets. We have 7 Admin users.  52 power users spread across applications/ programs.  

	3
	Number of Vendor
	3,000

	4
	Number of 1099s
	110

	5
	Number of Transfers/ACHs Processed
	1,200/pay period

	6
	Number of Checks Processed all bank account
	20,500

	7
	Purchase Orders Processed
	500

	8
	Processed RFPs/BIDs/RFQs
	325

	9
	Number of JE Docs Posted (may contain multiple lines)
	9,400

	10
	Invoices Processed
	915/week

	12
	Number of Cash Receipts 
	31,000

	13
	Number of Cash Receipt Batches
	260



[bookmark: _Toc520713320]Implementation Deliverables
To ensure quality throughout the implementation, the City’s project will include, at a minimum, the following deliverables. Each deliverable will be the responsibility of the Offeror, in collaboration with City staff designated by the City project manager, and will be formally presented to the City for review and acceptance sign off. For projects with multiple phases, the City expects each phase to contain each deliverable.
1 Project Management Plan and Project Schedule – Project Management Plan will include Charter, Communication Plan, and Risk Management Plan components. Project Schedule will detail tasks for the entire project that includes: task description, resource names, start and due dates, and predecessors / successors. Tasks on the project schedule will include implementation activity, deadlines, milestones, sign offs, review periods, and deliverables.
2 Application Design Document(s) – Work product that identifies both the business process decisions as well as application set-up and configuration decisions for each in scope business process and system feature. System design documentation will be organized by business process and contain recommendations, City decisions, and detailed process and system documentation.
3 Test Approach, Scenarios and Scripts – Test approach will describe the types and objectives of proposed quality assurance tests, as well as the method for tracking test results. Scenarios and scripts will be based on the functional requirements and application design document(s).
4 Training and Documentation – Complete documentation on how to use the configured system, as well as documentation on how to maintain and enhance the configuration. Offerors should propose services to train staff on configuration maintenance and on how to use the software and operate within new business processes. 
5 Cutover Plan - Complete set of activities required for Go-Live.

[bookmark: _Toc520713321]Software as a Service and/or Hosting Services
The City is interested in receiving proposals for solutions that are managed as software-as-a-service and/or hosted externally. Proposals may include information and pricing for multiple hosting platform options. For sizing and pricing purposes, please describe a solution that includes:
· Environments for production, testing / maintenance and temporary training environment (for initial implementation).
· Disaster recovery environment options – cold, warm, hot 
· Complete appropriate sections of Attachment 7 (Information Technology Requirements and Information Requests), page 54

[bookmark: _Toc473194855][bookmark: _Toc473195938][bookmark: _Toc473196088][bookmark: _Toc473196228][bookmark: _Toc473197725][bookmark: _Toc473200193][bookmark: _Toc473202559][bookmark: _Toc473194856][bookmark: _Toc473195939][bookmark: _Toc473196089][bookmark: _Toc473196229][bookmark: _Toc473197726][bookmark: _Toc473200194][bookmark: _Toc473202560][bookmark: _Toc520713322]Target Implementation Timeframes
The City is targeting to have a contract completed by the end of December 2018 and would expect implementation to begin approximately two weeks after the contract is fully executed by both parties. The City would anticipate a Go-Live of no later than December 2019. The City’s annual budget cycle begins in October and the budget is approved in May. The implementation plan and schedule would need to accommodate the annual budget processing cycle.

[bookmark: _Toc240341957][bookmark: _Toc240342045][bookmark: _Ref348603273][bookmark: _Ref368345348][bookmark: _Ref466753979][bookmark: _Toc520713323]Project Staffing
The City understands that appropriate staffing is important to this project’s success and is committed to engaging the right resources. The following table describes resources that the City expects to be available for the project and estimate allocation. 

Offeror proposals should provide information and recommendations regarding City staff roles, skills and allocations, based on prior implementation experiences and the City’s requirements, transaction sizing and other relevant staffing criteria.

	City Staff Role

	Project Sponsors

	Project Manager (Diana Farrell)

	Functional Leads (approx. 8 staff)

	Department Subject Matter Experts (approx. 70 staff)

	Technology Lead (Julie Pardue)

	Other Technology staff (e.g., system administrator, network, application developer, etc.)

	Change Manager



[bookmark: _Toc520713324][bookmark: _Toc240341958][bookmark: _Toc240342046]Project Organization
The City has identified the following roles and expects to manage and support the project using the structure defined below.  
· These roles represent the assessment and RFP phase. 
· Project Manager, Functional Lead, SME and Technical staff roles will evolve for implementation with responsibilities designated for design, testing, training, documentation, etc.

	Role
	Responsibilities

	Project Sponsor 
	· Sets and adopts a common vision.
· Defines project goals.
· Champions the project to major stakeholders and approval bodies.
· Approves changes to project budget.

	Steering Team
	· Adopts Vision. Acts as change agents if necessary.
· Provides general oversight of the project
· Provides advisory and consultative direction for project when requested by project manager.
· Approves any changes to project scope. 

	Project Manager 
	· Responsible for the project charter, project plan and project control processes. 
· Operates within the terms of the charter and is responsible for coordinating efforts of the projects teams and for planning, organizing and controlling the development of project deliverables. 
· Coordinates the day to day activities of the project teams and timelines.
· Responsible for managing consultant contract and review and acceptance of deliverables.
· Responsible for the detailed planning of a project.
· Review and approve all work product/deliverables.
· Resolves issues, reviews deliverables, and communicates project status to the Steering Team. 
· Determines the priority of work assignments and changes.
· Manage scope, resources, deliverables and overall project for the city.
· Dedicates staff and resources.
· Plan and facilitate regularly scheduled meetings.

	Functional Leads

	1. Work with project team to achieve project deliverables on schedule and within budget.
1. Participate in RFP development and solution evaluation process 
· Provide process and functional subject matter expertise 
· Document operational processes and procedures
· Alert Project Manager to any issues or concerns regarding the project
· Alert Project Manager to any issues or concerns regarding the project scope, schedule, resources, deliverables

	Department Team Members / SMEs 

	· Work with project team to achieve project deliverables on schedule and within budget.
· Participate in RFP development and solution evaluation process 
· Provide Dept. / Office subject matter expertise – process, usage, requirements
· Document department’s operational processes and procedures as needed
· Help communicate project information, as provided by Project Manager, to Dept. / Office staff
· Alert Project Manager to any issues or concerns regarding the project
· Work with project team to achieve project deliverables on schedule including requirements, RFP, solution evaluation, and solution recommendation  



[bookmark: _Toc520713325]Statement of Work
The City will require the development of a detailed statement of work, including a high-level project plan that will be incorporated into the contract and will include the following at a minimum: 
· Project scope
· Project roles and responsibilities
· Project milestones and payment schedule
· Preliminary project schedule of tasks, deliverables, resources and dates 
· Project resources
· Project scope and budget change control procedures

[bookmark: _Toc520713326]Number of Users
End-users will include staff from all organizational units who will perform functions spanning application administration, transaction entry, transaction approval, transaction question, operational reporting and management reporting. Reference the Functional Requirements for a description of access authorization desired. The following user counts are estimated. Proposals should include services to complete implementation and any appropriate training services to prepare all City staff for using the system. 

	Type of User
	Estimated User Count
	Estimated Power User Count

	Financials 
	250
	10

	Budgeting
	35
	6

	Purchasing
	50
	7

	Technical / Application Administration 
	10
	10

	Human Resources
	8
	8

	Payroll
	2
	2

	Time Entry
	1,300
	30

	Utility Billing
	25
	7

	Community Development
	35
	15



[bookmark: _Toc167791353][bookmark: _Toc167792186][bookmark: _Toc167797826][bookmark: _Toc206204647][bookmark: _Toc224727059][bookmark: _Toc224727211][bookmark: _Toc224727281][bookmark: _Toc240341960][bookmark: _Toc240342048][bookmark: _Toc520713327]Interfaces
Referencing Attachment 10 (Functional Requirements) Offerors should respond to each interface requirement to identify the proposed scope. Any positive response – “Y” or “Y-ND” is considered to be in-scope and all pricing for the proposed scope included in the submitted milestone pricing. Interfaces with the City’s existing systems are critical to the project success.
[bookmark: _Toc155065222][bookmark: _Toc155065360][bookmark: _Toc155065498][bookmark: _Toc155067462][bookmark: _Toc155073803][bookmark: _Toc159147077][bookmark: _Toc167791354][bookmark: _Toc167792187][bookmark: _Toc167797827][bookmark: _Toc206204648][bookmark: _Toc224727060][bookmark: _Toc224727212][bookmark: _Toc224727282][bookmark: _Toc240341963][bookmark: _Toc240342051][bookmark: _Toc520713328]Data Conversion
The City understands the level of effort required to convert data and is interested in converting only essential data required for the new system. Offerors are required to complete Attachment 12 (Data Conversions) and indicate the proposed data conversions that are included in scope. 
[bookmark: _Toc520713329]Current Applications
The following applications are used by the organization for financial functions or represent applications that may generate a material volume of financial transactions. Information about their replacement is provided for the Offeror’s convenience. The City intends to discuss the future use and integration of applications during software demonstrations and contract negotiations. 
	Functionality
	Application
	[bookmark: OLE_LINK5]In Scope for Replacement

	General Ledger, Procurement, A/P, A/R, Budget Control, Asset Tracking
	AS400
	Yes

	Online Payments & Billing
	Paymentus, VC3
	Partially

	Activity / class registration
	ReCPro
	Yes

	Timekeeping
	AS400
	Yes

	HR / Position Management
	NeoGov/AS400
	No/Yes

	Insurance ACA 1095 Reporting
	Proware
	Yes

	Employee Benefits
	AS400
	Yes

	Payroll
	AS400
	Yes

	Scheduling
	Sling
	Yes

	Check Writing
	AIG
	Yes

	Work Orders
	Infor Hansen
	Yes

	Community Development / Land and Building Permitting
	AS400
	Yes

	Plan Review (custom)
	Adobe
	Yes

	Utility Billing
	VC3
	Yes

	Parks and Recreation Billing
	Manual
	Yes

	Fleet Management
	AS400
	Yes

	Fuel Management
	Gasboy
	No


[bookmark: _Toc520713330][bookmark: _Toc206204652][bookmark: _Toc206410238][bookmark: _Toc240341967][bookmark: _Toc240342055][bookmark: _Toc224727064][bookmark: _Toc224727216][bookmark: _Toc224727286]
Contract Terms and Conditions 
Below are important contract terms and conditions the City expects to be part of an agreement with the finalist Offeror(s). Please note any exceptions to your willingness to comply with each condition per the instructions in Section B, 9.0 (page 22) of this RFP. Contract terms in the final agreement may include but will not be limited to those listed below. The City will carefully evaluate any exceptions to the terms and conditions listed below. Note, the following does not include terms and conditions anticipated for an external hosting / SaaS agreement.
[bookmark: _Toc240341974][bookmark: _Toc240342062][bookmark: _Toc520713331]Authority
Equal Weight and Force.  
The instructions herein contained are given for the purpose of guidance in properly preparing an applicable proposal.  These directions have equal weight and force with the specifications and strict compliance is required with all the provisions.  Unless otherwise stated in the special instructions of the proposal, these general instructions shall apply.
Written Explanations.  
Only written information from the procurement manager or an authorized representative of the purchasing division is binding:  therefore, no verbal instructions or verbal information from any other source shall be binding on the City.  The City shall not be responsible for any other explanation or interpretation and the decision of the procurement manager or an authorized representative of the purchasing division shall be final and binding upon each Offeror.
[bookmark: _Toc117567536][bookmark: _Toc118194747][bookmark: _Toc155065284][bookmark: _Toc155065422][bookmark: _Toc155065560][bookmark: _Toc159147121][bookmark: _Toc206204668][bookmark: _Toc224727087][bookmark: _Toc224727239][bookmark: _Toc224727309][bookmark: _Toc240341994][bookmark: _Toc240342082]Disputes with Written Explanations.  
The written specifications are considered clear and complete.  Failure of the Offeror to call attention in writing to any disputes, definitions, discrepancies, inconsistencies or incompleteness before the opening of the proposal in the time and manner set forth herein is a waiver of right to do so upon opening of the proposals.  Clarifications requested by Offerors must be in writing not less than three (3) days before date and time set for receipt of proposals.
Written Agenda.  
Should the procurement manager deem it necessary to alter proposal specifications, those alterations shall be made in the form of written addenda that shall be posted on the City website, and may be advertised in the South Carolina Business Opportunities (SCBO) online publication and the local newspaper.  The Offeror is responsible for monitoring all of these sources and should not rely on a single source for updates. These addenda shall then be considered as part of these specifications.  No interpretations of the meaning of the proposal specifications shall be made orally.
[bookmark: _Toc520713332]Requirements for Written Documents
Availability of Documents.  
Proposal documents may be obtained through the City of Myrtle Beach website (www.cityofmyrtlebeach.com) through Offeror registry.
Non-Responsive Proposals.  
Proposals that are incomplete, unsigned, improperly signed or sealed, conditional, illegible, obscure, contain arithmetical errors, corrections without initials, ambiguities, alterations, and/or irregularities of any kind, may be declared non-responsive. 
Proposal Delivery/Opening.  
All proposals must be sealed, marked and delivered in accordance with these instructions to Purchasing Division, City of Myrtle Beach, 3231 Mr. Joe White Avenue, Myrtle Beach, SC  29577.  Proposals received prior to the advertised hour of opening shall be securely kept sealed.  Proposals are not subject to public opening.
Document Ownership.  
All documents, reports, proposals, submittals, working papers or other material submitted to the City from the Offeror shall become the sole and exclusive property of the City, in the public domain, and are not the property of the Offeror.  The Offeror shall not copyright, or cause to be copyrighted, any portion of any of said documents submitted to the City as a result of this solicitation.
[bookmark: _Toc520713333]Tax Information
Sales Tax/Federal Tax.  
The City pays South Carolina State Sales Tax. The City is exempt from Federal Excise Tax and shall issue exemption certificates if required.  All applicable taxes should be shown as separate line items unless otherwise indicated.
Payment of Taxes.  
The Offeror agrees to pay all taxes and license fees of whatever nature applicable to conduct business and furnish the City, if requested, with duplicate receipts or other satisfactory evidence showing the prompt payment of all taxes and fees when referred to and showing that all licenses are in effect.
[bookmark: _Toc520713334]Changes in Specifications
Authority of Specifications.  
It shall be understood that in all cases the terms and conditions, as detailed in the specifications, shall supersede terms and conditions, as detailed in the general instructions.  No verbal agreement or conversation with any officer, agent, or employee of the City shall affect or modify any of the terms and conditions
Equipment.  
If this proposal is for the purchase of equipment, the Offeror guarantees that the equipment offered is standard new equipment, latest model or regular stock product, with parts regularly used for the type of equipment offered; also that no attachment or part has been substituted or applied contrary to the manufacturer’s recommendations and standard practices.
Deviation from Specifications.  
Any deviation from specifications must be noted in detail and submitted in writing with this proposal.  Complete specifications should be attached for any substitutions offered, or when amplifications are desirable or necessary.  The absence of a specification deviation statement and accompanying specifications shall hold the Offeror strictly accountable to the specifications as written herein.
Changes after Award.  
Any changes in specifications, after the purchase order/contract has been awarded, must be with the written consent of the purchasing division; otherwise, the responsibility for such changes shall be with the Offeror.
[bookmark: _Toc520713335]Modifications
Additional Work.  
The proposal shall not contain any unauthorized additions.  No additional work shall be allowed or paid for unless such extra or additional work is ordered in writing by the purchasing division and with the price for such established and agreed upon before such extras are delivered or work is performed.
Adjustments to Items/Work.  
The City shall have the right, without invalidating the contract, to make additions to or deductions from the items or work covered by the specifications.  In case such deductions or additions are made, an equitable price adjustment shall be made between the City and the Offeror.  Any such adjustments in price shall be made in writing.
[bookmark: _Toc520713336]Award Criteria/Timeline
Contract Issuance.  
The award of a contract is accomplished by executing a written agreement that incorporates the entire proposal, Offeror’s response, clarifications, addenda, and additions.  All such materials constitute the contract documents.  The Offeror agrees to accept the contract terms unless substantive changes are made without the approval of the Offeror.  Offeror shall not add any provisions reserving the right to accept or reject an award.  The procurement office is the sole point of contact for the issuance of the contract.
Commencement of Work.  
Upon execution and delivery of the contract and insurance certificates, the Offeror shall be notified to proceed with the work of the contract.  The work of the contract shall be commenced within one (1) City business day following such notification, or as otherwise specified in the Notice to Proceed.
Contract Timeline.  
In the event the successful Offeror fails or refuses to execute a formal written contract with the City of Myrtle Beach in form and content acceptable to the City, within ten (10) City business days after notice of acceptance of the proposal, the proposal may be revoked, and all obligations of the City in connection with the proposal may be canceled.
City Business License.  
The successful Offeror must obtain a City of Myrtle Beach business license in order to conduct business within our city.  A business license is not required to submit a proposal; however, any offeror that receives an award under this proposal shall be required to obtain a City business license before work can begin.  For further information on obtaining a city business license, contact the City Business License Office at 843-918-1200.
[bookmark: _Toc520713337]Key Personnel
The City requires assurances as to the consistency and quality of Offeror staffing for its project. Key points of the City’s key personnel provision include:
The City shall have the ability to interview and approve key personnel proposed by the Offeror.
The City shall have the right to dismiss key personnel from the project.
Offeror key personnel may not be removed from the project without the City’s approval.

[bookmark: _Toc520713338]Implied and Express Warranty
[bookmark: _Toc155065286][bookmark: _Toc155065424][bookmark: _Toc155065562][bookmark: _Toc155067520][bookmark: _Toc155073861][bookmark: _Toc167791425][bookmark: _Toc167797905]The Offeror will expressly warrant that the implemented system will conform in all material respects to the in-scope requirements and specifications as stated in the Offeror’s proposal, including the functional requirements in Attachment 10 (Functional Requirements)  for a period no less than 12 months after final acceptance. The rights and remedies provided herein are in addition to and do not limit any rights afforded to the City by any other clause of this proposal.
[bookmark: _Toc520713339]Express Warranty Remedy
The City requires that the Offeror commit to repair or replace any function not working in the system during the life of the warranty. In the event a problem cannot be fixed or replaced, the Offeror will refund the full amount paid for the software, implementation and any paid hosting and/or maintenance costs.
[bookmark: _Toc520713340]System Acceptance
For purposes of acceptance of the system (or portions thereof), the City intends to use a two-staged acceptance procedure for each phase and for the entire project. Key points include:
“Conditional Acceptance” will occur at or prior to go-live. The City will have up to forty-five (45) days to test the system (“pre-live testing”) before going live.
The City will have a 90-day period after Conditional Acceptance to “live test” the system. Live testing is the City’s opportunity to verify that the system complies with the functional requirements and any other written specifications delivered to the City by the Offeror during the course of the project.
If after the live testing the system performs in accordance with the system specifications (including the design document and functional requirements), the City will issue “Final Acceptance.” The 90-day time frame for Final Acceptance shall be extended if problems are found in the live test. Specifically, the City expects to document the date the problem is found and the date it is certified as fixed. The acceptance period would pause when issues are reported and would restart on the date the problem is certified as fixed. The warranty period shall begin at the time of Final Acceptance.
[bookmark: _Toc520713341]Milestones
The City requires that all payments be based on successful completion of milestones. After the City’s acceptance of the milestone, the Offeror will invoice for applicable milestone payment per the contractual terms.  
[bookmark: _Toc520713342]Additional Modules
[bookmark: _Toc117567523][bookmark: _Toc118194734][bookmark: _Toc155065260][bookmark: _Toc155065398][bookmark: _Toc155065536][bookmark: _Toc159147110]The City will require a “price guarantee” for a minimum of two (2) years from the effective date of the agreement for additional modules that are listed in the proposal but are not initially purchased. 
[bookmark: _Toc520713343]Restrictions of Growth
[bookmark: _Toc240341978][bookmark: _Toc240342066][bookmark: _Toc117567533][bookmark: _Toc118194744][bookmark: _Toc155065281][bookmark: _Toc155065419][bookmark: _Toc155065557]The City requires that any proposed licenses or fees to access the software be adequate to allow the City to use the system unrestricted for all business purposes of the City and the City agencies, departments, and other third-party entities listed in this RFP. The City will not be subject to expansion fees, additional license purchases, or fees for additional users, increases in City employee count, budget size, population size, or data storage requirements for a period of 10 years from the effective date of the agreement. 
[bookmark: _Toc520713344]Intellectual Property Rights
The Offeror warrants and represents that it has secured all necessary licenses, consents or approvals to use any instrumentality, thing or component as to which any intellectual property right exists, including computer software, used in the rendering of the services and the production of any deliverables or other work projects including the configured software (the products) produced under this Agreement, and that the City has full legal title to and the right to reproduce the products. 
The Offeror shall defend, indemnify and hold the City, its elected officials, officers, employees, servants, attorneys, designated volunteers, and agents harmless from any loss, claim or liability in any way related to a claim that City’s use of any of the products is violating federal, state or local laws, or any contractual provisions, or any laws relating to trade names, licenses, franchises, copyrights, patents or other means of protecting intellectual property rights and/or interests in products or inventions. 
The Offeror shall bear all costs arising from the use of patented, copyrighted, trade secret or trademarked documents, materials, equipment, devices or processes in connection with its provision of the services and products produced under this Agreement. 
In the event the use of any of the products or other deliverables hereunder by the City is held to constitute an infringement and the use of any of the same is enjoined, the Offeror, at its expense, shall: 
· secure for City the right to continue using the products and other deliverables by suspension of any injunction, or 
· by procuring a license or licenses for the City that at a minimum meet all requirements defined in the statement of work and functional requirements; or 
· modify the products and other deliverables so that they become non-infringing while remaining in compliance with the requirements of this Agreement.

[bookmark: _Toc520713345]Legal Action
[bookmark: _Toc240341984][bookmark: _Toc240342072][bookmark: _Toc240341987][bookmark: _Toc240342075]The validity, interpretation, and performance of any agreement resulting from a proposal to this RFP shall be controlled by and construed under the laws of the State of South Carolina.
[bookmark: _Toc520713346][bookmark: _Toc368552268][bookmark: _Toc497806200][bookmark: _Toc206204667][bookmark: _Toc224727086][bookmark: _Toc224727238][bookmark: _Toc224727308][bookmark: _Toc240341992][bookmark: _Toc240342080]Indemnification 
The Offeror agrees to indemnify and save harmless the City of Myrtle Beach, its officers, representatives, departments, agencies, employees, and agents, from all claims, loss, damage, injury, fines, penalties, demands, actions, suits, and liabilities arising from the Offeror’s own fault or negligence or through the negligence or fault of the manufacturer of goods supplied by the Offeror.  This obligation shall extend to and include, all litigation costs, court costs, and reasonable attorney fees incurred by the City in response to such claims, provided it is ultimately determined that such claims result from the Offeror’s or manufacturer’s fault or negligence.
[bookmark: _Toc520713347]Proposal Rejection/Withdrawal
Reasons for Rejection.  
The City of Myrtle Beach may reject a proposal if:
A. The Offeror misstates or conceals any material fact in the proposal; or if,
B. The proposal does not strictly conform to the law or requirements of the proposal; or if,
C. The proposal is conditional, except that the Offeror may qualify his/her proposal for acceptance by the City on an “all or none” basis, or a “low item” basis.  An “all or none” basis proposal must include all items upon which proposals are invited
Best Interest of City of Myrtle Beach.  
The City may, however, reject all proposals whenever it is deemed in the best interest of the City to do so, and may reject any part of a proposal unless the proposal has been qualified as provided in statement.  The City may also waive any minor informalities or irregularities in any proposal.
Determination of Responsibility.  
The City may make such investigation as it deems necessary to determine the ability of an Offeror to furnish the required goods/services, and the Offeror shall furnish to the City any requested information and data for this purpose at the Offeror’s expense.  Information requested may include, but not be limited to:  financial statements, credit ratings, criminal histories, references, records of past performance, and/or on-site inspections.  The City reserves the right to reject any Offeror if the evidence fails to satisfy the City that such Offeror is properly qualified to carry out the terms of this proposal.
Disqualification.  
Any of the following factors may be considered just cause to disqualify a proposal without further consideration:  evidence of either direct or indirect collusion among offerors in regard to the amount, terms, or conditions of the proposal; attempts to improperly influence any member of the evaluation team; evidence of offeror’s inability to successfully complete required responsibilities and obligations of the proposal; existence of any lawsuit, unresolved contractual claim, or dispute between the offeror and the City; and/or default under any previous agreement with the City that resulted in the termination of the agreement.
Withdrawal Timeline.  
Proposals may be withdrawn on a written request, received from Offerors prior to the proposal closing date and time.  Negligence on the part of the Offeror in preparing the proposal creates no right for withdrawal of the proposal after the proposal has been opened.  No modifications, clarifications, or explanations of any proposals shall be allowed after the date and time of closing.
[bookmark: _Toc520713348]Protests
Procedures/Timelines.  
A. Specifications and contract terms shall be made available for inspection and copying.  Unless a different deadline is specified in the RFP, protests of the proposal specifications or contract terms shall be presented to the City in writing within five (5) City of Myrtle Beach business days prior to proposal closing. 
B. Such protest or request for change shall include the reasons for protest or request, and any proposed changes to specifications or terms. Envelopes containing protests of specifications shall be marked and mailed, or hand delivered within five (5) City of Myrtle Beach business days to the procurement buyer.
C. No protest against award because of the content of proposal specifications or contract terms shall be considered after the deadline established for submitting such protest.
D. Submission of a proposal without the timely submission of protest of specifications or contract terms is deemed a waiver to the right to protest specifications or contract terms.
E. A decision by the procurement buyer shall be given in writing in each of such cases at least one (1) City of Myrtle Beach business day before the time set for the opening of proposals.  A copy of the decision may be obtained at the procurement manager’s office.
F. If, in the judgment of the procurement manager, the previously mentioned inquiry requires explanation or interpretation, any such explanation or interpretation of said plans, specifications, or other contract documents shall be made by written addendum duly issued with copies mailed or delivered to each person or firm receiving a set of contract documents.
G. The written purchase order shall constitute a final decision of the City of Myrtle Beach to award the contract if no written protest is filed with the City within five (5) City of Myrtle Beach business days of the posting of the proposal tab.  If a protest is timely filed, the purchase order is a final decision of the City only upon issuance of a written decision denying the protest and affirming the award.
H. Purchasing buyer shall notify winning Offeror five (5) city of Myrtle Beach business days after proposal tab is posted on the City website.  It is the responsibility of the Offeror to check the website.  Any actual Offeror who is adversely affected or aggrieved by the award of the contract to another Offeror on the same solicitation shall have five (5) city of Myrtle Beach business days after the posting of proposal tab to submit to the City a written protest of the award.  The written protest shall specify the grounds upon which the protest is based.  The City shall not entertain a protest submitted after the time period established in this rule or such different period as may be provided in the City’s request for proposals.
I. Offerors must submit written protests of the intent to award to the procurement manager within five (5) city of Myrtle Beach business days.  The written protest must include name and contact information of the protestor, solicitation, title and number, the grounds upon which the protest is based, and relief expected.
[bookmark: _Toc520713349]City Reserved Rights
The City of Myrtle Beach expressly reserves the following rights:
A. To reject any and/or all irregularities in the proposals submitted 
B. To reject any and all proposals, or parts thereof, as deemed in the best interest of the City
C. To base awards due with regard on quality of services, experiences, compliance with specifications, and other such factors as may be necessary in the circumstances.
D. To make the award to any Offeror who, in the opinion of senior management, is in the best interest of the City. To make award based on negotiations conducted in accordance with this solicitation or on the basis of a best and final offer by the Offeror.
E. Only the evaluation factors specified in this solicitation may be used as a basis for award.
F. Final Judgment.  If any doubt or difference of opinion arises between the City of Myrtle Beach and the Offeror as to the interpretation of this request for proposal, the decision of the City will be final and binding upon all parties.
G. Clarification.  The City of Myrtle Beach reserves the right to obtain clarification on any point in the Offeror’s proposal. The failure of the Offeror to make additional information available could result in the rejection of the response.  Such clarification might involve the delivery of demonstration equipment to the City for evaluation purposes.  Such hardware shall be provided at no cost to the City.  The City is not obliged to evaluate any or all products.
H. Price Increase.  The City of Myrtle Beach reserves the right to accept or reject any price increase(s) and to cancel any and all item(s) under the contract for which price increase(s) is/are considered unacceptable.  
I. Loss/Damage.  The City of Myrtle Beach shall not be responsible for the loss or damage of any items during the RFP process.
J. Performance Failure.  In the event that the Offeror fails to perform any material obligations, the City of Myrtle Beach reserves the right to give the Offeror written cure notice of such failure.  The Offeror shall then have five (5) city of Myrtle Beach business days to resolve the failure. If the failure is not resolved within five (5) city of Myrtle Beach business days, the City reserves the right to withhold all money that is due and payable to the Offeror.  Such a remedy is in addition to other remedies that might be available to the City. Moreover, the City reserves the right to terminate the contract if the Offeror exceeds the five (5) city of Myrtle Beach business days of non-performance without the approval of the purchasing manager.
K. Termination for Convenience.  The City of Myrtle Beach reserves the right to terminate the contract with the Offeror when it is in the best interest of the City.  If the contract is so terminated, the City shall provide the Offeror with thirty (30) calendar days’ written notice and shall compensate the Offeror for all necessary and reasonable direct costs of performing the services actually accomplished as of the date of termination.  No other costs shall be allowed for a termination for convenience.  No damages shall be allowed for a termination of convenience.
L. Termination for Default.  The performance of work under this proposal may be terminated by the City in whole, or in part, upon non-performance, violation of contract terms, delivery failure, bankruptcy or insolvency, or whenever the City determines that termination is in the City’s best interest.  Any such termination shall be communicated by a written notice of default, delivered to the Offeror, at least fifteen (15) calendar days before the date of termination, specifying the extent to which performance of the work is terminated, and the date upon which such termination becomes effective.  The City of Myrtle Beach shall be entitled to recover all fees, costs, claims, or damages incurred as a result of the Offeror’s breach of this Agreement, including reasonable attorney’s fees and costs of legal action instituted by the City to collect such fees, costs, claims, or damages.
M. Negotiation.  Prior to the notice of award to any offeror, the City of Myrtle Beach may elect to open negotiations and ultimately reach an agreement with an Offeror who demonstrates the best combination of attributes to conduct the project, and who also negotiates a project cost with the City that is fair and reasonable.  The negotiation period shall be no more than five (5) city of Myrtle Beach business days.  In these negotiations, the City may address scope of work, unit pricing, or any other contractual requirements fairly contained within the proposal documents.  In the event that negotiations should commence but fail, the City shall reject any or all proposals.
[bookmark: _Toc520713350]Failure to Enforce 
[bookmark: _Toc167791418][bookmark: _Toc167792251][bookmark: _Toc167792605][bookmark: _Toc167792913][bookmark: _Toc167797898][bookmark: _Toc240341993][bookmark: _Toc240342081][bookmark: _Toc155065291][bookmark: _Toc155065429][bookmark: _Toc155065567][bookmark: _Toc155067525][bookmark: _Toc155073866]Failure by the City at any time to enforce the provisions of the proposal shall not be construed as a waiver of any provisions.  The failure to enforce shall not affect the validity of any part of the proposal.
[bookmark: _Toc273530702][bookmark: _Toc273530704][bookmark: _Toc273530705][bookmark: _Toc273530706][bookmark: _Toc273530708][bookmark: _Toc273530709][bookmark: _Toc273530710][bookmark: _Toc118194751][bookmark: _Toc155065306][bookmark: _Toc155065444][bookmark: _Toc155065582][bookmark: _Toc159147123][bookmark: _Toc206204671][bookmark: _Toc224727089][bookmark: _Toc224727241][bookmark: _Toc224727311][bookmark: _Toc240341996][bookmark: _Toc240342084][bookmark: _Toc368552269][bookmark: _Toc497806201][bookmark: _Toc520713351][bookmark: _Toc240341997][bookmark: _Toc240342085]Non-appropriation of Funds
[bookmark: _Toc167797915][bookmark: _Toc167791435][bookmark: _Toc155073882][bookmark: _Toc155067541][bookmark: _Toc155065583][bookmark: _Toc155065445][bookmark: _Toc155065307]The complete installation of system is contingent on budgetary funding from the annual City budget. Funding may be allocated in phases over several fiscal years. In the event sufficient funds are not appropriated for the payments required to be made under the Agreement in future fiscal years, the City has exhausted all funds legally available for payments to become due under this Agreement, funds which have been appropriated for purposes of this Agreement are withheld and are not made available to City, or an appropriation of funds for the next fiscal years has been made for purposes of this Agreement, but prior to actual release, such appropriation has been withdrawn then the City at its sole discretion may terminate the Agreement at the end of the then current fiscal year, as the case may be without penalty or additional expense of any kind whatsoever. If non-appropriation occurs, the City agrees to deliver written notice to the Offeror of such early termination at least 30 days prior to the end of the then current fiscal year.
[bookmark: _Toc520713352]ADA Compliance
Contact Information.  
Questions concerning the proposal requirements or specifications should be directed in writing to the procurement buyer shown on the front page of this proposal package.  If you need disability-related accommodations, please contact (843) 918-2170.
[bookmark: _Toc520713353]Federal and State Laws
Employment Regulations.  
Offerors shall comply with all local, state, and federal directives, orders, and laws as applicable to this proposal and subsequent contract(s) including, but not limited to Equal Employment Opportunity (EEO), in compliance with executive Order 11246, Minority Business Enterprise (MBE), and Occupational Safety and Health Act (OSHA), as applicable to this contract and Immigration Bill H4400 which states that every Offeror doing business with the City of Myrtle Beach for the physical performance of services with the total value of the contract to be performed in a twelve- month period exceeding fifteen thousand dollars ($15,000.00) must agree to the following: 
· Register and participate in the federal work authorization program to verify the employment authorization of all new employees; and require agreement from its sub-Offerors to do the same; or
· To employ only workers who:
a. Possess a valid South Carolina Driver’s License or ID issued by the South Carolina Department of Motor Vehicles; or
b. Are eligible to obtain a South Carolina Driver’s License or ID card in that they meet the requirements; or
c. Possess a valid Driver’s License or ID card from another state where the requirements are at least as strict as those in South Carolina.

Employment Discrimination. 
During the performance of this proposal, the Offeror agree not to discriminate against any employee or applicant for employment because of race, religion, color, sex, orientation, age, disability, or national origin; however, some conditions may be a bona fide occupational qualification reasonably necessary for the completion of this proposal.  Furthermore, the Offeror agrees that this non-discriminatory agreement shall be incorporated by the Offeror in all contracts entered into with suppliers, Offerors, and all labor organizations furnishing skilled, unskilled, and craft union skilled labor, or who may perform any such labor or services.
Compliance with Laws.  
The Offeror shall, in the performance of work under this proposal, fully comply with all applicable federal, state, county, or municipal laws, rules, regulations, or ordinances, and shall hold the City harmless from any liability resulting from failure of such compliance.
[bookmark: _Toc520713354]Insurance Requirements
The Offeror shall procure and maintain at its own expense, and without cost to the City, the following kinds and minimum amounts of insurance for purposes of insuring the liability risks, which the Offeror has assumed until the contract has expired or is terminated:
Professional Liability Insurance 
Professional Liability Insurance with $1,000,000 limit per claim; (must be maintained in full force and effect for three (3) years beyond project acceptance by Owner). 
Public Liability and Property Damage
The Offeror shall purchase and thereafter maintain for the term of this agreement, and any subsequent extensions hereto, public liability insurance to protect Contractor from claims for bodily injury and/or property damage which may result from Offeror’s performance of this agreement.  The policy shall provide a combined single limit of liability of $1,000,000 per occurrence for bodily injury and property damage with an aggregated limit of not less than $1,000,000.
Automobile Liability 
The Offeror shall purchase and thereafter maintain for the term of this agreement and any subsequent extensions hereto, comprehensive automobile liability insurance to protect the Offeror from claims for bodily injury and property damage which may arise from Offeror’s use of motor vehicles in the performance of this agreement.  The policy shall provide for a combined single limit of $1,000,000 per occurrence for bodily injury and property damage.
Workers’ Compensation Insurance 
Prior to beginning the work, the Offeror shall take out full compensation insurance for all persons which may be employed directly or indirectly in the performance of this agreement, coverage is to apply to all employees for statutory limits in compliance with the applicable state and federal laws.  The policy must provide Employers Liability coverage in the amount of $500,000 each accident; $500,000 bodily injury by disease each employee and $500,000 bodily injury by disease policy limit and shall be maintained in full force and effect during the term and any subsequent extensions hereto.
Excess Liability Policy
At the option of the Offeror, the limits of the primary general liability, automobile liability and employer’s liability policies may be less than stipulated herein, with an excess policy providing the additional limits needed.  This form of coverage must be approved by the City and will only be acceptable when both the primary and excess policies include the coverage and endorsements required herein.    
Policy Endorsements
The following requirements shall apply to the policy(s) indicated below:
General Liability and Automobile Liability
It is understood and agreed that the City of Myrtle Beach, its officials, agents and employees are recognized as additionally named insureds under the policy and, as such, will be provided thirty (30) days written notice by registered mail of non-renewal, exhaustion of aggregate limit, modification of coverage or cancellation for any reason, and the company hereby agrees to provide such notice.  Failure of the company to provide the required notice shall cause the coverage to continue in force for the benefit of the City, its officials, agents and employees until proper notification, as required herein, is provided, the provisions of the policy or any Certificate of Insurance to the contrary notwithstanding.
Workers’ Compensation
The cancellation provision is hereby amended to provide that the City of Myrtle Beach will be provided thirty (30) days written notice via certified mail, return receipt required, in the event of coverage cancellation. 
Notification of Insurance Companies
It is the responsibility of the Offeror to notify all insurance companies to familiarize themselves with all the terms and conditions of this agreement.  The insurance companies shall waive their right of notification by the City of any change or modification of this contract, or of decreased or increased work, or of the cancellation of this agreement or of any other acts by the City or its authorized employees or agents under the terms of this agreement.  The waiver by the insurance companies shall in no way relieve them of their obligations under this agreement.
Certificates of Insurance
Offeror shall file with the City a Certificate of Insurance which shall be approved by the City prior to the inception of any work.  Renewal certificates shall be sent to the City thirty (30) days prior to any expiration date.  
Insurer Licensing and Rating 
All insurance companies providing coverage to the City, shall be licensed to do business in the State and have an A.M. Best rating of “A-“ or better. 
 Insurance Coverage Adjustments 
In response to changing circumstance of loss exposures, the City reserves the right to modify the insurance coverage, limits of liability, policy endorsements and policy terms required in this contract.  The City will provide written notice to the Offeror, which outlines such changes and allow Offeror a reasonable period of time in which to comply with the new requirements.  However, in no event shall Offeror compliance period be longer than thirty (30) days. 
 Coverage Cancellation or Unsatisfactory Coverage  
If at any time any of the foregoing policies shall be or become unsatisfactory to the City, as to form or substance, or if a company issuing any such policy shall be or become unsatisfactory to the City, the Offeror shall, upon notice to that effect from the City, promptly obtain a new policy and submit the same for approval to the City.  Upon failure of the Offeror to furnish, deliver and maintain the insurance coverage’s required herein, this agreement, at the sole discretion of the City, may be forthwith declared suspended, discontinued or terminated.  Failure of the Offeror to take out and/or maintain any required insurance shall not relieve the Offeror from any liability under this agreement, nor shall the insurance requirements be construed to conflict with or otherwise limit the obligations of the Offeror concerning indemnification.
  Hold Harmless
Offeror agrees to protect, defend, indemnify and hold the City, its officers, employees and agents free and harmless from and against any and all losses, penalties, damages, settlements, cost, charges, professional fees or other expenses and liabilities of every kind and character arising out of, or relating to, any and all claims, liens, demands, obligations, actions, proceedings or causes of action of every kind in connection with or arising out of this agreement, and/or the performance hereof, that are due to the negligence of the Offeror, its officers, employees or agents.  The Offeror further agrees to investigate, handle, respond to, provide defense for and defend the same at its sole expense and agrees to bear all other costs and expenses related thereto.   
[bookmark: _Toc520713355]Representation
The selected Offeror shall assign a competent account representative acceptable to the City of Myrtle Beach who will represent the Offeror in providing contracted services to the City.  The account representative shall maintain accurate and detailed records, correspondence, and accounts relating all parts of the proposal.  Records shall be kept in accordance with sound, generally accepted accounting principles.  The City shall have the right to audit all records pertaining to the costs incurred under this proposal.  If the account representative is removed by the Offeror, the new representative must be acceptable to the City.
[bookmark: _Offeror_Responsibilities][bookmark: _Toc520713356]Offeror Responsibilities
Duration of Proposal.  
Proposal prices, terms and conditions shall be firm for a period of at least one hundred twenty (120) calendar days from the deadline for receipt of submittal, or until such time as established in the proposal.  The successful proposal shall not be subject to future price escalation or changes of terms if accepted during the one hundred twenty (120) day period, or the specified proposal time.  Price decreases or changes in terms by others after the acceptance of a proposal shall not be considered.
Transfer of Responsibilities.  
The Offeror shall not assign or otherwise transfer any of its responsibilities or obligations under the contract to any other person or entity without prior written consent of the City.
Drug-Free Workplace.  
In accordance with the provisions of the Drug-Free Workplace Act, the City of Myrtle Beach shall promote a drug-free workplace.  Illegal drugs or narcotics in the workplace are strictly prohibited.  The manufacture, possession, use, and/or distribution of a controlled substance of any kind while working on City property is subject to disciplinary action up to and including immediate discharge.  As such, Offerors are required to insure that a drug-free workplace is provided in the performance of any City contracts.  By submitting a proposal, Offeror certifies that, if awarded the contract, they and their sub-Offerors shall comply with the City’s Drug-Free Workplace Policy.  The failure of any Offeror to uphold and enforce this policy is subject to termination of contract.
Sub-Offerors.  
The Offeror shall be wholly responsible for the performance of all sub-Offerors and for their acts and omissions, and those of persons either directly or indirectly employed by the Offeror, and the fact that sub-Offerors are subject to the approval of the City of Myrtle Beach shall not affect the Offeror’s responsibility in this regard.  The Offeror shall bind every sub-Offeror to all terms and conditions anywhere contained in the contract documents as far as applicable to the work of such sub-Offeror so that the sub-Offeror assumes toward the Offeror and toward the work all the obligations and responsibilities that the contract assumes toward the City as to the performance of the sub-Offeror’s portion of the work.
Coordination and Contact.  
The selected Offeror shall be required to assume responsibility for coordination, engineering, delivery, installation, and maintenance of all equipment, software and services offered in their proposal, whether they are the manufacturer or producer of them.  Offeror shall not assign, transfer, convey, sublet, or otherwise dispose of the contract or their right, title, or interest therein without prior written consent of the City.  Further, the City of Myrtle Beach shall consider the selected Offeror to be the sole point of contact with regard to contractual matters, including payment of any and all charges resulting from the lease or purchase of the entire service equipment and software configuration, when applicable.  Only service and equipment offered by Offerors who have installed similar systems of comparable size shall be considered.  All service and equipment offered shall be in current standard production and of the latest design.
Liquidated Damages.  
If the Offeror fails to deliver the supplies or perform the services within the time specified in the contract, the Offeror shall, in place of actual damages, pay to the City of Myrtle Beach liquidated damages of $100.00 per calendar day of delay.  If the City terminates the contract, in whole or in part, the Offeror is liable for liquidated damages accruing until the City reasonably obtains delivery or performance of similar supplies or services from an alternate offeror.  These liquidated damages are in addition to excess costs of repurchase due to contract termination.  The Offeror shall not be charged with liquidated damages when the delay in delivery or performance is documented to be beyond the control and without the fault or negligence of the Offeror.
Force Majure.  
The Offeror shall not be held responsible for failure to perform the responsibilities imposed by this proposal due to legal strikes, fires, riots, rebellions, and acts of God beyond the control of the Offeror, unless otherwise specified in the proposal.
[bookmark: _Toc520713357]Non-Collusion
The authorized signer of the proposal certifies that the proposal is made without collusion or fraud, and that they have not offered or received any kickbacks or inducements from any other offeror, supplier, manufacturer, or sub-Offeror in connection with their proposal.  Furthermore, the authorized signer certifies that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services, or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.  Prior compensated consulting shall not preclude an Offeror from submitting a proposal.
[bookmark: _Toc520713358]Compliance
Offeror affirms that they have examined, understand and accept all instructions, specifications and conditions, and shall provide for appropriate insurance, deposits, and performance bonds if required, and shall comply fully with specifications as attached for the agreed contract, especially where materials and work are involved, and that any and all registration requirements where required for Offerors as set forth in law are met.













[bookmark: _Toc497806202][bookmark: _Toc520713359]Attachments
To be submitted with completed proposal.
[bookmark: _E.1_Attachment_1][bookmark: _Toc520713360][bookmark: _Ref299319017][bookmark: _Toc474142660][bookmark: _Ref368345023]E.1 Attachment 1 (RFP Submittal Checklist) 

	Proposal Section & Attachments
	Submitted?

	Title Page
· Title page
· City of Myrtle Beach RFP Number
· Offeror name, address, telephone number and email 
· Offeror’s Proposal Contact name, signature, title, email and date
	

	Section 1.0 Executive Summary and Offeror Submission Materials 
· Attachment 1 (RFP Submittal Checklist) 
· Attachment 2 (Signature Page)
· Attachment 3 (Offeror Statement)
· Attachment 14 (Certificate of Insurance)
· Attachment 15 (Local Offeror Preference)
	

	Section 2.0 Scope of Services 
· Complete Attachment 4 (Scope of Proposal)
· For each firm identified on Attachment 4 (Scope of Proposal),
· Attachment 5 (Company Information) 
· Attachment 6 (Customer Reference Form)  
	

	Section 3.0 Functional Requirements 
· Attachment 10 (Functional Requirements)
	

	Section 4.0 Technical Requirements and Information Requests
· Attachment 7 (Information Technology Requirements and Information Requests)
	

	Section 5.0 Business Process / Software Considerations 
· Attachment 12 (Data Conversions)
· Attachment 13 (Interfaces)
	

	Section 6.0 Implementation Approach, Plan and Deliverables
· Attachment 9 (Staffing)
	

	Section 7.0 Post-Implementation Support Services
· Attachment 8 (Maintenance & Support)
	

	Section 8.0 Pricing (submit under separate cover)
· Attachment 11 (Cost)
	

	Section 9.0 Exceptions 
	

	Section 10.0 Sample Documents
	



[bookmark: _E.2_Attachment_2][bookmark: _Toc520713361][bookmark: _Ref299319025][bookmark: _Toc474142661]
E.2 Attachment 2 (Signature Page)
 
The undersigned Offeror having examined this RFP and having full knowledge of the condition under which the work described herein must be performed, hereby proposes that the Offeror will fulfill the obligations contained herein in accordance with all instructions, terms, conditions, and specifications set forth; and that the Offeror will furnish all required products/services and pay all incidental costs in strict conformity with these documents, for the stated prices as proposed.
Submitting Firm: _______________________________________________________________
Address: ______________________________________________________________________
City: ___________________________State: _______________ Zip: ________________

By signing below, I certify that:
I am authorized to propose on my company’s behalf.
I am not currently an employee of the City of Myrtle Beach.
None of my employees or agents is currently an employee of the City of Myrtle Beach
I am not related to any City of Myrtle Beach employee or Elected Official.

Authorized Representative (print): ________________________ Title: _____________________


Authorized Signature: ____________________________ Date: __________________________
Note: If you cannot certify the above statements, please explain in a statement of explanation. 

Contact Information: 
Name: ________________________________________________________________________
Title: ________________________________________________________________________

Address: ______________________________________________________________________
City: ___________________________State: _______________ Zip: ______________________

Email: _________________________________	Phone: _____________________________
Company Website: ________________________   Alternate Phone: ______________________

Software Demonstrations: 
Software demonstrations are targeted for the following dates. Please indicate your availability and date preference to provide software demonstrations in the event your proposal is elevated to software demonstrations. Elevated Offerors will be notified of the scheduled demonstration date when elevated.

	Week
	Availability (Y/N)
	Preference (1, 2, 3, No Preference)

	October 23 – 25
	
	

	October 30 – November 1
	
	

	November 13 – 15
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E.3 Attachment 3 (Offeror Statement)

By submitting a proposal, the Offeror acknowledges that he/she has acquainted themselves with the terms, scope, and requirements of the project based on the information contained in this RFP and any addendums. Any failure by the Offeror to acquaint themselves with available information will not relieve them from the responsibility for estimating properly the difficulty or cost of successfully performing the work available. The City is not responsible for any conclusions or interpretations made by the Offeror on the basis of the information made available by the City.
The following addendums have been acknowledged and are included in our response. Proposals that do not acknowledge addendums may be rejected.


	Addendum#
	Initials

	
	

	
	

	
	

	
	

	
	

	
	





________________________________________				
PRINTED NAME OF AUTHORIZED AGENT (TITLE)


________________________________________________	             _________________________
SIGNATURE OF AUTHORIZED AGENT				DATE

[bookmark: _E.4_Attachment_4][bookmark: _Ref299319051][bookmark: _Toc474142663][bookmark: _Toc520713363]E.4 Attachment 4 (Scope of Proposal)
Identify the scope of the proposal and if the proposal contains software and services for each scope option. Scope options are defined in the RFP in section A and Section C.
Software and Implementation Services:
	|_|
	Proposed

	|_|
	Not Proposed


Primary Software Firm    ___________________________________________________________
Software Product Proposed   _______________________________ Version _________________
Primary Implementation Firm   ______________________________________________________
Technology Services:
	|_|
	Hosting Services Proposed

	|_|
	Software as a Service Proposed

	|_|
	Not Proposed



Hosting Provider:  ____________________________________________________________________
Third Party Products/Services
	|_|
	Third Party Products/Services Proposed

	|_|
	No Third Party Products/Services Proposed


Firm   _______________________________Purpose ______________________________________
Firm   _______________________________Purpose ______________________________________
Firm   _______________________________Purpose ______________________________________
Firm   _______________________________Purpose ______________________________________
Firm   _______________________________Purpose ______________________________________
Firm   _______________________________Purpose ______________________________________

Name of Individual / Firm Submitting Proposal:  __________________________________________________

Signature of Offeror: ________________________________________________________________________
[bookmark: _E.5_Attachment_5][bookmark: _Ref299307844][bookmark: _Toc474142664][bookmark: _Toc520713364]E.5 Attachment 5 (Company Information)
Complete one form for each firm included in the proposal and include a copy of financial statements for last 3 years. 
	
	Information Request
	Offeror Response

	
	Offeror Experience

	0
	Name of firm 
	

	1
	Number of years in business:
	 

	2
	Number of years providing systems/services to public sector:
	 

	
	Current Customers

	3
	Number of clients using proposed software/services
	 

	4
	Number of new customers in past 3 years
	 

	5
	Average size of the customers using solution proposed, e.g., number of users, annual budget, revenues, expenses, employee count, annual payroll amount
	

	6
	List clients in South Carolina and product(s) used and whether public or private sector clients
	

	
	If not Primary Offeror

	7
	Number of past projects partnering with primary Offeror
	 

	8
	Official Partnership status/certification (if applicable)
	

	
	About the Company
	

	9
	Number of Employees: 
Full-time? Part-time? Contract?
	

	10
	Number of Employees Providing Implementation Services (if applicable)
	

	11
	Number of Employees Supporting Product (Maintenance and Support) (if applicable)
	

	12
	Number of Employees Dedicated to Product Development (if applicable)
	

	13
	Describe your company’s corporate structure, e.g., public, private, governance, etc.
	

	14
	Company’s annual sales revenue and net income (loss) for the past 5 years? 
	

	15
	What percentage of each year’s sales revenue comes from customers using the solution proposed in this response?

	 

	16
	What percentage of past five years’ and current year’s sales revenue is allocated to Research and Development?
	

	
	Information Request
	Offeror Response

	17
	Are there any outstanding lawsuits against your company? If so, please describe and explain what impact an unfavorable outcome would have on the company
	

	18
	Is your company currently involved in any discussions or negotiations to be acquired by another firm? If yes, please describe the status of the discussions / negotiations. If your company is actively engaged in being acquired, please describe the targeted timeframes related to the acquisition.
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[bookmark: _Toc473194918][bookmark: _Toc473200248][bookmark: _Toc474142665][bookmark: _Toc520713365][bookmark: _Toc473200249][bookmark: _Toc473202615][bookmark: _Toc99093293][bookmark: _Toc99499466][bookmark: _Toc99499579][bookmark: _Toc159147126][bookmark: _Toc167797918][bookmark: _Toc206410240][bookmark: _Toc224727091][bookmark: _Ref299307811][bookmark: _Toc99093294][bookmark: _Toc99499467][bookmark: _Toc99499580][bookmark: _Toc98667365][bookmark: _Toc99093295][bookmark: _Toc99499468][bookmark: _Toc99499581]E.6 Attachment 6 (Customer Reference Form)


Using the following form, please provide at least three (3) and no more than five (5) references that match the following criteria:
· Public sector customers 
· Customers using the solution and version(s) proposed for the City of Myrtle Beach.
 
GENERAL BACKGROUND
Name of Customer:		
Contact Name: 						Title: 				
Phone: 						E-mail: 				
Solution components in use / version:						
Summary of Project:								
										
										
Number of Customer Employees: 		Size of Operating Budget: 		
PROJECT SCOPE
	|_|
	Financials
	|_|
	Purchasing

	|_|
	Budgeting
	|_|
	Human Resources

	|_|
	Payroll/Time Entry
	|_|
	Other (please specify) ___________________________________


TECHNOLOGY INFORMATION
Externally hosted / SaaS? Yes_______   No________     If yes, hosting provider__________________________
IMPLEMENTATION INFORMATION
Project Duration (months):							
Initial Go-Live date:										
Describe Role on Project: 							
										
										
										
Project Challenges: 								
										
										
										
										
Major Accomplishments: 							
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The City currently supports a variety of platforms and applications, though the majority of servers are MS Windows Server, Windows 8 and 10. We support MS SQL databases and we utilize SharePoint and other MS Office applications. 

	Ref #
	Technical Requirement / Information request

	Offeror Response

	
	Hosted / SaaS Options

	1. 
	Is system available through hosted model 
(City owns license; system hosted by Offeror)
	Yes/No

	2. 
	Is the system available through SaaS model 
(City pays monthly service fee)
	Yes/No

	3. 
	Is the system available through a managed services model (City owns and hosts system; Offeror maintains system)
	Yes/No

	4. 
	Where is the data center and disaster recovery data center located?
	

	5. 
	Describe your business continuity and disaster recovery plans, including recovery point objectives and recovery time objectives.
	

	6. 
	What are your experiences as a SaaS provider? e.g., number of clients; longest and average time providing services to a client; largest and average client size, client industries, etc.
	

	7. 
	In the event your company is acquired or ceases operation, what is the procedure and timeframe for returning Myrtle Beach’s data and in what format would the City’s data be returned? 
	

	8. 
	Describe your procedures for providing your customers advance notification of major upgrades or system changes.  
What process do you use to schedule implementation of the upgrades or changes to minimize operational disruption?
	

	9. 
	If data centers are physically secured, explain the method / technology used.
	

	10. 
	Please detail data center and security certifications held by your company, specifically certification title, description, issuing organization, frequency of renewal, most recent issue date of the certification. 
	

	11. 
	Has your company experienced any breach in data center, network, database, and / or application security in the past three years? If yes, please describe each incident – date, nature of the incident, Offeror’s response, customer communications and result.
	

	12. 
	Describe how you monitor network usage and your procedure for increasing and / or allocating network resources to meet increased usage.
	

	13. 
	What are your proposed operational Service Level standards? 
How do you monitor Service Levels and how often to you report Service Level results to customers?
	

	14. 
	What are the results of your Service Level Standards for the past two years, e.g., lowest, highest and average per metric?
	

	15. 
	In the past 3 years, have you reimbursed any customer(s) due to failure to meet contractual Service Levels? If yes, what was the amount and date of your last incident? 
	

	16. 
	What is the expected average downtime per week for Offeror-controlled reasons, e.g., backups, patches, upgrades, etc.?
	

	17. 
	What business continuity procedures and policies are implemented to protect City data, including data back-up and recovery?
Where does your backup data reside?
	

	18. 
	Please provide the dates of your last business continuity / disaster recovery tests and the results of each test; also provide data recovery turn-around time standards.
	

	19. 
	Please provide information on the hiring and oversight of privileged administrators, and the controls over their access to customer data.
	

	20. 
	Describe your process and procedures for segregating customer data at rest. 
	

	21. 
	What change management processes are implemented to protect City data and system availability?
	

	22. 
	What configuration management processes are implemented to protect City data and system availability?
	

	23. 
	Please describe your technology control standards and audit processes related to data security and operational integrity. Indicate what industry standard(s) you comply with and provide a copy of latest audit reports, e.g., SSAE 16, COSO, SOX, etc.
	

	24. 
	What encryption methods are provided within the application in order to encrypt data across non-secure portions of a network? 
If your application does not provide application-level encryption, explain how you will accomplish this and any requirements for City necessary to implement the solution.
	

	25. 
	Describe your process / methods for encrypting data in transit to protect it from being read or modified as it traverses external networks. Also describe any standard protocols and / or algorithms you leverage, e.g., TLS and IPsec, AES.
	

	26. 
	If you use encryption as a data security method, provide information regarding the design and testing of the encryption schemes / methods. Also answer, is data encrypted while at rest?
	

	27. 
	Does your application allow for any data deletion by end-users? If so, describe what happens to the deleted data?
	

	28. 
	In addition to user IDs and passwords, describe the standards and other methods used to authenticate users, e.g., LDAP, certificates and tokens. 
	

	29. 
	What are the internet bandwidth requirements for optimal performance?
	

	30. 
	Describe any minimum contract periods 
	

	31. 
	After contract period, is it possible to transition to self-hosted model? Describe what is required for transition and cost
	

	32. 
	How is performance against service levels reported to the City
	

	33. 
	Describe process for City reporting issue to the Offeror
	



If hosting / SaaS services are proposed, please submit the standard Service Level Agreement (SLA). If the following information is not covered in the agreement, please provide information in the table provided. Also if not in the standard Service Level Agreement provided, please describe remedies proposed for failure to meet SLAs.

	Service
	Metric
	Requirement/ Guarantee
	Remedy if Not Met

	System Availability (Unscheduled Downtime)
	
	
	

	Scheduled Maintenance Window
	
	
	

	System Response (Performance)
	
	
	

	Issue Response Time
	
	
	

	Issue Resolution Time
	
	
	

	System Data Restore
	
	
	

	Implementation of System Patches
	
	
	

	Notification of Security Breach
	
	
	

	Please list other proposed service levels
	
	
	







	Ref #
	Technical Requirement / Information request

	Offeror Response

	
	City hosted solution

	34. 
	Is the system available to be hosted by the City?

	Yes/No

	35. 
	Optimal and minimum network requirements

	

	36. 
	Optimal and minimum database software and requirements, including freeware, printer drivers, etc.? Versions?
	

	37. 
	Optimal and minimum server requirements – operating system, sizing, versions, etc.
	

	38. 
	Is the application supported under VMware? Version(s)? If yes, how many customers are currently running VMware? Does the server need to be pinned?
	

	39. 
	Can the application be installed and maintained using Remote Desktop Services or other remote support tools?
	

	40. 
	Optimal and minimum desktop (client) requirements
	

	
	Software release process

	41. 
	What is your frequency and process for new software upgrades / releases, e.g., planning, scheduling, notification, distribution / implementation? 
	

	42. 
	What latitude do your customers have regarding adoption of the upgrades or changes?  
	

	43. 
	Are software upgrades included in the maintenance costs? 
	

	44. 
	What is the estimated average time and cost to your customers associated with implementing a new software upgrade / release?
	

	45. 
	Describe how software patches, upgrades and major releases are distributed to your customers for installation, e.g., auto-upgrade at log-in, etc.
	

	46. 
	What is your expected software release schedule for the next two years – frequency / dates and content? 
	

	47. 
	What software upgrades are not included in the maintenance costs?
What are the time and costs to City for implementing those upgrades?
	

	48. 
	Describe the process for updating and/or certifying the application when new releases of 3rd party software becomes available (e.g., new releases of Windows, IE) 
	

	
	Support, warranty & maintenance

	49. 
	Describe the warranty that comes with the purchased system. When does the warranty begin and end?  
	

	50. 
	Detail the process for response to calls for service.
	

	51. 
	What are the hours of support, expected response time for calls for service, and escalation process for problems?  
	

	52. 
	Describe the maintenance contract that comes with the purchased system. 
	

	53. 
	Do your support personnel typically interact with your customer’s information technology personnel or end-user personnel?
	

	54. 
	Describe City and Offeror roles and responsibilities for on-going support. 
	

	55. 
	Describe recommended staff size and skillsets for City to perform the on-going support roles and responsibilities. Is configuration expertise considered by the Offeror to be an IT function or that of the Administration & Finance department?
	

	56. 
	City expects that the proposed system will respond to all on-line queries within an average of three (3) seconds or less, 95% of the time. Hardware proposed should be adequate to reach that goal. Please state any assumptions and factors that will guarantee the system response times and the methodology for performance measurement used to guarantee the required performance.
	

	57. 
	Describe on-going end user support offerings such as Users’ Groups, release training, etc.
	

	58. 
	Describe the timing and delivery of system administration manuals and how you keep this documentation up-to-date.
	

	59. 
	Describe the timing and delivery of database ERDs and data dictionaries and how you keep this documentation up-to-date.
	

	60. 
	Describe the timing and delivery of diagrams and associated documentation describing the technical solution (including servers, network, client machine configuration and connectivity). How do you address changes to this documentation?
	

	61. 
	Describe the timing and delivery of user reference manuals and/or online help and how you keep this documentation up-to-date.
	

	
	Application Security Management

	62. 
	What security tools are provided in software?
	

	63. 
	Explain active directory integration
	

	64. 
	Explain single sign on capabilities, including how single sign on would work with any proposed third-party software
	

	65. 
	Does your application require DBA or SA rights be granted?
	

	66. 
	Does your application require authentication for access to data?
	

	67. 
	Can administrative login(s) to application have strong passwords?
	

	68. 
	Can the application force a password change at the first login?
	

	69. 
	Does the application allow for multiple logons for the same user at the same time?
	

	70. 
	Does the application maintain and control password history?
	

	71. 
	List built-in user IDs and their privileges.
	

	72. 
	Identify data encryption method(s), including in-transit and at-rest, all data or select data and any encryption options available to users for configuration
	

	73. 
	Are encryption keys securely stored?
	

	74. 
	Is the connection to database encrypted?
	

	75. 
	Does the application log contain credentials (passwords, etc.)?
	

	76. 
	Does the application provide centralized logging support, such as logging to syslog, included in the application?
	

	77. 
	What system privileges are necessary for the application to run? 
Detail whether the application runs only with those privileges needed to operate.
	

	78. 
	Does your application include any configuration files in clear text used for authentication, e.g., clear text passwords? 
	

	79. 
	Does the application clean up authenticated sessions after logging out? 
	

	80. 
	Describe how the application would address each of the following security-related events. Please note whether the application logs detail such as user and process IDs causing the event and timestamps.
a. Success or failure of attempt to access security file
b. Success or failure of event
c. Seriousness of event violation
d. Success or failure of login attempts
e. Denial of access resulting from excessive number of failed login attempts
f. Blocking or blacklisting of a User ID, terminal, or access port and reason for the action
g. Activities that might modify, bypass or negate security safeguards controlled by the application
	

	81. 
	Does the application have the ability to log changes to user privileges and to log access to sensitive data in an individually identifiable way?
	

	82. 
	If the solution is web-based, describe your Web Application firewall configuration and features.
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	Support

	83. 
	Describe operations support
	

	84. 
	Describe back up procedures and testing of backups and other quality assurance processes to ensure the backup is working correctly.
	

	85. 
	Describe process for installing patches and updates
	

	86. 
	Describe process for roll-back of patches and updates if major functionality is broken as a result of the patch and/or update
	

	87. 
	Add – support in US or specify location(s) and services if any off-shore
	

	
	Access to Data

	88. 
	Describe the City’s ability to access data through reporting tools with a SaaS / hosted system. Also explain how the City can get direct access to the database. 
	

	
	Reporting & Analytics

	89. 
	Does the software come with a report writer and / or analytics toolset? (specify) 
	

	90. 
	Does the report writer utilize a separate database?
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	Proposed Maintenance and Support
	

	Post-implementation Support:

	Days of on-site support after Go-Live
	

	Other on-site support after Go-Live (month end, quarter end, year-end, etc.)
	

	How many versions are currently supported?
	

	With what frequency does the Offeror conduct health/functionality checks with its clients after Go-Live?
	

	Telephone Support:

	Days / Hours available (and time zone)

	

	Problem Reporting and Resolution Procedures

	

	Severity definitions and response time for levels of severity

	

	User Groups:

	Local and/or National User Group

	

	User Group Members (number)

	

	Third Parties:

	Support provided for third party products?

	



Additional Attachments.
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