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Sealed Proposals, subject to the specifications and conditions contained herein and attached hereto, will be received in the City Manager’s Office, City Hall, until, but no later than 2:00 P.M.CST August 14 , 2014, and then opened for Payroll and HRIS Solution.
If you are an individual with a disability and require a reasonable accommodation or have additional questions regarding this invitation, please notify the Assistant Finance Director, Danny King at (931) 560-1580.
No proposal may be withdrawn after the scheduled closing time for receipt of proposals for ninety (90) calendar days. 
Proposal  Instructions
To be considered, you must:
1. Have on file prior to bid award a copy of an updated vendor application form. A copy may be downloaded from our website http://www.columbiatn.com/VendorApp2007.pdf
2. Submit three copies of your proposal addressing the requested services. Two of the copies may be in electronic format. 
3. All forms must signed by someone with the authority to bind the proposer to the terms of the proposal.
Proposal documents shall be returned to:
Purchasing Agent, City Hall, 700 North Garden  St., Columbia, TN 38401.
Mark outside of envelope with Request for Proposal Payroll Services and opening date of proposal, August 14,2014
Time is of the essence and any proposal received after the announced time and date for submittal, whether by mail or otherwise, will be rejected. The time of receipt shall be determined by the City Manager’s Office. Vendors are responsible for ensuring that their proposals are stamped by City Manager’s Office personnel before the deadline indicated. Late proposals received will be so noted in the proposal file and the proposal will be returned unopened. Faxed or e-mailed proposals shall not be accepted.
Nothing herein is intended to exclude any responsible vendor, his product or service or in any way restrain or restrict competition. On the contrary, all responsible vendors are encouraged to bid and their bids are solicited. The City of Columbia is compliant with Title VI of the 1964 Civil Rights Act and as a result does not discriminate on the grounds of race, color or national origin nor does it excluded from participation in, or denies the benefit of any program or activity receiving federal financial assistance.

Scope of Services

The City of Columbia, Tennessee wishes to consider an integrated payroll and human resource management solution that will manage the payroll function for approximately 425 employees as well as provide a database for tracking employee data from application to termination of employment. The system must be fully integrated, scalable and intuitive in its operations. The City will consider a server based system or secured cloud based solution.   

		
Pre- Proposal Meeting

A non mandatory pre-proposal meeting will be held on August 4th at 10:00 a.m. in the first-floor conference room at City Hall to discuss questions from the potential proposers.  

Timeline for the Proposals

· Release RFP July 21st
· Proposal meeting August 4th 
· Proposals Due – August 14th 
· Evaluation August 15th – August 31
· Demonstrations ( top 3 or 4) – Sept 2 thru 5th
· Recommendation to Council Sept 17th


Selection Criteria:  

· Required Payroll Functionality  - 20%
· Required HR Functionality – 15%
· Experience / References – 15%
· Reporting – 15%
· Support / Training – 15%
· Implementation Plan / Data Migration – 10%
· Cost – 10%

Background 
· The City of Columbia currently employees approximately 375 full time employees and 25 regular part time employees and 25 temporary or seasonal workers. 
· The City pays on a biweekly basis.
· The City has utilized ADP’s PCPW payroll solution since 2003 and recently converted to ADP Work Force Now for payroll only. 
· The City utilizes Unitime (Empower Software) for time capture and benefit accrual. 
· The City currently has very limited computer based HRIS capabilities.
· All wage garnishment and payroll tax liability functions are performed by ADP. 
· There is an employee self service component within the Unitime software allowing employees to request time off and view leave balances. 
· Payroll is processed within the Finance Department. The department has a staff of four of which three are involved in the processing of payroll as part of other duties within the department. 
· The Personnel Department has a staff of three consisting of the Director, an executive secretary and a benefits coordinator. They are responsible for hiring, testing, onboarding, benefits, performance evaluations, disciplinary actions, and separations of all City employees.  

Required Payroll Services 
· Accurate calculate payroll for a variety of pay frequencies, pay types and tax frequencies  
· Payroll program must accommodate wage garnishments, child support payments and bankruptcies. Vendor must be able to remit these deductions to the appropriate agencies on a timely basis. 
· Payroll program must correctly calculate all tax liabilities for both employee and employer. Vendor must be able to prepare all payroll tax liability forms on the City’s behalf and remit payment to proper tax authorities in a timely fashion. 
· Payroll system must accommodate employee direct deposit of net payroll with a minimum of three distributions per employee, automatic pre-noting and manual override of pre-note. Vendor will be required to prepare and remit all ACH files.  
· Payroll system must accommodate both pre and post tax payroll deductions
· Payroll system with true effective dating of pay rate changes, title changes, position changes, departments/cost center changes is highly desired.
· Payroll system must allow for pre-processing payroll preview
· Payroll system must accommodate manual check entry 
· Payroll system ,must accommodate reversal and voiding of checks 
· Payroll system must maintain extensive online check history 
· Payroll system must provide for a complete General Ledger Interface of each payroll to the City’s general ledger program utilizing an excel file format.
· Payroll system must provide for year end W2 generation and filing of all applicable tax forms.  
· Payroll system must provide for onsite printing or vendor generated payroll checks or stubs. Other payment options will be considered. 
· Payroll system must track deductions in arrears 
· Payroll system must be ability accept mass changes uploads using excel format spreadsheets


D.  Required HRIS Functionality
· Fully integrated system that tracks applicants from initial application to onboarding.  
· EEOC reporting 
· FMLA tracking
· Cobra Tracking
· I-9 verification tracking 
· Historical tracking of: 
· Rate Changes
· Departmental Changes
· Title Changes 
· Education, training and skill tracking
· License and certification tracking 
· Dependent Tracking
· Beneficiary information 
· OSHA and Safety training tracking – Form 300 reporting 
· Emergency Contact Information
· Affordable Care Act reporting 
· Performance review tracking 
· Allow for benefit plans to set at either employee or company level. 
	
E.  Reporting 
· Payroll and HRIS systems must be fully integrated and as such must be fully reportable.
· Proposed solution must have a reporting functionality that will allow access to any and all fields within the database(s) used by the solution.
· The report tool should be intuitive and utilize wizards or similar features that will allow City employees to both setup and run simple ad hoc reports without assistance from the vendor. 
· Reporting solution should have common standard reports available.
  

F.  Support
· Vendor shall supply online support or help screens for common questions related to data fields or reports.
· Vendor shall have a support center for more complex questions which cannot be handled by online help screens. The support center shall be manned by fully trained and knowledgeable staff.  
· 

G.  Training 
· Training shall be available for all proposed payroll and HRIS modules 
· Training shall be available in an online webinar type format but may also be available in live training session either onsite or at the vendor location. 
H.  System Requirements 
· Proposal shall fully describe all hardware, software or browser requirements necessary for the proposed system 
I.  Cost 
· A detailed cost proposal including implementation, conversion and training shall be submitted 
· The cost proposal shall clearly identify what services or functionalities are  included with each component of cost.
J. Implementation 
· The proposal shall include a description of a proposed implementation process and sample timeline. 
· Implementation shall include conversion of existing data to the extent available.

K. References
· Include a list of at least five references the utilize fully integrated payroll and HRIS systems. Include at least two municipalities using either payroll or HRIS and preferably both. References shall include contact name and phone number.
Standard Proposal Forms:

The proposal format shall be at the vendor’s discretion; however, economy of preparation, clarity and organization is both appreciated and helpful when trying to evaluate the proposals. While a hard copy is required an additional electronic version would also be helpful.  


Proposals shall include : 

A.  Background and History of Company 
Include a brief background and history of your company including such information as location of corporate and support locations, length of time in business, number of current customers, size of staff and whether company is privately owned or listed on an exchange.  

B.  Description Services
· Include an overview of payroll and HRIS system addressing the 	particular issues or functionalities as requested herein. 
· Implementation – If you have had experience in converting a customer 	from ADP to your system please include that information as well. 
· Training – Include how training typically occurs, the length of time 	and costs associated with the training.
· Support – locations and hours of operation
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