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City of Seattle
Department of Information Technology

Request for Proposals #DIT 140078

Public Regional Information Security Event Management (PRISEM) System  

Information Technology – System Enhancements 
and Provisioning One Maritime Port





1.0	Schedule.  The following is the estimated schedule of events.  The City reserves the right to modify this schedule at its discretion.  Notification of changes will be posted on the City’s website at http://www.seattle.gov/doit/vendor.htm

	RFP Release
	[bookmark: _GoBack]Wednesday, June 4, 2014


	Deadline for Proposer Questions 
	Wednesday, June 11, 2014


	Deadline for City Answers
	Friday, June 13, 2014


	Written Proposals Due to the City
	Monday, June 23, 2014  4:00 p.m.

See RFP Section 11 for Delivery Information


	Announcement of Successful Proposer
	Friday, June 27, 2014


	Anticipated Negotiation Start Date
	Tuesday, July 8, 2014


	Agreement Execution by Consultant 
	Thursday, July 10, 2014


	Agreement Execution by City
	Friday, July 11, 2014


	Commence Services
	August 1, 2014







2.0	City Contact.

		Ann Kelson, IT Contracting Manager
			ann.kelson@seattle.gov
		206-684-0539

Unless authorized by the IT Contracting Manager, no other City official or employee may speak for the City regarding this solicitation until the award decisions are complete. Any Proposer seeking information, clarification or interpretations from any other City official or City employee uses such information at the Proposer’s own risk. The City is not bound by such information.  Following the Proposal submittal deadline, Proposers shall continue to direct communications to only the IT Contracting Manager.  


[bookmark: _Toc292443390]3.0	Purpose.   The purpose of this Request for Proposals (RFP) is to enter into a firm fixed price agreement with a qualified Consultant to perform services in support of the Public Regional Information Security Event Management (PRISEM) System.  The services include development of information technology system enhancements and provisioning of one maritime port (PRISEM Project).  Provisioning does not include providing equipment.

 
[bookmark: _Toc292443391]4.0	Period of Performance:  It is estimated that PRISEM Project will commence on August 1, 2014.  Substantial completion must occur by June 30, 2015.  Full completion must occur by July 31, 2015.


[bookmark: _Toc292443392]5.0	Background.  The City of Seattle is a municipal corporation of the State of Washington.  It consists of 36 departments and offices.  One of the City departments is the Department of Information Technology (“DoIT”).  A division within DoIT is the Office of Information Security (OIS).  The OIS is the Project Sponsor of the Public Regional Information Security Event Management (PRISEM) System.  

PRISEM is a partnership among the City of Seattle, Department of Homeland Security, the University of Washington, the University of Michigan and other participating jurisdictions.  

Local governments, maritime ports, and other organizations manage systems that are deemed “critical infrastructure” by the federal government.  For example, a local government may manage energy and drinking water delivery, transportation, emergency services and sewage treatment.  These services are enabled by information process and control systems.  The systems are vulnerable to attack by organized crime, nation-state, and possibly terrorist actors.  

The PRISEM System is designed to collect, aggregate, correlate, and alert on security events that affect information processing and control systems.  This is done by collecting firewall and other security event and network logs and processing that information in the context of the applicable metropolitan area.  In this way, the PRISEM System acts as a regional cyber “block watch” for participating jurisdictions by providing the intelligence gleaned through visibility into area events.




The City of Seattle has received a grant under the U.S. Department of Homeland Security.  One of the purposes of the grant is to fund consultant services for development of information technology system enhancements and for provisioning of one maritime port (PRISEM Project).  Provisioning does not include providing equipment.


[bookmark: _Toc292443393]6.0	Minimum Qualifications.  A Proposer must meet or exceed the following minimum qualifications and will be asked to demonstrate these in its proposal.  In the event the Proposer does not clearly demonstrate that it meets the minimum qualifications, the proposal may be rejected.

-	   The Proposer has been in business for a minimum of three years.

· The Proposer, or at least one of its employees who will be assigned to the City’s project, has experience in the Nitro Security Event Information Management product.

· Within the previous five years, the Proposer, or at least one of its employees who will be assigned to the City’s project, has conducted at least two custom development and/or data analysis projects with security event data.


[bookmark: _Toc292443394]7.0	Statement of Services and Deliverables.  

7.1	Phase I – PRISEM System Enhancements:  The Consultant shall develop and implement PRISEM System Enhancements.  The Enhancements include but are not limited to new coding and system/operational support procedures.  These Enhancements will be integrated into the existing PRISEM’s specialized views of log collection services (“Nitro Portal”).    The new coding and procedures shall be part of the schedule change control outage.  The consultant will document and configure all System Enhancements. The consultant will work with the project technical team to ensure that System Enhancements are complete and reliable.  

7.1.1	Development Code and Procedures for Automatic Electronic Messaging
The Consultant shall develop code and procedures so that automatic electronic messaging is delivered to all participating jurisdictions.  During development, the consultant will conduct regular change management planning meetings and a post-execution meeting.  The electronic messages will be sent when there are:

	New participants being provisioned
	Changes to participant configurations
	Changes to AMQP RPC services
	Changes to Log Matrix configurations
	Patches to Log Matrix or operating system
	Changes to portal source code that affect functionality


7.1.2	Development Code and Procedures for Service Monitoring and Outage Notification
The Consultant shall develop service monitoring and outage notification code and procedures that will alert the effected participating jurisdictions and to University of Washington and the State of Washington Fusion Center.

Alerts will be communicated in an automated fashion, and at outage times of 15 minutes intervals thereafter. Consultant will communicate to the project team an estimated time to recover from an outage.

The PRISEM system portal will monitor the status of key services, and notify an outage condition. Outage is defined as a failure to successfully contact the service for a period of 15 minutes using a simple tcp connection tool such as nmap.      

The Services that will be monitored on PRISEM log collectors and core systems include:
	Sendmail
	AMQP RPC services
	Log Matrix services
	SSH server and tunnels
	Logins via SSH
	VPN connections
	Use of "sudo"
	Disk space utilization
	CPU utilization


7.1.3	Acceptance Testing: The Consultant shall perform acceptance testing of the code and procurements.  The testing will be in conjunction with the project technical team and University of Washington Researchers.  The code will be tested and approved by the project technical team and the University of Washington Researchers prior to promotion to production using the following procedures:
· Produce status logging of lmsearch AMQP RPC service per specification
· Replicate fine-grained selection of columns from portal in AMQP RPC search per specification
· Ensure lmsearch AMQP RPC service runs multiple threads 24x7x365 per specification


7.1.4	Testing and implementation of the code and procedures:  Outages required due to code modifications, patching, or other updates will be scheduled at least 3 days in advance. The PRISEM project will be notified via electronic messaging to project participant contacts, and those representing the City of Seattle, University of Washington, and State of Washington Office of the Chief Information Officer. Notifications will occur at 3, 2, and 1 day prior to change.

Log collector and firewall administration and break-fix will be the responsibility of the Consultant. The PRISEM project's servers will be administered by the PRISEM project staff. 

Backups will be conducted daily, such that all PRISEM data are preserved up until the scheduled time of the backup.


7.2	Phase Two:  Provision One Maritime Port 

7.2.1	Provisioning:  The Consultant shall provision one maritime port located on the west side of Washington State and provide log collection services for the port.  “Provision” means a) identifying up to ten devices to monitor, and b) engineering methods to collect security event data from those devices and to transport the data to the PRISEM infrastructure.  The PRISEM infrastructure is deployed with the Seattle city limits.  Provision will be complete when the jurisdictions are reporting security event data into the PRRISEM system.  Log collection Services must meet Nitro Collector specifications.

7.2.2	System stabilization, tuning, and performance optimization:  The Consultant shall assist the maritime port in identifying and clearing false positives, prioritizing internal systems by risk, and delineating security event by configuring them as alerts.  
· False positives have been reduced to 10% of initial frequency
· At least ten internal systems have been rated for risk value
· At least two verifiable security events have been configured to alert the jurisdiction’s point of contact

7.2.3	Standard Reports:  The Consultant shall develop and automate Standard Reports for the maritime port.  The reports shall include statistics by week of event received and alerts generated.  This Deliverable will be complete with the City has received and accepted the final Standard Reports or by 20 business days whichever is sooner.

7.2.4	Configuration Documentation:  The Consultant shall document and deliver the following configuration specifics:
· Devices being monitored (manufacturer; type of device; model/version)
· IP addresses for devices being monitored
· IP network address blocks used internally by the jurisdiction
· Firewall or other changes made to jurisdiction’s network
·  Configuration specifics on log collection and transport methods


8.0	Project Approach  
	
8.1	The Successful Proposer shall:

8.1.1  	Complete the services within the time frames described in RFP Section 4.  Because of the federal grant requirements, there will be no time extensions.

8.1.2	Take primary responsibility for the successful outcome of the PRISEM Research and Development Project.

8.1.3	Designate a key person to the role of Project Technical Manager.  The Consultant’s Project Technical Manager designated to this key role will remain assigned to the role throughout the term of the Agreement.  

8.1.4	Assure that its employees in key roles perform tasks virtually or on-site at the applicable provisioned jurisdictions 8 hours per day between 8:00 a.m. and 5:00 p.m. Monday through Friday except on City holidays.

8.1.5	Assign an Account Representative who will serve as liaison between the City and the Consultant, and who will be responsible for ensuring satisfactory performance.  
 

8.2	Project Assumptions:  The City’s assumptions for this project are listed below.  Note that these assumptions may change upon further analysis and/or on the advice of the Consultant.

8.2.1	There will be no changes to the PRISEM Architecture Design.  (Note:  The Design has been completed and will be provided to the Apparent Successful Proposer.)   

8.2.2	The City will have a substantially complete PRISEM Research and Development Project Plan at the time of announcement of apparent successful proposer.  (Note:  The Plan will be provided to the Apparent Successful Proposer.)  There will be no changes to the Project Key Dates.  The Apparent Successful Proposer may suggest improvements to the PRISEM Research and Development Project Plan, but the improvements will not be considered as part of the plan unless specifically accepted in writing by the City.

8.2.3	The successful Consultant will maintain accounting and invoicing records that specify the name(s) of its employee(s) that are engaged in all activities.

8.2.4	It is expected that the PRISEM Research and Development Project will proceed continuously and Consultant will have no ‘whitespace.’  

8.2.5	The City will furnish non-dedicated workstation space, network logins, email accounts, and access to other equipment and facilities the City determines are necessary for the Consultant to perform, to the extent that the Consultant performs work on-site at City facilities.    


[bookmark: _Toc292443395]9.0	Contract Modifications.  The City has attached its contract terms with this solicitation.  Any questions about the City’s contract should be made prior to the end of the question period.  

If a Proposer seeks to modify the Contract, the Proposer must submit a request with its Proposal taking an “Exception”.  The Proposer must provide a revised version that shows its proposed alternative contract language.  The City is not obligated to accept any modifications proposed by the Proposer.  If the proposed modifications materially change the character of the contract, the City may reject the Proposal as non-responsive.  

The City cannot modify provisions mandated by Federal, State or City law.  These includes, but are not limited to:  Social Equity Requirements, Equal Benefits, Audit (Review of Vendor Records), Federal Debarment, Confidentiality, and City Debarment.  Exceptions to those provisions will be summarily disregarded.  The City cannot agree to any form of mutual indemnification.

Although the City may open discussions with the apparent successful Proposer to align the proposal or contract to best meet City needs, this does not ensure consideration or negotiation of modifications proposed by the Proposer. 


[bookmark: _Toc292443396]
10.0	Solicitation Instructions, Procedures and Requirements.
[bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402]
[bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]10.1	Registration into City Registration System.  The City requests that all firms interested in doing business with the City register on the City’s Registration System at http://www.seattle.gov/html/business/contracting.htm . 

10.2 	Questions.  Proposers may submit written questions to the IT Contracting Manager until the deadline stated in Section 1.0.  The City prefers questions submitted be through e-mail.  Failure to request clarification of any inadequacy, omission, or conflict will not relieve the Consultant of responsibilities under in any subsequent contract.  It is the responsibility of the interested Proposer to assure it receives responses to Questions if any are issued.

[bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405]10.3	Changes to the RFP and Issuance of Addenda.  The City may make changes to this RFP if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the City’s IT Contracting Manager.  Addenda will be posted on the City’s website.  Addenda shall become part of this RFP and included as part of the Contract.  
[bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406]
10.4 	Receiving Addenda and/or Question and Answers.   It is the obligation and responsibility of the Proposer to learn of addenda, responses, or notices issued by the City.  Some third-party services independently post City of Seattle solicitations on their websites. The City does not guarantee that such services have accurately provided all the information published by the City.

	All submittals sent to the City may be considered compliant to all Addenda, with or without specific confirmation from the Consultant that any and all Addenda were received and incorporated. The City reserves the right to reject a submittal if it does not fully incorporate an addendum that is critical to the Project.

[bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]10.5	License and Business Tax Requirements.  The Consultant must meet all licensing requirements that apply to its business immediately after contract award or the City may reject the Consultant. Firms must license, report and pay revenue taxes for the Washington State business License (UBI#) and Seattle Business License, if they are required by the laws of those jurisdictions.  The Consultant should carefully consider those costs prior to submitting their offer, as the City will not separately pay or reimburse those costs to the Consultant.  

10.5.1	Seattle Business Licensing and associated taxes. 
· If the firm has a “physical nexus” in the city, it must obtain a Seattle Business license and pay all taxes due before the Contract can be signed.  
· A “physical nexus” means a physical presence, such as: a building/facility in Seattle, sales trips into Seattle, on-site product deliveries, and/or service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc). 
· All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Consultant and not charged separately to the City.
· The apparent successful Consultant must immediately obtain the license and ensure all City taxes are current, unless exempted by City Code due to reasons such as no physical nexus. Failure to do so will cause rejection of the submittal.
· Self-Filing :  License and taxes may be paid on-line using a credit card  https://dea.seattle.gov/self/


· The Revenue and Consumer Affairs (RCA) office can answer questions and provide assistance.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484
· The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  
· The City of Seattle’s website allows on-line application and payment with a credit card.
· If a business has extraordinary balances due on its account that would cause undue hardship to the business, the business can contact the RCA office to request additional assistance. A cover-sheet providing further explanation, with the application and instructions for a Seattle Business License is provided below.
· Firms holding a City of Seattle Business license may be required to report and pay revenue taxes to the City.  Such costs should be carefully considered by the Consultant prior to submitting its Proposal.  When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding from final invoice payments.



 

10.5.2	State Business Licensing.  Before the contract is signed, the Consultant must have a State of Washington business license (a “Unified Business Identifier” known as an UBI#).  If the State of Washington has exempted the firm from State licensing (some foreign companies are exempt and sometimes the State waives licensing because the firm no physical presence in the State), then submit proof of that exemption to the City.  All costs for any licenses, permits and associated tax payments due to the State because of licensing shall be borne by the Consultant and not charged separately to the City.  Instructions and applications are at http://www.dol.wa.gov/business/file.html  and the State of Washington Department of Revenue is available at 1-800-647-7706.

10.5.3	Federal Excise Tax.  The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). 

10.6	Proposer Responsibility to Provide Full Response.   It is the Proposer’s responsibility to submit a response that does not require interpretation or clarification by the City.  The Proposer is to provide all requested materials, forms and information. The Proposer is to ensure the materials submitted properly and accurately reflects the Proposer’s offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the Proposer after the RFP deadline; this does not limit the City right to consider additional information (such as references that are not provided by the Proposer but are known to the City, or past City experience with the Consultant), or to seek clarifications as needed. 

10.7	Right to Award to next ranked Consultant:  If a contract is executed as a result of this solicitation and is terminated within 90 days, the City may return to the solicitation process to award the contract to the next highest ranked responsive Consultant by mutual agreement with such Consultant.

10.8	Negotiations.  The City may open discussions with the apparent successful Proposer, to negotiate costs and modifications to align the proposal or contract to meet City needs within the scope sought by the solicitation. 

10.9	Effective Dates of Offer.  Solicitation responses are valid until the City completes award.  Should any Proposer object to this condition, the Proposer must object prior to the Question deadline listed in Section 1.

10.10	Cost of Preparing Proposals.  The City is not liable for any costs incurred by the Proposer to prepare, submit and present proposals, interviews and/or demonstrations.

[bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716][bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]10.11	Readability.  The City’s ability to evaluate proposals is influenced by organization, level of detail, comprehensiveness of material, and readability. 

10.12	Changes or Corrections to Proposal Submittal.  Prior to the submittal closing date and time, a Consultant may change its proposal, if initialed and dated by the Consultant.  No changes are allowed after the closing date and time. 

10.13	Errors in Proposals.  Proposers are responsible for errors and omissions in their proposals.  No such error or omission shall diminish the Proposer’s obligations to the City.

10.14	Withdrawal of Proposal.  A submittal may be withdrawn by written request of the submitter.

[bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]10.15	Rejection of Proposals.  The City may reject any or all proposals with no penalty.  The City may waive immaterial defects and minor irregularities in any submitted proposal.

[bookmark: _Toc521141132][bookmark: _Toc524484979][bookmark: _Toc524754166][bookmark: _Toc526492408][bookmark: _Toc528557463][bookmark: _Toc529153523][bookmark: _Toc30899421]10.16	Incorporation of RFP/RFQ and Proposal in Contract.  This RFP and the Proposer’s response, including all promises, warranties, commitments, and representations made in the successful proposal as accepted by the City, are binding and incorporated by reference in the City’s contract with the Proposer.

10.17	Independent Contractor.   The Consultant works as an independent contractor.  The City will provide appropriate contract management, but that does not constitute a supervisory relationship to the Consultant. Consultant workers are prohibited from supervising City employees and from direct supervision by a City employee.  Prohibited supervision tasks include conducting a City of Seattle Employee Performance Evaluation, preparing and/or approving a City of Seattle timesheet, administering employee discipline, and similar supervisory actions.

Contract workers shall not be given City office space unless expressly provided for in the Contract, and in no case shall such space be provided for over 36 months without specific authorization from the IT Contracting Manager.  

The City will not provide space in City offices for performance of the work.  The Consultant will perform most work from its own office space or in the field.

10.18	Equal Benefits.  Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether Proposers provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees, and of their dependents and family members.  The Consultant Questionnaire requested in the Submittal instructions includes materials to designate equal benefits status.



10.19	Women and Minority Subcontracting/Consultant Inclusion Plan.  The Mayor’s Executive Order and City ordinance require the maximum practicable opportunity for successful participation of minority and women-owned subcontractors.  All Proposers must agree to Seattle Municipal Code Chapter 20.42 and seek meaningful subcontracting opportunities with woman and/or minority owned business enterprises “WMBE”.    

10.20	Insurance Requirements.  Insurance requirements are provided as an attachment to the contract. The apparent successful Consultant must provide proof of insurance to the City before Contract execution.  

The Proposer is encouraged to contact its Broker immediately to begin preparation of the required insurance documents in the event the Consultant is selected as a finalist.  

[bookmark: _Toc521141126][bookmark: _Toc524484973][bookmark: _Toc524754160][bookmark: _Toc526492402][bookmark: _Toc528557457][bookmark: _Toc529153517][bookmark: _Toc30899415]10.21	Proprietary and Confidential Material.  

10.21.1	Requesting Disclosure of Public Records  The City asks interested parties to not request public disclosure of proposal records until a contract is executed.  This measure should shelter the solicitation process, particularly during the evaluation and selection process or if a cancellation occurs or re-solicitation.  With this preference stated, the City will continue to respond to all requests for disclosure of public records as required by State Law.

10.21.2	Marking and Disclosing Material.  Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are public records.  These records include but are not limited to proposal submittals, agreement documents, contract work product, or other material.  

Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless a judge rules that RCW or another Washington State statute exempts records from disclosure.  Exemptions are narrow and explicit and are in Washington State Law (Reference RCW 42.56 and RCW 19.108).  

Proposers must be familiar with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at http://www1.leg.wa.gov/LawsAndAgencyRules). 

If the Proposer believes any records it is submitting to the City as part of its submittal or contract work product are exempt from disclosure, it can request that the City not release the records until the City notifies it about the pending disclosure.  To make that request, the appropriate portion of the Consultant Questionnaire (Non-Disclosure Request Section) must be completed and identify each record and the exemption(s) that may apply.  If Proposer is awarded a City contract, the same exemption designation will carry forward to the contract records.

The City will not withhold materials from disclosure because the Proposer marks them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Identify no entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on in the Consultant Questionnaire.  Only the specific records or portions of records properly listed on the Consultant Questionnaire will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

If the City receives a public disclosure request for any records properly and listed on the Consultant Questionnaire, the City will notify the Consultant in writing of the request and postpone disclosure, providing sufficient time for the Consultant to pursue an injunction and ruling from a judge.  While it is not a legal obligation, the City, as a courtesy, allows up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If the Consultant fails to obtain a Court order within the ten days, the City may release the documents. 

By submitting for this solicitation, the Consultant acknowledges the obligation to identify such records within the Consultant Questionnaire, and that the City has no obligation or liability to the proposer if the records are disclosed.

10.22	Ethics Code.  The Proposer should familiarize itself with the City Ethics code:  http://www.seattle.gov/ethics/etpub/et_home.htm.   Specific questions should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500.

10.22.1	No Gifts and Gratuities.  Consultants shall not directly or indirectly offer anything (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Consultant.  An example is giving a City employee sporting event tickets to a City employee on the evaluation team of a solicitation to which you submitted. The definition of what a “benefit” would be is broad and could include not only awarding a contract but also the administration of the contract or evaluating contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items from Consultants.  Promotional items worth less than $25 may be distributed by the Consultant to City employees if the Consultant uses the items as routine and standard promotions for the business.

10.22.2	Involvement of Current and Former City Employees.  The Consultant Questionnaire requires disclose any current or former City employee, official or volunteer that is working or assisting on solicitation of City business or on completion of an awarded contract.  

10.22.3	Contract Workers with over 1,000 Hours.  The Ethics Code applies to Consultant workers that perform over 1,000 cumulative hours on any City contract during any 12-month period.  Any such employee must abide by the City Ethics Code. The Consultant is to be aware and familiar with the Ethics Code accordingly.

10.22.4	No Conflict of Interest.  The Consultant (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Consultant performance. The City shall make sole determination as to compliance.  

10.23	No Guaranteed Utilization.  The City does not guarantee utilization of any contract(s) awarded through this RFP process.  The solicitation may provide estimates of utilization; such information is for Consultant convenience and not a usage guarantee.  The city reserves the right to multiple or partial awards, and/or to order work based on City needs.  The City may turn to other appropriate contract sources or supplemental contracts, to obtain these same or similar services.  The City may re-solicit for new additions to the Consultant pool.  Use of such supplemental contracts does not limit the right of the City to terminate existing contracts for convenience or cause.

10.24	Background Checks.  The City may require background/criminal checks of the Proposer’s employees and subcontractors assigned to performing services.  The City will collect the pertinent information directly from the individual.  The entity conducting the background check will be selected by the City.  The Consultant will reimburse the City for the cost of the background check.  The estimated cost is under $150.00 per individual. 

11.0 Proposal Submittal

11.1	Binding and Number of Copies:  The Proposer must submit six hardcopy sets of all proposal documents; one set clearly marked original and five sets clearly marked copy.  The original and copies shall be in 3-ring binders.  Submit one copy of the requested documents on disk using a .pdf format.


11.2  	Format and Organization:  The Proposer shall complete and submit following documents in its proposal.  The City provided documents are Attachments to the RFP and are incorporated by reference.  

1) Cover Letter:  Submit a Cover Letter on the Proposer’s letterhead, signed by an individual authorized to legally commit the Proposer.  The Cover Letter must designate the officer, employee, or agent who will be the Proposer’s contact for all communications regarding its proposal.  The following information for this individual shall be provided:
*Name
*Title
*Firm’s Name
*Mailing Address
*Office Telephone Number
*Mobile Telephone Number
*Email Address
 
2) Legal Name.  Submit a certificate, copy of web-page, or other documentation from the Secretary of State in which the firm is incorporated that shows the firm’s legal name.  Many firms use a “Doing Business As” name or a nickname in their daily business.  However, the City requires the legal name of the firm as it is legally registered.  When preparing all forms, use the firm’s legal name. 

3) Consultant Questionnaire.  

4) Minimum Qualifications Response Form.  

5) Written and Financial Proposal Form.  

6) Contract modifications, if any.




11.3	Delivery of Proposals:  Sealed proposals must be received at the Department of Information Technology no later than the date and time listed in Section 1.0.  

	Fed Ex & Hand Delivery - Physical Address
	US Post Office - Mailing Address

	Ann Kelson, IT Contracting Manager
Department of Information Technology
700 Fifth Avenue #2700
Seattle, Washington, 98104
	Ann Kelson, IT Contracting Manager
Department of Information Technology
Seattle Municipal Tower
P.O. Box 94709
Seattle, Washington, 98124-4709



The City shall not consider proposals submitted by facsimile (fax) or email.

	Proposers are solely responsible for ensuring that proposals are delivered on time.  Delays caused by any delivery service, including the U.S. Postal Service, will not be grounds for an extension of the deadline for receipt of proposals.  At the City’s sole discretion, a proposal received after the deadline may be returned to the Proposer, may be declared non-responsive and may not subject to evaluation.


12.0	Selection, and Award

12.1	Selection Process

[bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498][bookmark: _Toc292443398]Step 1 Initial Screening:  The City will review submittals for initial decisions on responsiveness and responsibility.  Those found responsive and responsible based on this initial review shall proceed to Step 2.  

Step 2 Proposal Evaluation:  The Evaluation Team will review responses to the Minimum Qualifications.   Those proposals found to meet the minimum qualifications will be evaluated using the criteria specified below.  

	Evaluation Criteria:
	Response to Written Proposal Questions 
	100 points

	Response to Financial Proposal
	50 points



Step 3 References:  The City may contact one or more references that have been provided by the Proposer or other sources that may not have been named by the Proposer but can assist the City in determining performance. 

Step 4 Selection:  The City may select the highest ranked Proposer for award.

	Step 5 Contract Negotiations.  The City may negotiate elements of the proposal to best meet the needs of the City with the apparent successful Proposer.  The City may negotiate any aspect of the proposal or the solicitation.  

	Repeat of Evaluation:  If no Consultant is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals active at that step.  The City shall then sequentially step through all remaining steps as if conducting a new evaluation process. The City reserves the right to terminate the process if no proposals meet its requirements.


[bookmark: _Toc292443399]12.2	Award and Contract Execution. 

12.2.1	Notice to all Proposers:  The IT Contracting Manager will provide timely notice of an intent to award to all Consultants responding to the Solicitation. 

12.2.2	Protests:  The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this process.  Please see the City website at http://www.seattle.gov/contracting.  Interested parties have the obligation to know of and understand these rules, and to seek clarification from the City. Note there are time limits on protests, and submitters have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.   
[bookmark: _Toc79482493][bookmark: _Toc85261728]
12.2.3	Instructions to the Apparent Successful Consultant:  The Apparent Successful Consultant will receive an Intent to Award Letter after award decisions are made by the City.  

Once the City has finalized and issued the contract for signature, the Consultant must execute the contract and provide all requested documents within ten business days.  If the Consultant fails to execute the contract with all documents within the ten day time frame, the City may cancel the award and proceed to the next ranked Consultant, or cancel or reissue this solicitation.  Cancellation of an award for failure to execute the Contract as attached may disqualify the firm from future solicitations for this same work.

The Apparent Successful Consultant should anticipate submitting the following information:

· Seattle Business License Number

· State of Washington Business License Number (UBI Number)

· Certificate of Insurance

· IRS W-9 Form

· Grant Program Assurances (see Attachments to draft contract)

Also in advance of the provision of services, the City may, as deemed appropriate by the City, conduct Background Checks.  
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INFORMATION and INSTRUCTIONS FOR BUSINESS LICENSE APPLICANTS

Business License Required - Based on chapter 5.55 (formerly 5.44) of the Seattle Municipal Code, it is unlawful to engage in business in Seattle
without first obtaining a city business license. The license is valid only for the legal owner listed on the license. If your place of business, business office,
work space, or work location will be located within the City of Seattle; i.e., between 145th in the North end and approximately Roxbury Street in the South
end, you will need a City of Seattle business license. If your place of business is not located within the city limits, but you or sales agents will be physically
coming into the City to conduct business or to call on clients, you will need a Seattle business license.

The cost for a Seattle business license is $90.00 for the calendar year (January - December) or if opening after June 30, the license fee is $45.00. Effective
January 1, 2005, if a business has $20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar
year and $22.50 for the half year fee. The business license expires on December 31 of the year purchased. The license must be renewed annually. Non-
payment of a renewal does not close the business license account. Written notice of closing or sale of the business, including the effective date is required to
close the account. Final tax returns will be sent.

Requirement to File Tax Returns - All businesses are required to file business license tax returns (commonly referred to as the B & 0 tax) with the
City of Seattle. Per Seattle Municipal Code 5.55.040 D. Businesses with less than $50,000 annual taxable revenue for the calendar year (January through
December) may file annual reports if the revenue declaration on the application and/or renewal form is accepted by the Director. The annual return must list
the actual revenue figures, but the business may declare no tax due on the appropriate line of the form. Taxable revenue is gross revenue less allowable
deductions as defined in SMC 5.45.100. Businesses with $50,000 or greater annual taxable revenue are subject to tax on the entire amount. Quarterly, or
Annual returns as authorized, must be filed regardless of whether or not tax is owed. The Director may assign certain accounts to Monthly reporting. Returns
not received on or before the due date will be subject to late charges pursuant to SMC 5.55.110.

Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance. Call the Department of
Planning and Development at (206) 684-8850 if you have questions.

INSTRUCTIONS FOR THE LICENSE APPLICATION - This information follows the same order as the application.

If you have obtained a State of Washington Unified Business Identifier Number (UBI), a Federal Employer Identification Number (FEIN), a Contractor
Number, a City of Seattle Vendor Identification Number, or currently have an Internet address, please enter these in the spaces provided. None of these
items are required on the application if they are not available or not applicable. The S.I.C. code (Standard Industrial Classification code) and/or the
N.A.L.C.S. code (North American Industry Classification System) will be entered by office personnel at the time of processing.

TYPE OF BUSINESS - Check the box for the correct "nature" of the legal entity as registered with the State of Washington.
If your business is registered as a non-profit organization, please check the appropriate box on the application.

LEGAL NAME - Based on the entity please provide the full legal name as noted below:
Sole Proprietor - list last name, then the first name and middle initial;
Corporation - list the corporate name as filed with the State of Washington (not the shareholder's names);
Partnership - list the partners' last names only;
LLC - (Limited Liability Company), list the name as filed with the State (not the owner's names).

TRADE NAME - Commonly referred to as the dba (doing business as) for a business when the business name is different than the legal name.

STARTING DATE - The date the legal owner commenced business activity in the City of Seattle. Note: tax forms for all periods (from the starting or
opening date of the business as listed on the application) are required to be filed, even if no tax due, or no revenue generated.

PHYSICAL BUSINESS LOCATION AND MAILING ADDRESSES - Tax forms, licenses and license renewal notices will be sent to the mailing
addresses listed on the application if different than the physical location address. All Seattle locations must list a street address even though a PO. Box or
mail drop is used for mailing purposes. Please provide a current phone number for the business and if applicable, a cell phone number and/or fax number.

OTHER BUSINESS LOCATIONS IN SEATTLE - List the street address of all other locations in the City of Seattle; a $10.00 license fee is required
for each additional location. The renewal fee is $10.00 per calendar year. If you would like the branch location(s) to be sent a separate tax reporting form for
each quarterly tax period, check the appropriate box. All businesses that are granted "Annual” tax reporting status must report as one combined entity when
there is more than one location due to the $50,000 taxable revenue threshold.

NATURE OF BUSINESS - Be very specific, just indicating "service" or "retail" alone is not acceptable. List the type of service you provide and/or the
products sold. If you do not include enough specific information in this section, the application may be delayed until more details are provided. If you indicate
utility services, charging of admission or conducting any gambling activity, you will be required to complete additional registration paper work and tax liability
for utility tax, admission tax and/or gambling tax will be assigned to your business license account.

OWNERS, PARTNERS, OFFICERS - List full/true legal name, residential address, telephone and date of birth for all owners, partners, and officers.





Page 2 - Instructions for completing the City of Seattle business license application.

TAX REPORTING STATUS - Licensees are required to file Quarterly tax returns if taxable revenue for the entire entity is expected to exceed $50,000.
Only those businesses that estimate annual taxable revenue of less than $50,000 and are granted Annual tax reporting by the Department may file annually.
Total taxable revenue is determined by the licensee (legal entity), not for each location. If a business or licensee exceeds the $50,000 threshold for an
annual period, the Department will change the reporting status to quarterly for the following year. The Director may assign some businesses to a Monthly
reporting frequency. Tax forms are due on the last day of the month following each reporting period and must be filed even if no tax is due. All tax forms filed
after the due date are subject to late fees.

IF YOU PURCHASED THIS BUSINESS - Indicate former owner's forwarding address and phone number if known. Indicate the former owner's
customer number with the City of Seattle. Successors may be liable for back taxes on the business. If this is a new legal entity for you, provide your original
customer number.

SIGNATURE REQUIRED - Please sign the application. Also print the name and title of the signer. Provide the date the application was signed.

FEES DUE - Depending on the date of opening iin Seattle, the fee will be $90.00 or $45.00 for one location. Effective January 1, 2005, if a business has
$20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar year and $22.50 for the half year.
Indicate how many branch locations are being licensed and multiply that number times $10.00. Enter the total amount due for additional locations (if any)
and then total due for the application. Make your check payable to the City of Seattle. Include any past license fees if open date is prior to the current year.

REGULATORY LICENSES OR ADDITIONAL ENDORSEMENTS - If you are just starting your business and are not certain what business
activities you will be conducting, you may apply for additional endorsements at a later date. It is the owner's responsibility to apply for and maintain all
required licenses. Failure to be properly licensed may result in substantial penalties. If you will be performing as an adult entertainer or managing an adult
entertainment premise you must appear in person at the Revenue and Consumer Affairs Office, Suite 4250, of the Seattle Municipal Tower Building at 700
5th Avenue, Seattle, for a photo identification and a criminal background check.

Note: If you need a for-hire drivers license, please contact King County Licensing at (206) 296-2710. Taxicab association offices and taxicab owners should
apply for licenses at the Consumer Affairs Unit: 805 S. Dearborn Street, Seattle, WA 98134. Phone: (206) 386-1298. A criminal background check is
required.

You should contact Revenue and Consumer Affairs regarding additional licensing requirements if you will be doing any of the following:

operating a Trade Show; operating a utility, telephone network, pager services, or cable television franchise;
owning/operating a taxicab or taxicab association; charging admission for any event;

installing and/or maintaining burglar alarm systems; operating any type of gambling activity;

operating an all ages dance; operating a public parking garage;

operating a horse-drawn carriage; operating a tattoo shop;

operating as a panoram device location; owning/operating tow trucks;

operating as a residential seller (door to door); selling any type of used goods;

functioning as a weighmaster and/or weigher; operating a mobile home park;

operating an adult entertainment premise; or operating a public bathhouse;

owning/operating amusement devices; monitoring alarm systems.

Request for Additional Information

Note: The Seattle Municipal Code is located on the internet: http://clerk.ci.seattle.wa.us/-public/

If you would like to receive additional information from the Seattle Municipal Code concerning the following, you may return this section to the
address at the top of the instruction sheet. Please provide the name and address where the information should be mailed:

Please mail information on the following License Endorsements that are required in addition to the City Business License:

(] Adult Entertainment Premise (SMC 6.270) Exp. Dec 31 (] Public Garage/Parking Lots (SMC 6.48) Exp. Mar 31

(] AdultEntertainer (SMC 6.270) Exp. Dec 31 [J Residential Seller........ (SMC 6.260) Exp. May 31
(] Adult Entertainer Manager ... (SMC 6.270) Exp. Dec 31 [] Tatoo Shop (SMC 6.102) Exp. Feb 28
]  Amusement Devices___ . (SMC 6.270) Exp. Nov 30 [ Taxicabs (SMC 6.310) Exp. Aug 31
(] BurglarAlarmDealer. ... . (SMC 6.08) Exp. Dec 31 ] Taxicab Association.................... (SMC 6.310) Exp. Dec 31
(1 AlAgesDance . ... ... (SMC 6.294) Exp. Sept 30 ] Tow Trucks (SMC 6.214) Exp. Aug 31
(] Horse-drawn Carriages _ .. (SMC 6.315) Exp. Mar 31 (] Used Goods (SMC 6.288) Exp. Mar 31
[J Mobile Home Park ... (SMC 22.904) Exp. Jul 31 ] Weighmaster (SMC 7.04.565) Exp. Apr 30
(] Panoram Location/Device . .. (SMC 5.42) Exp. Dec 31 [J Trade Show License........... (SMC 6.20) Daily

] Public Bathhouse (SMC 6.36) Exp. Dec 31 (] Alarm System Monitoring (SMC 6.10) Exp. Dec. 31

Please mail the appropriate section of the SMC covering the City of Seattle business taxes for:

(] Gambling Tax (SMC 5.52) [] Business License Tax (SMC 5.45)
(] Admission Tax (SMC 5.40) [] Definitions (SMC 5.30)
(] Occupation Utility Tax (SMC 5.48) (] Administrative Provisions (SMC 5.55)
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APPLICATION FOR BUSINESS LICENSE Annual Fee $90.00

The license is for the calendar year, January through December. For a business that opens July 1 or thereafter, the half-year fee is $45.00*
The half-year fee does NOT apply to any years prior to 1998. The Seattle business license expires December 31.
*If worldwide annual gross income and/or value of products is estimated as $20,000 or less, the license fee
is $45.00 ($22.50 for half-year fee).

PLEASE PRINT OR TYPE - COMPLETE BOTH SIDES OF THE APPLICATION

Your business will be assigned a City of Seattle CUSTOMER NUMBER. Refer to the Customer Number in any future correspondence relating to your license.
Let us know if you previously had a Seattle business license. The account will be deemed a reinstatement ONLY if it has been closed for at least 12 months.

Please provide the information in the first section if it is available. The ID numbers are not required to obtain a City of Seattle business license.

State of Washington UBI # FEIN

State of Washington Contractor # City of Seattle Vendor ID # (if applicable)

Internet Address (if applicable) S.1.C. Code o (office use only)
Have you previously had a Seattle Business License? [J YES [J NO NAICS.Code (office use only)

PLEASE COMPLETE ALL SECTIONS BELOW and the REVERSE SIDE OF THIS FORM PROVIDING the BUSINESS INFORMATION

TYPE OF BUSINESS (Check ONE) [ Sole Proprigtor [] Corporation [ Partnership LILLC [ Other

Is the business a non-profit organization? [] Yes [INo (Non-profit organizations are required to be licensed and file tax returns as all other businesses.)

LEGAL NAME OF BUSINESS ENTITY

(If a sole proprietorship, please list your legal name, last name first, and include any middle initial.)

TRADE NAME or dba (doing business as)

WHAT IS THE STARTING DATE OF BUSINESS IN SEATTLE? Month Day Year

If the business was operating in Seattle before the current year, prior years' license fees, taxes, penalties and interest may be due.

Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance.
The location of your business should be indicated below. You must list a physical address (a post office box or mail drop is not considered a physical address).

PHYSICAL BUSINESS LOCATION:

ADDRESS CITY STATE ZIP
IS THIS LOCATION BEING ADDED AS A BRANCH ONLY TO AN EXISTING LICENSE? LJYES L[INO

Mailing address for LICENSE & RENEWAL

[ ] SAME AS ABOVE ADDRESS CITY STATE ZIP

Mailing address for TAX FORMS

[] SAME AS ABOVE ADDRESS CITYy STATE ZIP
BUSINESS PHONE: - CELLULAR PHONE - FAX -
LIST OTHER BUSINESS LOCATIONS IN SEATTLE - Each BRANCH LICENSE FEE is $10.00 per year (attach a separate sheet, if needed).
TRADE NAME ADDRESS SEATTLE ZIP CODE TELEPHONE "Separate" tax reporting status?
[JYes [ No
[JYes [ No

PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS
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NATURE OF BUSINESS: Check all that apply and provide detail below. THIS INFORMATION should be as detailed as possible.
[ Manufacturing-Extracting L Printing & Publishing L] Tour Operator L] Wholesale L] Retail [ Service L] Transportation LI Other

L] Utility Services (telephone services, pager services, cable television franchise) [ Charging Admission for Events/Shows ] Gambling Activity
DOES YOUR BUSINESS OWN OR OPERATE PRICE SCANNING EQUIPMENT? LIYES [INO
DESCRIBE IN DETAIL THE PRINCIPAL PRODUCT(s) OR SERVICE(s) RENDERED:

NOTE: Additional licenses or endorsements may be required depending on the business activity - please see instruction sheet under regulatory licenses.

NAME(S) OF SOLE PROPRIETOR, PARTNERS, CORPORATE OFFICERS, AND RESIDENT AGENTS: List true name(s), residence address,
telephone number and date of birth of the sole proprietor or all partners or corporate officers/directors and their titles (attach a separate sheet, if needed).

NAME AND TITLE RESIDENCE ADDRESS CITY, STATE, ZIP TELEPHONE  DATE OF BIRTH

TAX REPORTING STATUS - Seattle BUSINESS LICENSE TAX FORMS must be filed by every business, EVEN IF NO TAX IS DUE.
Based on the taxable revenue for your business as described below, please check one of the following reporting frequencies:

[0 QUARTERLY - Estimated taxable revenue will exceed $50,000 per year for entire entity - main location and branches (tax is due every quarter).
[J ANNUAL - Estimated taxable revenue will be less than $50,000 per year for entire entity (no tax due if revenue is less than $50,000).
A Business granted ANNUAL reporting status by Revenue and Consumer Affairs must file a combined tax return if there is more than one location.

Tax forms are mailed to the last known address - failure to receive the form does not preclude the requirements to file timely.

L1 YES My annual worldwide gross income and/or value of products will be $20,000 or less.
Should my gross income and/or value of products be greater than $20,000, | understand
| will be responsible for additional license fees.

IF YOU PURCHASED THIS BUSINESS, DID YOU TAKE OVER L] THE ENTIRE BUSINESS [J ONLY A PORTION

FORMER OWNER'S NAME CURRENT ADDRESS CITY, STATE, ZIP TELEPHONE CUSTOMER NUMBER

A SIGNATURE IS REQUIRED IN ORDER TO PROCESS THE APPLICATION

As applicant, | , certify or declare under penalty of perjury under the laws of the State of Washington
that the foregoing is true and correct. All information given is subject to verification with State of Washington, Department of Revenue.

SIGNATURE DATE
PLEASE PRINT your NAME TITLE
FEES DUE - MAKE CHECK PAYABLE TO CITY OF SEATTLE FOR OFFICE IU_StFION'-; ,
niuals ate

Business License Fee if OPEN date is January 1 - June 30 $90.00

If $20,000 or less in worldwide annual gross income $ 45.00 Processed by
Business License Fee if OPEN date is July 1 or laterin year ~ $ 45.00

If $20,000 or less in worldwide annual gross income $22.50 Tax Forms Mailed
Additional Seattle Locations X $10.00 = $ Enforcement

TOTALDUE ..., $ License # Issued
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