City of Seattle Request for Proposal #2621

Addendum #1

The following is information regarding Request for Proposal #2621 titled Applicant Tracking System released on July 20, 2009.  The due date for responses remains as August 7, 2009 at 4:00 PM (Pacific Time).  This addendum includes both questions from prospective proposers and the City’s answers, and revisions to the RFP.  This addendum is hereby made part of the RFP and the information contained herein shall be taken into consideration when preparing and submitting a proposal.

This addendum #1 is dated:  July 30, 2009 


	Item #
	Date Received
	Date Answered
	Question
	City Response
	RFP Revisions

	1
	7/24/09
	
	Pre-Proposal Conference
  
	A summary of the Pre-proposal Conference held 7/24/2009, the attendee list, and associated Questions and Answers are included for your information.

[image: image1.emf]Pre-Proposal  Conference Meeting Summary.doc



[image: image2.emf]Telephone  Attendees.xls



[image: image3.emf]Questions and  Answers.doc



	Attachment 7 – WebPresentationStandards.pdf which was inadvertently omitted from the RFP posted on the City of Seattle website is included below:

[image: image4.emf]WebPresentationSta ndards.pdf


Schedule of RFP Events – The End of Vendor Demonstrations Date has been revised to August 25, 2009.

Attachment 9 –

Capacity/Performance Requirements.pdf

System Availability Requirements

The Minimum Percentage of System Uptime has been revised from 100% to 99.9%
 

	2
	7/27/09
	
	On Friday's call, someone from the City mentioned the

functional/script items. 
1. Are we to respond to every one of the Scripted Specifications (beginning on page 43) in our RFP response? 
2. If so, is there a format you would like us to use (i.e., "Meets Requirement", "Requires Additional Software", etc.)? 
3. Or are these items just reflective of the items we would need to prove in a demonstration?


	Question 1 – Yes.   Each of the scripted specifications requires a response in your proposal.  The Bid System provides both an interface and instructions 

for completing these responses, which consists of a multiple choice  answer indicating your level of support, and optional comments.  The City will choose from these scripts to conduct demonstrations with 

selected finalists.
The required hard copies of your proposal must be produced IN THEIR ENTIRETY by following the instructions in the Bid System to complete and submit an online electronic response and subsequently using the bid system to print your hard copy proposal (an exact copy of your submitted electronic proposal).  NO OTHER FORMAT OR METHOD OF HARD COPY RESPONSE IS ACCEPTABLE.


	

	3
	7/27/09
	
	Are signatures required on uploaded items or just the submitted hardcopy?


	The hardcopy vendor proposal is your submission of record.   Your hardcopy submission must include signatures where indicated.  
	

	4
	7/27/09
	
	In the Capacity Requirements pdf, it refers to another RFI.  Was this an open RFI or was it just sent to select vendors? Can the City release the results of that RFI (i.e., responding vendors, functional requirements, etc.)?
	There was no previous RFI.  Reference to an RFI in the Capacity Requirement document is a clerical error.  
	

	5
	7/30/09
	
	In the contract terms in Appendix A, Section 27 Insurance, there is a reference to 'Independent Contractors' under the General Liability section.  Does this refer to the vendor as an independent contractor of the City, or is it intended to refer to coverage over independent subcontractors that the vendor hires to fulfill the contract?


	This requirement is intended to protect the City against claims and suits that could occur where a subcontractor to the City’s contractor or vendor causes third party injury or damage for which the third party makes a claim or institutes a suit against the City.  This exposure has been covered under the standard general liability policy since the GL form was initially developed in 1941 because it’s never been excluded, but it’s nonetheless standard practice (especially among public entities) to specify it.
	

	6
	7/30/09
	
	Also in the contract terms in Appendix A, Section 27 Insurance, coverage and limits are defined with regard to Stop Gap/Employer's Liability. We are unfamiliar with the 'Stop Gap' terminology. Our general liability agent has remarked that "Employers Liability is coverage B of the standard Worker's Compensation policy.  It provided coverage against the common law liability of an employer for injuries to employees as distinguished from the liability imposed by a WC law.  Employers liability applies in situations where a worker does not come under these laws." Does this fit the City's definition of 'Stop Gap/Employer's Liability?   If not, can you clarify the requirement for this coverage in the context of Software as a Service contract?


	The State of Washington is one of four remaining so-called “monopolistic states” where only state funds may legally provide statutory (non-federal) workers compensation coverage for WA State benefits.  One complication of this arrangement is that since the state fund only provides Part A (statutory workers compensation) coverage, there’s no Part B (employers liability).  Therefore, to stop this gap, so-called “Stop Gap” (aka employers liability) coverage is available under the general liability policy.  Part B EL coverage for a business domiciled outside of WA State satisfies this requirement.
Another practical implication of WA being a monopolistic state is that there’s no “all other states” (AOS) coverage for WA State benefit claims for industrial injury or disease occurring in WA. Therefore, any employer that has employees physically present in WA State (even for short periods of time) should open up a state workers compensation account with the WA State Department of Labor & Industries. The rating basis is hourly.
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				PRE-PROPOSAL CONFERENCE  ATTENDEES

		Roll Call		Name		Title		E-mail Address		Phone		Company

		X		Marlo Tapley				Marlo.Tapley@silkroad.com		720-524-6945 (office)		SilkRoad Technology, Inc.

										303-638-6055 (cell)

		X		Blake Johnston				Blake.Johnston@Kenexa.com		402-419-5507 (office)		Kenexa

										402-617-9581 (cell)

				Brad Kendall				Brad.kendall@kenexa.com				Kenexa

		X		Sarah Nichols				Sarah.nichols@kenexa.com				Kenexa

		X		Gary Gang				ggang@hrmc.com		480-988-5597		HRMC

				Troy Wintersteen		V.P. of Sales		twintersteen@jobaps.com		805-624-4971		JobAps

		X		Moji Ghodoussi		V.P. of Operations		moji@jobaps.com				JobAps

		X		Uzma Almakky		Project Management		locality2@yahoo.com		510-557-1562		DotCom

				Maz		Technical Support						DotCom

		X		Mike Alvarado		Design Engineer						DotCom

		X		Gary Harman		Project Director						DotCom

		X		Steve Schutz		Senior Client Consultant		steves@e-verifile.com		520-393-8342		E-Verifile

		X		Manosh Chakravorty				mchakravorty@salesforce.com		917-577-9175		Sales Force

		X		Tom Zinser		Corporate Sales Manager		Tom_Zinser@ADP.com		206-708-7887		ADP

		X		Pete Knutson		Account Executive		pknutson@imagetrend.com		952-469-6210		Imagetrend

		X		Trisha Moline								Imagetrend

		X		Ed Cavazos				Ecavazos@neogov.com		310-426-6304 x116		Neogov

		X		Larry Woody

		X		John Litzenberg				Bid System Administrator for the City				Coplan

				This list contains a list of those vendors who expressed interest in attending the pre-proposal conference.  However except for initial roll-call, it has not been verified that all of those on the list attended for the entire conference or that others joined after the start of the conference.
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		PRE-PROPOSAL CONFERENCE QUESTIONS AND ANSWERS






		Vendors should carefully review the Questions and Answers.  The following set of questions and answers is NOT a verbatim account of the questions and answers presented at the pre-proposal conference.  In some cases the questions and answers have been changed for grammatical correctness and in some cases the answers are more considered and researched than that given in the discussion.  Regardless of any differences that might exist between the dialog that took place on July 24, 2009 and the responses provided in this document, this document is the official response to the questions proffered in the Pre-Proposal Conference and the written answers supersede all verbal answers provided at the Pre-Proposal Conference.






		ID 

		RFP Section

		Question

		Answer



		1

		

		Will the City entertain a hosted solution, another words something that is hosted outside the City on the internet?

		Yes.  That is what we are looking for.  We are not looking for anything to reside on our City servers.



		2

		

		Regarding Background tracking system, what are we currently using?  What is the integration into the system?

		The current system has no integration.  The City’s current criminal and employment background check vendor is A-Check America



		3

		

		Then you don’t see any direct integration between that set of information and the employment tracking system?

		Not at go live, because our directions are to just replace what we have existing and right now we have no integration.



		4

		

		Regarding scope, Seattle Public Utilities, City Light, City of Seattle will there be any different branding around those?

		At this time, we do not anticipate that there will be any different branding.  We do have two distinct employment processes.  One of them is the Uniform Civil Service so that might have to be branded separately from the other recruitment activity of the City.






		5

		

		There is not much here about information security and I assume that this is an objective that needs to be addressed, as some of the information might be sensitive?

		Security is part of the mandatory requirements.  So in terms of our business objectives of what we want to achieve, the objectives talk about what we want to achieve through the utilization of the system.  The security requirements are considered mandatory about how we would go about this from a business process perspective.


Employment within the City.  We have a decentralized employment process.  I think the scripts allude to that where the Departments are responsible for the selection process and centralized personnel are responsible for authorizing of requisitions and then auditing the hire to make sure that they meet eligibility requirements.


Uniform Civil Service is managed by the Personnel Department and therefore centralized.






		6

		

		Where are the mandatory requirements?

		Appendix A



		7

		

		One of the minimum qualifications/mandatory requirements is that you have an active system with similar size governmental agencies.  Would you also accept private industry clients of similar size?

		The main issue is that 3.1.3 and 3.1.4 are mandatory requirements in terms of calculation for Civil Service and so in consideration of that, what we would need to know is:  Does your system do that for similar size organizations?  However, we have reviewed this requirement.  Experience in the public sector is critical to this procurement.  Therefore, this mandatory requirement will remain unchanged.



		8

		

		Where does it say that we need to have a current client with a City of similar size?

		Section 3.1.5



		9

		

		Then, the City will come back with a response regarding client that is similar in size that may not be a City?

		Yes.



		10

		5

		In section 5, Statement of Work, both the Testing and Training Security and Production Security sections refer to ‘the Security Plan defined above’. However, no such Security Plan section is provided. Can you please clarify?

		The "security plan" referenced in Section 5 is the vendor's security plan for their product and any interfaces.  Since we are purchasing software as a service we want to know what security they have in place to protect their system - in general and then specifically how are they going to secure both our "production" and "training" environments



		11

		

		Can you define the acronym DNAIC in the process improvement plan?

		DNAIC is the methodology we are looking to using for process improvement.  Process Improvement is the City’s primary responsibility.  Vendor needs to work with us in terms of process improvements the City needs to make to implement the system.

The acronym is used by Six Sigma.  It identifies five steps in identification, reduction, and control of defects.  (Define, measure, analyze, improve and control)  These are the five steps of process improvement.






		12

		7.3

		No reading of prices – Does that refer to the RFP review process or does it mean that there is no minimum or maximum budget assigned to this?

		It is not related to budget.  When the City issues an Invitation to Bid, where the requirements are defined, the City is only expecting a bidder to agree to the specifications and requirements as stated and provide a price, which price will be the basis of award (provided the vendor meets the City’s requirements) For an Invitation to Bid, we generally have a public bid opening where the prices are read to those in attendance.  However, when the City issues a Request for Proposal such as this requirement, where we are asking for a proposed solution and award will be based on several elements in addition to price and will be evaluated and scored by a team(s) of evaluators, the City does not hold a public bid opening.



		13

		7.5.1

		Software Service – Will we be paying quarterly in arrears like the Federal government?  How does that work?

		Software maintenance is treated like a subscription.  It is an exception that we are allowed to the Prohibition on Advance Payments.  The thought is that as soon as we pay for the service, we can obtain support.



		14

		7.9

		Are there preferences or points given later on?

		No






		15

		9

		How many will we demo and do we anticipate a slide in the schedule?  Or, are we open if there is a conflict for the following week?  Is there any flex around that?

		We don’t have a specific number specified for the demonstrations.  We don’t know how many proposals we will receive.  Once we get through Round 4 of the evaluation, we will take a look at the rankings.  Generally there is a clear break as to those proposals that rise to the top vs. those that are at the bottom.  Those proposals that are in the competitive range will be invited to the demonstrations.


Time lines are fairly set.  We have revised the schedule to reflect the end of vendor demonstrations to occur on August 25, 2009. 



		16

		Attach. 7

		Attachment 7, WebPresentationStandards.pdf, is not included in our copy of the RFP. Please provide this document.




		The Web Presentation Standards document is embedded below.  This document was inadvertently omitted from the RFP document posted on the City of Seattle website.  However, it is posted on the electronic bid system website described on the top of page 4 of the RFP.  http://www.coplan.com/four/rfx.asp?i=119&d=guyuhn46.




[image: image1.emf]WebPresentationSta ndards.pdf






		17

		

		Has budget been allocated for this project?

		Prior to releasing the RFP we did a feasibility assessment.  We believe that we can bring in a SAS solution at about the same amount we have for our current online system.  Replacement, on-going cost would be less than $100,000 and it is budgeted.  We are not looking it in terms of cost efficiency, but doing with the current amount of resources available.  






		18

		

		Is that an annual budget?  Is it Fiscal year or Calendar year?

		Yes.  It is an Annual budget.  And, it is a Calendar year.



		19

		Attach 1 & 


Attach 2

		This talks about scoring for testing, at least the Police one.  Is this a preference given to existing police officers from other jurisdictions applying for a position?  Is that the idea rather than testing?




		No there are three components of service.  Three components to producing a register for uniform civil service.  There is an exam and assessment process that occurs outside of the system so there would be no integration. But a recording of results.  There is a service credit based on length of service and then there is veterans preference






		20

		

		So you’re looking for a Score on the application that states they get four points for police service and two points for veteran’s status?




		What we are looking for is that the system would take both the application and information gathered during the selection process and produce a register.






		21

		

		Three candidates applying to a position and of the three two come in equal and one has a better preference associated with it which is like a tie breaker?  Is that kind of a scenario that we’re looking at?





		It is not a tie-breaker.  There are three components of the selection process for uniforms civil service.  One of them is your score on the exam.  One of them is your service credit and one of them is veteran’s preference.






		22

		Attach. 9

		Capacity Requirements Attachment 9


Not sure I understand the letters at the top CRUD.  User type count?




		The letters stand for create, rate, update, and delete.  It is a basic grouping of the type of user functions.  For example there would be three administrators creating records and the same three would be rating, updating and deleting.  Some users only have read access.






		23

		

		How many hires do we do annually?




		In 2009, like many organizations employment activity has been unique. In 2008 we processed 1000 hire activities, both internal and external.   In 2008 approximate 800 requisitions were opened. 






		24

		

		Will the rate increase in the next few years?

		In terms of requisition activity I think we are on track.  I just looked at 2Q data we’re on track for approximately 800 hires.  Proportionately where we have been 50-50 external-internal It’s more 1/3 external 2/3 internal right now.  Where we are seeing incredible growth is where people are establishing applicant profiles.  So when we open up this position and if it is an entry level position  we’ve had over 800 applicants for entry level position and for professional and above we’re still seeing a large volume 250-300 per req.






		25

		

		I saw something about the system matching people already in the system to jobs that are open.  Is that correct?




		We would like to search the applicant database from a recruiter’s standpoint, so that it would source out of the database.  We would also like to see some push technology so that individuals could register their interest and push announcements to them.






		26

		

		Looking at capacity requirements, it seems to indicate that you had almost 72,000 applicants in the system and that they applied for almost 152,000 jobs.  Am I understanding this correctly?



		I don’t see where you are getting that.






		27

		

		On the second page of the capacity requirements it showed est. transaction volume for applicant application job announcements, so on and so forth.




		We have an incredible number of applicants and part of that issue is because we are tied into the unemployment office so we have an incredible number of applicants and they establish multiple applicant profiles so that in that applicant number, by applicant, we mean applicant profile so that we could have an individual with ten applicant profiles and people use those profiles to apply for multiple jobs.






		28

		

		So that’s why we are seeing a difference between say for example: year five there may be 71,715 applicant profiles but they submitted up to 151,000 different jobs.  Is that correct?  You can almost do the math and say for each applicant they applied to two jobs.




		Correct



		29

		

		Do you want all of the existing information from the old system to be imported into the new system?  Is that correct?




		No we are not migrating any of our data from the existing sytem into the new system



		30

		

		Did you want the applicant to be able to have multiple profiles or would you prefer them to just have just one profile but allow them to apply to many jobs.




		They probably need to have multiple profiles.  For example in the police dept. you may have one applicant profile when you’re applying for a sworn position but you may have a different applicant profile if you’re applying for a civilian position.






		31

		

		a) When you say that they have to have different profiles would it be right to assume that we would set up different workflows for each application or for each job position that opens? 

b) Could have the same profile, yet there would be different requirements set up for different jobs?



		(a) Yes. 


(b) You could propose that.  The issue is with uniformed civil service, we have the veteran’s preference piece which is not part of the regular civil service.






		32

		

		Is the submission deadline time July 30 if we have additional questions?




		Yes.  We will accept additional questions from vendors till July 30 at 4 p.m. pacific standard time.  







		33

		

		Besides the unemployment system, what other job search banks do you subscribe to like Monster or Jobe.com?




		The only subscription to a job board that we have is with the Seattle Times and it is NW job source.






		34

		

		When jobs are posted would you expect the system to send the notification to the Seattle times for posting or would the City take care of that itself outside of this process?



		We would like to have the ability to have some default job boards so that it would automatically post to some job boards but then the ability to send to a job board on demand.






		35

		

		And that’s from within the system?





		Correct.






		36

		

		Would this be outside of the scope of the current budget?  Another words giving the ability to post to job boards is pretty straight forward but including those costs which are unknown at this point, would that be something that while the IM manager and the HR manger specialist is actually making a determination as how they are going to recruit, they would incorporate that into their own budget.




		Yes.  The fee for posting onto a jobsite would not be considered part of the RFP but one of the scripts does call for how would you post to a job board.






		37

		

		I have a question regarding uploaded attachments – When a candidate applies for a particular position and goes thru the script will they be asked to provide their application form at that time and is there an application form that you can provide.




		Uploaded attachments are a couple of different things.  It could be the ability to upload a resume or cover letter but it also could be that you could attach a pdf.  But in terms of does the city have a standard application form?  We do have a standard form.  We can provide a copy if folks are interested in it but we are really looking towards the system being the system of record and the application.






		38

		

		Could you include your standard application as an attachment to this so that we can get our hands on it?



		Sure, you can obtain a copy of both the uniform and non-uniform applications at the following websites:

https://egov2.seattle.gov/personnel/external/FireEntryApplication.aspx  https://egov2.seattle.gov/personnel/external/PoliceEntryApplication.aspx

The general application is now under the Frequently asked Questions on the following website:  http://www.seattle.gov/personnel/employment/faqs.asp





		39

		

		So the attachments could very likely be a scanned test for the civil uniform position.  Is that correct?




		It could be but it is more likely a pdf of your college transcript or your veteran’s preference (There is a form that it comes on) 


On the City’s general employment page.



		40

		

		How does the City handle signature on the application now, or do they?




		We do not






		41

		

		Is that a desired element in the RFP?




		It is not a mandatory requirement






		42

		

		I have a question regarding the minimum system availability up time 100%?

		The system should be available at the industry standard of 99.9%.  



		43

		

		Follow up on e-signature question.  Typically the way on-line application signatures are handled there is usually a button you have to press to say that I agree with the statements that everything is true and accurate and if I’m lying I know that even if I am hired, I get fired, those kinds of things, The way that most systems handle that is that either you hit a button, you have to hit the right button so that you are acknowledging that the statement is correct or in some cases there is an e-signature process an example INines do that now where you electronically sign the document but it adds considerable cost and overhead.  Does the City have a preference for that or are you looking for what the alternatives are.




		It’s not a functionality that the current system has so it is not something that is considered a mandatory requirement. And to my knowledge we do not have preference for one over the other.



		44

		

		Question regarding background screens.  When are background screens conducted on applicants?




		Are we talking a Criminal history, or educational verification or license verification, 






		45

		

		Both

		License verification can come, particularly for a Commercial Driver’s License –, it occurs after the initial determination that the candidate meets minimum qualifications as the first screen.


Educational verification usually comes prior to a conditional offer of employment –Most Departments do employment verification directly.  They do not use a third party, but those that do use a third party do it before conditional offer of employment.


The City by policy does not conduct a criminal background check until after a conditional offer of employment has been made.  And, if the position requires an education and or license and it has not been conducted prior to the criminal history check, we run it at that time.






		46

		

		I realize that you are not running an interface with your current background provider, but would that be an advantage for a proposer to say that they can do an interface?



		It is not in the scripts.



		47

		

		Does the City have job descriptions already for the different jobs for different Departments.




		The City has established very general classifications but the job descriptions are for a specific position.  When we talk about position, it’s like position control.  That can vary from the classification you would find on the City website.  It has to use from what comes from classification as its basis and it cannot have minimum requirements that are not within the published classification document.  So it’s kind of a twofold.  To some extent its yes the City has established job descriptions but there may be other aspects of the job description that are specific to the position.






		48

		

		Section 1.1 under non-uniform civil service scripts which is outside of this system which indicates the manual process but that you need to be able to determine what are the requirements for this particular job with a basis from the general classification?  Is that correct?




		That’s correct.



		49

		

		That would allow them to feed into the requisition process?

		Yes.



		50

		1.6.5

		I didn’t know what you meant by “Tracks information from job interest cards”.  What are job interest cards?

		Basically, applicants who establish an applicant profile can register if they have an interest when a position opens.  For example if the applicant wants to be notified if there is an opening in SCL for a civil engineer.  That’s what a job interest card is.






		51

		

		I’m a candidate and I apply for a job.  There’s not an opening but when one becomes available, I want to be notified so that I can if I choose to apply for that job.




		Correct



		52

		

		Will the City want to process separate paper applications in this process.




		The City currently accepts a written application.  That’s unknown, but your system should be able to accept a written application if we choose to incorporate it into our business process, Right now we track how many written, we do accept paper applications.  We track how many we receive.  It’s a fairly minimum amount and we believe that amount is generated because of difficulties with the current system.






		53

		1.9 & 1.10

		1.9 Enter skill test key and 1.10 Administer Skill test


It says appropriate skill tests is a manual process but system determines skill test is automated Can you elaborate on your thinking or vision on this.  Are there skill tests that are like Microsoft Word and Excel and there may be other tests that might be on-line assessments.  Is that what you are thinking about




		We are thinking that there are some skills assessment tests that we do for example with our apprentice ship programs we have a shovel test so we actually see how much sand you can shovel so that would be an example of a manual type of test.  The automated test would be some sort of software test like an outlook test or something like that.






		54

		

		That would assume that there would needed to be an integration with that kind of provider or we would be able to have the ability to maintain the scores that come back from the result of these tests?




		You need to maintain the scores that would come back from the tests.






		55

		

		Then all of that would go to the candidate profile to determine is this person qualified and if so where does it fit in the overall ranking\





		Correct



		56

		

		When you have finally determined that the particular candidate completes an interview and you’re ready to screen them with an assessments, do you have particular assessments other than skill tests that you are currently having the candidates take?




		Are we talking about regular civil service or uniform?






		57

		

		Regular Civil Service

		Regular – No.



		58

		

		So interviews, assessments, skill sets, those  assessments are just what you were referring to 




		What they could be at that particular time is just we could typically do for professional positions is ask them to bring in some sort of writing sample.  That’s what that would be






		59

		

		In addition to the candidates application and their profile and other things that you’re evaluating, you’d like to see some work history.  If it’s a writing if it’s made in Excel something of that nature




		Yes I think what the script is capturing evaluation of whatever assessment we added at the interview stage.






		60

		

		Not that we have to integrate with that particular assessment. Capture that information, then its manual letter-later?




		Correct






		61

		1.15


Make Hiring Decisions

		The Personnel specialist determines the appropriate compensation and it’s a system user process so really what we’re looking at is that they need to make sure that what the offer is relevant to what was on the requisition at the very beginning.  Another words, they cannot offer what’s higher than what is on the requisition.




		Correct



		62

		

		And the written offer is contingent on the other activities that go on background check, drugs, training etc.




		Correct



		63

		1.18

		And some of the post hiring, there will be other users that come in and verify that people are following the process so that you assure consistency? 

		Yes what happens is that the centralized function just comes.  It’s an audit.






		64

		Uniform Civil Service

		The determination of the civil service credits.  The experience credit and the veteran’s preferences.  Our system could determine pretty easily that a person might get two or three points whatever that might be, and clarify that, but then that becomes a consideration only after they’ve taken their written test for the position.  Is that right?




		Yes and No.  For external candidates service credit comes in after they take the exam.  For internal candidates the service credit will determine whether or not they can sit the exam






		65

		

		Then all you want the system to do is to say that this person has three credits for veteran’s preference or whatever it might be?




		Please refer to Attachment 1 and Attachment 2 (Police and Fire calculation information)



		66

		

		It says administrator determines exam system user process Can you explain to me?  I imagine that there are multiple exams for different openings?




		Yes



		67

		

		So we are not creating the exams, they are already created.  We’re just notifying that here is an opportunity and you’re going to have to take this exam and  here’s the date and time it is going to be provided and you get scheduled for it, take it and enter in the data and maybe attach a copy of that exam results to the candidate of record.




		That’s correct with the addition that we are looking for the system to register the applicant to the exam.






		68

		

		Can you explain that a little bit more.




		So it’s going to send out the invitation to sit the exam.  The applicant’s going to indicate yes, I’ve accepted the invitation.






		

		

		So OK, it’s really scheduling.  You want it to give candidates, dates and time and availability and the ability to self register for taking a particular exam for a particular opening and they schedule themselves at appropriate mutual times and you want them to register and even given them directions as where the exam will take place.  And you can do it over the web and over the phone?





		Yes, that’s correct.



		69

		

		Would the City consider a process where they could actually take the test on line? 




		That’s not allowed under Regulation and it would have to be bargained.






		70

		

		Once they take the exam than you would want to apply the additional credits based on length of service, based in credit and veteran’s preference?



		Correct



		71

		

		Do you have a specific form for your certification under 2.1.1?  These candidates are eligible for these positions based on the scoring and the cutoff scores.




		At that particular point in the process, there is no specific format.







		72

		

		Has budget been allocated to this project?

		The Personnel department has committed to assuming responsibility for operational costs associated with system.  The Personnel Department budget currently includes operational and maintenance costs associated with the current on-line employment system.



		73

		5

		In section 5, Statement of Work, both the Testing and Training Security and Production Security sections refer to ‘the Security Plan defined above’. However, no such Security Plan section is provided. Can you please clarify?

		The "security plan" referenced in Section 5 is the vendor's security plan for their product and any interfaces.  Since we are purchasing software as a service we want to know what security they have in place to protect their system - in general and then specifically how are they going to secure both our "production," “test” and "training" environments



		74

		

		In regards to the Service credits, how would the City like these calculations entered? Would the data be pulled from another system, would the numbers be entered by personnel, etc.?




		The data would be manually entered by Personnel into the system.



		75

		

		During the phone conference, it was mentioned that the City would like 100% uptime. We can offer 99.9% uptime, which is industry standard, or 99.99% uptime at a significant cost increase. What would the City prefer?




		The City’s preference is 99.9%.
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Purpose 



The purpose of this Standard is to document the level and type of consistency required across City of 
Seattle web sites to synchronize consistent design, usability and accessibility and to properly identify 
the aggregate group of sites as components of City government. 



Introduction 



The City of Seattle has a complex environment for web management. The complexity derives from an 
enormous variety of services, a multitude of audience types, and distributed web management 
responsibilities. Additionally, both the Mayor's Office and the City Council have expressed a strong 
desire for the City to maintain a single web site, the latter in Council Resolution 29563 which states in 
part: 



WHEREAS, it is very important for the City to maintain one identity on the Internet, so that citizens 
know that the information they are receiving is official information from the City of Seattle. 



This sentiment is echoed in the Single Domain Name Policy requiring departments to use the City's 
domain except in limited approved situations. 



The complexity of the City's web management environment presents a number of challenges for site 
users and site managers. Two primary challenges are: 



• Determining the level of consistency required across the City of Seattle web site for usability 
and accessibility.  



• Balancing the need for line of business, campaign, and/or Department branding needs with 
City branding needs.  



The City of Seattle's set of presentation standards continues to address the above challenges. 



Due to the ongoing implementation of a City content management system (CMS) and the redesign of 
the portal navigation and top tiers of the site, the Web Governance Board (WGB) directed the Citywide 
Web Team (CWT) to lead a project to revise and update the presentation standards. 



As a result of these presentation standards revisions and updates, a broader range of consistent 
design was attained throughout the City of Seattle web site, however it was recognized more 
consistency was needed in order to achieve a higher degree of successful usability and accessibility. 
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In late 2004, a major web design enhancement was added to the 21 department web sites that report 
directly to the Mayor's Office, involving a consistent use of graphical department identifier elements 
and home page elements to give City of Seattle web site visitors a more unified usability experience. 



In 2005, the presentation standards were revised to create an even greater level of design 
consistency. Over the course of 2005 and into early 2006, City web sites will be implementing these 
standards. 



Standards Compliance 



Departments are expected to conform to these standards. The Citywide Web Team (CWT) will work 
with departments to help them conform to these standards. 



It is the policy of the City of Seattle that these standards account for the diverse abilities, tools, and 
software of all Web users, including people with combinations of visual, auditory, physical, cognitive, 
and neurological disabilities. These standards incorporate the WC3 Priority 1 Accessibility Guidelines 
and the US Access Board's guidelines for compliance with Section 508 of the US Rehabilitation Act. 



Definitions 



Adherence to specified STANDARDS is required unless an exemption is sought and granted. While not 
required, BEST PRACTICES represent generally accepted principles of good web design and are 
therefore strongly encouraged. OPTIONAL elements are left to the discretion of the department. 



Page Width 



STANDARD: The standard width of City web pages will be 775 pixels. Exception: as required by 
certain types of content (forms, tables, graphs, maps, etc.) the page width may be set to 100% of the 
browser window. 



Page Alignment 



STANDARD: All City web pages will be centered in the browser window. 



Page Background 



STANDARD: All City web pages will use the same standard background provided by the Citywide Web 
Team. 



Color Palette 



STANDARD: The color ensemble developed for each City of Seattle web site will be selected from a 
central palette of colors. Elements of the overall site design that will use this color ensemble include 
the department header, all navigation menu graphical elements, column backgrounds, department 
logos, highlight boxes and all other graphical elements that contribute to the site's design 
presentation. 



City Branding 



STANDARD: For consistency and ease of user navigation across the City website, a City of Seattle top 
header and text-based bottom footer are required on all City web pages. 



The header will include the Chief Sealth logo, the clear identification of the City of Seattle and/or the 
City's website, navigation buttons/menus developed by the Citywide Web Team, and a Search toolbar. 



City departments and offices that report directly to the Mayor must also include a Citywide header 
with a clear identification of the name and role of the current City of Seattle Mayor. Web sites of 
departments and offices that do not report to the Mayor's Office (City Council, City Clerk's Office, for 
example) do not include this identification in their Citywide header. 
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The City footer will include text-based navigation links developed by the Citywide Web Team. 



There will be only one City footer used throughout the City of Seattle web site. 



The City footer will include links to the City home page, City Departments page, City Services page, 
Staff Directory, Mayor's Office home page, City Council home page, the Citizen Service Bureau home 
page, the City Privacy Policy page, and the City of Seattle Copyright notice. 



All City web sites must have a "Contact Us" page with contact information for that department or 
office, and an "About Us" page that describes the vision, mission and goals of that department or 
office. 



These headers and footers must be called from server-side includes so that changes made by the 
Citywide Web Team are implemented immediately on all web sites. 



The only exception to use of the Citywide footer is on community web sites hosted by the City of 
Seattle. However they will need a "Hosted by the City of Seattle" footer link on all pages, which will 
link to the City home page. 



Department/Office Branding 



STANDARD: For consistency across the City web site, all departments and offices that report to the 
Mayor's Office will adopt consistent Department/Office banners identifying the Department/Office 
name, and, if applicable, the name of the Department/Office Director. 



All Departments/Offices that report to the Mayor's Office shall also include a photo of the Mayor and 
Department/Office Director on their home page, the inclusion of a "Mayor's Priorities" graphic that 
links to both the Mayor's web site and the Department/Office's "how we are helping" content, and a 
home page link to a new "About the Department/Office" page that includes a welcome message from 
the Department/Office Director, a Department/Office mission statement, and a message detailing how 
the Department/Office is helping to forward the Mayor's priorities. 



City web sites that do not report to the Mayor's Office (City Council, City Clerk's Office, Boards and 
Commissions, for example) will be required to adopt a banner identifying the name of their office, that 
is consistent in design with the banners used on the rest of the City of Seattle web site. 



The width, height, design, font and color of all banners will be consistent. The banners will include 
global navigation buttons for each web site, for the Home page, About Us page and Contact Us page. 



All City department/office web sites will have a Contact Us page with contact information for that 
department or office, and an About Us page that describes the vision, mission and goals of that 
department or office. 



All City web sites will use a consistent, standard text-based navigation menu footer at the bottom of 
each web page on their web site, located just above the City footer, which reflects the menu of their 
most global web site navigation. 



The Seattle Public Library web site and the Seattle Center web site are not required to adopt this 
standard at this time. 



Public Development Authority web sites on the City of Seattle web server and community group web 
sites hosted on the City web server are not required to adopt this standard. 



Navigation Menu Elements 



STANDARD: Each City web site must include a consistent standard navigation menu or menus, 
required on all pages of each web site. 
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The standard navigation menu on each City web site may be a top menu, left menu, or both top menu 
and left menu, and may also include an additional right menu if required for a sectional sub-menu 
within the web site. 



The top menu may optionally include a dropdown menu element with one level of a fly-out menu 
element, and the left menu may optionally include one or two tiers of pulldown menu elements. These 
sub-menus will be text based, with a consistent use of font size, link colors and placement throughout 
the entire City of Seattle web site. 



On all standard navigation menus throughout the City of Seattle web site, the menus (including 
dropdown and fly-out menus) will have a consistent appearance, which will include the visual design of 
the menu buttons, text links, fonts and decorations. The optional dropdown and fly-out elements will 
be Javascript-driven from scripts created by the Citywide Web Team. 



Basic Page Layout 



STANDARD:All City web pages should use a basic web page design layout that is consistent in 
placement and width sizing, and will include the following elements: 



City header 



City footer 



Department/Office/Legislative/Board/Site banner 



A combination of the following page elements should be used: 



Top bar navigation menu 



and/or 



Left column navigation menu 



The center column will be used for main page content. 



A right column section may be used, for highlights, contact info or miscellaneous content elements. In 
some instances, the right column may be used for sub-navigation of a web site section, however it 
may not be used for main site navigation. 



All left, center and right column widths will be a standard size across the entire City of Seattle web 
site. The standard size will be determined by the Citywide Web Team. 



Text Presentation 



• Size - STANDARD: The minimum font size for basic page body text will be or appear equal to 
Verdana 10 points.  



• Color - STANDARD: All page body text will be black.  



• Style - STANDARD: All page body text will be presented in Verdana font.  



• Links - STANDARD: Links in the body of the page should appear in "link" blue. Text that is 
not a link should not be underlined. 
 
BEST PRACTICE: Links in the body of the page should be underlined.  



• Background (colors & images) - STANDARD: The center column background color for text 
will be white.  



NOTE ON TEXT PRESENTATION STANDARDS: 
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It is recognized that it may be desirable to vary the appearance of text and background to elevate or 
highlight certain elements or sections of a page. In these cases the overriding principle is readability. 
For example, when non-standard colors are used, the contrast between text and background must be 
sufficient to allow the text to be easily read by a variety of users. 



Contact Information 



STANDARD: All City web site pages should contain visible information, and/or links to information on 
how a citizen can contact the appropriate City department, agency and/or program for the page's 
specific topic. 



BEST PRACTICE: Specific page/site contacts are encouraged where appropriate. 



Counters 



STANDARD: Counters are not allowed on City web pages. Web statistics are available by request. 



Legal Notices & Copyright Notice 



STANDARD: The required City of Seattle text footer will contain a link to the Privacy Policy and other 
appropriate legal notices and disclaimers. Copyright notice will appear on the City homepage. 



BEST PRACTICE: A separate link to the City's Online Privacy Policy should appear on any web page 
where personal information is collected. 



OPTIONAL: The further use of copyright notice information is left to the discretion of the department 
or program. 



Metatags 



STANDARD: At a minimum, the following metatags will be used for page identification and to 
promote search-engine functionality:  



• <title>Page Title</title> 
Specific title of the page, to be displayed when a page is found by a search.  



• <META name="description" content="Up to a paragraph of description"> 
Specific description of the page, to be displayed when a page is found by a search.  To avoid 
being truncated by search engines, the description should be brief -- no more than 200 
characters.  



BEST PRACTICE The following metatags are optional but recommended by the Citywide Web Team:  



• <META http-equiv="Content-Type" content="text/html; charset=UTF-8" />  



• <!DOCTYPE [Top Element] [Availability] “Registration]//[Organization]//[Type] 
[Label]//Language]” “[URL]”> 
The !DOCTYPE declaration is a top-level tag-like reference known as a Public Text Identifier. It 
should appear at the very beginning of an HTML/XHTML document in order to identify the 
content of the document as conforming (theoretically) to a particular HTML DTD specification.  



These two metatags are useful in identifying the ownership and creation/revision date of the 
document. 



• <META name="author" content="authorName"> 
For the document creator.  



• <META name="publication_date" content="date"> 
For the dates of the initial publication and any substantive revisions.  
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Printer-Friendly Pages 



BEST PRACTICE: As a best practice, City web site pages should present alternate, printer-friendly 
versions of pages, particularly for pages such as online forms, using the same standard methodology, 
which will be provided by the Citywide Web Team. 



Browsers/Versions Supported 



STANDARD: The city's standard is not to disable normal browser functionality, including but not 
limited to right-click menu usage and back button usage. 



Pages will be designed to function with: 
 
On the Windows Platform: 



• Internet Explorer versions 5.0 or higher  



• Firefox, latest version.  



On the Mac OS Platform: 



• Safari, latest version  



• Firefox, latest version.  



Impacts on other versions and browsers should be considered and minimized, and wherever possible, 
text alternatives to advance features should be employed. 



Advanced Web Functionality. 



STANDARD: Covers web functionality such as RSS, podcast, video (embedded and posted), blogging, 
social networking and others that may emerge in the future 



There is increasing demand to implement services with advanced web functionalities on Seattle.gov 
and perhaps on external, hosted platforms.  These kinds of services should be implemented 
consistently over the entirety of the City’s web presence.  At this writing some policies and guidelines 
have been published and others are being developed. 



Those planning to implement any services with advanced web tools should contact the Citywide Web 
Team for the latest City policies and guidelines governing their use. 



Advanced Web Presentation Technologies. 



STANDARD: Covers technologies such as DHTML, CSS, Javascript, Flash, AJAX and those that may 
emerge in the future. 
The use of advanced web presentation technologies is allowed under controlled and well-supported 
conditions, and as long as the use adheres to the following principles: 



• Expert development and troubleshooting support for the technologies used must be identified 
and available  



• Components must be tested thoroughly for cross-browser compatibility and usability (see 
above)  



• Alternative presentation of content must be provided as necessary to meet accessibility 
requirements  



BEST PRACTICE:  Before implementation contact the Citywide Web Team for the latest City 
guidelines for the use of these technologies. 
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Graphics/Images 



STANDARD: The use of descriptive "alt=" parameters within <img> tags is required for all graphics. 
For any graphic that is a hyperlink, the alt tag should be a meaningful description of the destination 
site, with the phrase "Link to Web Page Name", where Web Page Name is the title of the destination 
web page for that link. 



BEST PRACTICE: The file size of an image should be considerate of users accessing the City's website 
via dial-up connections. A single graphic limit of 30 kb is recommended. Photographs should be 
optimized for faster download speeds. Sites designed for specific users should take the needs and 
capabilities of these users in mind. The use of links or linked thumbnails, appropriately labeled 
(indicating file size) to larger graphics is a good alternative. 



Frames  



STANDARD: Frames are not permitted except where specialized software requires them. In such 
cases, departments should contact the Citywide Web Team for consultation on options before 
proceeding or purchasing the solution in question. If no non-frame alternatives equal in cost and 
benefit are found, departments may request, and will be granted, an exemption from this standard. If 
frames are used, they should be designed in a way that allows branding of the site, the inclusion of 
standard City of Seattle and departmental navigation, and if at all possible, an alternative non-frames 
method to browse the site which also includes those elements. 



IFrames may provide a viable alternative to standard frames.  Care should be taken to assure that 
the standard City and department web page experience (functionality, branding, navigation, etc) is 
preserved.  



Other Accessibility Standards 



For design elements not specifically described in this document, such as data tables, flicker rate, 
image maps, form design, standards shall include Section 508 and/or WC3 Priority level one 
accessibility guidelines. 



Web Application User Interface 



STANDARD: Web applications will conform to the Web Presentation and Accessibility Standards. 



Error Messages 



Web application error messages should not be cryptic. Provide users with information they can use to 
correct the situation and to hide information that hackers may use to identify weaknesses in City 
applications. 



Handle errors appropriately based on the type of error. 



Error messages resulting from data input by user or incorrect action performed by the user should be 
meaningful to the user and clearly communicate what action is needed from the user to correct the 
error. 



Any other errors that are not resulted from user input such as system related errors should be 
handled using a generic user-friendly page, which should include a message stating system or page 
unavailable and provide alternative options or links. 



Do not display system generated messages to the user. 



City and Department Branding 
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To maintain consistent City branding throughout the City of Seattle web site, City and department 
branding should be maintained on all City web application pages by using the appropriate graphical 
elements. 



The City web header will be used to maintain consistent City branding. 



The department banner and the color elements of the department's web site should be used to create 
department branding on the web application. 



Online Receipts 



To give users a record of their online transaction, web applications should provide a receipt of the 
transaction, preferably with a unique identifier that will allow the user to initiate later follow-ups 
specific for that transaction. 



Post Transaction User Guidance 



Web application interfaces should identify for users any follow-up steps necessary after completing the 
online part of the transaction. Let them know how and when they can expect service to be delivered. 
Give them a telephone number they can follow-up with if they have any questions. 



Exemption Process 



This section outlines criteria and process for evaluating requests for exemptions to the City's Web 
Presentation Standards. All of the criteria would not need to be present for the exemption to be 
granted. Conversely, a request identifying one or a few of the stated criteria would not automatically 
be approved. Rather, each request should be viewed from the totality of the circumstances as guided 
by the criteria below. Further, requestors should feel free to suggest additional criteria they feel are 
appropriate to their particular exemption request. 



Requests for exemptions should be initially submitted to the Citywide Web Team Manager in written 
form. 



1. Requests for exemptions from these standards should be made in writing and signed by the 
department director or senior management designee.  



2. Requests for exemptions shall state the circumstances which compel an exemption.  



3. Among the criteria to be considered for exemptions are: 
- Business requirements 
- Pre-existing exemptions and/or past practices 
- Technical requirements 
- Legal requirements or mandates 
- Limited target audience  



4. Where appropriate, requests for exemptions shall explain how the exempted website will 
remain a clearly recognizable and functional part of the greater City of Seattle website. Issues 
such as branding and cross-linking (navigation) should be addressed.  



5. Exemptions should be submitted to the City's central web team (CWT) who will make the 
preliminary decision of whether an exemption will be granted. If the CWT determines that the 
request should not be granted, the CWT shall give the applying department options as to how 
they might achieve their purpose without the exemption.  



6. Appeals of the preliminary decision may be made in writing to the Citywide Web Manager. The 
CTO is the final step in the appellate process.  



Changes 
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The Citywide Web Team (CWT) and/or departments may suggest permanent changes to the City's 
Web Presentation Standards. Proposed changes should be presented in writing as amendments to this 
document, and submitted to the CWT. Appeals of the preliminary decision by the CWT may be made in 
writing directly to the Citywide Web Manager. The CTO is the final step in the appellate process. 
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RFP # 2621

Applicant Tracking System

Pre-Proposal Conference Meeting Notes

July 24, 2009

11:00 – 1:00 PM


INTRODUCTIONS and OVERVIEW:  Vivian Uno (RFP Coordinator) welcomed participants and reminded everyone of the deadlines for questions and proposal submission.  She also informed participants that the meeting was being recorded in order to document accurately the meeting results.  Documented answers to questions will be posted to the website and will over-ride what is said in this meeting if there is conflicting information.  

ATTENDEES:  City of Seattle and Vendor attendees introduced themselves.  There were a total of approximately 16 people who participated in the conference and 10 vendor companies represented.  There were 3 people attending on behalf of the City of Seattle.  


		Participant

		Project Role 



		Vivian Uno

		City Buyer and RFP Coordinator



		Pamela Inch

		Project Manager



		John Litzenberg

		Consultant and Bid System Administrator





AGENDA:  

		Agenda Item

		Presenter



		Opening Remarks

		Vivian Uno



		Introductions 

		All



		High Level RFP Review (Section 1&2)

Background and Purpose


Objectives


 

		Pam Inch 



		Administrative Review (Sections 4-10)

		Vivian Uno



		General Questions &Answer

		All





RFP WALK THROUGH:  

Pam Inch, the Project Manager and Business Owner for the Applicant Tracking System performed a high level review of Sections 1 and 2. 

Pam emphasized that the Applicant Tracking System replacement project was undertaken with the approval of the Director of Personnel and the Mayor’s Office.  The direction in which the City is moving for this project is a result of recommendations from an interdisciplinary team that looked at overall customer service with the hiring process.  From the perspective of the applicant, hiring manager, and HR professional, the common thread was that we do not have sufficient tools to support the needs of all of those customer groups.  Our direction is to focus mainly on replacing our current on-line, home-grown system.  It is a standalone system.  It does not integrate with our HRMS or other employment systems such as our background check vendor.  Our direction is very specific.  In tough times we just want to replace basic functionality.  In the future we may be looking at other functionality, but right now we are just looking at replacing the existing application process.


Currently our environment is dot-net software.  We have done some studies as to what type we would like to have.  Mandatory requirement is a SAS (Software as a Service Solution) and we are looking at a commercial off the shelf product that can stand alone.  If it has other features, that is fine, but we are looking at a stand alone system.  The RFP outlines the major findings of the customer service initiative about what our customers and users are having issues with and from a business perspective what we need to resolve.


We are looking for basic functionality. We are looking for requisition processing, an application system, offer-management.  We are also looking for a record keeping system for the recruitment and the selection process.  We are not looking for on-boarding, or federal or state reporting functions, talent management types of components such as succession planning and performance management, or anything that interfaces with another system.  In the future, when the economy gets better we might want to think about other functionalities, but at this time, we are looking for a vanilla basic applicant tracking system.


We reviewed the objective list approved by the project Executive Steering Committee which includes the Mayor’s Office, Director of Personnel and City HR Leadership.  The items in Section 2 of the RFP are the objectives for the System and its implementation and will be used to evaluate the effectiveness of the implemented system.

Vivian Uno reviewed Item 7 – RFP Instructions and Information and recapped important items from other sections of the RFP such as the following:


Use of the Bid System:  If Proposers have difficulty with the Bid System, they should e-mail tech support@coplan.com and then if they do not have success in resolving the problem should follow up with a telephone call.  


Section 4 Minimum Licensing and Business Tax Requirements – Companies contracting with the City are required to obtain a City of Seattle Business License and a State of Washington Business License.  These requirements will apply to the successful vendor and proof of such licenses will be required of the successful Proposer prior to award.  Proposers should be prepared to obtain these licenses.  Contact information for both the City of Seattle Revenue and Consumer Affairs Office and State of Washington Licensing Dept. are included in the RFP.

Section 7.2 Proposal Response Date and Location - Proposers are required to provide both:  a) the hard copies of their proposal (one original and five copies) as well as b) submitting the proposal into the Electronic Bid System,  and that in case of a conflict between the two, the hard copies govern.  A separate additional CD is not required to be submitted with the hard copies.

Section 7.8 Equal Benefits - Failure to provide the Equal Benefits Declaration “with the proposal” will result in rejection of a proposal, therefore Proposers should contact their HR people to make sure they start work on the Equal Benefits Declaration and contact the City’s Equal Benefits administrators (phone number provided in the RFP).


Section 7.5 Proposers should work with their attorneys to review the City’s Contract and cite, via red-line to the City’s document, any requested exceptions which the City may or may not consider.  Since many of the terms and conditions reflect legal requirements and City policy, the City anticipates that it will accept few exceptions to is contracts.  Proposers should keep this in mind when requesting exceptions.

Section 7.12 – Proprietary Proposal Material – The City is required by law to disclose public records.  If Proposers consider certain materials in their proposal to be considered exempt from disclosure, they should identify the record citing page, section, etc. and cite the specific legal exception that may apply using the form provided in the Request for Proposal (Attachment 5).

QUESTIONS and ANSWERS:  Pam Inch, Vivian Uno and John Litzenberg responded to vendor questions (attached Q&A) included as a separate attachment.
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Purpose 


The purpose of this Standard is to document the level and type of consistency required across City of 
Seattle web sites to synchronize consistent design, usability and accessibility and to properly identify 
the aggregate group of sites as components of City government. 


Introduction 


The City of Seattle has a complex environment for web management. The complexity derives from an 
enormous variety of services, a multitude of audience types, and distributed web management 
responsibilities. Additionally, both the Mayor's Office and the City Council have expressed a strong 
desire for the City to maintain a single web site, the latter in Council Resolution 29563 which states in 
part: 


WHEREAS, it is very important for the City to maintain one identity on the Internet, so that citizens 
know that the information they are receiving is official information from the City of Seattle. 


This sentiment is echoed in the Single Domain Name Policy requiring departments to use the City's 
domain except in limited approved situations. 


The complexity of the City's web management environment presents a number of challenges for site 
users and site managers. Two primary challenges are: 


• Determining the level of consistency required across the City of Seattle web site for usability 
and accessibility.  


• Balancing the need for line of business, campaign, and/or Department branding needs with 
City branding needs.  


The City of Seattle's set of presentation standards continues to address the above challenges. 


Due to the ongoing implementation of a City content management system (CMS) and the redesign of 
the portal navigation and top tiers of the site, the Web Governance Board (WGB) directed the Citywide 
Web Team (CWT) to lead a project to revise and update the presentation standards. 


As a result of these presentation standards revisions and updates, a broader range of consistent 
design was attained throughout the City of Seattle web site, however it was recognized more 
consistency was needed in order to achieve a higher degree of successful usability and accessibility. 
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In late 2004, a major web design enhancement was added to the 21 department web sites that report 
directly to the Mayor's Office, involving a consistent use of graphical department identifier elements 
and home page elements to give City of Seattle web site visitors a more unified usability experience. 


In 2005, the presentation standards were revised to create an even greater level of design 
consistency. Over the course of 2005 and into early 2006, City web sites will be implementing these 
standards. 


Standards Compliance 


Departments are expected to conform to these standards. The Citywide Web Team (CWT) will work 
with departments to help them conform to these standards. 


It is the policy of the City of Seattle that these standards account for the diverse abilities, tools, and 
software of all Web users, including people with combinations of visual, auditory, physical, cognitive, 
and neurological disabilities. These standards incorporate the WC3 Priority 1 Accessibility Guidelines 
and the US Access Board's guidelines for compliance with Section 508 of the US Rehabilitation Act. 


Definitions 


Adherence to specified STANDARDS is required unless an exemption is sought and granted. While not 
required, BEST PRACTICES represent generally accepted principles of good web design and are 
therefore strongly encouraged. OPTIONAL elements are left to the discretion of the department. 


Page Width 


STANDARD: The standard width of City web pages will be 775 pixels. Exception: as required by 
certain types of content (forms, tables, graphs, maps, etc.) the page width may be set to 100% of the 
browser window. 


Page Alignment 


STANDARD: All City web pages will be centered in the browser window. 


Page Background 


STANDARD: All City web pages will use the same standard background provided by the Citywide Web 
Team. 


Color Palette 


STANDARD: The color ensemble developed for each City of Seattle web site will be selected from a 
central palette of colors. Elements of the overall site design that will use this color ensemble include 
the department header, all navigation menu graphical elements, column backgrounds, department 
logos, highlight boxes and all other graphical elements that contribute to the site's design 
presentation. 


City Branding 


STANDARD: For consistency and ease of user navigation across the City website, a City of Seattle top 
header and text-based bottom footer are required on all City web pages. 


The header will include the Chief Sealth logo, the clear identification of the City of Seattle and/or the 
City's website, navigation buttons/menus developed by the Citywide Web Team, and a Search toolbar. 


City departments and offices that report directly to the Mayor must also include a Citywide header 
with a clear identification of the name and role of the current City of Seattle Mayor. Web sites of 
departments and offices that do not report to the Mayor's Office (City Council, City Clerk's Office, for 
example) do not include this identification in their Citywide header. 
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The City footer will include text-based navigation links developed by the Citywide Web Team. 


There will be only one City footer used throughout the City of Seattle web site. 


The City footer will include links to the City home page, City Departments page, City Services page, 
Staff Directory, Mayor's Office home page, City Council home page, the Citizen Service Bureau home 
page, the City Privacy Policy page, and the City of Seattle Copyright notice. 


All City web sites must have a "Contact Us" page with contact information for that department or 
office, and an "About Us" page that describes the vision, mission and goals of that department or 
office. 


These headers and footers must be called from server-side includes so that changes made by the 
Citywide Web Team are implemented immediately on all web sites. 


The only exception to use of the Citywide footer is on community web sites hosted by the City of 
Seattle. However they will need a "Hosted by the City of Seattle" footer link on all pages, which will 
link to the City home page. 


Department/Office Branding 


STANDARD: For consistency across the City web site, all departments and offices that report to the 
Mayor's Office will adopt consistent Department/Office banners identifying the Department/Office 
name, and, if applicable, the name of the Department/Office Director. 


All Departments/Offices that report to the Mayor's Office shall also include a photo of the Mayor and 
Department/Office Director on their home page, the inclusion of a "Mayor's Priorities" graphic that 
links to both the Mayor's web site and the Department/Office's "how we are helping" content, and a 
home page link to a new "About the Department/Office" page that includes a welcome message from 
the Department/Office Director, a Department/Office mission statement, and a message detailing how 
the Department/Office is helping to forward the Mayor's priorities. 


City web sites that do not report to the Mayor's Office (City Council, City Clerk's Office, Boards and 
Commissions, for example) will be required to adopt a banner identifying the name of their office, that 
is consistent in design with the banners used on the rest of the City of Seattle web site. 


The width, height, design, font and color of all banners will be consistent. The banners will include 
global navigation buttons for each web site, for the Home page, About Us page and Contact Us page. 


All City department/office web sites will have a Contact Us page with contact information for that 
department or office, and an About Us page that describes the vision, mission and goals of that 
department or office. 


All City web sites will use a consistent, standard text-based navigation menu footer at the bottom of 
each web page on their web site, located just above the City footer, which reflects the menu of their 
most global web site navigation. 


The Seattle Public Library web site and the Seattle Center web site are not required to adopt this 
standard at this time. 


Public Development Authority web sites on the City of Seattle web server and community group web 
sites hosted on the City web server are not required to adopt this standard. 


Navigation Menu Elements 


STANDARD: Each City web site must include a consistent standard navigation menu or menus, 
required on all pages of each web site. 
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The standard navigation menu on each City web site may be a top menu, left menu, or both top menu 
and left menu, and may also include an additional right menu if required for a sectional sub-menu 
within the web site. 


The top menu may optionally include a dropdown menu element with one level of a fly-out menu 
element, and the left menu may optionally include one or two tiers of pulldown menu elements. These 
sub-menus will be text based, with a consistent use of font size, link colors and placement throughout 
the entire City of Seattle web site. 


On all standard navigation menus throughout the City of Seattle web site, the menus (including 
dropdown and fly-out menus) will have a consistent appearance, which will include the visual design of 
the menu buttons, text links, fonts and decorations. The optional dropdown and fly-out elements will 
be Javascript-driven from scripts created by the Citywide Web Team. 


Basic Page Layout 


STANDARD:All City web pages should use a basic web page design layout that is consistent in 
placement and width sizing, and will include the following elements: 


City header 


City footer 


Department/Office/Legislative/Board/Site banner 


A combination of the following page elements should be used: 


Top bar navigation menu 


and/or 


Left column navigation menu 


The center column will be used for main page content. 


A right column section may be used, for highlights, contact info or miscellaneous content elements. In 
some instances, the right column may be used for sub-navigation of a web site section, however it 
may not be used for main site navigation. 


All left, center and right column widths will be a standard size across the entire City of Seattle web 
site. The standard size will be determined by the Citywide Web Team. 


Text Presentation 


• Size - STANDARD: The minimum font size for basic page body text will be or appear equal to 
Verdana 10 points.  


• Color - STANDARD: All page body text will be black.  


• Style - STANDARD: All page body text will be presented in Verdana font.  


• Links - STANDARD: Links in the body of the page should appear in "link" blue. Text that is 
not a link should not be underlined. 
 
BEST PRACTICE: Links in the body of the page should be underlined.  


• Background (colors & images) - STANDARD: The center column background color for text 
will be white.  


NOTE ON TEXT PRESENTATION STANDARDS: 
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It is recognized that it may be desirable to vary the appearance of text and background to elevate or 
highlight certain elements or sections of a page. In these cases the overriding principle is readability. 
For example, when non-standard colors are used, the contrast between text and background must be 
sufficient to allow the text to be easily read by a variety of users. 


Contact Information 


STANDARD: All City web site pages should contain visible information, and/or links to information on 
how a citizen can contact the appropriate City department, agency and/or program for the page's 
specific topic. 


BEST PRACTICE: Specific page/site contacts are encouraged where appropriate. 


Counters 


STANDARD: Counters are not allowed on City web pages. Web statistics are available by request. 


Legal Notices & Copyright Notice 


STANDARD: The required City of Seattle text footer will contain a link to the Privacy Policy and other 
appropriate legal notices and disclaimers. Copyright notice will appear on the City homepage. 


BEST PRACTICE: A separate link to the City's Online Privacy Policy should appear on any web page 
where personal information is collected. 


OPTIONAL: The further use of copyright notice information is left to the discretion of the department 
or program. 


Metatags 


STANDARD: At a minimum, the following metatags will be used for page identification and to 
promote search-engine functionality:  


• <title>Page Title</title> 
Specific title of the page, to be displayed when a page is found by a search.  


• <META name="description" content="Up to a paragraph of description"> 
Specific description of the page, to be displayed when a page is found by a search.  To avoid 
being truncated by search engines, the description should be brief -- no more than 200 
characters.  


BEST PRACTICE The following metatags are optional but recommended by the Citywide Web Team:  


• <META http-equiv="Content-Type" content="text/html; charset=UTF-8" />  


• <!DOCTYPE [Top Element] [Availability] “Registration]//[Organization]//[Type] 
[Label]//Language]” “[URL]”> 
The !DOCTYPE declaration is a top-level tag-like reference known as a Public Text Identifier. It 
should appear at the very beginning of an HTML/XHTML document in order to identify the 
content of the document as conforming (theoretically) to a particular HTML DTD specification.  


These two metatags are useful in identifying the ownership and creation/revision date of the 
document. 


• <META name="author" content="authorName"> 
For the document creator.  


• <META name="publication_date" content="date"> 
For the dates of the initial publication and any substantive revisions.  
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Printer-Friendly Pages 


BEST PRACTICE: As a best practice, City web site pages should present alternate, printer-friendly 
versions of pages, particularly for pages such as online forms, using the same standard methodology, 
which will be provided by the Citywide Web Team. 


Browsers/Versions Supported 


STANDARD: The city's standard is not to disable normal browser functionality, including but not 
limited to right-click menu usage and back button usage. 


Pages will be designed to function with: 
 
On the Windows Platform: 


• Internet Explorer versions 5.0 or higher  


• Firefox, latest version.  


On the Mac OS Platform: 


• Safari, latest version  


• Firefox, latest version.  


Impacts on other versions and browsers should be considered and minimized, and wherever possible, 
text alternatives to advance features should be employed. 


Advanced Web Functionality. 


STANDARD: Covers web functionality such as RSS, podcast, video (embedded and posted), blogging, 
social networking and others that may emerge in the future 


There is increasing demand to implement services with advanced web functionalities on Seattle.gov 
and perhaps on external, hosted platforms.  These kinds of services should be implemented 
consistently over the entirety of the City’s web presence.  At this writing some policies and guidelines 
have been published and others are being developed. 


Those planning to implement any services with advanced web tools should contact the Citywide Web 
Team for the latest City policies and guidelines governing their use. 


Advanced Web Presentation Technologies. 


STANDARD: Covers technologies such as DHTML, CSS, Javascript, Flash, AJAX and those that may 
emerge in the future. 
The use of advanced web presentation technologies is allowed under controlled and well-supported 
conditions, and as long as the use adheres to the following principles: 


• Expert development and troubleshooting support for the technologies used must be identified 
and available  


• Components must be tested thoroughly for cross-browser compatibility and usability (see 
above)  


• Alternative presentation of content must be provided as necessary to meet accessibility 
requirements  


BEST PRACTICE:  Before implementation contact the Citywide Web Team for the latest City 
guidelines for the use of these technologies. 
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Graphics/Images 


STANDARD: The use of descriptive "alt=" parameters within <img> tags is required for all graphics. 
For any graphic that is a hyperlink, the alt tag should be a meaningful description of the destination 
site, with the phrase "Link to Web Page Name", where Web Page Name is the title of the destination 
web page for that link. 


BEST PRACTICE: The file size of an image should be considerate of users accessing the City's website 
via dial-up connections. A single graphic limit of 30 kb is recommended. Photographs should be 
optimized for faster download speeds. Sites designed for specific users should take the needs and 
capabilities of these users in mind. The use of links or linked thumbnails, appropriately labeled 
(indicating file size) to larger graphics is a good alternative. 


Frames  


STANDARD: Frames are not permitted except where specialized software requires them. In such 
cases, departments should contact the Citywide Web Team for consultation on options before 
proceeding or purchasing the solution in question. If no non-frame alternatives equal in cost and 
benefit are found, departments may request, and will be granted, an exemption from this standard. If 
frames are used, they should be designed in a way that allows branding of the site, the inclusion of 
standard City of Seattle and departmental navigation, and if at all possible, an alternative non-frames 
method to browse the site which also includes those elements. 


IFrames may provide a viable alternative to standard frames.  Care should be taken to assure that 
the standard City and department web page experience (functionality, branding, navigation, etc) is 
preserved.  


Other Accessibility Standards 


For design elements not specifically described in this document, such as data tables, flicker rate, 
image maps, form design, standards shall include Section 508 and/or WC3 Priority level one 
accessibility guidelines. 


Web Application User Interface 


STANDARD: Web applications will conform to the Web Presentation and Accessibility Standards. 


Error Messages 


Web application error messages should not be cryptic. Provide users with information they can use to 
correct the situation and to hide information that hackers may use to identify weaknesses in City 
applications. 


Handle errors appropriately based on the type of error. 


Error messages resulting from data input by user or incorrect action performed by the user should be 
meaningful to the user and clearly communicate what action is needed from the user to correct the 
error. 


Any other errors that are not resulted from user input such as system related errors should be 
handled using a generic user-friendly page, which should include a message stating system or page 
unavailable and provide alternative options or links. 


Do not display system generated messages to the user. 


City and Department Branding 
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To maintain consistent City branding throughout the City of Seattle web site, City and department 
branding should be maintained on all City web application pages by using the appropriate graphical 
elements. 


The City web header will be used to maintain consistent City branding. 


The department banner and the color elements of the department's web site should be used to create 
department branding on the web application. 


Online Receipts 


To give users a record of their online transaction, web applications should provide a receipt of the 
transaction, preferably with a unique identifier that will allow the user to initiate later follow-ups 
specific for that transaction. 


Post Transaction User Guidance 


Web application interfaces should identify for users any follow-up steps necessary after completing the 
online part of the transaction. Let them know how and when they can expect service to be delivered. 
Give them a telephone number they can follow-up with if they have any questions. 


Exemption Process 


This section outlines criteria and process for evaluating requests for exemptions to the City's Web 
Presentation Standards. All of the criteria would not need to be present for the exemption to be 
granted. Conversely, a request identifying one or a few of the stated criteria would not automatically 
be approved. Rather, each request should be viewed from the totality of the circumstances as guided 
by the criteria below. Further, requestors should feel free to suggest additional criteria they feel are 
appropriate to their particular exemption request. 


Requests for exemptions should be initially submitted to the Citywide Web Team Manager in written 
form. 


1. Requests for exemptions from these standards should be made in writing and signed by the 
department director or senior management designee.  


2. Requests for exemptions shall state the circumstances which compel an exemption.  


3. Among the criteria to be considered for exemptions are: 
- Business requirements 
- Pre-existing exemptions and/or past practices 
- Technical requirements 
- Legal requirements or mandates 
- Limited target audience  


4. Where appropriate, requests for exemptions shall explain how the exempted website will 
remain a clearly recognizable and functional part of the greater City of Seattle website. Issues 
such as branding and cross-linking (navigation) should be addressed.  


5. Exemptions should be submitted to the City's central web team (CWT) who will make the 
preliminary decision of whether an exemption will be granted. If the CWT determines that the 
request should not be granted, the CWT shall give the applying department options as to how 
they might achieve their purpose without the exemption.  


6. Appeals of the preliminary decision may be made in writing to the Citywide Web Manager. The 
CTO is the final step in the appellate process.  


Changes 
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The Citywide Web Team (CWT) and/or departments may suggest permanent changes to the City's 
Web Presentation Standards. Proposed changes should be presented in writing as amendments to this 
document, and submitted to the CWT. Appeals of the preliminary decision by the CWT may be made in 
writing directly to the Citywide Web Manager. The CTO is the final step in the appellate process. 






