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Project Title: Website Redesign
RFP#LIB-SPL.ORG

	Schedule of Events
	Date/Time

	RFP Release 
	04/10/2015

	Deadline for Questions
	04/24/2015

	Proposals Due to the Library
	05/08/2015

	In-Person Capabilities Presentation
	5/22/2015 –5/29/2015

	Announcement of Successful Proposer
	06/08/2015

	Contract Execution 
	06/30/2015



The Library reserves the right to modify this schedule at the Library’s discretion.
Notification of changes will be posted to the City of Seattle website or sent via e-mail.


RFP Response Due Date and Time:
May 08, 2015, 3:00 p.m. Pacific Time

RFP Contact:
Library Project Manager: Jim Packwood, Digital Product Manager, Marketing and Online Services 
Email:  jim.packwood@spl.org

RFP Submission E-Mail Address: jim.packwood@spl.org

The Seattle Public Library
1000 4th Avenue
Seattle, Washington 98104-1109

Unless authorized by the Library Project Manager, no other Library official or employee may speak for the Library regarding this solicitation until award decision is complete. Any Proposer seeking information, clarification, or interpretations from any other Library official or Library employee uses such information at Proposer’s own risk. The Library is not bound by such information.  Following the Proposal submittal deadline, Proposers shall continue to direct communications to only the Library Project Manager.
This RFP has been developed and distributed by The Seattle Public Library (Library), a department of The City of Seattle (City), a Washington municipal corporation.  Any references in this Request for Proposal (RFP) to the Library may also be applicable to City of Seattle departments, regulations and requirements.
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[bookmark: _Toc411611527]Purpose and Background.
Since its founding in 1891, The Seattle Public Library has been one of the most valued and beloved organizations in the City of Seattle. In 2012, the citizens of Seattle overwhelmingly approved a seven-year $123 million levy to supplement city funding and ensure that the Library is able to continue its mission of bringing people, information and ideas together to enrich lives and build community. 
The Seattle Public Library is one of the busiest urban public libraries in the country. It includes the spectacular Rem Koolhaus–designed Central Library, 26 beautiful new or renovated branch libraries and our various online properties including Spl.org. In 2014, the Library circulated nearly 12 million items and had nearly 6.5 million physical visits and over 7 million visits to our online properties. The Library and our partners presented over 9,000 programs which were attended by over 300,000 adults, teens and children. In 2015, online usage of the Library continues to climb as it evolves and adapts to meet the changing needs of the community.
Like libraries throughout the country, The Seattle Public Library is undergoing significant changes in the programs and services it provides and how it engages and interacts with patrons. Public libraries are no longer simple repositories of books, but rather, they are becoming vibrant centers of the community, providing lifelong learning opportunities for all who use their services. The Seattle Public Library has embraced this trend and is well positioned to become an innovative leader for libraries nationwide. To help in this positioning, the Library is currently undergoing a significant brand strategy redevelopment that includes a full visual redesign of its brand.
Since December 2013 the traffic to our online properties has surpassed any individual branch, with more than 180,000 e-books, e-audiobooks, music, films or TV shows downloaded or streamed each month.  Despite this increased online activity, we have not had a major redesign to Spl.org since 2002. As part of our 2012 levy, we committed to voters to improve access to digital resources, including redesigning our website to incorporate state-of-the-art standards for brand engagement, user experience and feature community-expected online resources availability. 

These expectations are currently hindered by the following issues:
· Our current website is large and complex, making it difficult to navigate through the site and find content.  With updated Information Architecture (IA), User Experience (UX) and Content Strategy, we plan to greatly simplify discoverability and provide the optimal UX for our patrons. 
· Our current internal search is complicated and provides a poor UX.


· The specific problem to be solved: given current technical constraints and parameters of catalog search integration, the search must encompass dissimilar types of possible results without much foreknowledge of user intent.
Here are a few examples of searches:
· Patrons may search to discover whether we have a particular book or whether they can read it right now on their e-readers.
· A patron may want to search blog posts and other Library-generated content
· Results from searching someone’s name could return:
· An event (author reading or performance)
· An author  (a listing of books written by this person)
· A subject (the subject of a book)
· Research results by or about the person
· We publish over 1,500 calendar entries each month and must present them to our patrons and community in a simple, easily discoverable way. Our “Calendar of Events” must be included in the redesigned IA and UX to ensure a quality user experience.
· Significant portions of our catalog are currently not exposed to external search engines, severely limiting our ability to raise awareness of Library offerings via search engine optimization. While this is largely a backend, technical issue, we would like to explore UX and design-driven solutions that might help solve this issue.
· Given the many platforms and DRM technologies used for electronic content that the Library provides through our catalog, as well as the many platforms and products (iPad, Kindle, Nook, various mobile phones, etc.) our patrons use, it is challenging to provide easy-to-understand support resources to help our patrons access e-books, audio books, streaming video, music and online magazines, etc. in a self-sufficient manner.  This is a particularly relevant challenge to solve as this electronic content is becoming more popular and is currently a flashpoint of user frustration. 
· While some of our patrons think of the Library as having only one website, our online services are actually provided via multiple platforms and vendors, all of which are currently poorly integrated with each other, creating a fragmented and confusing UX.  
· The Library provides access to disparate products with varying API availability or completeness.  We are looking for the best currently-available solution (knowing that there are known vendor-driven limitations that will constrain possible solutions) to the problem of presenting these resources to patrons in a way that mitigates the current poor UX.

This partial list of our online resources provides more detail:
Platforms
· Bibliocommons:  (Platform we use to present our catalog)
http://seattle.bibliocommons.com/dashboard
· Overdrive: (E-book and audiobook service)
http://spl.lib.overdrive.com/
· Content DM:  (The service we use to manage and deliver our online digital collections)
http://cdm16118.contentdm.oclc.org/cdm/
· 360 Search: (Service we use to search multiple licensed content services at once)
http://my2vs8lv9p.cs.serialssolutions.com/
· Articles and Research: (This section of Spl.org includes links to many subscription databases)
http://www.spl.org/library-collection/articles-and-research
Blogs 
· Library blogs: (WordPress is the CMS used as our blog publishing platform)
· Shelf Talk: (Blog for Adults)
http://shelftalk.spl.org/
· Push to Talk: (Blog for Teens) 
http://pushtotalk.spl.org 
Publishing Tools for Spl.org
· Trumba:  (Event calendar publishing system that drives the Spl.org events calendars)
http://www.spl.org/calendar-of-events
· Ingeniux: (Content Management System for non-catalog portions of website)
http://www.spl.org

The purpose of this RFP is to select an Agency that will modernize and redesign Spl.org to align with Library UX goals and expectations.

Period of Performance and Library Project Teams
The overall project schedule including all agencies and in-house team work is 16 months for completion and launch.
Library will create new content as needed. This will be occurring during the design and build phases.
The first three phases, Discovery, Design, and Prototype Page Design, are anticipated to take no more than 6-9 months. 

	Project Work Milestones 

	1. Discovery Phase   

	2. Design Phase

	3. Prototype Page Design Phase 

	4. Support During the Building Phase (as required) 

	5. Launch and Post Launch Support



The Library will organize a small Core Project Team of Library staff that will attend all project meetings and review all deliverables. The Core Project Team will be led by Marketing and Online Services but will also include Library staff from various departments. 
Additionally, there will be an internal group of stakeholders who will be kept informed and involved in deliverable reviews.  The selected Proposer shall present key deliverables to both the Core Project Team and stakeholders as necessary.
An additional key participant in this project will be Ingeniux Professional Services which will be handling backend programming and implementation of Agency directed UX and design solutions.

[bookmark: _Toc411611528]Project Objectives.
The Library’s website redesign objectives shall include but are not limited to:

· Greatly improve discovery and access of Library information, collections, resources and content via internal search and external search engine optimization.
· Provide a seamless and integrated experience providing access to content and resources via a single, easy-to-use Library-branded online environment.  
· Improve the integration of Library catalog and other content offerings with the primary domain, Spl.org.
· Create a UX that is flexible to patron’s device context, be it desktop/laptop, tablet, or other mobile device.
· Integrate the Library’s blogs into the primary domain, Spl.org, while keeping WordPress as the publishing platform. 
· Design a user-centric and easily-updateable solution for providing online-help for the Library’s digital resources.  
· Create a UX that supports the needs of our patrons who require accessibility tools to use the site,  incorporating the fundamentals of Universal Design, as well as aligning the new design with WC3 Priority 1 Accessibility Guidelines and Section 508 of the US Rehabilitation Act to provide optimal accessibility to our users.
· Provide guidance on industry best practices for translated content 
· Align with our new brand strategy with a clean, elegant, user-centric design.

[bookmark: _Toc411611529]Minimum Qualifications.
Proposers shall demonstrate past experience in meeting these minimum qualifications.  Those that do not meet to these minimum qualifications shall be rejected by the Library without further consideration:
· Candidate must provide sufficient detailed information that demonstrates successful completion of comparable work on similarly complex projects. Candidate must have performed such work for a minimum of eight years, either as a company or as the median length of experience of team members if candidate company has existed for less than eight years.
· Experience designing websites published through the Ingeniux CMS platform OR a comparable CMS product.
· Experience developing web sites that utilize current design best practices (including flexible designs for desktop, mobile, tablet).
· Experience developing web sites that comply with WC3 Priority 1 Accessibility Guideline and Section 508 of the US Rehabilitation Act to provide optimal accessibility to users.
· Experience delivering large scale projects that included collaborating with a hybrid-team consisting of client-side web teams and 3rd party CMS/vendor solutions.

[bookmark: _Toc411611530]Demonstration of Experience
As part of your response, please provide examples and reference information (including company name, project name, company contact name, phone number, e-mail address) demonstrating experience in the areas listed below:
· Provide examples of your work with organizations whose customers represent the full spectrum of a community with Seattle’s demographic diversity.
· Provide examples of your work with non-profit, public sector, higher education, and/or Library organizations.
· Provide examples of start-to-finish work that helped organizations solve complex UX needs that included providing simplified ways of curating and surfacing related content.
· Provide examples of your clear, data- and research-driven methodology for web development and UX design.
· Provide examples demonstrating expertise in IA and UX to drive flexible design that performs effectively on desktop, mobile and tablets across all operating systems and multiple browsers.
[bookmark: _Toc411611531]Scope of Work
[bookmark: _Toc374625310][bookmark: _Toc411611532]The Seattle Public Library expects the project schedule to be informed by the Scope of Work listed below.  The Scope of Work details major phasing for milestone delivery and invoicing. While this Scope has been designed to satisfy the objectives of this project, the Library may consider suggestions for different or additional phase details.  Note that the first three phases, Discovery, Design, and Prototype Page Design, are anticipated to take no more than 6-9 months.
Throughout the project, the selected Agency will be expected to attend key meetings onsite at The Seattle Public Library to communicate project status and findings.
For each phase, it will be required that detailed notes of meetings be recorded and presented as part of the project documentation.
The following are inclusive but not necessarily exhaustive lists of requirements and deliverables for each phase.  If the responding Agency follows methodologies and process which includes additional or different steps, phases, or deliverables, please include that in your proposal response.
User Testing is expected at all applicable phases, and the testing deliverable will be in the form of a findings report for each applicable phase.
Discovery Phase:
The following is an inclusive but not necessarily exhaustive list of requirements and deliverables for the Discovery Phase:

Requirements:
· Performing onsite interviews to understand Library’s mission, vision and key business drivers and how these criteria inform project objectives.
· Working with internal Library teams and the Library’s Content Strategist, conduct a website audit which will be used to identify the core content, prioritize content, eliminate duplicate and outdated content as well as inform the new IA and UX.
· Working with the Library team, identify and analyze the Library’s online resources and their potential for integration into Spl.org. The challenge is that Library online services are provided via multiple platforms and vendors with varying API availability or completeness.
· Reviewing historic web analytic data to inform IA to meet our objectives.
· Developing a detailed project schedule.

Deliverables:
· Deliverable will include both a Findings Report outlining recommendations for meeting project goals and an outline of the proposed IA.
· Detailed Project Schedule.
Design Phase 
The following is an inclusive but not necessarily exhaustive list of the requirements, desired features, and deliverables for the Design Phase:
Requirements:
· Conduct necessary user research and usability testing throughout the life of the project to achieve objectives.
· Redesign Spl.org to modernize the design and UX.
· Design should support a framework, such as Bootstrap, to provide a flexible viewer experience that can be integrated into the Ingeniux CMS.   Should use platform-agnostic standards for dynamic content elements such as HTML5.
· The design process will include review and revision cycles as needed to achieve approval of final design.
· Ensure the new IA and UX aligns with search engine optimization best practices.
· Develop new, refined IA which will:
· prioritize content.
· simplify discoverability.
· provide the optimal UX to our patrons. 
· Align the new design with WC3 Priority 1 Accessibility Guidelines, Section 508 of the US Rehabilitation Act, and the fundamentals of Universal Design to provide optimal accessibility to all of our users. 
· Provide guidance on industry best practices for translated content.  


Desired Features:
· Single-Sign On: Agency will work with the Library and our development partner in creating a single-sign-on UX  solution for the various online resources accessed through Spl.org. UX will address:  registration, sign-in, sign-out, and login status throughout the session.
· Patron Portal: Agency will design a UX for personalization features that could take the form of a “Patron Portal”.
· Online Help and User Guides: Design a user-centric and easily-updateable solution to providing online-help for the Library’s digital resources.  

· Search: Design the optimal user search experience on Spl.org that will return results from disparate sources such as:  Spl.org, Bibliocommons, Events Calendar, and Articles & Research databases.  Design Agency will work with the Library and development partner to design a federated, faceted search results page.


Deliverables:
· Detailed design layouts for all page and feature templates.
· Detailed functional specifications.
· Usability test results and related data.

Prototype Page Design Phase 
The following is an inclusive but not necessarily exhaustive list of the elements of the Prototype Page Design Phase. This list includes all of the deliverables necessary to begin building the site in the CMS. Note that layers in documents must be clearly labeled and contain only the necessary assets.

Deliverables:
· Page Prototypes:
· Design, create, and deliver layered-Photoshop files which serve as a non-functional Prototype for each page type. 
· Design, create, and  deliver layered-PhotoShop files which serve as a non-functional Prototype for each reusable component type. 
· Graphic Assets:
· Layered-files for all necessary graphic assets.
· Style Guide:
· A  comprehensive website style guide that can be edited by the Library on an ongoing basis.


Support During the Building Phase 
The following is an inclusive but not necessarily exhaustive list of the elements of the Support During the Building Phase:
· Review and Validation
· Implementation to be performed by our development partner and the Library, with the Agency lending support as needed to ensure the integrity of the design.
· Agency to review prototypes of all page types in the staging environment during the Building Phase to validate integrity of design.

Launch and Post Launch Support
The following is an inclusive but not necessarily exhaustive list of the elements of the Launch and Post Launch Phase:
· QA and Testing 
· Ensure integrity of design via robust QA and testing support through launch and post launch 


Proposer should clearly address how it plans to accomplish each element of the Scope of Work in the RFP response, as well as provide a project schedule.  This will be key documentation that the Library will be using to evaluate the quality of the submission.
Budget
The estimated budget for this project is an amount not to exceed $200,000.00.  This budget includes a variety of project-related costs. The amount available for a contract procured through this RFP may be less than this amount.  Proposers should consider this tentative budget for the purpose of preparing proposals.
[bookmark: _Toc374625315][bookmark: _Toc411611533]Contract Modifications.
 
A copy of the City/Library’s standard contract terms and conditions will be provided to finalist Proposers prior to the selection decision for review and acceptance.
   
Proposers submit proposals, understanding that all Contract terms and conditions are mandatory.  Response submittal is agreement to the Contract without exception.  The Library reserves the right to negotiate changes to submitted proposals and to change the Library's otherwise mandatory Contract form during negotiations. If the Proposer is awarded a contract and refuses to sign the attached Contract form, the Library may reject the Proposer from this and future solicitations for the same work. Under no circumstances shall Proposer submit its own terms and conditions.
[bookmark: _Toc411611534]Procedures and Requirements.
This section details the Library instructions and requirements for your submittal.   The Library reserves the right in its sole discretion to reject any Proposer response that fails to comply with the instructions.
[bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402]
8.1 Registration into City Registration System.
If you have not previously done so, register at: http://www.seattle.gov/city-purchasing-and-contracting/consultant-contracting.   The Library encourages all firms to register.  Women and minority owned firms are asked to self-identify.  Registration will provide visibility for the Proposer’s business and capabilities for other City departments and agencies.  For assistance, call 206-684-0444.  
[bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]
8.2 Questions.
Proposers may submit written questions to the Project Manager until the deadline stated on page 1. The Library requires all questions to be submitted via e-mail to the Library Project Manager at jim.packwood@spl.org. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the Proposer of responsibilities under in any subsequent contract.  While the Library will make every effort to inform potential Proposers of such inquiries, it is the responsibility of the interested Proposer to assure they receive responses to questions if any are issued.
[bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405]8.3 Changes to the RFP/Addenda.
A change may be made by the Library if, in the sole judgment of the Library, the change will not compromise the Library’s objectives in this acquisition.  A change to this RFP will be made by formal written Addendum issued by the Library’s Project Manager and 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]
8.4 Receiving Addenda and/or Question and Answers. 
It is the obligation and responsibility of the Proposer to learn of Addendums, responses, or notices issued by the Library via an inquiry to the Library’s project manager.  

All submittals sent to the Library may be considered compliant to all Addendums, with or without specific confirmation from the Proposer that the Addendum was received and incorporated, at the sole discretion of the Project Manager.  The Project Manager may reject the submittal if it does not fully incorporate an Addendum.  

8.5 Proposal Submittal.
	The following requirements shall be apply:

a. Proposals must be received into the Library no later than the date and time on page 1 except as revised by Addenda.  
b. All pages are to be numbered sequentially.
c. Proposers are required to submit their proposal electronically.
d. The Proposers have full responsibility to ensure the response arrives at the Library within the deadline. A response delivered after the deadline will not be accepted unless waived as immaterial by the Library given specific fact-based circumstances.  

8.6 Electronic Submittal.
The Library requires an electronic submittal of bid responses to facilitate group review and document distribution.  No paper bid submittals will be accepted.  

a. The electronic submittal is emailed to the Library contact (see page 1), by the RFP due date and time deadline.
b. Title the e-mail so it won’t be lost in an e-mail stream. 
c. Any risks associated are borne by the Proposer.  
d. The Library email system will allow documents up to 10 megabytes. 
e. Do not zip the RFP response.  The Library email system will strip out any attachments that are in .zip format.
[bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]8.7   License and Business Tax Requirements.
The Proposer must meet all licensing requirements that apply to their business immediately after contract award or the Library may reject the Proposer. Companies must license, report and pay taxes for the Washington State business License (UBI#) and Seattle Business License, if they are required by the laws of those jurisdictions.  The Proposer should carefully consider those costs before submitting an offer, as the Library will not separately pay or reimburse such costs.
  
8.7.1 Seattle Business Licensing and associated taxes.
a. If you have a “physical nexus” in the city, you must obtain a Seattle Business license and pay all taxes due before the Contract can be signed.  
b. A “physical nexus” means you have physical presence, such as: a building/facility in Seattle, you make sales trips into Seattle, your own company drives into Seattle for product deliveries, and/or you conduct service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc.). 
c. We provide a Consultant Questionnaire Form in our submittal package items later in this RFP, and it will ask you to specify if you have “physical nexus”.
d. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Proposer and not charged separately to the Library.  
e. The apparent successful Proposer 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.  
f. Self-Filing-- You can pay your license and taxes on-line using a credit card  https://web6.seattle.gov/FAS/Self/Account/Logon/Home.aspx . For questions and assistance, call the City of Seattle Revenue and Consumer  Affairs (RCA) office which issues business licenses and enforces licensing requirements.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484.  
g. The licensing website is  http://www.seattle.gov/business-license-tax.  
h. The City of Seattle website allows you to apply and pay on-line with a credit card if you choose.
i. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact the RCA office (see contacts above in #g) to request additional assistance. 
j. Those 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 Proposer prior to submitting your offer.  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.

8.7.2  State Business Licensing. 
Before the contract is signed, you must have a State of Washington business license (a “Unified Business Identifier” known as a UBI#).  If the State of Washington has exempted your business from State licensing (some foreign companies are exempt and sometimes, the State waives licensing because the company has no physical presence in the State), then submit proof of that exemption to the Library.  All costs for any licenses, permits and associated tax payments due to the State because of licensing shall be borne by the Proposer and not charged separately to the Library.  Instructions and applications are at http://bls.dor.wa.gov/file.aspx and the State of Washington Department of Revenue is available at 1-800-647-7706.
8.7.3  Federal Excise Tax.  
The City/Library is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). 

8.8 Proposer Responsibility to Provide Full Response. 
It is the Proposer’s responsibility to respond in a manner that does not require interpretation or clarification by the Library.  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 Library will rely upon the submitted materials and shall not accept materials from the Proposer after the RFP deadline; this does not limit the Library right to consider additional information (such as references that are not provided by the Proposer but are known to the Library, or past City/Library experience with the Proposer), or to seek clarifications as needed. 
8.9 No Guaranteed Utilization. 
The Library does not guarantee utilization of this contract.  The solicitation may provide estimates of utilization; such information is for Proposer convenience and not a usage guarantee.  The Library reserves the right to multiple or partial awards, and/or to order work based on the Library’s needs. The Library may turn to other appropriate contract sources or supplemental contracts, to obtain these same or similar services. The Library may resolicit for new additions to the Proposer pool.  Use of such supplemental contracts does not limit the right of the Library to terminate existing contracts for convenience or cause.
8.10 Expansion Clause.
The contract limits expansion of scope and new work not expressly provided for within the RFP.  

Expansion for New Work (work not specified within the original Scope of Work Section of this Agreement, and/or not specified in the original RFP as intended work for the Agreement) must comply with the following: 
(a) New Work is not reasonable to solicit separately; (b) is for reasonable purpose; (c) was not reasonably known by the Library or Proposer at time of solicitation or was mentioned as a possibility in the solicitation (i.e. future phases of work, or a change in law); (d) is not significant enough to be regarded as an independent body of work; (e) would not attract a different field of competition; and (f) does not vary the identity or purpose of the Agreement.  The Library may make exceptions for immaterial changes, emergency or sole source conditions, or other situations required in Library opinion. Certain changes are not subject to these limitations, such as additional phases of Work anticipated during solicitation, time extensions, and Work Orders issued on an On-Call contract.  Expansion must be mutually agreed and issued by the Library through written Addenda.  New Work performed before an authorizing Amendment may not be eligible for payment.

8.13 Effective Dates of Offer.
Solicitation responses are valid until the Library completes award.  Should any Proposer object to this condition, the Proposer must object prior to the Q&A deadline listed on page 1.
8.14 Cost of Preparing Proposals.
The Library is not liable for 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]8.15 Readability.
The Library’s ability to evaluate proposals is influenced by the organization, detail, comprehensive material and readable format of the response. 

8.16 Changes or Corrections to Proposal Submittal.
Prior to the submittal due date, a Proposer may change its proposal, if initialed and dated by the Proposer.  No changes are allowed after the closing date and time. 
8.17 Errors in Proposals.
Proposers are responsible for errors and omissions in their proposals.  No error or omission shall diminish the Proposer’s obligations to the Library.
8.18 Withdrawal of Proposal.
A submittal may be withdrawn by written request of the Proposer.  After the closing date and time, the submittal may be withdrawn only with permission by the Library.
[bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]8.19 Rejection of Proposals.
      The Library may reject any or all proposals with no penalty.  The Library 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]8.20 Incorporation of RFP and Proposal in Contract.
This RFP and Proposer’s response, including promises, warranties, commitments, and representations made in the successful proposal once accepted by the Library, are binding and incorporated by reference in the Library’s contract with the Proposer.
8.21 Independent Contractor.   
The selected Proposer shall work as an independent contractor.  The Library will provide appropriate contract management, but that does not constitute a supervisory relationship to the Agency. 
The Library will not provide space in Library offices for performance of this work.  The selected Proposer shall perform a majority of the Scope of Services from their own office space or in the field.
8.22 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.  
8.23 Insurance Requirements. 
No special insurance requirements are required for the work under this Request for Qualifications.  However, the Proposer agrees to maintain premises operations and vehicle liability insurance in force with coverages and limits of liability typically maintained by Proposers performing work of a scope and nature similar to that called for under this RFP, but in no event less than the coverages and/or limits required by Washington state law.  Such insurance shall include “The City of Seattle/Seattle Public Library” as an additional insured for primary and non-contributory limits of liability.  Workers compensation insurance shall also be maintained if required by Washington state law.
[bookmark: _Toc521141126][bookmark: _Toc524484973][bookmark: _Toc524754160][bookmark: _Toc526492402][bookmark: _Toc528557457][bookmark: _Toc529153517][bookmark: _Toc30899415]8.24 Proprietary and Confidential Material.

8.24.1  Requesting Disclosure of Public Records 
The Library asks Proposers and their companies to refrain from requesting public disclosure of proposal records until a contract is executed.  This shelters the solicitation process, particularly during evaluation and selection or if a cancellation occurs with resolicitation.  With this preference stated, the Library will continue to respond to all requests for disclosure of public records as required by State Law.  

8.24.2  Marking and Disclosing Material 
Washington’s Public Records Act (Release/Disclosure of Public Records)
Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle/Seattle Public Library 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 Library 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 you believe any records you are submitting to the Library as part of your submittal or contract work product, are exempt from disclosure you can request that the Library not release the records until the Library notifies you about the pending disclosure.  To make that request, you must complete the appropriate portion of the Consultant Questionnaire (Non-Disclosure Request Section) and identify each record and the exemption(s) that may apply.  If you are awarded a Library contract, the same exemption designation will carry forward to the contract records.

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

By submitting for this solicitation, the Proposer acknowledges the obligation to identify such records within the Consultant Questionnaire, and that the Library has no obligation or liability to the Proposer if the records are disclosed.
8.25 Ethics Code.
Please familiarize yourself with the City Ethics code http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Consultants, Customers and Clients.  Any questions should be addressed to Seattle Ethics and Elections Commission at 206-684-8500.


8.25.1 No Gifts and Gratuities.  
Proposers 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 Library 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 Proposer.  An example is giving sporting event tickets to a Library 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/Library employees from soliciting items from Proposer.  Promotional items worth less than $25 may be distributed by the Proposer to City/Library employees if the Proposer uses the items as routine and standard promotions for the business.
8.25.2 Involvement of Current and Former City Employees.
The Consultant Questionnaire within your submittal documents prompts you to disclose any current or former City/Library employees, official or volunteer, who is working or assisting on solicitation of City business or on completion of an awarded contract.  Update that information during the contract.  
8.25.3 No Conflict of Interest.  
Proposer (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City/Library official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Proposer performance. The Library shall make sole determination as to compliance.  
8.26 Background Checks and Immigrant Status.
The City has strict policies regarding the use of background checks, criminal checks and immigrant status for contract workers.  The policies are incorporated into the contract and available for viewing online at http://www.seattle.gov/business/WithSeattle.htm
[bookmark: _Toc411611535]Women & Minority Business/WMBE Inclusion Plan.
The Mayor’s Executive Order and City ordinance require the maximum practicable opportunity for successful participation of minority and women-owned subcontracts.  All Proposers must agree to SMC Chapter 20.42, and seek meaningful subcontracting opportunities with WMBE firms if applicable. If subcontracting opportunities exist, the Library/City requires a plan for including minority- and women-owned firms, which becomes a material part of the City contract.  The Plan must be responsive in the opinion of the Library/City, which means a meaningful and successful search and commitments to include WMBE firms for subcontracting work.  Proposers should use selection methods and strategies sufficiently effective for successful WMBE participation.  At the Library/City request, Proposers must furnish evidence such as copies of agreements with WMBE subcontractors either before contract execution or during contract performance.  The winning Proposer must request written approval for changes to the Inclusion Plan once it is agreed upon.  This includes changes to goals, sub-consultant awards and efforts. 

Further information about the City of Seattle Women and Minority-owned Business Enterprise (WMBE) program can be found at: http://www.seattle.gov/city-purchasing-and-contracting/social-equity/wmbe .

A WMBE Inclusion Plan is required and is included as Attachment #2 to this RFP.  An Inclusion Plan should be submitted even if no WMBE subcontracting is proposed.
[bookmark: _Toc411611536][bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]Response Format.
Submit proposal with the following format and attachments.  Failure to clearly and completely provide all information below, on forms provided and in order requested, may cause rejection as non-responsive.

1. Letter of interest. (Optional)

2. Legal Name: 
Submit a certificate, copy of web-page, or documentation from the Secretary of State in which you incorporated that shows your company legal name.  Many companies use a “Doing Business As” name or nickname in daily business; the City requires the legal name for your company.  When preparing all forms below, use the proper company legal name. Your company’s legal name can be verified through the State Corporation Commission in the state in which you were established, which is often located within the Secretary of State’s Office for each state.  For the State of Washington, see  http://www.secstate.wa.gov/corps/

3. Minimum Qualifications:  
Provide a single page that lists each Minimum Qualification, and exactly how you achieve each minimum qualification.  Remember that the determination that you have achieved all the minimum qualifications is made from this page.  The Project Manager is not obligated to check references or search other materials to make this decision.  

4. Proposed Response to RFP:  
The response should include examples that illustrate Agency’s experience outlined in:
         “Section #4: Demonstration of Experience”

The response should include a detailed description of how the Agency plans to complete the tasks/deliverables/outcomes as described in the: 
	 “Section #2: Solicitation Objectives”
	 “Section #5: Scope of Work” 

The response should include an estimated project schedule that corresponds to “Section #5: Scope of Work”
The response should include the estimated number of work hours for each deliverable, the estimated time required (task completion dates) and the Agency’s fee schedule [the fee schedule should correspond to “Project Work Milestones table in Section #1”]. 

The response should include an organizational chart of proposed team members.  Your plan should include the names, roles and bios of staff members and external partners assigned to the project, including anticipated level of participation. 
	 
5. Mandatory – Consultant Questionnaire:  
Submit the “Consultant Questionnaire” form and WMBE Inclusion Plan with your proposal package (embedded at the end of this document, in the “Attachments” section).  Submit this, even if you have sent one in to the Library/City on previous solicitations or contracts or if there is no WMBE utilization proposed for this work.
[bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498][bookmark: _Toc411611537]Selection Process.
Details of the selection process are outlined below.
The submitted proposals will be initially screened for minimum qualifications.  The proposals that move past this screening process will be evaluated based on the Proposal Evaluation criteria below.  Candidates judged to be most responsive to the Proposal Evaluation criteria (below) will be invited to be interviewed.  After the interviews, the Library will select the highest ranked Proposer for award and then move to the contract negotiation process.

11.1 Initial Screening: Proposals will be reviewed for initial decisions on responsiveness and responsibility in meeting the Minimum Qualifications.  Those found responsive and responsible based on an initial review shall then be considered for proposal evaluations.  
11.2 Proposal Evaluation:  The Library will evaluate proposals using the following selection criteria, listed below in order of importance:
· Past work examples demonstrating user-centered design methodology for IA and UX design on similarly complex projects.
· Proposed Services (responsiveness to Scope of Work)
· Demonstrated strength of research, analysis and testing capabilities either in-house or via external partner
· Proposed cost
· Staff resources to meet desired milestone delivery schedule as needed 
· WMBE Inclusion Plan


11.3 Interviews: The Library will interview the firms that are judged to be most responsive to the RFP specifications as described in Section 11.2.  Agencies invited to interview are to bring the assigned Project Manager named by the Agency in the Proposal, and should bring other key personnel named in the Proposal. The Agent shall not bring individuals who do not work for the Agency or are on the project team without advance authorization by the Library Project Manager.
 
During the interview, Agency will provide further detail on one or two projects that best exemplify Agency’s proposed solutions to our outlined problems. Library will further evaluate Agency on the depth and quality of its presentation.

11.4 Professional References:  The Library may contact one or more professional references that have been provided by the Proposer/Agency or other sources that may not have been named by the Proposer but can assist the Library in determining Agency performance/experience.  
11.5 Final Selection:  Agencies will be evaluated and ranked using the following criteria. 

	Criteria
	Percentage Weight

	Past work examples that best exemplify the proposed solutions to our outlined problems. Depth and quality of onsite presentation and reference checks will be a factor.
	30%

	Proposed Services (responsiveness to Scope of Work). Staff resources to meet desired milestone delivery schedule as needed.
	30%

	Proposed cost
	20%

	Organizational fit
	10%

	WMBE Inclusion Plan
	10%



The Library shall select the highest ranked proposer  to begin  contract negotiations.
10.2 
9 
10 
11.6 Contract Negotiations.  The Library may negotiate elements of the proposal as required to best meet the needs of the Library, with the apparent successful Proposer.  The Library may negotiate any aspect of the proposal or the solicitation. The Library does not intend to negotiate the base contract, which has been attached (See Attachments).
11.7 Right to Award to next ranked Proposer.
If a contract is executed resulting from this solicitation and is terminated within 90-days, the Library may return to the solicitation process to award to the next highest ranked responsive Proposer by mutual agreement with such Proposer.   New awards thereafter are also extended this right.  

11.8 Negotiations.
The Library may open discussions with the apparent successful Proposer, to negotiate costs and modifications to align the proposal to meet Library needs within the Scope of Work sought by this RFP solicitation. 
11.9 Taxpayer Identification Number and W-9: Unless the Agency has already submitted a Taxpayer Identification Number and Certification Request form (W-9) to the Library, the Agency must execute and submit this form prior to the Contract execution date.

Attachments

[bookmark: _Toc292443196]The required Consultant Questionnaire and the WMBE Inclusion Plan documents have been embedded in icon form within this document.  To open, double click the icon. 

	[bookmark: businesscase][bookmark: taxpayeridandw9formappendix]Attachment #1:   Consultant Questionnaire   
	Attachment #2:   Inclusion Plan
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City Of Seattle 


City of Seattle 


THE SEATTLE ETHICS & ELECTIONS COMMISSION 
 


The SEEC is a seven-member, independent panel 
of citizen volunteers.  The Commission and its staff 
are responsible for administering the City of Seattle 
Ethics, Elections, and Whistleblower Protection 
Codes. Three Commissioners are appointed by the 
Mayor, three by the City Council, and the seventh 
by the other six. They are confirmed by the City 
Council and serve overlapping three-year terms. 


The Commission is supported by a staff of six 
employees who provide training, investigate 
complaints, and issue advisory opinions. 


TRAINING AND INFORMATION 
Ethics training and brochures are available by 
request. Information is also available at the 
Commission website: http://www.seattle.gov/ethics/.  


COMMISSION MEETINGS 
You are invited to attend any Commission meeting.  
Meetings are usually the first Wednesday of the 
month in the Seattle Municipal Tower.   


Copies of the meeting agenda, including time and 
location, are in our office and on our Internet web 
site under Commission/Agendas & Minutes. You 
can also call 206-684-8500 for meeting times and 
locations. 
 
 
 


 


 


 


 


 


 


 


 


 
 


This brochure highlights portions of the Seattle 
Ethics Code, SMC 4.16.  The complete law is on the 
City Clerk’s Seattle Municipal Code (SMC) web site, 
http://clerk.ci.seattle.wa.us/~public/code1.htm.  
Copies are also available in the SEEC office. 
 


ETHICS COMPLAINTS AND CONSEQUENCES 
Anyone who feels a City officer or employee has 
violated the Ethics Code may complain to the Ethics 
and Elections Commission. Commission staff will 
investigate whether there is a Code violation. 


If it is found that an employee or official violated the 
City’s Ethics Code, the Commission may fine that 
person up to $5,000 per violation plus costs and 
restitution. The Commission may also recommend 
disciplinary action, including suspension or discharge. 
 
A complaint may be dismissed if there is no violation 
of the Code or if the violation is minor and inadvertent 
or has already been remedied. 


ADVICE 
City employees and officers may seek advice on 
whether a planned action or activity raises issues 
under the City’s Ethics Code. 


 


 


 


 


 


 


 


 


 


 
ETHICS AND ELECTIONS COMMISSION 


 


Seattle Municipal Tower 
700 Fifth Avenue,  Suite 4010 


 
Mon - Fri: 8am - 5pm 


Tel: 206-684-8500  Fax: 206-684-8590 
E-mail:  ethicsandelections@seattle.gov 


Postal mail:  PO Box 94729, Seattle, WA 98124-4729 
 


Internet:   http://www.seattle.gov/ethics/  
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SEATTLE ETHICS AND ELECTIONS 


COMMISSION 
 


Your advocate for fair, open, and honest government. 







of 
The City of Seattle’s 
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The Code of Ethics 
Seattle Municipal Code (SMC) 4.16 


 


The Seattle Ethics Code was created to inspire 
public trust in City government and ensure that 
City officers and employees are “independent, 
impartial, and responsible to the people.”   
The law is administered by an independent 
commission of citizen volunteers. 


The Code sets ethical standards about work 
activities, business relationships, and the use 
of City resources that apply to all City employees, 
elected officials, and members of most City 
boards and commissions.  


This brochure highlights areas of the Code that 
pertain to contractors, vendors, and regulated 
parties, and also to customers and clients. It is 
one of our efforts to increase awareness of the 
Code and to help you better understand what 
employees can and cannot do. 


If you would like more information or have 
questions, please call us at 206-684-8500  
or visit our web site:   


http://www.seattle.gov/ethics/�
�


This brochure is a general summary of the 
Seattle Ethics Code. If you have questions 
or would like advice on a specific issue, 
please contact Commission staff. 


206-684-8500 
 


HIGHLIGHTS 


THANKING CITY EMPLOYEES 
The best way to thank a City employee is to 
write a letter of praise to the employee’s 
supervisor. City employees may not accept 
gifts, loans or other things of value in 
appreciation for their work or services.  


Example:  Employees responsible 
for purchasing cannot receive 
gifts or premiums for the City  
orders they place.   


Employees may accept promotional items or 
items such as flowers or candy to share with co-
workers or the public, as long as they are valued 
at $25 or less. However, the Commission limits 
the value of such items to $50 from a single 
source in a calendar year.  


SOLICITING ITEMS 
City employees may not ask people with whom 
they do City business to donate items, whether 
for personal, charitable, or other purposes. 


Example: Inspectors may not ask businesses 
they inspect for donations of meeting spaces 
or supplies. 


NO FREE MEALS 
Employees may not accept free meals from 
people with whom they do City business, or from 
people who wish to do business with the City. 


 


Example: An employee who is 
meeting with a vendor or client 
for lunch cannot have the lunch 
paid for by the vendor or client. 


REFRESHMENTS AT MEETINGS 
Employees may accept basic refreshments—
such as coffee, tea, soft drinks, doughnuts, or 
cookies—when attending meetings in your office. 


USE OF CITY FACILITIES AND RESOURCES 
City employees cannot use City 
resources for non-City purposes.  
City property, including City paid 
time, vehicles, and equipment, may 
only be used for a City purpose. 


CONFLICT OF INTEREST 
Employees may not take part in City business 
where they, or an immediate family member, 
have a financial or private interest. Employees 
also may not take part in City business where 
they would appear to have a conflict of interest. 


Example: City employees must withdraw from 
a vendor selection process if one of the 
competitors is the employee’s spouse or 
domestic partner, or if a competitor has been 
the employee’s business partner or client 
within the last twelve months. 


ADVERTISING 
Employees cannot use their positions for 
anyone’s private gain or use City resources 
for a non-City purpose. Therefore, they cannot 
hand out or post advertising materials. 


INVITATIONS TO SEMINARS & CONFERENCES 


 


City employees may attend 
educational programs paid for by 
City vendors or potential vendors  


only under limited conditions.  Neither the City 
nor the employee can accept reimbursement for 
expenses incurred that are not allowable under 
the City's Travel Policies and Procedures. In all 
cases, the event must serve a City purpose 


Example: An employee may not attend a 
conference at your expense unless you are 
required by contract to provide training or 
education to City employees, or the employee 
is directed by his or her supervisor to attend. 
Reimbursement for travel or lodging must be 
made to the City, not to the individual. 


AFTER LEAVING CITY EMPLOYMENT 
Employees must wait one year after leaving 
the City before they can (i) assist others in 
proceedings involving their former agency, (ii) 
assist or represent others on matters in which 
they were officially involved, or (iii) compete for 
contracts when they helped determine the scope 
of work or the process for selecting a contractor��


Example: For one year, former employees 
may not assist their new employers in seeking 
permits from the City department they left. 
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City of Seattle Vendor Questionnaire   


Page 1 of 3

Vendor’s Name: ______________________________________________________________




City of Seattle Vendor Questionnaire


INSTRUCTIONS:  This is a mandatory form.  Submit this form with your bid or proposal. Provide information to the extent information available.  If response is incomplete or requires further description, the Buyer may request additional information within a specified deadline, or may determine the missing information is immaterial to award.   

		Vendor Information



		Vendor’s Legal Name 

		     



		“Doing Business Name” (dba) if applicable

		     



		Mailing Address 

		     



		Contact Person and Title 

		     



		Contact Person’s Phone Number

		     



		Contact Person’s Fax Number

		     



		Contact Person’s E-Mail Address

		     



		Dun & Bradstreet number (if available)

		     



		Identify the City and State of your company headquarters

		     





		Vendor Registration with City of Seattle



		Did your firm register on to the City’s Registration System at http://www2.ci.seattle.wa.us/vendorregistration/default.asp ?  

For assistance, call 206-684-0444.

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     





		Most companies must hold a Seattle Business License (if you have a facility/office in Seattle, conduct sales visits to Seattle, deliver products in your own trucks, or perform on-site consulting, repairs, installation, etc).  If you fall within that category, will you immediately seek a Business License upon award? 

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     








		Ownership

		.



		Is your firm a subsidiary, parent, holding company, or affiliate of another firm?

		     



		What year was your firm, under the present ownership configuration, founded?

		     



		How many years has your firm been in continuous operation without interruption?

		     



		What year did your firm begin providing, on a continuous basis, the types of services or products that are required from this solicitation?

		     





		Financial Resources and Responsibility

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the debtor of a bankruptcy?

		     



		Is your firm in the process of or in negotiations toward being sold?

		     



		Within the previous five years has your firm been debarred from contracting with any local, state, or federal governmental agency?

		     



		Within the previous five years has your firm been determined to be a non-responsible bidder or proposer for any government contract?

		     



		Within the previous five years has a governmental or private entity terminated your firm’s contract prior to contract completion?

		     



		Within the previous five years has your firm used any subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency?

		     





		Affirmative Contracting – SMC 20.42

		Specify yes or no.  



		Within the previous five years has your firm been found to have violated any local, state, or federal anti-discrimination laws or regulations?

		      If yes, explain.



		Does Vendor anticipate hiring a subcontractor or new employees to perform the work required under this contract? If yes, attach the mandatory Inclusion Plan:

		Yes       No




[image: image1.emf]Inclusion Plan  Form_12-15-10.doc




 





		Disputes

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the defendant in court on a matter related to any of  the following issues:


· Payment to subcontractors?


· Work performance on a contract?

		     



		Does your firm have outstanding judgments pending against it?

		     



		Within the previous five years, was your firm assessed liquidated damages on a contract?

		     



		Has your firm received notice of and/or in litigation about patent infringement for the product and/or service that your firm is offering to the City?

		     





		Compliance

		Specify yes or no. 

 If yes, explain.



		Within the previous five years, has your firm or any of its owners, partners, or officers, been assessed penalties or found to have violated any laws, rules, or regulations enforced or administered by a government entity?  This does not include owners of stock in your firm if your firm is a publicly traded corporation.  

		     



		If a license is required to perform the services sought by this solicitation, within the previous five years has your firm had a license suspended by a licensing agency or been found to have violated licensing laws?

		     



		If Hazardous Materials are an element of the contract, has the Vendor had any violations of improper disposal of such materials or any violation of associated laws, rules or regulations in the previous five years? 

		     





		Involvement by Current and Former City Employees

		Specify yes or no. 





		Are any of your company officers or employees a current or former City of Seattle employee or volunteer?  If yes, identify the employee name.  Advise the employee of their duty to comply with City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16. 

		     





		Will any of your vendor employees work more than 1,000 hours (per rolling 12 months) within a City contract, combining the hours for work under this contract and any other?  If so, specify the worker name.  Advise the worker of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16

		     



		Does Vendor (including officer, director, employee, trustee, or partner) 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 evaluation of the Vendor performance?  

		





		Emergency Contact Information


Certain contract products or services may be valuable during a 24-hour emergency. If you have alternative contact information for emergency response during non-business hours, please provide below.  



		Contact Name

		     



		Emergency Phone Number

		     



		Back-up Emergency Phone Number

		     



		If your company has locations outside Seattle that can be called upon in an emergency for these products or services, please list:

		





		Business History

		Specify yes or no. 


 



		In the last five years, has your firm held other contracts with public agencies to provide similar products or services in a size and scope similar to that required by the City of Seattle?

		     



		Provide and/or attach a sampling of contracts you have held in the past five years, sufficient for the City to understand the depth and breadth of your experience, with a particular emphasis on contracts with public agencies.   The City may use this to assess your capability and experience at this particular type of product provision or service work.  Specify the name/contact that can serve as a reference for each.

· If you have many such contracts, you can provide a brief summary. 

· If you are a subsidiary of a national firm, summarize the contracts that represent your local office.   


 

		





		By submittal of this form, the Vendor hereby certifies:



		Vendor is not debarred, suspended, proposed for debarment, or declared ineligible for award of contracts by any Federal agency.



		During the most recent three years, Vendor has not  been convicted of or had a civil judgment rendering against the firm for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Federal, state or local government, or subcontract; violation of Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property, and my firm is not presently indicted for, or otherwise criminally or civilly charged by a Government entity with, commission of any of these offenses.



		Vendor has not paid, nor will pay, Federal appropriated funds (including profit or fee received under a covered Federal transaction), to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress on his or her behalf in connection with this solicitation, the Offeror shall notify the City of Seattle and complete and submit, with its offer, OMB standard form LLL, Disclosure of Lobbying Activities.



		Vendor has not had a governmental or private entity contract terminated prior to contract completion or debarred from bidding, within the last five years.



		Within the previous five years, vendor has not used any subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency.



		Vendor’s Offer is valid until the date the City awards a Vendor Contract or rejects all offers;



		Vendor has not, directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of competitive pricing in the preparation and submission of its Offer;



		Vendor shall provide immediate written notice to the City of Seattle if, at any time prior to contract award, the Offeror learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.



		Submittal of this Vendor Questionnaire with your proposal provides authority and certification for your entire submittal.  





City Non Disclosure Request 


If you believe any statements or items you submit to the City as part of this bid/response  are exempt from disclosure, you must identify and list them below.  You must very clearly and specifically identify each statement or item, and the RCW exemption that applies.  If awarded a City contract, the same exemption status will carry forward to the contract records.  


The City will not exempt materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You may not identify the entire page, unless the entire page is within the exemption scope. Only records properly listed on this Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 


 FORMCHECKBOX 
    I do not request any information be withheld.


 FORMCHECKBOX 
    I request the following specific information be withheld.  I understand that all other information will be considered public information.  For each statement or item you intend to withhold, you must fill out every box below.  You should not require an entire page withheld; only request the specific portion subject to the exemption. 

		Document Page: 

Specify the page number on which the material is located within your submittal package  (page number)

		Statement:


Repeat the text you request to be held as confidential, or attach a redacted version. 

		RCW Exemption:  

Specify the RCW exemption  including the subheading



		

		

		



		

		

		



		

		

		





For this request to be valid, you must specify the RCW provision or other State or Federal law that designates the documents as exempt from disclosure.  For example, potential RCW exemptions include the following:


1.  RCW 42.56.230.3 – Personal information -  taxpayer 


2. RCW 42.56.230.4 – Personal information – Credit card numbers and related


3. RCW 42.56.240 -  Investigative, law enforcement and crime victims


4. RCW 42.56.250 – Employment and licensing – specify the applicable subheading


5. RCW 42.56.260 - Real estate appraisals


6. RCW 42.56.270 (Items 1 through 17) – specify which subheading.


7. RCW 42.56.270 (items 1 through 17) – specify applicable subheading


8. RCW 42.56.420 - Security


Equal Benefits Compliance Declaration


Please declare one (1) option from the list below that describes the Contractor’s intent to comply with Seattle Municipal Code Chapter 20.45 should you win the contract. 

Equal Benefits applies to any contractor location in the United States where substantive contract work is being performed (work directly related in a substantial way to the contract scope and deliverables). 


 FORMCHECKBOX 

Option A The Contractor makes, or intends to make before contract execution, all benefits available on an equal basis to its employees with spouses and its employees with domestic partners, and to the spouses and the domestic partners of employees, in every location within the United States where substantial work on contract will be performed.  


 FORMCHECKBOX 

Option B The Contractor does not make benefits available to either the spouses or the domestic partners of its employees.


 FORMCHECKBOX 

Option C The Contractor has no employees.


 FORMCHECKBOX 

Option D Collective Bargaining Delay.  Benefits are available on an equal basis to non-union workers, but union workers are subject to a collective bargaining agreement that does not provide equal benefits.


 FORMCHECKBOX 

Option E Open Enrollment Delay. The first open enrollment period for implementing Equal Benefits is not available until after contract execution

 FORMCHECKBOX 

Option F Cash Equivalent Payment. The Contractor intends to provide a cash equivalent payment to eligible employees in lieu of making benefits available.


 FORMCHECKBOX 

No United States Presence The Contractor does not perform substantial work for the contract in any United State location.

 FORMCHECKBOX 

Non-Compliant The Contractor does not comply and does not intend to comply, and refuses all options provided above.


Equal Benefits Instructions

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires companies executing a City contract to provide health and benefits that are the same or equivalent to domestic partners of employees as to spouses of employees, and of their dependents and family members.  

1. Carefully fill out the Equal Benefits Declaration. It is essential to your standing in the evaluation process, so it is important to understand and complete the declaration properly. 


2. The Buyer or Coordinator for the solicitation can answer many questions.  However, you may call the City Equal Benefits Coordinator, Jim Wurzer at 206-684-4535 (Jim.Wurzer@seattle.gov) or the general office at 206-684-0430.  Call before you submit your bid to ensure you’ve filled out the form correctly.  


3. "Domestic Partner" is any person who is party to a same-sex marriage that is legally recognized in the place of jurisdiction of the marriage, or as a Domestic Partner with the employer or with a government registry established by state or local law. If the employer does not have a registration system and does not intend to implement one, the City of Seattle has a registration system as an option: http://www.seattle.gov/leg/clerk/dpr.htm

The City will review your responses and make a final determination.  If the information you supply is conflicting or not clearly supported by the documentation that the City receives, the City may reject your entire submittal (bid or proposal) or may seek clarification to ensure the City properly classifies your compliance.  


Companies that select “Non Compliant” will be rejected, unless there is no competitor that is compliant, responsive and responsible.  The City may also find a Bidder “Non Compliant” upon inspection of their program. Be prepared with documentation to support your declaration. All contracts awarded by the City may be audited for equal benefits compliance. Non-compliance may result in the rejection of a bid or proposal, or termination of the contract.
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City of Seattle



Consultant Inclusion Plan






			RFP/Bid  Number & Title:


			       





			Vendor Name:


			     








Use additional sheets to provide detail and specificity as appropriate.



The Proposer shall respond to questions below.  Responses shall be scored and evaluated as part of the selection, and are to evidence clear commitments that reflect responsible, sincere good faith efforts resulting in successful inclusion of WMBE firms.  The City may clarify or request additional information during evaluation of the Plan. The City may finalize the Plan with the highest ranked Proposer, and the agreed-upon Plan shall become part of the contract. 


The City defines WMBE firms as those that self-identify to be 51% woman and/or minority owned.  Such firms are asked to register in the City’s directory before RFP submittal: http://www2.ci.seattle.wa.us/vendorregistration/default.asp.  


The Proposer is expected to select their subconsultants using any strategy that can best support this Inclusion Plan.  



Subcontracting



Subcontracting is defined as direct performance through subcontracting within the proposed project team to fulfill the contract work.  


Of the total contract work, what is the percentage of WMBE participation proposed for subcontracting on your team?  This percentage will become a contract commitment.  


			Specify the percentage participation of woman owned subcontracting, out of the total work identified in the RFP.  This percentage will become part of the contract.


			%





			Specify the percentage of minority owned subcontracting participation, out of the total work identified in the RFP.


			%








Name the WMBE team members you intend to use, given the work described in the RFP.  Describe the work you expect the WMBE firms to perform.  Identify the dollars or percentage of total contract value intended for each WMBE firm. The City may request letters of commitments that show agreements between your company and the subconsultants before the City accepts the Plan and executes a City contract.  The utilization goals provided on page 1 become a material part of the contract. Should the contract scope require changes to the WMBE firms or WMBE utilization, the City expects the Consultant to discuss such changes and pursue continued commitments for WMBE utilization consistent with the changes in contract scope. 


			Name of WMBE Company 


			Specify whether a self-identified Women or Minority Business


			Describe Task


			Describe percentage of the City contract for subcontract to this WMBE





			


			     


			     


			     





			


			     


			     


			     





			


			     


			     


			     








Past Performance:


In detail, describe your past success and past performance at WMBE subcontracting or teaming participation on contracts and/or other evidence of the likelihood of the proposed subcontracting, including pre-award commitments or agreements with your named WMBE firms, specific strategies you intend to use in the solicitation and award of subcontractors that can assure WMBE participation at the percentages you have indicated, or similar.  



Strategies: 



Describe the strategies and selection processes you intend to use to ensure meaningful WMBE utilization in this contract.  Describe your strategies, the scopes of work that have greatest WMBE opportunities and how you would balance those scopes that have less WMBE opportunity.  


Mentoring Program:



If any of the WMBE subcontractors listed above are participating in a mentoring or capacity building program with your company, please identify which and describe your program.


Diverse Employment


Please specify the following information for your local office and/or or other offices that are performing direct services to this contract. 


1. What is your current employment profile?



Total number of employees:



Number and percentage of minorities and/or women:


2. Describe your employment and hiring policies that promote affirmative efforts in recruitment for employee diversity.



3. How many new employees may be required?  


Total number of new employees:



Number and percentage of minorities and/or women:



			








4. If you are planning new employment, provide a paragraph that describes the functions you are recruiting for that relate to performance of this contract, how you would recruit, and your past performance for such recruitment, that proves success that Proposer has made  or plans to make to solicit women and minorities.  


5. If you have an intern program designed to recruit woman and minorities, please describe.
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Bidders must complete and submit this form with their RFP response. Carefully read the attached instructions.

For questions, call Miguel Beltran, 206-684-4525 Miguel.Beltran@seattle.gov

The RFP instructions for this project identify how many points this Inclusion Plan is given during RFP evaluation.  









Aspirational WMBE Goals.

Propose WMBE utilization goals in the spaces below. These goals represent WMBE utilization the Bidder intends to achieve during contract performance.  The goals should represent a realistic and achievable commitment. WMBE Bidders  may indicate your self-performance as well as work you intend to subcontract to other WMBE firms. See page 4 for instructions. These goals do not need to match, and are not expected to match WMBE Guarantees.

 



		Project Goals

		



		Specify the percentage participation by woman owned firms.  

		%



		Specify the percentage participation by minority owned firms.

		%



		TOTAL

		%













Strategies.

Describe strategies you intend to use to achieve the aspirational WMBE utilization for this contract.  This may include such strategies as negotiated award to a WMBE firm in lieu of competitive subcontract bids, using WMBE as a tiebreaker per RCW 35.22.650, strategies for self-performance and subcontracting, providing mobilization payments, and offering rapid invoice payments. 












Past Performance

As evidence of your good faith intentions to achieve the WMBE aspirational goals you provide on page 1, describe your past performance on contracts with similar work.  The City may review your past performance on previous City contracts.  Your response should concentrate on achievement when your effort was voluntary (i.e. goals were not mandatory such as a federally-funded DBE requirement), or where you exceeded the regulatory minimum requirement.  

















WMBE Guarantees.

This section gives the option to guarantee utilization of certain WMBE firms as evidence of good faith efforts.  If you choose to list WMBE firms, you guarantee to the City and WMBE firm they will be used.  Describe the Guarantee you are giving (a percentage of total contract value, or a scope of work guaranteed to the firm or similar). Please see instructions on page 5.





		WMBE Business Name

		Describe Guarantee



		     

		     



		     

		     



		     

		     



		     

		     



		     

		     







		     

		     



		

		     










Diverse Employment.



If you have a mission or program uniquely committed to hiring workers with employment barriers, veterans, disabled, the chronically unemployed or low income individuals, or woman and minority (if they are underutilized in your profession such as. construction trades), please describe.  The City expects a substantive and highly integrated program, instead of a standard EEO or Affirmative Action policy 



Describe how this mission or commitment would translate directly into placement of such workers to perform the scope of work for this City contract opportunity.
































 Inclusion Plan Instructions



WMBE firms include any self-identified or state-certified firm that is at least 51% woman or minority owned (per SMC 20.42). The following may assist bidders:  https://wald1.seattle.gov/dea/registration/ and http://www.omwbe.wa.gov/certification/certification_directory.shtml).   A WMBE does not need to be self-identified and registered within the City’s Yellow Pages at time of bid, but must do so before contract execution. 



1. When the City places the Inclusion Plan into the solicitation requirements, the “Bidder” must complete and submit this WMBE Inclusion Plan as part of the RFP response.  If the form is not completed and submitted as part of the response, the bid will be considered non-responsive.

2. The RFP provides the evaluation scoring matrix, which includes how many points this Inclusion Plan will be given in RFP evaluation.  Notes below provide you the context of how points will be considered. The Plan will be evaluated by the City based upon the strength of the good faith efforts to utilize WMBE-owned firms

3. A Prime (i.e. the Bidder, Vendor, the company submitting the proposal) who self-identifies (or is state certified) as a WMBE firm, must complete this form. even if it intends to self-perform.  

4. If you are a WMBE Prime and chose to self-perform elements that are eligible for subcontracting (i.e. work that is discretionary, which a prime may chose to self-perform or subcontract) , you may include your self-performance as part of your aspirational goal, and may name your self-performance for such discretionary work within your Guaranteed WMBE utilization. 

5. All work identified in the Plan to be performed by a WMBE firm must be a commercially useful function for the contract scope.

6. The City may discuss the Plan with the apparent successful bidder before incorporating into the contract; the Plan may be amended by mutual consent.

7. For phased work, (for example, an IT project), provide responses as thorough as possible given the scope known.  If future phases require, the City will review the Plan for mutually-agreed upon updates.



Aspirational WMBE Goals (Page 1)

8. These goals are a serious commitment the Prime (i.e. Bidder or Proposer)  can reasonably and realistically achieve given good faith efforts.  

9. These aspirational goals, good faith efforts, progress reports, and collaboration with the City are material to the contract. 

10. The Bidder is to provide an Aspirational Goal that is achievable.  Failure to achieve the goal itself is not a material breach, but substantial variance below the Aspirational goal volunteered by the Bidder  may measure failed good faith efforts, to establish a reasonable goal and/or build an appropriate effort to achieve the aspirational goal.

11. The Aspirational Goal percentage applies to the entire contract cost.  If change to the contract requires a modification to the percentage, then the City and Prime will discuss whether a greater or lesser goal is appropriate and modify the Plan.

12. The bidder should enter a total WMBE goal on page 1 where indicated.  The City seeks a separate percentage WBE and MBE goal. If the bidder does not provide such goals separately and only gives a total, then the City may seek the two separate percentages after bid opening and rely upon the total for scoring. If the Bidder provides a WBE and MBE goal, but does not total the percentage, the City shall total those percentages to become the total. 



WMBE Guarantee (Page 2)

13. The Prime has the option to list WMBE firms with whom the Prime commits to contract. This does not need, and is not expected, to equal your aspirational goal on page 1.  You may have WMBE firms you can commit at time of bid, but may have other opportunities you are not yet prepared to guarantee. 

14. A WMBE Guarantee should be secured with the WMBE firm in advance of listing on the form.  The City does not require a signed contract in place with the WMBE.

15. Changes to named WMBE Guarantees:   

a.         A named firm includes any WMBE named in the Inclusion Plan with whom the Bidder would Contract if awarded the Contract.  

b.         Any such WMBE that the Prime wishes to substitute during the course of the project must have City Buyer consent through a change order and a demonstrated “good cause.”  “Good cause” shall include the following:

1. Failure of the WMBE to execute a written contract after a reasonable period of time.

1. Bankruptcy of the WMBE.

1. Failure of the WMBE to provide the required bond.

1. The WMBE is unable to perform the work because they are debarred, not properly licensed, or in some other way is ineligible to work.

1. Failure of the WMBE to comply with a requirement of law applicable to subcontracting.

1. The death or disability of the WMBE (if the WMBE is an individual)

1. Dissolution of the WMBE (if the WMBE is a corporation or partnership).

1. If there is a series of failures by the WMBE to perform in accordance with previous contracts.

1. Failure or refusal of the WMBE to perform the work.

c.         If the Prime is making a change to a named WMBE Subcontractor, then the Prime shall use good faith efforts to recruit another WMBE to do the Work. 





Diverse Employment (Page 3)

a. Corporate EEO policies and affirmative action policies are not indicative of a unique employment mission.

b. A response is not required, if you have no such program within your company and/or you do not have a unique mission as part of your business purpose.
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