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Vendor’s Name: ______________________________________________________________


City of Seattle RFP #FAS-3102 
Title:  Multi-City Business License and Tax Portal Solution
Management Response
1. Company Experience 
· How many years has the company been engaged in implementing Tax Portal packaged software systems similar in size to the City of Seattle (including the additional four cities identified in Section 1 of the RFP) in public or private environments?  Please describe implementation projects most comparable to the solution being proposed to the City.
· Please provide a brief company history and overview.   
2. Company Organization
	Please attach an organization chart.
	

	How many employees does the company have associated with Tax Portal systems?
	United States                        # employees
Pacific Northwest
WA, OR, ID, AK:                  # employees
Outside the  US:                     # employees

	How many employees are associated with these types of products/systems does the company have in each of the following categories?
	Customer Support:                 # employees
Installation & Training:          # employees
Product Development:           # employees
Sales, Marketing:                   # employees

	Average annual staff turnover rate for employees in key staff positions.
	

	Location of office that will serve as the primary contact during implementation.
	     

	Does the company have any user group support organizations?  If yes, please describe the organization.
	Yes                    No
Title of Organization:

	Identify the closest meeting location that your company has for the Seattle area.
	


3. Financial Information
	What was the Company’s annual gross revenue during the last three fiscal years?
	FY 2010          
FY 2011           
FY 2012           

	What was the percentage of gross revenues invested in research and development?
	%         

	What was the average annual company sales volume for Tax Portal Software for the previous three (3) fiscal years?
	%       

	What percentage of gross revenues does the sales volume for Tax Portal Software represent?
	%       

	Attach a copy of the Company’s Dunn & Bradstreet comprehensive report for last two years.  If the report is not available, please least provide a letter signed by an independent third-party CPA that provides a synopsis of assets, liabilities, equities, and profit/loss. 
	Attached     

	As an Exhibit, describe your firm’s ability to finance additional costs that would be incurred by your firm in the event your firm is awarded a vendor contract resulting from this solicitation.  State the amount your firm would need to borrow, and provide documentation from your firm’s lender stating its willingness to lend such amount to your firm.
	Attached     

	Provide Dun & Bradstreet number:
	#       


4. Long Term Vision
Please provide information on the extent of your company’s commitment to Tax Portal solutions.   Include your approach to product development and any other relevant information on your organization's long term vision.
5. Current Commitments
· Identify the ten (10) highest dollar contracts currently held by your firm. If you have held less than ten, list all that have been held.  For each contract, state the client’s name, a brief description of the items provided by your firm, the dollar value of the contract, the approximate share of current income derived from the contract, and the expected contract termination date.   
· Describe how these or other current commitments affect the ability to support the City scope of work.  Explain any staffing and schedule overlaps, and how the vendor proposes to ensure that such commitments or potential overlaps will not affect the City of Seattle schedule and project delivery.
6. Previous Experience & References
List the ten (10) largest contracts with similar scope and magnitude held within the previous five years.  Provide: Client’s name, contact person’s name, title, telephone number and/or email address, the dollar value of the contract, the contact start and completion dates, and a description of the software (version/release) provided by your firm.  Indicate whether the contract was similar in size, scope, and/or complexity as required by the City in this solicitation.  Provide a description of the implementation services provided by vendor to client.  These may be contacted and used as references, along with other sources that may be provided to the City in your response or that are otherwise known to the City.
7. Terminations 
If any, list any contracts that have been terminated before the project completion in last five years with your firm (if you are national company, list those terminations for the office that will serve the City of Seattle).  Indicate whether contract was terminated for Default (defined as a notice to vendor to stop performance due to vendor’s non-performance or poor performance) and whether the issue was (a) not litigated; or (b) litigated and such litigation determined the vendor to be in default.  If any, attach a description of the deficiencies in performance and describe whether and how the deficiencies were remedied.  The City will evaluate the information and may also at its sole discretion, reject the vendor’s Response if the information indicates that completion of a contract resulting from this solicitation may be jeopardized by the responsibility history of this vendor.  These may be contacted as a resource to the City for assessing references and responsibility.
Have you had any early Contract Terminations?   
Yes                    No
If yes, are termination descriptions attached?  

Yes                    No
8. Prime Contractor 
The City desires a single contractor who will assume responsibility for the entire scope of the project.  The prime contractor may subcontract portions of the implementation but will have overall responsibility for the entire project.
If your proposal includes hardware, software and services from a third party, the Company must act as prime contractor for procurement of all proposed products and services.  Prime contractor shall be the sole point of contact for contractual issues including payment of any and all charges resulting from the purchase of the proposed hardware, software, and services.  Prime contractor must take responsibility for demonstration, delivery, installation, and acceptance testing of all items proposed.  Prime contractor must also provide maintenance, warranty and ensure third-party warranties are extended to City.
Will vendor utilize Subcontractors?   
Yes                    No
If yes, attach a clear description of how you as prime contractor will direct work of all subcontractors to ensure the quality and timeliness of work performed by the Company and all subcontractors.      
Attached?  

Yes                    No
9. Proposed Project Approach and Implementation Methodology
Tax Portal Project Schedule
Vendors should submit an implementation strategy that will achieve the goal of operational solutions for all five cities by mid-2014.  The various components by city are shown in the table below.
	City
	Business License Portal
	B&O Tax Portal

	Bellevue
	· 
	· 

	Bellingham
	· 
	· 

	Everett
	· 
	· 

	Seattle
	· 
	· 

	Tacoma
	· 
	· 


The City requires an extensive and carefully structured approach to implement the Tax Portal Project.  The Contractor shall be responsible for all activities to implement the Tax Portal modules and integrate these modules with existing City legacy applications identified in Attachment 3. The Contractor shall be responsible for technology and implementation planning, software fit analysis, software integration, testing, training, conversion assistance, documentation, computer network, and production hardware server sizing analysis, project management and post-implementation software support.
Vendors shall provide a comprehensive implementation methodology and project Work Plan that fully describes how the vendor intends to complete these activities in order to manage and successfully complete the Tax Portal Project.  Vendors shall describe the systems implementation life-cycle methodology to be used to manage the project.  The work plan shall, at a minimum, address the components included in this section. It is the City’s desire to Contract with a single vendor who will assume overall responsibility for the successful implementation of the Tax Portal System.  
Proposals shall include in the work plan:
· A detailed description of the approach to each major project activity.
· Identification of the responsibility for completion of the activity (the City or vendor).  Any variations from the responsibilities defined in Section 6 of the RFP shall be clearly identified.
· Milestones.
· Critical events.
· Description of the activity deliverable.
· Proposed deliverable acceptance criteria.
The activities of Services described in the vendor’s Proposal in response to this section of the RFP shall correspond to the elements of services outlined in the cost proposal response requirements.  The work plan shall be consistent with the project schedule information described above.  As a general rule, tasks shall be defined at the individual worker level and not exceed an 80-hour duration. The work plan will be developed and maintained using Microsoft Project (version 2010) and will be updated at least monthly by the Contractor.  The vendor may submit additional alternate implementation work plans, which may include alternate schedules, or alternative phase sequences if they believe they provides lower risk or cost to the City.
The following implementation activities are provided to vendors to communicate the City’s general expectations regarding desired Implementation Services.  Vendors shall propose a detailed implementation work plan using their methodology ensuring that the general activities described below are incorporated.  An omission of an implementation activity described below does not relieve the vendor from including the activity in their work plan.  
Vendors may also propose alternative implementation sequences and methodologies as long as they address the overall objectives of the City described in Section 2 of the RFP.
General System Implementation Activities
· Software Analysis and Modification
· Project implementation methodology and product training for the City project team
· Confirmation fit-gap of functional and technical requirements met without software modification
· Confirmation fit-gap of functional and technical requirements met by loading tables with the City data or configuring system options
· Recommended architecture design
· Required system modifications to meet the City requirements including web site design
· Interface specifications
· Interface software development
· System testing specifications
· Documentation specifications
· Conversion specifications
· Conversion software program development
· City implementation staff training requirements; technical and user
· City implementation labor requirements by activity and skill type
· City post-implementation staffing requirements -- the vendor will review the City's Tax Portal System related organizational structure and recommend a structure that can accommodate the successful maintenance and support of the Tax Portal System, including user support and technical activities.  This recommendation will include a description for the structure, function, responsibilities, staffing requirements and management requirements.
· Communications plan to brief the City staff on the implementation plan
· Software Testing and Installation
· System test plan
· System test data
· System test and results
· Integration test plan
· Integration test data
· Integration test and results
· Stress test plan
· Stress test data
· Stress test and results
· User acceptance test plan
· User acceptance test data
· User acceptance test and results
· System Implementation
· System configuration including population of all required system tables.
· Training of technical, system administrator, and end- user staffs -- the City expects the vendor to assist the City in training of City employees and external business community users.
· Documentation for technical, system administrator, and end-user staffs.
· Conversion to new system -- vendors shall describe their strategies for cut over and/or parallel processing to ensure that the Tax Portal System and all interfaces are functioning properly.
· Implementation readiness analysis -- vendor shall deliver a report to the City on the results of implementation stages and indicate to the City the system's readiness for implementation.
· Implementation support -- Vendors shall provide on-site support for a minimum of 60 days following acceptance of each phase of system implementation by the City.  Vendors shall specify recommended system acceptance criteria.
Project Management Approach
Vendors are required to describe their project management approach.  Vendors shall provide a comprehensive project Services plan and schedule to cover the period from Contract execution through full system implementation and the City's final acceptance of the fully implemented Tax Portal System.  Proposals shall designate a Project Manager who will have overall, daily responsibility for the vendor’s project team.  This person will report to the City Project Manager.
The vendor’s Project Manager shall ensure that the plan is maintained throughout the project and updated at least monthly.  The vendor’s Project Manager will be responsible for ensuring that all vendor staff and the City project staff are aware of any scheduling issues.  
The vendor’s Project Manager will meet weekly with the City Project Manager, either on-site or via telephone, to discuss the work plan, deliverables schedule, issues and concerns, and overall project progress.  The City Project Manager will review and approve all work plan and schedule changes.  
The vendor will prepare two types of written project management reports:
· Special Reports.  Reports detailing problem areas requiring immediate action shall be submitted as issues arise.  These reports may initially be given in verbal form but shall always be followed-up in writing within 48 hours.  The report shall state the nature of the problem, proposed remedial action, and potential impact on schedule, cost, or performance.
· Monthly Status Reports.  A written monthly Status Report shall also be prepared by the fifth working day of each month detailing:
· Activities completed the past month
· Activities scheduled for next month
· Activities behind schedule and corrective action
· Issues and planned resolution
· Current project schedule with percent completion by activity
The vendor will also be responsible for tracking all project issues and bringing them to the City Project Manager for resolution on a weekly basis.  Vendors shall provide an approach for issue tracking and resolution.
Change Management
Vendors shall describe in detail their approach to change management to help ensure a successful project implementation.  Change management should address the following areas:
· Development of a communications plan for end-users and technology staffs in each of the cities.
· On-going communications with the staffs impacted by the project in each of the cities.
· Communications plan for the external business community who will use the new system.
· On-going communications with the business community impacted by the project.
· Activities needed to be performed by city users to ensure their readiness for the new application.
· Confirmation of “to-be” city business processes needed to operate the new system.
· Implementation of required business processes to successfully utilize the new system.
Project Risk Sharing 
Vendors shall address the following questions related to project risk sharing:
· The City is interested in having a “win-win” project implementation.  Please describe recommended “risk sharing” steps that the City and vendor may take help ensure a successful project implementation.  You may propose whatever steps, Contract provisions, payment provisions (e.g., time and materials, incentive bonuses for early delivery, etc.), etc. that, in your experience, have helped in delivering a successful – on-time, on-budget, quality -- project implementation.  You may also include alternate Cost Proposals to address recommended project risk sharing strategies.
· Why do you believe your recommendations in 1 above will help deliver an on-time, on-budget, and quality project?
· What other clients have used these recommendations?
· Are there specific responsibilities or steps the City may take to help reduce overall project risk and ensure successful implementation?
System Testing
Vendors shall address the following questions related to testing:
· Please present an overview of your testing methodology.
· With what industry standards does your methodology conform for each of the above types of tests?
· How will you assign testing responsibilities between the City and your staff?
· If errors are detected in the base Tax Portal software, what process do you use to resolve these problems with software?
Documentation
Vendors shall address the following questions related to documentation including the external business community:
· Have you developed custom documentation for clients related to the Tax Portal applications?
· What format do you propose for end-user documentation? System administrators? Technical program documentation?  Computer operations documentation?
· Do you use the standard Tax Portal documentation as a starting point for your documentation?
· How do you incorporate business processes into the documentation?
Application Integration
Vendors shall address the following questions related to application integration:
· Explain your experience in integrating a variety of legacy applications with the Tax Portal software, such as those currently used by the five cities.
· Explain your experience in application integration.
· Based on the specific City interface applications detailed in Attachment 3, explain your approach to implementing an “enterprise” solution.  Which application systems to you propose to be automated interfaces with the new Tax Portal applications?  Which interfaces would be manual?  Do you provide software tools specifically for interfacing legacy applications to the Tax Portal applications?
· Explain your experience in data conversion to the Tax Portal application.
· How would you propose converting data from each of the five cities legacy applications to the new Tax Portal applications?  Do you provide software tools specifically for converting data from legacy systems to the Tax Portal applications?
Future Additional Cities
Vendors shall explain their strategy for the potential future inclusion in the Tax Portal of additional Washington cities.  
Future Additional Taxes
Vendors shall explain their strategy for the potential future inclusion in the Tax Portal of additional city taxes and regulatory fees.
End Users
Vendors shall explain their strategy for working with the city staff as end users as well as the business community who are the ultimate end users for review of design of the Tax Portal.
10. Project Organization
Provide a diagram that illustrates the vendor’s project organization.  Include the names of key project staff and any subcontractors.  Identify all internal and external communication paths, including within the vendor’s project staff and between the vendor and City project staff.
11. Project Team Matrix
Complete the matrix with the number of years of experience for each proposed team member/key staff in each subject area.   
	Team Member Name:
	Years of Experience in Project Implementation:
	Years of Experience in Business Analysis
	Years of Experience Training
	Years of Experience servicing Public Sector Clients

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     


12. Key Staff 
Describe the project roles and responsibilities for each key staff member and sub-contractor identified in the Project Organization diagram.
13. Key Staff Experience
Vendor shall provide resumes and three (3) references from previous clients for all key staff members.  Provide resumes for your proposed team members.  Individual resumes shall not exceed three (3) pages each. Resumes for each person shall include the following information:
· Current position with the vendor
· Years with the company
· Project position to be staffed
· Education and Training
· Work experience, including past positions with the vendor’s company
· Technical skills and qualifications relevant to the project
· Specific description of experience in working with the proposed software/system, including experience in system design, installation, support, training or management
14. Location of Key Staff or Project Team
The City prefers to work with a vendor that has key staff or project teams located near the City.  Provide a list that describes the geographic distribution of key staff members.  If key staff members or project teams are available to work locally, please provide information regarding the duration of their availability.
15. Key Staff Assignment Priority
In responding to this RFP, vendor warrants that any key staff members identified by the vendor and accepted by the City shall be dedicated to the City’s project as that person’s primary assignment for the duration of such person’s employment by the vendor and that any change in assigned key staff is subject to prior City approval in writing.
16. Project Manager
· Designate the Project Manager who will have overall, daily responsibility for the project.  This person will be responsible for the vendor’s project management and coordination with the City.  
· Provide an organizational chart that shows the Project Manager’s reporting relationships within the vendor’s organization. The vendor should also describe the type and level of authority vested in the Project Manager in regards to coordinating the vendor resources in support of the project.
· The City desires an on-site (in Seattle) Project Manager during all major implementation activities.  The vendor shall clearly specify the planned on-site time by the project manager.  If the vendor’s implementation methodology incorporates an alternative approach, the rationale and benefits to the City shall be clearly documented.
· The vendor must provide detailed information regarding the designated Project Manager’s experience with projects of similar size and complexity. In addition to the information provided above, list and describe all projects performed by the Project Manager for similar work.
17. Projected Resources Required by City of Seattle
Based on past experience with projects of this size and scope and the desired implementation schedule described in Section 9 above, please describe the level of staffing support required of the City during the project for the following skill classifications:
· Project Manager
· Technical lead
· Application systems analysts
· Interface system analysts
· Hardware specialists
· Database administrators
· Report developers
· Functional lead
· Functional analysts
· Training instructors
· Documentation analysts
· Others (specify skill classification)
For each classification describe the number of hours required per month, primary responsibilities, and prerequisite skills of all staff members.
18. Training Approach 
The vendor shall clearly document their approach for training.  The vendor is responsible for providing training to City implementation project team staff at the project initiation; “train-the-trainer” for functional end-user staff (for operation of the production system); and, a training strategy for the external business community users.  This shall include end-user training for five cities participating in the Tax Portal project.
Please list the training materials that will be provided to the City and provide a representative sample of the documentation.
19. Future Software Customization Support
If the vendor proposes software customization, discuss and describe how customized software is supported.
20. Software Version Upgrades
Provide a brief history of system software version upgrades released by the vendor over the past two (2) years.  Provide information on planned system software upgrade releases by the vendor.  Include the following information:
· Upgrade version number
· Planned release date
· Feature changes
· Associated upgrade costs to clients
21. Software-as-a-Service (SaaS) Solution 
For vendors proposing a SaaS solution, address the following:
· The City desires a hosted (and backup) location in the United States.  Please identify the primary and backup location proposed.  Provide sufficient information concerning your operation to assure the City of your experience and technical competency in operation a cloud computing environment.
· Please prove a copy of your most recent independent audit report (e.g., American Institute of Certified Public Accountants SSAE16 and SOC 2 reports including areas of security, availability, processing integrity, confidentiality, or privacy) of your cloud computing environment.
· Describe your technical procedures for moving clients from the primary to backup computing locations.
· Please provide the time (Pacific Time) and days of the week technical support is available.
· Please describe your technical issues resolution process.  What is your guaranteed response time to problem resolution?  What is your mean time to repair?
· Please describe how your organization responds to scalability issues that are encountered based on transaction volume, storage capacity, CPU Processes, and session management.
· Please describe the technical documentation that will be provided including documentation when changes are made to the application.
22. Alternative Solution
For vendors proposing an alternative solution, address the following:
· Specify the recommended server(s) configuration to provide for the estimated transaction volume (see Attachment 6) from project inception through 2018.  The server(s) must accommodate the development, testing/training, and production environments.
· Specify the recommended data base and operating system environments for your proposed solution.
· Identify any additional hardware and software to support your proposed solution in a production environment.
23. Future Functional Enhancements to Base Software 
Methodology
The vendor shall explain the methodology used for implementing future functional enhancements to the base Tax Portal system software.
Enhancement Protection
The vendor shall explain how the City might avoid unwanted future enhancements.
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