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City of Seattle
Request for Information #CEN 9110
TITLE:  Integrated Workforce Management System
Due Date – Specifications Checklist:  12:00 Noon, 9/10/2010
Due Date – On-Site or Remote Presentations: 9/20/2010

	Schedule of Events
	Date

	RFI Release date
	9/7/2010

	Specifications Checklist 
Due to the City via Email
	12:00 Noon, 9/10/2010

	On-Site or Remote Presentation Date
	9/20/2010


The City reserves the right to modify this schedule at the City’s discretion.  Notification of changes in the response due date would be posted on the City website or as otherwise stated herein.

The Specifications Checklist must be submitted by email to:

Donald Loseff, Project Manager
City of Seattle

Seattle Center
Donald.loseff@seattle.gov
If selected, Vendors will be scheduled to make a one hour and thirty minute, on-site or remote presentation:
Nesholm Family Lecture Hall
Seattle Center
321 Mercer Street, 
Seattle, WA 98109
This RFI is issued as a means of technical discovery and information gathering.  This RFI is for planning purposes only and should not be construed as a solicitation nor should it be construed as an obligation on the part of the City to make any purchases.  This RFI should not be construed as a means to pre-qualify vendors.  

From the information provided by the respondents to the RFI, a determination will be made regarding any actual contracting through a procurement process.  Any future contract that may be awarded must comply with City procurement requirements.    The City of Seattle may utilize the results of this RFI in drafting a competitive solicitation (RFP) for the subject services/products/equipment.

Participation in this RFI is voluntary and the City will not pay for the preparation of any information submitted by a respondent or for the City’s use of that information.

1. Venue Background.
Seattle Center, a department of the City of Seattle, is a 74 acre campus at the north edge of downtown Seattle that was the site of the 1962 World’s Fair.  The Center is home to more than 30 cultural, educational, sports and entertainment organizations, four major community arts festivals and 17 acres of open space that serve as a vital urban park and gathering place.  The resident organizations and Seattle Center’s own community-based productions together are responsible for nearly 500 public program activities and over 5,000 shows and events annually.  This treasured urban gathering place exists to delight and inspire the human spirit in each person and bring together our rich and varied community. The 12 million visitors to Seattle Center each year generate $1.15 billion in business activity and $387 million in labor income for King County.
Preeminent among our performance venues are the 17,000 seat KeyArena and the 2,900 seat Marion Oliver McCaw Hall.  KeyArena hosts the Seattle Storm, Seattle University Men’s Basketball (NCAA Div. 1), the Rat City Rollergirls and numerous touring concerts.  McCaw Hall is home to the Seattle Opera, the Pacific Northwest Ballet, as well as touring shows, and various corporate and community events.
Seattle Center staff provides complete event support for these and other campus facilities.  This includes a permanent and on-call pool of over 230 Admissions employees, 325 Stage employees, 150 Laborers and 25 Sound employees.
2. Project Background and Requirements.
Seattle Center staff is divided into various operational work groups, and each work group runs its own scheduling and dispatching operation.  The methods used for scheduling vary widely, and include paper and pencil, Excel spreadsheets, and an automated in-house developed scheduler.  Dispatching methods to inform staff of their schedules and work assignments also vary widely, and include regular posting of schedules, personal phone calling and automated phone calling using the SubFinder program (from CRS Advanced Technologies).  

During an event, staff signs in and tracks their time using equally varied methods, including pre-printed timecards, sign-in sheets, and employee-completed time cards.  Time information is transferred through a variety of steps until it is available to be used on the day of the event for billing and ultimately for payroll.  Timekeeping is complicated by the fact that some employees may be scheduled to perform a job at one pay rate, but may be switched to a different job with a different pay rate before, or even during the event.  Additionally, during any given work shift, an employee may work multiple events, which are billed to different clients.
In an effort to standardize these four business processes (scheduling, dispatching, billing and payroll) and improve their timeliness and accuracy, we are seeking to implement an automated integrated Workforce Management System.  To that end, we are seeking information from vendors on possible solutions that can address all the requirements of our complex work environment.

We are aware of the fact that the automated system that we eventually seek to purchase is only one component of the change we seek to make.  Therefore, we are including a wide range of stakeholders in this change process.  

3. Submittals.
If you have a product that you feel will meet our needs please complete and submit, via email, Attachment A, Specifications Checklist.  The City, at its sole discretion, may, based on the information provided on the Checklist, ask certain vendors to also provide a Vendor Presentation.

The Vendor Presentations will allow both the Steering Committee and the Stakeholder group to learn of the options available in the market for these Workforce Management products, and to begin to envision how any of these products can be integrated into our environment.  
If you are requested to provide a Presentation, the City anticipates that Presentations will be scheduled for 90 minutes (60 minute presentation, 30 minutes Q&A), and should effectively demonstrate how your product addresses the following:
Scheduling

· How does a supervisor or manager create a schedule for an event or for an entire day, which may contain multiple events, and/or for an event with multiple shifts over several days?
· How do intermittent (on call) employees indicate the days/times that they are available for being scheduled?
· How does the system handle scheduling rules, including seniority, which differ between work units?
· Can, and how does, the system automatically assign employees to work shifts?  What ability does the supervisor have to review and modify these assignments before they are communicated to the employees?
· Does the system have an employee self-service module, whereby employees can indicate their availability for, and interest in specific shifts, and sign up for open shifts?  What interfaces are used – Web? Phone? Text messaging? Email?

Dispatch/Schedule Publishing

· Once the supervisor and/or system assigns an employee to a work shift, how do employees learn of their schedules?  What interfaces are available?
· How can a supervisor verify that an employee has seen the schedule and/or agreed to accept a shift?

Timekeeping

· How does an employee indicate they have started and ended their work day?  How long does this process take?  

· Seattle Center uses an ID badge which is attached to an RFID card (Sielox Proximity Plus cards, 13.56 Mhz) for access control.  Can our badge be used timekeeping purposes?  If not, what options exist for employees to clock in and out?
· Can employees ”clock-in” early but only be “on the clock” at the scheduled start time?  (This allows employees who choose to come early, to relax, eat, etc., to go through the time collection process before other employees arrive.)  Can they “clock out” several minutes after the scheduled end of their shift (due to crowds at the terminal, etc.), but only have scheduled hours recorded?
· Can the time collection devices be linked, so that an employee can “clock in” at one location and “clock out” at another?

· Are there mobile or hand held devices which a supervisor can use to clock an employee in or out?  What does this process look like?  Does the system provide the ability for employees posted in remote locations to clock in and out via telephone or similar method when access to a time clock is not convenient?
· What information does the time collection device provide to the employee?  Is it interactive, for example, can the time collection device allow an employee, upon clocking out, to verify that the tracking of hours, events and job classifications is correct?
· During the course of a work day, an employee might work a) multiple events, each with its own event code, b) at multiple locations, each with their own location code, and c) multiple job classifications, each with their own pay rate.  How does the time collection device handle this variety?  If the time collection device cannot accommodate this, can the supervisor override or amend the recorded time information during or after the work shift?
· Can the employee easily review the recorded hours?  How is this accomplished?

Billing/Data Exporting

· During events, we need to produce a bill, before all work has been completed, based upon actual and projected labor hours for that event.  This bill needs to allow the supervisor to select from among several different pay/billing rates.  What standard billing formats does the system provide to meet this need, and what data exporting/reporting functionality does your product have to allow custom reports, queries and data downloads to Excel?
· After the event, we need to collect labor hours through a data export for payroll purposes.  What data export formats can the system provide? 
Data security and Technical Support
· What audit tracking for changes by both supervisor and employee does the system provide?  How does the system address data integrity/recovery in the event of a power outage or hardware failure to either a time clock device or server? 

· What support infrastructure do you provide for supervisors, employees and IT staff?  Hours of operation, turn-around time, etc.
4. Questions

Questions shall be submitted in writing, by e-mail only, to the Project Manager:

Name:  Donald Loseff
E-Mail:  Donald.loseff@seattle.gov
It is the responsibility of the interested Vendor to assure that they received responses to questions if any are issued.
5. Receiving Questions and Answers
Any addenda and notices will be posted on the City’s website at: http://www.seattle.gov/purchasing/.  The City will make efforts to provide courtesy notices, reminders, addenda and similar announcements directly to any interested vendors known by the City.  Notwithstanding efforts by the City to provide such notice to such known vendors, it remains the obligation and responsibility of the Vendor to learn of any addenda, responses, or notices issued by the City.  Such efforts by the City to provide notice or to make it available do not relieve the Vendor from the sole obligation for learning of such material.
6. Response Date and Location
a) Vendors should submit their Specification Checklist to the Project Manager no later than the date and time given on page 1.

b) The Subject Line of your email should be “Workforce Management, Specifications Checklist”.   This is important to insure proper handling of your response

c) The Vendor has full responsibility to ensure their response arrives to the Project Manager before the deadline.  That being said, the City, at its sole discretion and convenience may choose to review responses that arrive within a reasonable time after the deadline.

d) Vendors are invited to attach any brochures or materials that will assist the City in understanding their product.
e) Upon receipt and review of the Specifications Checklist, the City will inform those Vendors that the City wishes to invite to make a presentation, and provide a scheduled time.  Presentations will take place on the “On-Site Presentation Date” given on page 1.

f) Vendors invited to make a presentation will be able to use the audio-visual equipment, including data projectors, screens and an internet connection provided by Seattle Center.  Vendors will be expected to provide their own computers for the presentation.

g) The presentation will be made to approximately 50 people, and should be about one hour in length, allowing 30 minutes for questions and answers.

6. Proprietary Material.
The State of 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 are considered public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  

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

Respondents must familiarize themselves 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 have any questions about disclosure of the records you submit with your informational material, please contact the RFI Coordinator. 

Marking Your Records Exempt from Disclosure (Protected, Confidential, or Proprietary)
As mentioned above, all City of Seattle offices (“the City”) are required to promptly make public records available upon request.  However, under Washington State Law some records or portions of records are considered legally exempt from disclosure and can be withheld.  A list and description of records identified as exempt by the Public Records Act can be found in RCW 42.56 and RCW 19.108.

If you believe any of the records you are submitting to the City as part of your informational material are exempt from disclosure, you can request that they not be released before you receive notification.  To do so, you must complete the City Non-Disclosure Request Form (“the Form”) included below.  You should very clearly and specifically identify each record and the exemption(s) that may apply.  
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The City will not withhold 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.  Do not identify an 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 Form.  Only the specific records or portions of records properly listed on the Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

If the City receives a public disclosure request for any records you have properly and specifically listed on the Form, the City will notify you in writing of the request and will postpone disclosure.  While it is not a legal obligation, the City, as a courtesy, will allow you up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If you fail to obtain a Court order within the ten days, the City may release the documents. 

The City will not assert an exemption from disclosure on your behalf.  If you believe a record(s) is exempt from disclosure you are obligated to clearly identify it as such on the Form and submit it with your solicitation.  Should a public record request be submitted to the Department of Finance and Administrative Services for that (those) record(s) you can then seek an injunction under RCW 42.56 to prevent release.  By submitting a response to this Request for Information, Respondent acknowledges this obligation; and also acknowledges that the City will have no obligation or liability to the proposer if the records are disclosed.

7. Cost of Preparing Responses

The City will not be liable for any costs incurred by the Respondent in the preparation and presentation of information submitted in response to this RFI including, but not limited to, costs incurred in connection with the Respondent’s participation in demonstrations and the informational conference.
Attachment A
 Specifications Checklist

Company Name:

Product Name:


Contact Name, phone, email:


Please indicate if the product your company sells includes the following components

	Criteria
	Yes
	No

	1. Does the product your company sells include an integrated component to create schedules that enables:
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	a. Supervisors to enter shifts needed
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Employees to enter availabilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. Scheduling based on criteria including skill sets, certifications and seniority?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other (please explain):

	2. Does the product your company sells include an integrated component to actively inform employees of their schedule?  If yes, how is this accomplished?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	a. Web interface
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Automated telephone interface
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. Automated text message interface
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. Automated e-mail
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other (please explain):

	3. Does the product your company sells include an integrated component for employee timekeeping?  If yes, how is this accomplished? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	a. Badge-based time collection terminals
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Handheld or mobile time collection devices
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. If your answer to 3 above is yes, can it accommodate multiple location codes and/or multiple event codes and multiple pay rates/classifications during a single work shift?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other (please explain):

	4. Does the product your company sells include an integrated component to produce standard bills/reports and real-time data exports for billing and payroll purposes?  If yes, can these bills and exports be based on:
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	a. Actual time worked
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Scheduled hours
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. Can we create customized bills and reports?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other (please explain):

	5. Does your company provide telephone support for your product beyond normal business hours (8am-5pm Pacific Time, Mon-Fri).  If yes, is this support available:
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	a. Until midnight on weekdays and Saturday?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Until 11:00 pm on Sundays?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other (please explain):

	6. Does your company provide disaster recovery services, and or database back-up/restore services for your product?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If yes, please describe briefly: 


Please complete this form and submit, via email only, by 12:00 noon, Sept. 10, 2010 to donald.loseff@seattle.gov
Thank you for your interest!
PAGE  
1

_1345369725.doc
City Non Disclosure Request Form

If you believe any statements or items you submit to the City in response to this Request for Information   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.  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. 

___    I do not request any information be withheld.

___   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 withheld, you must fill out every box below.


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

		Statement: 


Repeat the full text you request to be held as confidential

		RCW Exemption:  Specify the RCW exemption  including the subheading 



		

		

		



		

		

		



		

		

		





For this request to be valid, you must specify the RCW Exemption that applies.  Your options include one of 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


