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1. PURPOSE AND BACKGROUND

By responding to this RFP, the vendor agrees that he/she has read and understands the requirements and all documents within this RFP package.

Purpose

The City of Seattle, acting on behalf of the cities of Bellevue, Bellingham, Everett, Tacoma, and Seattle, is soliciting proposals for the migration and implementation of systems and services required to support a common business license and Business and Occupation (B&O) tax portal solution.  The Multi-City Business License and Tax Portal (Tax Portal) will be a common multi-city service that will provide each city with the technology to allow its customers options for paying for business license and B&O taxes.  

In lieu of a state income tax, Washington is one of three states in the United States that levy a B&O tax.  The B&O tax is levied against the gross receipts of a business and is Washington’s second-largest source of tax revenue.  There are currently 40 cities in Washington that levy B&O taxes.  In 2011, the above five cities collected more than $200 million in B&O tax. 

The Portal solution will provide a broad range of business license and tax portal services, including but not limited to: 

· Provide one place for license registration and tax filing where businesses will be able to:

· Register and file at one time for any participating city

· Determine what is required to register and then complete their registrations

· Businesses will be able to pay their local B&O taxes in one easy step.  If a business operates in multiple cities, the Tax Portal will calculate what the business owes, by city.  The customer can then use a credit card or bank transfer to make one payment for all local B&O taxes owed.  The system will disburse the appropriate amount to each city.

· Basic data will be shared among the cities and with the Washington State Department of Revenue.  This will eliminate the need for businesses to repeatedly enter the same information or use multiple ID numbers.

· The Tax Portal will allow cities to independently respond to changes in their respective local business climate.  The portal will accommodate unique incentives offered by individual cities in calculating taxes and licenses.

· The Tax Portal will provide one-stop customer service.  A knowledge base will be populated with information from the participating cities that can be accessed based on a customer’s question.  Customers will be able to utilize a central phone number or online chat to communicate with a tax professional in any of the cities during each cities business operating hours.
· The Tax Portal will be available 24 hours a day, 7-days a week, and 365 days a year.

· The Portal will receive and send information between each participating City’s back end tax administration systems of record to provide businesses with timely data.   

Approach

The City (within this RFP “City” is used to denote the requirements of all five cities included within the project scope) desires to acquire the most appropriate Tax Portal solution within its budget from a qualified vendor at a firm, fixed price, to enable the City to create, manage and track customer interaction, regardless of communications method.  The City prefers to purchase a proven Tax Portal system/solution that is already in use by other organizations and operating effectively.  The City is soliciting combined proposals for implementation assistance of the technology solution to ensure a coherent assimilation to the Tax Portal approach and methodology being introduced to the City.  

The City requires a hosted, integrated system, along with software implementation, integration and maintenance support, to manage, respond to and report on all aspects of registering a business, filing and paying Business and Occupation tax.  The selected vendor shall be responsible for technology and implementation planning, fit analysis, integration, testing, training, conversion assistance, documentation, project management and post-implementation support and hosting.
Pricing

The Tax Portal solution provider will create a single Work Order agreement covering all service fees and implementation assistance for the five cities whose requirements are defined herein.  The contract will include pricing for a variety of services including transaction fees, analysis fees, consulting fees, technical development fees, training fees, etc.  

Future Contract Assignment

The City of Seattle reserves the right, and fully expects to transfer any contract resulting from this RFP to a municipal non-profit corporation formed by the cities.  The five cities have entered into a Memorandum of Understanding covering this effort (see Attachment 1).  In addition, additional cities in Washington State may join the municipal non-profit corporation.  They may also use the Tax Portal and pay appropriate then-current subscription charges.

Single Award

With this solicitation, the City intends to award to the highest ranked vendor that will assume financial and legal responsibility for the contract.  Proposals that include multiple vendors must clearly identify one vendor as the “prime contractor” and all others as subcontractors. 

Contract Term

This contract shall be for five years, with five one-year extensions allowed at the option of the City.  Such extensions shall be automatic, and shall go into effect without written confirmation, unless the City provides advance notice of the intention to not renew.  The vendor may also provide a notice to not extend, but must provide such notice at least 180 days prior to the otherwise automatic renewal date. 

Background

It is all about tax simplification.  How do the five cities make it easier for businesses to do business in our cities and state?  Currently, the number of forms and redundant data businesses need to provide to each city they do business in, and the lack of a centralized source for information about getting a license and paying taxes, makes it difficult for customers to navigate the process and get things done in a timely manner.  At the same time, cities must have enough revenue in order to sustain the levels of services needed by these same businesses, and the flexibility to locally manage the rules is necessary to tailor the revenue to the need.  The Tax Portal will enable participating cities and businesses to better connect with each other and spend less time filling out forms and paying taxes.

The five cities participating in the RFP have a long history of working together on making the local B&O tax simpler for businesses in our community.  Since the early 2000’s, the cities have been collaboratively working together towards tax simplification, beginning with the development of rules and standards for collecting and administering the B&O, and in 2010 initiating the development of a technology plan for simplifying the license registration and tax filing process.

In February 2011, the five cities began meeting to study their existing processes, procedures, and supporting systems used for business license registration and B&O tax collection.  The cities spent most of 2011 studying the feasibility of a web-based Tax Portal, collectively operated by the cities, where businesses could apply for and renew a business license and file and pay their local B&O tax for every city.  A feasibility study was completed in August 2011, confirming the approach (see Attachments 2 and 3).  The study includes detailed business process (“as-is” and “to-be” processes) and descriptions of existing applications.  Functional and Technical Requirements Reports prepared in conjunction with the feasibility study are also documented (Attachment 4 – Functional Requirements Report and Attachment 5 – Technical Requirements Report).

The cities further collaborated in 2012 to define their functional and technical requirements for the Tax Portal (see Section 6 below).  The 2011 transaction volume for the five cities is in Attachment 6.  The projected transaction growth by city is also included in attachment 6.

The Tax Portal project is the result of the continued collaboration with the five cities in partnership with the other B&O cities to develop a tool that supports the group’s vision to build and support a locally-controlled business license and tax portal that is business and service focused, simple and cost effective.  The long term goal for the Tax Portal is adding other B&O cities and adding other taxes supported by the participating cities.

2. Guiding Principles

The five cities have adopted the following guiding principles to help direct their collective action in developing, implementing and overseeing the Tax Portal:

· Local Control:  We respect and preserve local jurisdictions’ authority to set local tax policies.

· Integrity:  We are honest, truthful and straightforward.

· Accountability:  We are responsible for our actions and decisions, good stewards of public funds and transparent in our work.

· Flexibility/ Adaptability:  We nimbly respond to a changing business, technology and policy environment.

· Security:  We safeguard the information we handle and ensure it is under the control of legitimate users.

· Accessibility:  Our work and our people are easy-to-reach, customer-oriented and responsive.

3. Project Goals and Outcomes

The five cities endorse the following goals and outcomes for the Tax Portal project: 

· Seamless, transparent, user-friendly, efficient experience for taxpayers.

· Easy and timely access for taxpayers to knowledgeable staff at each city in case of questions.

· Error-free data collection, transmittal, and tax payment allocation.

· Local control of tax policy decisions.

· Local control of tax collection oversight. 

· Accountability of individual city participants for the accuracy and timeliness of information they provide to the Tax Portal operation, and for their customer service responses.

· No single city “owns” the Tax Portal—it is a shared effort.

· Design and operation of the Tax Portal shall reflect a balance between the interests of information technology staff and finance/treasury staff in the development of the Tax Portal capacities and operating rules.

· Design and operation of the Tax Portal shall ensure compliance with all legal requirements, including but not limited to record keeping, privacy and security, public records, and audit requirements.

· The Tax Portal will be able to be modified to accommodate additional city partners, and over time, will be able to process additional types of local taxes.

· Maximize use of the Tax Portal by taxpayers so that local operations do not need to replicate the Tax Portal’s activities.

· Maximize compatibility with city back-end systems.

· Coordinate with Washington State Department of Revenue.

· Make administration and implementation cost effective for cities.

4. OBJECTIVES

Listed below are the high level objectives for the Tax Portal, these objectives are designed to meet the goals and outcomes in Section 3 above but are not the entire list of requirements (Attachment 8 – Functional Requirements, and Attachment 9 – Technical Requirements, Attachment 10 – Payment Requirements, and Attachment 11 – Security Requirements).  Mandatory requirements are addressed in Section 6.

The Tax Portal

The Tax Portal represents a unified customer self-service interface for businesses doing business in one or more of the five represented cities to provide one-stop business license registration and B&O tax filing to a large number of Washington State businesses.  As noted in Section 3, this Tax Portal should be able to expand by allowing the addition of other cities and other taxes.

Customer Self Services

To support the goal of simplifying how to do business in Washington, the Tax Portal will provide optional contextual, guided questions and answers that allow users to register and file taxes quickly and efficiently without having to spend time searching for additional information.  The cities have further detailed out additional customer service requirements such as a single phone number point of contact and the ability to provide email and web chat capabilities between the system users and the individual city tax administrators.

Tax Calculations and Payments

Providing tax calculations to the filer through the Tax Portal will make it easier for businesses to file tax returns.  To provide the tax calculation, the user will enter the revenue data required.  The Tax Portal will calculate the tax owed and display the amount for payment.  The Tax Portal will provide the means to make data available between the portal and the appropriate city’s system of record.

Business Licenses

The user will indicate the cities for which a business license is requested.  The Tax Portal will provide data entry fields and directions for all of the data required for the licenses.

Account Management

The Tax Portal will provide the ability for businesses or third-party preparer’s to register and create accounts and add multiple users to those accounts.  Cities will also have the ability to create accounts on behalf of authorized business users.

Knowledge Management

This capability provides a means for users to learn about the business registration and tax filing lifecycle process and educate themselves prior to submitting registration or tax forms.  It will help to better prepare users and streamline the process downstream.  The Tax Portal will contain easy to locate, simple information regarding how to register a business in the State of Washington and or any of the cities supported by the Tax Portal.  No longer will a business have to search for multiple web sites and dig for information to figure out how to be compliant.  The Tax Portal will provide a question and answer approach to determine what licenses may be required and in what cities a business needs to file, regardless of their physical location.  A business will only have to enter its demographic information and a description of its business once.  The Tax Portal, referring to a NAICS table, will provide a suggestion of the appropriate code for the business type in that city.  A question will be asked by the Tax Portal regarding in which cities work will be performed.  Based on these answers, regulatory licenses may be required by the Tax Portal and other city licenses may be required.  The applicant will be guided to the appropriate licenses and cities as required.  When taxes are due, a similar approach is followed.  City end users must be able to easily consolidate, publish and maintain the data providing the contextual help as well as any other content provided to the customers. 

Business Rules, Processes and Work Flow 

Each city must be able to develop, administer and reconfigure business rules, processes and workflows in the Tax Portal to manage the flow of data between the Tax Portal and individual city systems of record.  This allows for each city to retain control of its local tax administration and processes.  The cities have agreed upon a single set of data elements and will continue to work on simplifying the processes throughout the development of the portal.  The data elements can be found in Attachment 7 - Taxonomy.

The Proposed Technical Solution(s)

The City desires a fully-hosted “Software as a Service” (SaaS) Tax Portal for its constituents and employees use for standard day-to-day activities such as, but not limited to, business licensing and B&O tax payments. The Tax Portal solution will transition the five cities to a single customer facing front end via a secure hosted system that is integrated with individual city systems of record and the Washington State Department of Revenue systems of record.  

The City realizes all solutions available may not be fully-hosted so the City is willing to entertain alternative proposed solutions including (but not limited to) a hybrid solution where hardware is hosted at the City.
The City’s goals are to streamline the process thus reducing administrative costs and enhancing productivity for businesses and cities through cost-effective means.  Confidentiality is a top priority for the City; therefore, data security will be a critical component of the awarded bid.

The following figure represents a conceptual view of the computing infrastructure for the Tax Portal:


[image: image2.emf]City License and

Tax Systems

Multi-City Portal Customer

Bellevue

Bellingham

Seattle

Tacoma

Other

Cities

Department

of Revenue

Everett

Middleware

Multi-City Portal –

Customer Service

Functions

Portal Accounts –

Roles & Permissions

Content

Management

Knowledge Business Processes –

Rules & Workflow

Collaboration

Subject-Matter Experts

E-mail

Telephone

Web Chat

Web Co-browsing

Peer-to-Peer Community Support

Data

Store

FAX

Electronic Mail

Social 

Networks

Web

Telephone

Mobile

Face-to-Face


The Cost Proposal (see Attachments 17 and 18) has separate sections to address vendor-hosted SaaS and alternative solutions.  The City will evaluate alternative solutions proposed by the vendor.

Payment Processing

The cities are not committed to one particular payment processing solution and are asking the vendor to respond with one of the two preferred scenarios for the solution or alternatively provide the City with an optional solution to the ones listed below that meets the City’s requirements:

1.
Integrated payment solution:

The Tax Portal will provide the ability for users to file and pay all B&O taxes due to one or more cities using a single payment processing methodology that can accept payments for multiple cities and directly distribute the funds to a city's treasury back-end system.

2.
Recommended Payment Processing Provider:

Vendor will provide the City with a recommendation for the payment processing provider and describe the configuration of the portal to the recommended payment processing provider (included diagrams). 

The City may select all or part of the vendor's payment processing solution.  Regardless, the Tax Portal solution will provide the ability to seamlessly operate between the Portal and the payment processing solution via a secured hosted payment system that provides transparent and reliable cross-platform electronic data interchanges with individual city back-end systems and provide the appropriate tools for the cities to reconcile between systems.

5. MINIMUM QUALIFICATIONS 

The following are minimum qualifications the vendor must meet in order for its proposal submittal to be eligible for evaluation.  The City requests documentation as part of the proposal response, clearly showing compliance to these minimum qualifications.  The RFP Coordinator and evaluation members may choose to determine minimum qualifications by reading that single document alone, so the submittal should be sufficiently detailed to clearly show how you meet the minimum qualifications without looking at any other material.  Those that are not clearly responsive to these minimum qualifications shall be rejected by the City without further consideration:

· The vendor must have at least five years experience providing tax solutions similar in scope to government agencies of comparable size to the City of Seattle.

· The vendor’s Project Manager must have had prior experience implementing the proposed solution for a government agency similar in size to the City of Seattle.

6. MANDATORY REQUIREMENTS

Mandatory requirements that the vendor must meet for the proposal to remain eligible for consideration are included in Attachment 8 – Functional Requirements, and Attachment 9 – Technical Requirements, Attachment 10 – Payment Requirements, and Attachment 11 – Security Requirements.  The proposal must clearly show that your product or service meets these mandatory requirements, or your proposal will be rejected as non-responsive.  The City requests an appropriate-length response in the space provided in the Attachments as part of your proposal response, to clearly show compliance to these mandatory requirements.  Those that are not clearly responsive to these mandatory requirements shall be rejected by the City without further consideration: 

7. MINIMUM LICENSING AND BUSINESS TAX REQUIREMENTS

This solicitation and resultant contract may require additional licensing as listed below.  The vendor needs to meet all licensing requirements that apply to its business immediately after contract award or the City may reject the vendor. 

Companies must license, report and pay revenue taxes for the Washington State business License (UBI#) and Seattle Business License, if they are required to hold such a license by the laws of those jurisdictions.  The vendor should carefully consider those costs prior to submitting its offer, as the City will not separately pay or reimburse those costs to the vendor.  

Seattle Business Licensing and Associated Taxes

1. 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.  

2. A “physical nexus” means that you have physical presence, such as: a building/facility located 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). 

3. We provide a vendor Questionnaire Form in our submittal package items later in this RFP, and it will ask you to specify if you have “physical nexus.”

4. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the vendor and not charged separately to the City.  

5. The apparent successful vendor 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 result in rejection of the bid/proposal.  

6. Self-Filing You can pay your license and taxes on-line using a credit card  https://dea.seattle.gov/self/
7. For Questions and Assistance, call the Licensing and Tax Administration Division office which issues business licenses and enforces licensing requirements.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484

8. The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  

9. The City of Seattle website allows you to apply and pay on-line with a Credit Card if you choose.

10. If a business has extraordinary balances due on its account that would cause undue hardship to the business, the business can contact our office to request additional assistance.  A cover-sheet providing further explanation, along with the application and instructions for a Seattle Business License is provided below for your convenience.  

11. Please note that 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 vendor 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.
Please refer to Attachment 12 – Instructions for Business License Applicants and Attachment 13 – Application for Business License.

Mandatory Participating Cities Business License and Associated Taxes

Before the contract is signed, you must provide proof of business licenses from each participating city in addition to the City of Seattle.  All costs for any licenses, permits and associated tax payments due to the other participating cities as a result of licensing shall be borne by the vendor and not charged separately to the City of Seattle.  
Mandatory State Business Licensing and Associated Taxes

Before the contract is signed, you must provide the City with your State of Washington “Unified Business Identifier” known as UBI #).  If the State of Washington has exempted your business from State licensing (for example, some foreign companies are exempt and in some cases, the State waives licensing because the company does not have a physical or economic presence in the State), then submit proof of that exemption to the City.   All costs for any licenses, permits and associated tax payments due to the State as a result of licensing shall be borne by the vendor and not charged separately to the City.  Instructions and applications are at http://bls.dor.wa.gov/file.aspx 
8. STATEMENT OF WORK 

The City seeks a comprehensive software and services solution for implementation and operation of the Tax Portal solution that meets the following requirements. 

Functional, Technical, Payment and Security Requirements

In addition to the minimum qualifications (Section 5 above) and mandatory requirements (Section 6 above), the City has also defined additional requirements for the solution.  Vendors shall address in their Proposal all requirements identified in Attachments 8 – 10.

The Tax Portal will provide a secure environment that can detect and block common threats.  Vendors should refer to mandatory requirements in Section 6 above.

The Tax Portal requires a single payment processor to accept payments for multiple cities and interfaces with each city’s back-end treasury systems.  Vendors should refer to the mandatory requirements in Section 6; in addition, the vendor must demonstrate compliance with:

· Payment Card Industry (PCI) standards.

· Payment Application Best Practices (PABP)

· The Fair Credit Billing Act (FCBA)

· Electronic Fund Transfer Act (EFTA)

· The Gramm-Leach-Bliley Act (GLBA)

· The Sarbanes-Oxley Act (SOA)

· Health Insurance Portability and Accountability Act (HIPPA)

· Fair and Accurate Credit Transactions Act (FACT ACT)

· Regulation CC

· Regulation A

· Public funds – deposits and investments – public depositaries (Chapter 39.58 RCW)

The vendor is responsible for ensuring that appropriate organizational, procedural, and technical controls are in place to safeguard the City’s and its customer’s information.  Vendors shall address in their Proposal all requirements identified in Attachment 11 – Security Requirements.

Management Requirements

The City is seeking a full-service system implementation vendor, not simply software.  The vendor must clearly address how it will manage the full range of required implementation services.  The City requires an extensive and carefully structured approach to implement the Tax Portal Project.  The vendor 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 vendor shall be responsible for technology and implementation planning, software fit analysis, software integration, testing, training, conversion assistance, documentation, project management, production hosting and ongoing software support.  If a solution is proposed whereby the City will host the hardware, the vendor shall also be responsible for City computer network and production hardware server sizing analysis.

City Responsibilities

The City will be responsible for providing the proper environment and facilities for the project implementation and operation and for providing support services, including subject matter experts (SMEs) associated with the project.  The City will be responsible for the following items and/or services for the project:

1. Providing proper office space, local telephone connections, workstations, copiers, fax machines, City Intranet and Internet access at the City’s site.  Provide the vendor information regarding standard hardware, operating system, system software, database configurations, and current business practices used by the City.

2. Providing access at mutually agreed times and locations to appropriate City facilities.

3. Supplying City specific information necessary for the vendor to implement all functions of the Tax Portal System.

4. Reviewing and accepting all project deliverables such as software functional and design documentation, operations documentation; training materials report formats, progress reports, test plans, and related documentation.  The City will provide acceptance notice or cure notice to the vendor within ten (10) days of receipt of the deliverable.

5. Providing converted data from legacy systems, in a format to be mutually agreed to by the vendor and City and to populate required tables and databases as required for the Tax Portal System.

6. Providing documentation and interface information for all required manual and automated system interfaces to City’s existing applications required to support the Tax Portal System.

7. Verifying that the materials and workmanship of vendor-provided services conform to the Contract.

8. Determining if services are progressing according to schedule.

9. Conducting an acceptance test and evaluating the test results.  City personnel will conduct acceptance testing with the vendor’s assistance.

10. Providing facilities for on-site training.

11. Providing City personnel at mutually agreed upon scheduled training classes.

12. For an alternative solution, installing all Tax Portal System required computer hardware at the City data center (or selected alternative site) and providing required network access for all equipment that conforms to the City standards.

13. The City may contract with an independent third party to provide quality assurance services of the overall project.

Vendor Responsibilities

The vendor shall assume complete responsibility for the design, assembly, modification, system and performance testing, training, documentation, and successful operational performance of the system in accordance with the Contract.  For a solution that is proposed whereby the City will host the hardware, the vendor shall also be responsible for site installation. 

Specifically, the vendor’s responsibilities shall include, but not be limited to, the following items and/or services related to the Tax Portal System:

1. Providing all software design, configuration, specification, integration, testing, training and implementation.

2. Coordinating all subcontractors in the resolution of problems that may be related to system implementation activities, which do not function as specified.  Vendor is responsible for all third party products that the vendor uses as part of the system implementation.

3. Developing specifications for populating portal accounts with data from existing City manual and automated files based on City provided file and data formats (see Attachment 3).  The vendor shall be responsible for identifying any data elements that are not in the existing systems, but are required for the new Tax Portal System.  This will allow for existing account information to be transferred to the new Tax Portal system from the cities systems of records to maintain data integrity between systems.

4. Providing interface specifications, development, and implementation to unique City-back end systems (see Attachment 3) during initial implementation of initial cities and throughout the phased implementation period, as necessary for the full implementation of the Tax Portal system.

5. Training City’s personnel, so that they will be self-sufficient and able to operate and maintain the complete system.  Training will need to occur at various locations across the participating cities.

6. Responsible for successful system, integration, and stress tests and correcting and documenting all defects discovered during these tests.

7. For a City-hosted solutions, conducting a computer hardware server “sizing” analysis to determine the optimum computer equipment to support the production environment.  Work in combination, under the City's guidance, to balance and tune application and databases.

8. Assist the City in conducting the acceptance test and specifying defects as required to provide a successful Tax Portal System.

9. Assist the City in implementing all modules and required interfaces.

10. Provide on-site post-implementation for production activities for 60 Days following system cut-over to production.

11. Provide ongoing hosting services for the application during the life of the contract.

12. Provide Warranty Services during the Warranty Period.

13. Collaborate with City to develop a change management strategy that will support user adoption and knowledge transfer and manage impacts to schedule.

Personnel Resources

The vendor must warrant that any key staff members identified by the vendor and accepted by the City shall be dedicated to the Tax Portal 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.

Project Management

The vendor must provide expertise and experience in the end-to-end installation of the platform.  This will include project management, functional and technical resources.

The vendor must 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.  The vendor must identify the percent of time the Project Manager will be on-site at the project’s offices in Seattle.  

The vendor must provide an estimate of the timeline to complete migration of existing applications and implementation of new applications.

Rates and Pricing

Pricing shall be prepared with the following contract terms considered. 
· Pricing shall be fixed and firm with a not to exceed price for the term of the contract.  At that time, the vendor may submit a written request for a price increase.  The written request is to be at least 180 days in advance. 

· Thereafter, written requests for price increases shall only be considered upon the contract anniversary date (the request should be submitted at least 180-days prior to the contract anniversary date). 

· Such requests shall consider the following:
· Price requests shall be no greater than the total of changes to the CPI Index for Seattle or other pricing index appropriate to the particular product herein

· Not produce a higher profit margin than that on the original contract 

· Clearly identify the items impacted by the increase

· Be accompanied by documentation acceptable to the Buyer sufficient to warrant the increase

· And remain firm for a minimum of 365 days

The request shall be considered by the Buyer and may be accepted or rejected.  Failure to submit a price request at least 180-days prior to the contract anniversary date, shall result in a continuation of all existing pricing on the contract until the next contract anniversary date.  The decision to accept any price increase will be at the sole discretion of the Buyer.

The Buyer may exempt these requirements for extraordinary conditions that could not have been known by either party at the time of bid or for other circumstances beyond the control of both parties, in the opinion of the Buyer.

Request for Price Decreases
Requests that reduce pricing charged to the City may be delivered to the City Purchasing Buyer at any time during the contract period.  Such price reductions should use the same pricing structure as the original.  The City may likewise initiate a request to the vendor for price reductions, subject to mutual agreement of the vendor.

Cost Reductions

Any cost reductions to the vendor, shall be reflected in a reduction of the contract price effective immediately.  Seattle will not be bound by prices contained in an invoice that are higher than those in the contract.  Unless the higher price has been accepted by the City and the contract amended, the invoice may be rejected and returned to the vendor for corrections.

Payment Schedule

The agreement will include a payment schedule providing for compensation to be paid in increments as project milestones are completed.  The final payment will be withheld pending favorable completion of sixty-days of stable system operation.  Payments for implementation services based on completion and approval of project milestones may include but not limited to the following:

	For Vendor Hosted SaaS Solution

	Milestone
	Implementation Milestone for Payment
	% of Contract Price

	1
	Acceptance of Initial Hosted Environment Setup
	20%

	2
	Configuration Manager Training Acceptance 

Final System Configuration Acceptance
	20%

	3
	Core Training Acceptance
	15%

	4
	Functional Testing Acceptance
	15%

	5
	Go-Live Acceptance (after 60-day stabilization)
	30%


	For Alternatively Proposed Solution

	Milestone
	Implementation Milestone for Payment
	% of Contract Price

	1
	Acceptance of Configuration & Customization
	15%

	2
	Acceptance of interfaces & Document/Data Conversion
	20%

	3
	User Acceptance Testing
	20%

	4
	Migration  into production 
	15%

	5
	Go-Live Acceptance (after 60-day stabilization)
	30%


9. INDEPENDENT CONTRACTOR AND CITY SPACE REQUIREMENTS

The City expects that some portion of the project will require the vendor workers to be on-site at City offices.  This benefits the City to assure access, communications, efficiency, and coordination.  Any vendor worker who is on-site remains, however, a vendor worker and not a City employee.  The vendor shall ensure no vendor worker is on-site at a City office for more than 36 months, without specific written authorization from the City Project Manager.  The vendor shall notify the City Project Manager if any worker is within 90 days of a 36 month on-site placement in a City office.  

The City will not charge rent.  The Vendor is not asked to itemize this cost.  Instead, the vendor should absorb and incorporate the expectation of such office space within the vendor plan for the work and costs as appropriate.  City workspace is exclusively for the project and not for any other vendor purpose.  The City Project Manager will decide if a City computer, software and/or telephone is needed, and the worker can use basic office equipment such as copy machines.  If the vendor worker does not occupy City workspace as expected, this does not change the contract costs.

10. BACKGROUND CHECKS

The City may require background/criminal checks during the course of the contract for essential City purposes.  The City does not intend to request background checks/verifications unless essential in the opinion of the City.  See the City Contract (Terms and Conditions).

11. Instructions to Vendors

This section details City procedures for directing the RFP process.  The City reserves the right in its sole discretion to reject the proposal of any vendor that fails to comply with any procedure in this chapter.

Communications with the City

All vendor communications concerning this acquisition shall be directed to the RFP Coordinator.  The RFP Coordinator is:

Carmalinda Vargas

206-615-1123

Carmalinda.vargas@seattle.gov
If delivered by the U.S. Postal Service, it must be addressed to:

Carmalinda Vargas

City of Seattle, City Purchasing

PO Box 94687

Seattle, WA  98124-4687


If delivered by a courier, overnight delivery or other service, address to:

Carmalinda Vargas

City of Seattle, City Purchasing

Seattle Municipal Tower

700 5th Ave., #4112

Seattle, WA  98104-5042

Unless authorized by the RFP Coordinator, no other City official or City employee is empowered to speak for the City with respect to this acquisition.  Any vendor seeking to obtain information, clarification, or interpretations from any other City official or City employee other than the RFP Coordinator is advised that such material is used at the vendor’s own risk.  The City will not be bound by any such information, clarification, or interpretation.  

Following the Proposal submittal deadline, vendors shall not contact the City RFP Coordinator or any other City employee except to respond to a request by the City RFP Coordinator.

Contact by a vendor regarding this acquisition with a City employee other than the RFP Coordinator or an individual specifically approved by the RFP Coordinator in writing, may be grounds for rejection of the vendor’s proposal.

Letter of Intent

The City would like vendors who intend to respond to the RFP to send a letter indicating the vendor's intent to respond to this RFP to the RFP Coordinator at the address specified in above, no later than the date specified on page 1.  The vendor may submit the Letter of Intent by U.S. mail, courier, or e-mail.

The City assumes no responsibility for misdirected email or delays caused by the City email delivery services.  

Include the following information in the Letter of Intent to Propose:

· Name of Vendor Representative

· Title

· Name of Company

· Mailing Address

· E-mail address

· Telephone Number

· FAX Number

· Statement of Intent to Propose

Pre-Proposal Conference 

The City shall conduct an optional pre-proposal conference on the time and date provided in page 1, at the City Purchasing Office, 700 5th Avenue, Suite 4112, Seattle.  Though the City will attempt to answer all questions raised during the pre-proposal conference, the City encourages vendors to submit questions vendors would like addressed at the pre-proposal conference to the RFP Coordinator, preferably no later than three (3) days in advance of the pre-proposal conference.  This will allow the City to research and prepare helpful answers, and better enable the City to have appropriate City representatives in attendance.

Those unable to attend in person may participate via telephone.  The RFP Coordinator will set up a conference bridge for vendors interested in participating via conference call.  Contact the RFP Coordinator at least two days in advance of the conference, to request access by phone.  

Vendors are not required to attend in order to be eligible to submit a proposal.  The purpose of the meeting is to answer questions potential vendors may have regarding the solicitation document and to discuss and clarify any issues.  This is an opportunity for vendors to raise concerns regarding specifications, terms, conditions, and any requirements of this solicitation.  Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items that were known as of this pre-proposal conference.

Questions

Questions are to be submitted to the Buyer no later than the date and time on page 1, in order to allow sufficient time for the City Buyer to consider the question before the bids or proposals are due.  The City prefers such questions to be through e-mail directed to the City Buyer e-mail address.  Failure to request clarification of any inadequacy, omission, or conflict will not relieve the vendor of any responsibilities under this solicitation or any subsequent contract.  It is the responsibility of the interested vendor to assure that they received responses to Questions if any are issued.

Changes to the RFP/Addenda

A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the City’s RFP Coordinator Addenda issued by the City shall become part of this RFP and included as part of the Contract.  It is the responsibility of the interested vendor to assure that they have received Addenda if any are issued.

Bid Blog

The City Purchasing website offers a place to register for a Blog related to the solicitation.  The Blog will provide you automatic announcements and updates when new materials, addenda, or information is posted regarding the solicitation of interest.  http://www.seattle.gov/purchasing/default.htm
Receiving Addenda and/or Question and Answers 

The City will make efforts to provide courtesy notices, reminders, addendums and similar announcements directly to interested vendors.  The City makes this available on the City website and offers an associated bid blog:  http://www.seattle.gov/purchasing
Notwithstanding efforts by the City to provide such notice to known vendors, it remains the obligation and responsibility of the vendor to learn of any addendums, responses, or notices issued by the City.  Such efforts by the City to provide notice or to make it available on the website do not relieve the vendor from the sole obligation for learning of such material.  

Note that some third-party services decide to independently post City of Seattle bids on their websites as well.  The City does not, however, guarantee that such services have accurately provided vendors with all the information published by the City, particularly Addendums or changes to bid date/time.

All Bids sent to the City shall be considered compliant to all Addendums, with or without specific confirmation from the vendor that the Addendum was received and incorporated.  However, the Buyer can reject the Bid if it does not reasonably appear to have incorporated the Addendum.  The Buyer could decide that the vendor did incorporate the Addendum information, or could determine that the vendor failed to incorporate the Addendum changes and that the changes were material so that the Buyer must reject the Offer, or the Buyer may determine that the vendor failed to incorporate the Addendum changes but that the changes were not material and therefore the Bid may continue to be accepted by the Buyer.

Submittal Requirements
1. Number all pages sequentially.  The format should follow closely that requested in this RFP.

2. The City may designate page limits for certain sections of the response.  Any pages that exceed the page limit will be excised from the document for purposes of evaluation.  

3. Proposers have full responsibility to ensure the response arrives at the City within the deadline. A late submittal may be rejected, unless the lateness is waived as immaterial by the City Purchasing and Contracting Services Director, given specific fact-based circumstances.  Late responses may be returned unopened to the submitting firm; or PCSD may accept the package and make a determination as to lateness.

4. The response should be in an 8 1/2” by 11” format.  Non-recyclable materials are strongly discouraged.  Proposers are encouraged to “double side”.  If there are page limitations, one side of a printed page is considered one page.  

Late Submittals: 

The submitter has full responsibility to ensure the response arrives at City Purchasing within the deadline. A submittal after the time fixed for receipt will not be accepted unless the lateness is waived by the City as immaterial based upon a specific fact-based review.  Responses arriving after the deadline may be returned unopened to the Vendor, or the City may accept the package and make a determination as to lateness. 
Hard Copy Submittal:  
The City requires one (1) hard-copy original and four (4) hard-copies delivered to the City.  The City also requests one (12) CDs or USB drives containing the vendor’s entire response.
Fax, e-mail and CD copies will not be an alternative to the hard copy. If a CD, fax or e-mail version is delivered to the City, the hard copy will be the only official version accepted by the City.

1. Hard-copy responses should be in a sealed box or envelope clearly marked and addressed with the PCSD Buyer Name, RFP title and number.  If packages are not clearly marked, the Proposer has all risks of the package being misplaced and not properly delivered. 
	Physical Address (courier)
	Mailing Address (For US Post Office mail)

	City Purchasing and Contracting Services Division
Attn:  Carmalinda Vargas
Seattle Municipal Tower

Suite 4112

700 Fifth Avenue

Seattle, Washington, 98104
	City Purchasing and Contracting Services Division

Attn:  Carmalinda Vargas

Seattle Municipal Tower

P.O. Box 94687

Seattle, Washington, 98124-4687


2. The Submittal may be hand-delivered or must otherwise be received by the Buyer at the address provided, by the submittal deadline.  Please note that delivery errors will result without careful attention to the proper address.
3. Submittals and their packaging (boxes or envelopes) should be clearly marked with the name and address of the Proposer.

4. Please do not use any plastic or vinyl binders or folders.  The City prefers simple, stapled paper copies. If a binder or folder is essential due to the size of your submission, they are to be fully 100% recycled stock.  Such binders are available from Keeney’s Office Supply at 425-285-0541 or Complete Office Solutions at 206-650-9195. 
5. Please double-side your submittal.
No Reading of Prices

The City of Seattle does not conduct a bid opening for RFP responses.  The City requests that companies refrain from requesting proposal information concerning other respondents until an intention to award is announced, as a measure to best protect the solicitation process, particularly in the event of a cancellation or resolicitation.  With this preference stated, the City shall continue to properly fulfill all public disclosure requests for such information, as required by State Law.
Offer and Proposal Form

Vendor shall provide the response in the format required herein and on any forms provided by the City herein.  Provide unit prices if appropriate and requested by the City, and attach pages if needed.  In the case of difference between the unit pricing and the extended price, the City shall use the unit pricing.  The City may correct the extended price accordingly.  Vendor shall quote prices with freight prepaid and allowed.  Vendor shall quote prices FOB Destination.  All prices shall be in US Dollars.  

No Best and Final Offer

The City reserves the right to make an award without further discussion of the responses submitted; i.e. there will be no best and final offer procedure associated with selecting the Apparently Successful vendor.  Therefore, vendor’s response should be submitted on the most favorable terms that vendor can offer.

Contract Terms and Conditions  

The contract terms and conditions adopted by City Purchasing are included in this RFP.  This includes special provisions and specifications, as well as standard terms embedded on the last page of this RFP.  Collectively, these are referred to as “Contract” in this Section, and the City will also incorporate the vendor’s proposal into the Contract as adopted by the City. 

Vendor agrees, as a condition of submitting an RFP response, to enter into the Contract as provided in this RFP.  

If the vendor is awarded a contract and refuses to sign the Contract as provided in this RFP, the City may reject and/or disqualify vendor from future solicitations for this work.  Vendors are to price and submit proposals to reflect the Contract provided in this RFP.  Under no circumstances shall vendor submit its own boilerplate of terms and conditions. 

That being said, if a vendor seeks to modify any Contract provision, the vendor must submit a request with their proposal, as an “Exception” for City consideration.  The vendor must provide a revised version that clearly shows their alternative contract language.  The City is not obligated to accept the Exceptions.  The City may accept some or all exceptions or may refuse.  Exceptions that materially change the character of the contract may result in rejection of the proposal as non-responsive.

The City will not modify provisions mandated by Federal, State or City law, including but not limited to Equal Benefits, Audit (Review of vendor Records), Affirmative Action, Confidentiality, Contract Bond form, and Debarment.  Any exceptions to those items will be rejected.  The City does not expect to change Indemnification and may reject all exceptions to Indemnification. 

The City shall accept or reject exceptions, and will present a final contract for vendor signature.  The vendor should be prepared to receive the contract for signature without discussion or negotiation. 

Nothing herein prohibits the City from opening discussions with the highest ranked apparent successful vendor, to negotiate modifications to either the proposal or the contract terms and conditions, in order to align the proposal or the contract to best meet City needs within the scope sought by the RFP. 

The City will not sign a licensing or maintenance agreement supplied by the vendor.  If the vendor requires the City to consider otherwise, the vendor is also to supply this as a requested exception to the Contract and it will be considered in the same manner as other exceptions.

Prohibition on Advance Payments

No request for early payment, down payment or partial payment will be honored except for products or services already received.  Maintenance subscriptions may be paid in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.

Partial Award

Unless stated to the contrary in the Statement of Work, the City reserves the right to name a partial award, in the best interest of the City.  Vendors are to prepare proposals given the City’s right to a partial award.  Further, the City may eliminate an individual line item when calculating award, in order to best meet the needs of the City, if a particular line item is not routinely available or is a cost that exceeds the City funds. 


Local Business Tax Revenue Consideration

SMC 20.60.106 (H) authorizes that in determining the lowest and best bid, the City shall consider the tax revenues derived by the City from its B&O, utility, sales and use taxes from the proposed purchase.  The City of Seattle’s Business and Occupation Tax rate varies according to business classification.  Typically, the rate for services such as consulting and professional services is .00415% and for retail or wholesale sales and associated services, the rate is .00215%.  Only vendors that have a City of Seattle Business License and have an annual gross taxable Seattle income of $100,000 or greater are required to pay Business and Occupation Tax.  The City will apply SMC 20.60.106(H) and calculate as necessary to determine the lowest bid price proposal.

Taxes


The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City).  Washington state and local sales tax will be an added line item although not considered in cost evaluations.

Interlocal Purchasing Agreements

This is for information and consent only, and shall not be used for evaluation.  The City has entered into Interlocal Purchasing Agreements with other governmental agencies, pursuant to RCW 39.34.  The seller agrees to sell additional items at the offer prices, terms and conditions, to other eligible governmental agencies that have such agreements with the City.  The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.  Should the vendor require additional pricing for such purchases, the vendor is to name such additional pricing in their pricing proposal to the City.
Equal Benefits

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether vendors provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees, and of their dependents and family members.  The proposal package includes Attachment 14 - Vendor Questionnaire which is the mandatory form on which you make a designation about the status of such benefits.  If your company does not comply with Equal Benefits and does not intend to do so, you must still supply the information on the Vendor Questionnaire.  Carefully read the Equal Benefits instruction provided on the back of the Vendor Questionnaire.
Women and Minority Subcontracting

The City intends to provide the maximum practicable opportunity for successful participation of minority and women owned firms, given that such businesses are underrepresented.  The City requires all vendors agree to SMC Chapter 20.42, and require bids with meaningful subcontracting opportunities to supply an Inclusion Plan for including minority and women owned firms.  The Inclusion Plan is included in Attachment 19.  The City reserves the right to improve the Plan with the successful vendor before contract execution.  Good faith efforts to perform will be a material contract provision.  Vendors should use whatever selection methods and strategies the prime vendor finds effective for successful WMBE participation.  At the request of the City, vendors must furnish evidence of the vendor's compliance, including documentation such as copies of agreements with WMBE subcontractor either before contract execution or during contract performance.  

Insurance Requirements

Insurance requirements presented in the Contract shall prevail.  If formal proof of insurance is required to be submitted to the City before execution of the Contract, the City will remind the apparent successful vendor in the Intent to Award letter.  The apparent successful vendor must promptly provide such proof of insurance to the City in reply to the Intent to Award Letter.  Contracts will not be executed until all required proof of insurance has been received and approved by the City.

Vendors are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, in the event that the vendor is selected as a finalist.  Vendors may elect to provide the requested insurance documents within their Proposal.

Effective Dates of Offer

Vendor submittal must remain valid until City completes award.  Should any vendor object to this condition, the vendor must provide objection through a question and/or complaint to the RFP Coordinator prior to the proposal due date.

Proprietary Proposal 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).  

Vendors 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 have any questions about disclosure of the records you submit with bids or proposals, please contact City Purchasing at (206) 684-4440. 

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 bid/proposal 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”) in the vendor Questionnaire embedded in Section 10.  You should very clearly and specifically identify each record and the exemption(s) that may apply.  (If you are awarded a City contract, the same exemption designation will carry forward to the contract records.)

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 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 City Purchasing for that (those) record(s), the vendor can then seek an injunction under RCW 42.56 to prevent release.  By submitting a bid document, the vendor acknowledges this obligation; the vendor also acknowledges that the City will have no obligation or liability to the vendor if the records are disclosed.

Requesting Disclosure of Public Records

The City asks vendors and their companies to refrain from requesting public disclosure of proposal records until an intention to award is announced.  This measure is intended to shelter the solicitation process, particularly during the evaluation and selection process or in the event of a cancellation or resolicitation.  With this preference stated, the City will continue to be responsive to all requests for disclosure of public records as required by State Law.

Cost of Preparing Proposals

The City will not be liable for any costs incurred by the vendor in the preparation and presentation of proposals submitted in response to this RFP including, but not limited to, costs incurred in connection with the vendor’s participation in demonstrations and the pre-proposal conference.

Readability

Vendors are advised that the City’s ability to evaluate proposals is dependent in part on the vendor’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive, and readable.  Clarity of language and adequate, accessible documentation is essential.

Vendor Responsibility

 It is the vendor responsibility to examine all specifications and conditions thoroughly, and comply fully with specifications and all attached terms and conditions.  Vendors must comply with all Federal, State, and City laws, ordinances and rules, and meet any and all registration requirements where required for vendors as set forth in the Washington Revised Statutes.  

Changes in Proposals

Prior to the Proposal submittal closing date and time established for this RFP, a vendor may make changes to its Proposal provided the change is initialed and dated by the vendor.  No change to a Proposal shall be made after the Proposal closing date and time. 

Vendor Responsibility to Provide Full Response

It is the vendor’s responsibility to provide a full and complete written response, which does not require interpretation or clarification by the RFP Coordinator.  The vendor is to provide all requested materials, forms and information.  The vendor is responsible to ensure the materials submitted will properly and accurately reflects the vendor specifications and offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the vendor after the RFP deadline; however this does not limit the right of the City to consider additional information (such as references that are not provided by the vendor but are known to the City, or past experience by the City in assessing responsibility), or to seek clarifications as needed by the City. 

Errors in Proposals

Vendors are responsible for errors and omissions in their proposals.  No such error or omission shall diminish the vendor’s obligations to the City.

Withdrawal of Proposal

A submittal may be withdrawn by written request of the submitter, prior to the quotation closing date and time.  After the closing date and time, the submittal may be withdrawn only with permission by the City.

Rejection of Proposals, Right to Cancel

The City reserves the right to reject any or all proposals at any time with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
Incorporation of RFP and Proposal in Contract

This RFP and the vendor’s response, including all promises, warranties, commitments, and representations made in the successful proposal, shall be binding and incorporated by reference in the City’s contract with the vendor.

Non-Endorsement and Publicity

In selecting a vendor to supply to the City, the City is not endorsing the vendors products and services or suggesting that they are the best or only solution to the City’s needs.  vendor agrees to make no references to the City or the Department making the purchase, in any literature, promotional materials, brochures, news releases, sales presentation or the like, regardless of method of distribution, without prior review and express written consent of the City RFP Coordinator.

The City may use vendor’s name and logo in promotion of the Contract and other publicity matters relating to the Contract, without royalty.  Any such use of vendor’s logo shall inure to the benefit of vendor. 

Proposal Disposition

All material submitted in response to this RFP shall become the property of the City upon delivery to the RFP Coordinator.

Ethics Code

The Seattle Ethics Code was recently revised.  New requirements become effective June 22, 2009 for City employees and elected officials.  Beginning October 22, 2009, the Code covers certain vendors, contractors and consultants.  Please familiarize yourself with the new code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attachment 15 – City Ethics Standards is a pamphlet for Vendors, Customers and Clients.  Specific question should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500 or via email: (Executive Director, Wayne Barnett, 206-684-8577, wayne.barnett@seattle.gov or staff members Kate Flack, kate.flack@seattle.gov and Mardie Holden, mardie.holden@seattle.gov).

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

Involvement of Current and Former City Employees.  If a vendor has any current or former City employees, official or volunteer, working or assisting on solicitation of City business or on completion of an awarded contract, you must provide written notice to City Purchasing of the current or former City official, employee or volunteer’s name.  The vendor Questionnaire within your bid documents prompts you to answer that question.  You must continue to update that information to City Purchasing during the full course of the contract.  The vendor is to be aware and familiar with the Ethics Code, and educate vendor workers accordingly.

Contract Workers with more than 1,000 Hours.  The Ethics Code has been amended to apply to vendor company workers that perform more than 1,000 cumulative hours on any City contract during any 12-month period.  Any such vendor company employee covered by the Ethics Code must abide by the City Ethics Code.  The vendor is to be aware and familiar with the Ethics Code, and educate vendor workers accordingly.

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

Signature Certification.  The vendor Questionnaire provides signature authority and certification for your entire submittal.  This incorporates under signature all materials submitted with your proposal or bid response.  Vendor’s signature on the vendor Questionnaire is therefore material and essential.  Therefore, all other documents, whether signed or unsigned, are considered to be certified and valid.

12. Proposal Format and Organization 

Note:  Before submitting your proposal, make sure you are already registered in the City Registration System.  Women and minority owned firms are asked to self-identify.  Call 206-684-0444 for assistance.  Register at:  http://www2.seattle.gov/VendorRegistration/
Legal Name

Many companies use a “Doing Business As” name or a nickname in their daily business.  However, the City requires the legal name of your company, as it is legally registered.  When preparing all forms below, be sure to 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.  Go to:  www.coordinatedlegal.com/SecretaryOfState.html
Proposal Organization

Submit your proposal in the following format and attachments as follows:

1. Cover Letter (optional).

2. Legal Name Verification:  Enclose a certificate, copy of the web page, or other proof of the legal name of your company from the State Corporation Commission.

3. Vendor Questionnaire (Includes Equal Benefits Declaration) - Mandatory Response:  Submit Attachment 14 – Vendor Questionnaire even if you have sent one in to the City on a previous proposal.  This form will also identify any items that you intend to mark as confidential.  

4. Minimum Qualifications – Mandatory Response:   Provide a document to indicate vendor compliance to the Minimum Qualifications (listed in Section 5).  Describe exactly how you comply with each minimum qualification.  The determination that you have achieved all minimum qualifications is made from this or similar document alone,  and therefore, the RFP Coordinator and evaluation team members are not obligated to check references or search other materials in your bid to make this decision.  
5. Mandatory Functional, Technical, Payment, and Security Requirements – Mandatory Response:  Provide information to indicate Vendor’s compliance to the specified Mandatory Functional, Technical, Payment, and Security Requirements in Attachments 8 – 11, Mandatory worksheets.  In the space provided in the worksheet, describe exactly how you comply with each mandatory requirement.  The determination that you have achieved all the mandatory requirements may be made from the above mentioned worksheets alone. The RFP Coordinator and evaluation team members are not obligated to check other materials to make this decision.  

6. Management Response - Mandatory Response: Vendors shall provide a response to Attachment 16 – Management Response.

7. Functional, Technical, Payment, and Security Response – Mandatory Response:  Vendors shall provide a response to Attachments 8 - 11.

8. Pricing & Fees Response- Mandatory Response:  Vendors shall provide a response to Attachment 17 – Cost Proposal (SaaS Solution) and/or Attachment 18 – Cost Proposal (Alternative Solution).  Vendors may submit either costs for both solutions or only one solution, based on the recommended solution(s) in their proposal.   If additional costs are required for an alternative proposal, the City reserves the right to include those costs in the evaluation.  Additional costs could include but not limited to hardware, labor, and maintenance.
9. Inclusion Plan – Mandatory Response:  Using Attachment 19 – Inclusion Plan, describes in narrative form all outreach efforts initiated to ensure participation and promotion of women and minority business participation for this contract and the anticipated subcontracts.  

10. Maintenance Support:  Provide proposed Maintenance Agreement, if applicable.  
11. Licensing Agreement:  Provide proposed Licensing Agreement, if applicable.  

12. Acceptance & Exceptions to City Contract – Mandatory Response:  
12.1
Provide a statement that confirms acceptance of the City Contract (including Terms & Conditions), and represents complete review as needed by the vendor.  If the vendor has a legal office that must review contract prior to signature, the vendor must clearly confirm that such review is complete.  

Or
12.2
Exceptions to the Contract provisions shall be submitted in two forms.  A) a printed version of the City’s contract with track changes indicating Vendor’s proposed alternative language and B) A table, as set forth below, listing the affected Agreement Section the issue, the reason for the proposed change, proposed alternative and the impact on the vendor’s proposed total firm fixed price which must be based on the published Contract.  Proposed Contract language changes not submitted in the format presented below may not be considered and may be returned without review.
EXAMPLE OF CONTRACT EXCEPTION TABLE:
	Agreement Section
	Issue
	Reasons for Proposed Change and Rationale for Cost Reduction
	Proposed Alternative or Additional Language to Insert into Agreement
	Cost Reduction Impact on Price

	
	
	
	
	


As stated earlier in the RFP instructions, the City will not allow a Best and Final Offer.  The City will review the proposed language, and will thereupon either accept or reject the language.  The City will then issue a contract for signature reflecting City decisions.  Any exceptions or licensing and maintenance agreements that are unacceptable to the City may be grounds for rejection of the proposal. 

Submittal Checklist  

Each complete proposal submittal to the City must contain the following:

	Proposal Section
	Response Required

	1. Cover Letter
	Optional

	2. Legal Name
	

	3. Vendor Questionnaire (includes Equal Benefits form)
	Mandatory

	4. Minimum Qualification Statement, w/Reseller Certification (if applicable)
	Mandatory

	5. Mandatory Requirements (Attachments 8-11)
a. Functional
b. Technical

c. Payment

d. Security
	Mandatory

	6. Management Response
	Mandatory

	7. General Requirements Response
	Mandatory

	8. Pricing & Fees Response
	Mandatory

	9. Inclusion Plan
	Mandatory

	10. Proposed Maintenance Support Agreement
	If applicable

	11. Proposed Licensing Agreement
	If applicable

	12. City Contract Acceptance & Exceptions
	

	13. Proof of Business Licenses from all participating cities.
	


13. Evaluation Process 

The evaluation shall be conducted in a multi-tiered approach.  Proposals must pass through each round to proceed forward to the next round.  Those found to be outside the competitive range in the opinion of the evaluation team will not continue forward to the next evaluation tier.  Only the vendors advancing to round 4 will be offered the opportunity to conduct a product demonstration.

Evaluation Steps

Round 1:  Responsiveness, Responsibility, Minimum Qualifications –City Purchasing and evaluation team members shall first review submittals for initial decisions on responsiveness and responsibility, then whether vendor meets minimum qualifications.  Those found responsive, responsible and who meet the minimum qualifications listed in Section 5, based on this review shall proceed to Round 2.  

Round 2: Mandatory Functional, Technical, Payment and Security Requirements – The evaluation team will then review submittals for initial decisions on responsiveness to the specific mandatory requirements as referenced in Section 6.  Those found responsive based on this initial review of the mandatory worksheets shall proceed to Round 3. 

Round 3: Proposal Evaluation - The City evaluation team will evaluate proposals that successfully pass through the previous Rounds.  The City will evaluate vendors based on Pricing, Management Proposal, Security Response and Technical/Functional Requirements.  Responses will be evaluated and ranked.  Those proposals that cluster within a competitive range in the opinion of the evaluation team shall continue to Round 4 Product Demonstrations and References.  

	Criteria
	Total Possible Points

	Management Response
	250

	Functional Requirements
	150

	Technical Requirements
	150

	Payment Requirements
	100

	Security Requirements
	150 

	Cost Proposal
	150

	Inclusion Plan
	50

	Grand Total
	1000


Round 4: Demonstrations and Reference Checks

Demonstrations - After the selection of finalists, the City, at its sole option, may require that vendors who remain active and competitive provide a product demonstration in Seattle.  The demonstration shall stand alone and shall not be added to the outcome of Round 3.  

Should only a single vendor remain active and eligible to provide a demonstration, the City shall retain the option to proceed with a Demonstration or may waive this Round in full. If the demonstration score itself (as a stand-alone consideration) is not within a competitive range, the City may eliminate the Vendor and discontinue further consideration of the Vendor for purposes of award.

Vendors shall be provided a script and then be scheduled for a full demonstration.  If the Demonstration score is not within the competitive range, the City may eliminate the vendor and discontinue scoring the vendor for purposes of award.

The vendor is to submit to the Buyer a list of names and company affiliations who will be performing the demonstration.  Vendors invited are to bring the assigned Project Manager that has been named by the vendor in the Proposal, and may bring other key personnel named in the Proposal.  The vendor shall not, in any event, bring an individual who does not work for the vendor or for the vendor as a subcontractor on this project, without specific advance authorization by the City Buyer.

Evaluation and ranking for demonstrations is independent of the evaluation and scoring of previous rounds.  Vendors will be scored based on the demonstration results, with consideration of such items as the ability to provide requested features, the look and feel and ease of use, and other considerations.  

The City shall score the demonstrations with a possible of 500 points.
References - The City may contact users of the vendor’s product and services for references.  References will be used on a pass/fail basis.  A negative reference may result in rejection of the Proposal as not responsible.  Those vendors receiving a failed reference may be disqualified from consideration.  The City may use any former client, whether or not they have been submitted by the vendor as references, and the City may chose to serve as a reference if the City has had former work or current work performed by the vendor.  Although the City anticipates completing reference checks at this point in the process, the evaluation committee may contact the client references of the vendors or other sources in addition to those specifically provided by the vendor, at any time to assist the City in understanding the product.

At the City’s option, City staff may travel to the location of the highest ranked vendor for an on-site visit and/or to visit identified user site(s) to evaluate real-world use of one or more of the finalist vendor’s respective solution(s), performance and customer service.  The City may elect to visit all top ranked candidates for a site visit, or only those needed to obtain additional understanding of the vendor proposal.  Such site visits will be used as a reference, on a pass/fail basis. 

Transportation costs for City staff shall be at the City cost; the City will not reimburse the vendor for any vendor costs associated with such visits.

Repeat of Evaluation Steps

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

Points of Clarification

Throughout the evaluation process, the City reserves the right to seek clarifications from any vendor.  

Award Criteria in the Event of a Tie

 In the event that two or more vendors receive the same Total Score, the contract will be awarded to that vendor whose response indicates the ability to provide the best overall service and benefit to the City.  

14. Award and Contract Execution Instructions

The City RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all vendors responding to the Solicitation.  Please note, however, that there are time limits on protests to bid results, and vendors have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.  

Protests and Complaints

The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this RFP process.  Please see the City website at http://www.seattle.gov/purchasing/pan.htm  for these rules.  Interested parties have the obligation to be aware of and understand these rules, and to seek clarification as necessary from the City.

No Debriefs to Vendors

The City issues results and award decisions to all vendors, and does not otherwise provide debriefs of the evaluation of their respective proposals.

Instructions to the Apparently Successful Vendor(s)

The Apparently Successful vendor(s) will receive an Intention to Award Letter from the RFP Coordinator after award decisions are made by the City.  The Letter will include instructions for final submittals that are due prior to execution of the contract or Purchase Order.  

If the vendor requested exceptions per the instructions (Section 7), the City will review and select those the City is willing to accept.  There will be no discussion on exceptions.  

After the City reviews Exceptions, the City may identify proposal elements that require further discussion in order to align the proposal and contract fully with City business needs before finalizing the agreement.  If so, the City will initiate the discussion and the vendor is to be prepared to respond quickly in City discussions.  The City has provided no more than 15 calendar days to finalize such discussions.  If mutual agreement requires more than 15 calendar days, the City may terminate negotiations, reject the vendor and may disqualify the vendor from future submittals for these same products/services, and continue to the next highest ranked Proposal, at the sole discretion of the City.  The City will send a final agreement package to the vendor for signature.

Once the City has finalized and issued the contract for signature, the vendor must execute the contract and provide all requested documents within ten (10) business days.  This includes attaining a Seattle Business License, payment of associated taxes due, and providing proof of insurance.  If the vendor fails to execute the contract with all documents within the ten (10) day time frame, the City may cancel the award and proceed to the next ranked vendor, or cancel or reissue this solicitation.  

Cancellation of an award for failure to execute the Contract as attached may result in vendor disqualification for future solicitations for this same or similar product/service.

Failed Negotiations

If the City and apparently successful vendor are not able to come to closure in negotiations, the City shall send the final terms to the apparently successful vendor.  If the apparently successful vendor does not accept such terms within five (5) business days, the City shall terminate further negotiations and may begin negotiations with the next highest scored vendor or terminate the procurement.

Checklist of Final Submittals Prior to Award

The vendor(s) should anticipate that the Letter will require at least the following.  Vendors are encouraged to prepare these documents as soon as possible, to eliminate risks of late compliance.

· Ensure Seattle Business License is current and all taxes due have been paid.

· Ensure the company has a current State of Washington Business License.

· Supply Evidence of Insurance to the City Insurance Broker if applicable

· Special Licenses (if any)

· Proof of certified reseller status (if applicable)

· Contract Bond (if applicable)

· Supply a Taxpayer Identification Number and W-9 Form 

Taxpayer Identification Number and W-9

Unless the apparently successful vendor has already submitted a fully executed Taxpayer Identification Number and Certification Request Form (Attachment 20 - W-9) to the City, the apparently successful vendor must execute and submit this form prior to the contract execution date.  

Additional Attachments

For your information on the City’s Insurance Requirements and Contract, the additional documents are attached.  

Attachment 21 - Insurance Requirements

Attachment 22 - Software as a Service (SAAS) Agreement  
Attachment 23 - Sample – Service Level Agreement (SLA) 
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