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 City of Seattle
REQUEST FOR INFORMATION
FAS #4387
Submittal Schedule 

Table 1: Schedule
	Schedule of Events
	Date

	Release RFI
	August 23, 2013

	Submit your Response 
	September 5, 2013


The City reserves the right to modify this schedule at the City’s discretion.  
Notification of changes will be posted on the City website or as otherwise stated.
Project Manager
Senior IT Project Manager: 

Angela Goad, Angela.Goad@seattle.gov, 206.684.3504
Table 2: Delivery Address 
	Email
	Fed Ex & Hand Delivery - Physical Address
	US Post Office - Mailing Address

	Senior IT Project Manager
Angela Goad
Angela.Goad@seattle.gov
	FAS 
Angela Goad
700 Fifth Avenue, Suite 4387
Seattle, Washington, 98104
	FAS, Angela Goad
Seattle Municipal Tower

P.O. Box 94669
Seattle, Washington, 98124-4687


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/presentation of any information submitted by a respondent or for the City’s use of that information.

1. Purpose and Background
This Request for Information (RFI) seeks information in order to help the City sort through options for an electronic records management system with the interim primary focus on implementing an email archiving and eDiscovery system that can help the City meet its business and regulatory requirements. 
In conjunction with the City of Seattle’s (“City”) migration to Office 365/Exchange Online 2013, the City seeks to replace its current email archiving and eDiscovery solution (Mimosa/NearPoint product).  The City is interested in a commercially available, configurable product.  The City is not interested in custom software.   The City employs approximately 10,500 employees and over 12,500 email accounts. 
The purpose of the Email Archiving and eDiscovery project is to procure and implement an electronic records management system with the capabilities listed below beginning with email archiving and eDiscovery.  

a) Direct integration with Microsoft’s Office 365 suite, particularly Exchange Online for email

b) Email archival capability, including robust indexing and configurable retention rules

c) eDiscovery functionality that permits users with appropriate permissions to search for and retain email content throughout the City

d) Ability to place legal holds that collect and preserve email based on configurable rules

e) Ability to redact content

f) Broader records management capabilities for content other than email (e.g., video, audio, instant messaging, unstructured Microsoft Word files) which the City can implement at a later time

2. Instructions 
Registration into City Registration System.

If you have not previously done so, register at: http://www.seattle.gov/contracting/registration.htm.  The City expects all firms to register. Women- and minority- owned firms are asked to self-identify.  For assistance, call 206-684-0444.  
Questions.
Respondents can freely submit written to the Project Manager listed on page 1. The City will document these questions and release a response on the same solicitation website (http://www.seattle.gov/purchasing/), according to the schedule on page 1.
Hard Copy Submittal or Email Submittal.
The City seeks responses by the date specified in Table 1:  Schedule, and the Respondent has full    responsibility to ensure that its response is received by the Project Manager before the specified 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.

1. Please number your pages sequentially.
2. The City does not have page limits. 

3. Hard-copy submittals should be addressed to the Project Manager. The submittal may be hand-delivered or otherwise be received by the Project Manager at the address provided.  Please use no 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, you should use fully 100% recycled stock.

4. The City allows and will accept an electronic submittal in lieu of an official paper submittal.  The electronic submittal should be e-mailed to the Project Manager (see page 1).  Title the e-mail clearly. The City e-mail system will allow documents at least 20 Megabytes in size. Responses that exceed this limit should be coordinated with the Project Manager.
5. Vendors are invited to attach any brochures or materials that will assist the City in understanding their product
Proprietary and Confidential Material.
By submitting a response, the Respondent agrees that the City of Seattle and its member agencies may copy and distribute the response, in whole or in part, for the purpose of facilitating the review of the response. The Respondent consents to such copying by submitting a response and warrants that such copying does not violate the rights of any third party. By submitting one or more responses, the Respondent thereby grants the City of Seattle and its member agencies the right to use the ideas and to adapt or modify the Respondent’s ideas, for the purposes of scoping a procurement and implementation effort, which are contained in the response.

Marking and Disclosing Material.

Washington’s Public Records Act (Release/Disclosure of Public Records)

Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are public records.  Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless a judge rules that RCW or another Washington State statute exempts records from disclosure.  Exemptions are narrow and explicit and are in Washington State Law (Reference RCW 42.56 and RCW 19.108).  

Respondents should be familiar with the Washington State Public Records Act and limits of record disclosure exemptions.  For information, visit the Washington State website at http://www1.leg.wa.gov/LawsAndAgencyRules). 

If you believe records you submit to the City as part of your response or work product are exempt from disclosure, you may request the City not release such records until the City notifies you about the pending disclosure.  To do so, identify the records on the Non Disclosure Request form, located below, and submit this form with your proposal.
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The City will not withhold materials from disclosure because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Identify no entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite in your submittal. Only the specific records or portions of records properly listed in your submittal 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 listed, the City will notify you in writing of the request and postpone disclosure, providing sufficient time for you to pursue an injunction and ruling from a judge.  While it is not a legal obligation, the City, as a courtesy, allows 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. 

By submitting, the respondent acknowledges the obligation to identify such records within the response and that the City has no obligation or liability to the Respondent if the records are disclosed.
Ethics Code.

Please familiarize yourself with the City Ethics code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Consultants, Customers and Clients.  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).
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No Gifts and Gratuities.  
Respondents shall not directly or indirectly offer anything (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any 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 Consultant.  An example is giving sporting event tickets to a City employee on the evaluation team of a solicitation to which you submitted. The definition of what a “benefit” would be is broad and could include not only awarding a contract but also the administration of the contract or evaluating contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items from Consultants.  Promotional items worth less than $25 may be distributed by the Consultant to City employees if the Consultant uses the items as routine and standard promotions for the business.

Involvement of Current and Former City Employees.
The City Ethics Code has limits as to involvement of current or former City employees, official or volunteer, that is working or assisting in your response.  Become familiar with those requirements.  For questions, contact the Ethics and Elections Office (see contacts above).
3. Response Format
Please submit response as described below.
1.   Cover letter.
2. Provide information on the following:
a. Public Sector customers, preferably entities of similar size and complexity.

b. Specific suggestions and examples of email archiving, eDiscovery, electronic records solutions and its functionalities that the City of Seattle may not have identified.
c. Anticipated timeline (based on prior experience) for design, planning, and installation and migration of suggested applications and services for an organization of our size.

d. Description of what a typical operations and maintenance support model is necessary once the system is implemented.

e. Description of basic architecture options such as SaaS/Cloud, on-premise, hybrid and third party partnerships.

f. Description of how your product meets the capabilities listed in the Purpose and Background section above.

4. Next Steps
The City will review all responses.  The City, in order to better understand a submittal, may, at its sole option, ask a respondent (or respondents) to meet with the project team to discuss its submittal.
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Vendor’s Name: ______________________________________________________________ 
 


City Non Disclosure Request  
 
If you believe any statements or items you submit to the City as part of this bid/response  are exempt from 
disclosure, you must identify and list them below.  You must very clearly and specifically identify each statement or 
item, and the RCW exemption that applies.  If awarded a City contract, the same exemption status will carry forward 
to the contract records.   
 
The City will not exempt materials from disclosure simply because you mark them with a document header or footer, 
page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or 
protected.  You may not identify the entire page, unless the entire page is within the exemption scope. Only records 
properly listed on this Form will be protected and withheld for notice.  All other records will be considered fully 
disclosable upon request.  
 
 


    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 to withhold, you must fill out every box below.  You 
should not require an entire page withheld; only request the specific portion subject to the exemption.  


 
Document Page:  


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


package  (page number) 


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


RCW Exemption:   
Specify the RCW exemption  


including the subheading 


 
 


  


 
 


  


 
 


  


 
 
For this request to be valid, you must specify the RCW provision or other State or Federal law that designates the 
documents as exempt from disclosure.  For example, potential RCW exemptions include the following: 
1.  RCW 42.56.230.3 – Personal information -  taxpayer  
2. RCW 42.56.230.4 – Personal information – Credit card numbers and related 
3. RCW 42.56.240 -  Investigative, law enforcement and crime victims 
4. RCW 42.56.250 – Employment and licensing – specify the applicable subheading 
5. RCW 42.56.260 - Real estate appraisals 
6. RCW 42.56.270 (Items 1 through 17) – specify which subheading. 
7. RCW 42.56.270 (items 1 through 17) – specify applicable subheading 
8. RCW 42.56.420 - Security 


 
 





		Equal Benefits Instructions
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City Of Seattle 


City of Seattle 


THE SEATTLE ETHICS & ELECTIONS COMMISSION 
 


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


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


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


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


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


 


 


 


 


 


 


 


 


 
 


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


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


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


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


 


 


 


 


 


 


 


 


 


 
ETHICS AND ELECTIONS COMMISSION 


 


Seattle Municipal Tower 
700 Fifth Avenue,  Suite 4010 


 
Mon - Fri: 8am - 5pm 


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


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


Internet:   http://www.seattle.gov/ethics/  
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City of Seattle’s 
Ethical Standards 


for 
Contractors, Vendors,  
Customers and Clients 
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SEATTLE ETHICS AND ELECTIONS 


COMMISSION 
 


Your advocate for fair, open, and honest government. 







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


 


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


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


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


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


http://www.seattle.gov/ethics/�
�


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


206-684-8500 
 


HIGHLIGHTS 


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


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


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


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


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


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


 


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


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


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


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


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


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


INVITATIONS TO SEMINARS & CONFERENCES 


 


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


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


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


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


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






