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RFP #J-53 

City of Salem, Massachusetts

 Purchasing Department

The City of Salem reserves the right to reject any or all Proposals, to omit any item or items called for, or to accept the Proposal deemed in the best interest of the City.  Two (2) sets of the proposal should be delivered no later than 10:00 am on Wednesday, June 25, 2008 to:  

Albert C. Hill, Jr., Purchasing Agent

Purchasing Department

Salem City Hall Annex

120 Washington Street

Salem, Massachusetts 01970

Proposals for Part I & Part II must be submitted separately in sealed envelopes marked as follows: 

Part I - City of Salem – Management Services for the North Shore Transportation Management Association– Non-Price Proposal

Part II - City of Salem – Management Services for the North Shore Transportation Management Association –Price Proposal

The envelope containing the Proposal and required information must be sealed and marked with Proposer’s name, title of proposal, RFP number, and date of opening.  The Proposer must sign all required signature pages in order for the proposal to be considered. 

The City of Salem reserves the right to reject any and all proposals, or to waive any informalities in the proposal process, if deemed in the City’s best interest.
The Proposer acknowledges receipt of the following Addenda #

BUSINESS NAME
BUSINESS ADDRESS 

CITY, STATE & ZIP CODE  

TELEPHONE & FAX NUMBER

AUTHORIZED OFFICER SIGNATURE  

AUTHORIZED OFFICER NAME (print) 


DATE 
City of Salem

Request for Proposals

Management Services for the North Shore 
Transportation Management Association (NSTMA)

RFP #J-53
I. Introduction/project description

The North Shore Transportation Management Association (NSTMA) is an organization of employees, businesses, and municipalities, which formed to expand the use of alternative commute modes and reduce traffic congestion and vehicle emissions in and around the North Shore of Massachusetts.  
The City of Salem seeks a consulting firm to work with the city to provide 1) overall management and coordination of the NSTMA as defined in the section of the Scope of Services below, 2) realize the most benefit in the supplier core competencies for the NSTMA and, 3) optimize the overall costs related to administration of the NSTMA.

The City of Salem was awarded a grant for $70,880 (the first year of the TMA’s operation) from the Boston Metropolitan Planning Organization’s (MPO) Transportation Planning and Programming Committee (TPPC) to establish and operate a Transportation Management Association (TMA).  The City proposed the funding outlined in the Table below including the percentage match for the first three years of the TMA’s operation.  Each year’s total includes administration salary, administrative overhead, promotional materials, meeting expenses, travel costs, and errors and omission insurance for Board.  A 20% match is included as part of that budgeted amount for the first year, 30% for the second year and 40% for the third year.  The City intends to submit grant applications for years 2-3 and would expect to receive continued funding provided that the program is successful.
3-Year Suburban Mobility Funding – Match Table 

	
	Gross Annual Budget
	Requested Boston 

MPO Suburban

Mobility Funding
	Match 
	Matching Funds Provided by North Shore TMA 

	Year 1 
	$88,600 
	$70,880
	20%
	$17,720 

	Year 2 
	$88,600 
	$62,020
	30%
	$26,580 

	Year 3 
	$88,600 
	$53,160
	40%
	$35,440 

	3 Year TMA Budget 
	$265,800
	(3 Yr total) 

$186,060
	
	(3 Yr. total) 

$79,740 


At the time the funding was approved by the MPO TPPC, the following members had joined the NSTMA: City of Salem, Dominion Energy, and Osram/Sylvania (located in Danvers and Beverly).  The NSTMA will work with its municipal partners and local businesses to measure the projected impact of planned large-scale developments in each community – and neighboring communities.  Then working with municipal officials, developers, and businesses, the NSTMA will develop and implement programs and gap services that meet the needs of developers while improving access and reducing congestion.  

Project tasks, as approved within the proposal to the Boston MPO, are detailed below.  The selected consultant will be a key member of the project TMA team and will work closely with the City of Salem and other TMA members.
II. Scope of Services
Project Tasks 
It is anticipated that initially, the consultant will be located in an office in Salem, working closely with the City to develop the NSTMA.  Tasks 1-7 are not necessarily in a specific order.  However, some activities will have to occur first, such as the development of the bylaws and organizational structure.  Similarly some tasks are one time events, such as task 1, while other tasks, such as Tasks 2-7 may occur throughout the existence of the NSTMA.  

Task 1:  Set Up TMA By-laws and Organizational Structure/Board Meetings/Meetings with Employee Transportation Advisors (ETAs)

Task 1 is the foundation of the North Shore TMA.  The TMA staff will establish and formalize the NSTMA’s mission, by-laws, due structure and programmatic priorities guided by the Board of Directors and employee transportation advisors (ETAs).  TMA staff will consult with appropriate state and federal agencies to identify, complete, and submit the necessary paperwork to secure non-profit status.  TMA staff will meet with the TMA Board and ETA on a continuing schedule to report on progress and receive input from both groups.  

Products:

· Mission statement
· Organizational by-laws
· Formalization of work plan based on TMA Board priorities
· Certificates and documents identifying TMA’s tax exempt status from state and federal taxes
· Minutes from meetings

Task 2:  Promotional Events

TMA promotions are the cornerstone of the TMA’s Transportation Demand Management (TDM) tool box.  Research will be conducted by staff to identify existing TDM programs and campaigns that may have value (with modifications) to support the TMA’s programmatic goals.  Staff will develop themed TDM campaigns with supporting media, and purchase incentive prizes and raffles.  TMA staff will conduct on-site promotional events for member employers to create awareness of the TMA and its programs.  

Products

· Track number of events held at member sites
· Develop logos, posters, e-mails, web postings, table tents, payroll stuffers, flyers, etc. for various on-site promotional events
· Prize awards based on stated goal of campaign

Task 3:  Member Services

TMA staff will meet with MassRIDES staff to discuss opportunities to coordinate, market, and track TMA data for a seamless online ridematching and guaranteed ride home (GRH) program for TMA members.  Staff will work with member ETAs to survey employees; provide commute planning assistance to employees; establish on-site preferred parking for vanpool/carpool participants and develop a database to support tracking of eligible participants; and will help to implement pre-tax, corporate T pass sales, and telework, programs upon request of members.

 Products

· Ridematching and GRH database established with ongoing monitoring and tracking systems in place.
· When a survey is requested by a member, data will be available to support development, marketing, and implementation of alternative commute programs.
· Tracking log to document commute planning assistance
· Preferred parking database will track eligible member employee participants at each company.
· Month-end reports will identify assistance provided to members regarding establishment of pre-tax commuter benefits, corporate T pass sales, and establishment of telework programs.

Task 4:   Develop and Distribute Marketing and Communications Materials 

TMA staff will draft and put out for competitive bid RFPs, and award projects to 1) develop a TMA website, set up a server to host the site, and apply for a domain name and 2) create a logo for the TMA.  Develop TMA Incentive program and associated media to promote TMA programs to member employees (including employee brochures and setting up and maintaining on-site transportation kiosks) and the public (TMA Newsletter/press releases/media interviews).

Products

· TMA URL and website established
· TMA logo created and associated art and printing files delivered to TMA
· Employee brochure and incentive program flyer; on-site kiosks
· Newsletters, press releases, print copies of media interview

Task 5:   Member Recruitment

Member recruitment is critical to the long-term sustainability of the North Shore TMA.  Because of its importance, in addition to establishing the organizational structure and implementing services for existing members, new member recruitment will be a high priority within the staffing plan and budget.  TMA staff will develop a recruitment brochure and develop a recruitment packet for prospective members.  TMA staff will work with municipalities to identify and set up meetings with potential members and will also work with local and state officials to include TMA membership in permits and regulatory conditions issued to businesses, institutions, and developers in TMA member communities.
Products

· TMA recruitment brochure and packet of materials
· Month-end report will track number of recruitment meetings, regulatory agreements in put in place, and resulting new TMA members due to recruitment efforts
Task 6:   Advocacy

TMA staff is a key partner and resource for TMA members and service area municipalities to support and help develop solutions for individual and regional collaborative congestion reduction programs to sustain transportation, land use, economic, and environmental goals.  To achieve these goals, staff will work with members and municipal officials within the TMA service area to identify priorities for TDM.  TMA staff will then research, develop solutions and advocate for implementation and funding for solutions to identified TDM priorities.  This task includes attending meetings to advocate for services, funding, infrastructure improvements, expanded transit – MBTA and/or TMA based, roadway improvements, expansions, enhancements, etc.

Product

· Month-end report will identify advocacy efforts and status of these efforts
Task 7:   General Administration

TMA staff will complete and track all general administration tasks as required for the smooth operation of the North Shore TMA.  Responsibilities under this task include but are not limited to completing website updates; report writing; set-up and maintenance of mode-split tracking system; correspondence (letters, e-mails, etc.); TMA bookkeeping and; phone calls and phone meetings.

Product

· Month-end report will identify a description and amount of time spent on general administration tasks
III. Timeframe

This RFP is for a one year contract, with the expectation that it will be renewed, at the sole discretion of the City of Salem, for two one-year contracts subject to funding availability.  The hired consultant would work in conjunction with the City of Salem during the first three years while receiving matching funds from the Boston MPO.  The TMA will ideally be self-sustaining in years four, five, and six. 
Two (2) sets of proposals must be submitted to the Purchasing Agent.  The Price Proposals and Non-Price Proposals must be submitted in separate sealed envelopes.  The name of the proposer and title of the proposal, Management Services for the North Shore Transportation Management Association RFP #J-53, and date of opening must appear on the outside front cover of each proposal.  

Proposals shall be due to the City’s Purchasing Department on or before 10:00 am on Wednesday, June 25, 2008.  Proposals to be submitted to:
Albert Hill, Purchasing Agent

Purchasing Department

120 Washington Street, 3rd Floor

Salem, MA 01970
Non-price Proposal
The information submitted must include, but should not necessarily be limited to, the following items:

1. Cover Letter

A letter signed by an officer of the firm, binding the firm to all comments made in the proposal is required.  Include a primary contact person for the proposal.

2. Qualifications and Experience

A description of the history, experience and qualifications of your firm and any proposed subcontractors to perform the Scope of Services.  Please provide:

a. Names and addresses of all firms involved on the project.

b. History, size and structure of firm(s).
c. Names(s) of principals of firm(s).
d. Identification of Principal in Charge and Project Manager.

e. Experience with similar projects, including managing TMAs.
f. Contact information for references from similar projects.
g. Resumes of all personnel assigned to the project.
h. Listing of any actions taken by any regulatory agency or litigation involving the firm or its employees or agents with respect to any work performed.
i. Any applicable insurance.
3. Approach to Project 

A detailed description of the approach to the Scope of Services is required.  Specifically describe the approach to establishing the TMA, reaching out members, gaining additional members, and fund raising.  

4. Scope of Services/Schedule 

Per the Scope of Services outlined describe the tasks required and the expected time needed for completion.  The Consultant should submit a schedule as related to the tasks and provide an appropriate timeline.  The timeline should incorporate major milestones, including establishment of the TMA, creation of TMA website and logo, member recruitment events, and frequency of advocacy events.

5. City Resources

A list of the resources, personnel data, or other assistance which the proposer expects are required from the City in order to complete each task in the scope of services during the planned time period.

6. Subcontracting

If subcontracting is planned, submit the firm(s), name(s), location(s), contact person(s), phone number(s), names of responsible operating officers, and evidence of any required insurance, permits, and licensing/authorization of proposal documents.

Price Proposal
Detailed Cost Breakdown

Provide a completed Fee Proposal Form, Attachment B, which requests a cost for the labor/overhead and direct costs for each task identified in the Scope/Schedule.  Direct costs include advertising, raffle prizes, incentive program expenses, accounting, tax filings, staff travel, administrative expenses, etc.  Provide a total not-to-exceed fixed fee.  Provide the firm’s audited overhead rate with the price proposal.  
Also include on a separate sheet an estimate of manpower hours necessary to complete work.  All cost assumptions must be clearly documented in this portion of the submittal.  
VI.  Evaluation criteria 

Minimum Evaluation Criteria

In order to be reviewed, the proposal must be substantially complete containing the signed cover sheet and all necessary forms at a minimum.  The required forms include the RFP cover sheet (page 2), the Certificate of Non-Collusion and Taxation Attestation Clause (Attachment A) and the Fee Proposal Form (Attachment B). 
Comparative Evaluation Criteria

The proposal will be reviewed by the City of Salem and evaluated upon the following criteria:

1. Plan of Services  


Highly Advantageous
The proposal includes a reasonable detailed, innovative, and highly efficient approach to address all of the required issues within the time period; incorporates a strong outreach and member recruitment component, and provides a strong understanding of the Scope of Services.   

Advantageous

The proposal includes a credible approach to address all of the required issues.

Non-Advantageous

The proposal is not sufficiently detailed to fully evaluate, or does not contain components necessary to address all the required issues.

2. General Qualifications of Firm

Highly Advantageous
Candidate has successfully managed one or more Transportation Management Associations for other municipalities in Massachusetts and can demonstrate specific measures of successful performance.  

Advantageous

Candidate has managed at least one Transportation Management Association.  

Non-Advantageous

Candidate has no experience with a Transportation Management Association.  

3. Personnel to be Utilized


Highly Advantageous
Individuals from the proposed project team have been substantially responsible for establishing and managing a successful TMA, preferably one involving a region similar to the North Shore.

Advantageous

At least one individual from the proposed project staff has contributed to or has experience with Transportation Management Association.

Non-Advantageous

None of the project staff has substantially contributed to managing and maintaining a Transportation Management Association.

4. Experience with Membership Recruitment and Community Involvement


Highly Advantageous
The firm and project team has significant experience developing and facilitating fundraising activities, and recruiting public and private entities into a TMA.   

Advantageous

The firm and project team has some experience developing and facilitating community participation activities.

Non-Advantageous

The firm and project team has minimal experience developing and facilitating community participation activities.   

VII. Contract Terms and Conditions

Proposal Preparation

The prospective consultant is to follow the instructions and requirements of the proposal submission requirements in preparing and submitting their response to the RFP.

Cost Liability

The City of Salem assumes no responsibility and no liability for costs incurred relevant to the RFP by prospective consultants prior to issuance of a contract.


Revisions to the Request for Proposal

In the event it becomes necessary to revise any part of the RFP, revisions will be provided to all proposers of record.  The City of Salem shall bear no responsibility or liability due to copies of revisions lost in mailing or not delivered to a prospective consultant due to unforeseen circumstances.

Selection of Proposals
The top consultant(s) may be selected for an interview with staff.  The City of Salem shall award a professional consulting contract to the responsible prospective consultant whose proposal conforms to the RFP, is the most advantageous to the City of Salem, and meets the requirements as stated in the proposal submission requirements.  

The selected consultant will be required to sign a contract with the City of Salem in which s/he accepts responsibility for the performance of services as stated in the submitted proposal and be prepared to commence work immediately upon execution of the signed contract and receipt of a Notice to Proceed.

Acceptance of Proposal Content

The contents of the proposal of the successful consultant, in its entirety, shall form the base of any contract that is awarded.

Successful Consultant Responsibilities

The successful consultant will be required to assume sole responsibility for the complete project as required by this RFP.  The City of Salem will consider the successful consultant to be the sole point of contact with regard to contractual matters, whether or not subcontractors are used by the successful consultant for one or more parts of this project.

Subcontracting

Subcontracting will be allowed for tasks required by this RFP.  Any intent to subcontract on the part of the prospective consultant must be specifically described in the proposal.  The lack of identification of the subcontracted tasks in the proposed could disqualify the prospective consultant from further consideration.  The City of Salem reserves the right to approve the use of all subcontractors.  

Assignment

The successful consultant is prohibited from assigning, transferring, conveying, subletting, or otherwise disposing of this agreement or its rights, title or interest therein or its power to execute such agreement to any other person, company or corporation without prior written consent and approval by the City of Salem.

Ownership of Material

All rights, titles to and ownership of all data, material, and documentation resulting from this project and/or prepared for the City pursuant to this contract shall remain exclusively with the City.  The prospective consultant shall be paid for all service as will be specified in the contract.

Access to Records

In addition to terms stated elsewhere in the RFP, the City of Salem or any of its duly authorized representatives, shall have access, upon demand, to any books, documents, papers, and records of the successful Consultant which are directly pertinent to this contract, for the purposes of making an audit examinations, excerpts, and transcriptions.  The successful Consultant shall insert identical rights of access for these parties into any subcontractor agreements the successful Consultant enters into under this contract.  The City of Salem shall reserve this right for the term of the contract and for three (3) years from the date of final payment.

Workers Compensation Insurance

The Consultant shall comply with State law, known as the Workmen’s Compensation Act, and shall pay into the State Insurance Fund necessary premiums required by the Act to cover all employees working under the control of the Consultant and shall relieve the City from all costs due to accidents or other liabilities mentioned in said Act. Consultant shall also furnish at the time of delivery of the contract, and at such other times as may be requested, the official certificate of receipt showing that the payments hereinbefore referred to, have been made.

Insurance

At a minimum, the successful Consultant must meet the following insurance requirements:
Comprehensive General Public Liability and Property Damage Liability Insurance – The successful consultant shall carry Comprehensive General Liability Insurance providing for a limit of not less than Five Hundred Thousand Dollars ($500,000.00) for all damages arising out of bodily injury to or death of one person, and subject to that limit for each person, a total limit of not less than One Million Dollars ($1,000,000.00) for all damages arising out of bodily injuries or death of two or more persons in any one accident; and Consultant’s Comprehensive Property Damage Liability Insurance providing for a limit of not less than Five Hundred Thousand Dollars ($500,000.00) for all damages arising out of injury to or destruction of property in any one accident, and subject to that limit per accident, a total (or aggregate) limit or not less than One Million Dollars ($1,000,000.00) for all damages arising out of injury to or destruction of property during the policy period.

Comprehensive Automotive and Property Damage Insurance – The successful consultant shall carry Automobile Insurance covering all owned vehicles, hired vehicles or non-owned vehicles under the control of Consultant while performing work under the Contract in the amount of not less than Five Hundred Thousand Dollars ($500,000.00) for all damages arising out of bodily injuries to or death of one person and subject to that limit for each person, a total of not less than One Million Dollars ($1,000,000.00) for all damages arising out of bodily injuries to or death of two or more persons in any one accident; and Property Damage coverage in the amount of not less than Five Hundred Thousand Dollars ($500,000.00) for all damages to or destruction of property.

The successful consultant must carry Workman’s Compensation Insurance in the amounts prescribed under Massachusetts State Law and meet all other City and State Laws and Regulations.  All insurance coverage shall be at the sole expense of the Consultant and shall be placed with such company as may be acceptable to the City of Salem and shall constitute a material part of the contract documents.
The Consultant shall defend, indemnify and hold harmless the City and its officers and agents from all claims, demands, payments, suits, actions, recoveries and judgments of every description, whether or not founded in law, brought or recovered against it, by reason of any act or omission of said Consultant, his agents or employees, in the execution of the contract or in consequence of insufficient protection, or for the use of any patented invention by said Consultant and a sum sufficient to cover aforesaid claims may be retained by the City from moneys due or to become due to the Consultant under the contract, until such claims shall have been discharged or satisfactorily secured.

VIII.  General Conditions and Requirements

Proposal Rules
This proposal is solicited to the General Public and a Consultant Agreement will be awarded pursuant to the rules set forth in Chapter 30B of the Massachusetts General Laws and subject to approval by the Mayor of Salem, Massachusetts.
Reviewing Period
All proposals meeting proposal requirements and conditions may be held by the City of Salem for a period not to exceed sixty (60) days from the date of the opening of proposals for the purpose of reviewing the proposals and investigating the qualifications of consultants, prior to the awarding of the contract.
Compliance with Applicable Laws

The contract shall be governed by and construed in accordance with the laws of the Commonwealth of Massachusetts.


The proposal must comply with all Federal, State, and municipal laws, ordinances, rules and/or regulations.
Questions and Interpretations

Any substantive questions regarding the proposal documents shall be referred to the City of Salem Purchasing Department in writing at least five working days prior to the date and time for receipt of proposals.  All answers and interpretations and any changes to the documents will be issued in the form of addenda to all consultants of record.

Ability and Experience

The City of Salem will not award a contract to any consultant who cannot furnish satisfactory evidence of his ability and experience.

The City of Salem may make such investigations as it deems necessary to determine the above and a consultant shall furnish information requested in this regard and shall furnish it under oath if required.

Certification of Non-Collusion and Tax Attestation Form

All consultants must sign the attached form (Attachment A), which incorporates both an attestation clause regarding Massachusetts State tax returns and a certificate of non-collusion.  These signed forms must be submitted with the non-price proposal package. Failure to sign and submit the form is cause for that proposal to be rejected. 

Corrections
Erasures or other changes in the proposal must be explained or noted over the signature of the consultant.
Conflict of Interest

The consultant agrees that to the extent that such law is applicable to the duties it is to perform hereunder, it will comply with the provisions of Chapter 286A of the General Laws concerning conflict of interest.  The consultant covenants that it presently has no interest and shall not require any interest, direct or indirect, which would conflict in any manner or degree with the performance under the agreement.


No employee of the City of Salem and no public official who exercises any function or responsibilities in the review or approval of the undertaking or carrying out of this agreement shall participate in any decision relating to this agreement which affects his personal interest or the interest of any corporation, partnership, or association in which he is directly or indirectly interested or have any financial interest, direct or indirect in this agreement or the proceeds thereof.

Prospective Provider’s Qualifications

The prospective provider replying to the RFP shall be or represent a firm, company or corporation possessing experience and expertise in managing and coordinating services for a transportation management association and the professional standards thereof, to undertake and successfully complete the Scope of Services as outlined in this RFP.

Signature
All proposals shall be complete, factual, and signed by an authorized officer of the consultant’s company on the appropriate page(s).

Contract For Services
The contract for services will be negotiated by the chosen consultant and the City of Salem.


Waiver
The City of Salem reserves the right to reject any and all proposals, or to waive any informalities in the proposal process, if deemed in the City’s best interest.


Number of Copies
The proposer shall provide one (1) original and one (1) copy each of the non-price and price proposal to the City of Salem Purchasing Department.  The non-price and price proposal will be sealed in a separate envelope.  Each envelope shall be marked non-price or price proposal with the RFP Number, Proposal Name, and time and date of proposal opening.


Place and Time
Sealed proposals will be received at the City of Salem Purchasing Department, 120 Washington Street, 3rd Floor, Salem, MA 01970 on or before 10:00 AM on Wednesday, June 25, 2008 at which time and place they will be opened and registered.


Disclosure
The selected consultant must file a disclosure of beneficial interests required by G.L. c.7, 40J.  This must be filed with the Deputy Commissioner of the State Division of Capital Planning.


Modifications
A consultant may correct, modify, or withdraw a proposal by sealed, written notice clearly marked as a correction, modification, or withdrawal and received at the Salem Purchasing Department prior to the time and date set for the proposal deadline.

Failure to comply with the above conditions and requirements or any attached specifications or any other minimum qualifications will be justification to reject any proposal as incomplete.








