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RFP K-15
CITY OF SALEM

PURCHASING DEPARTMENT

                Salem, Mass., September 24, 2008
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. 

This Proposal request is to be returned to the office of the Purchasing Agent, 120 Washington Street, 3rd Floor, Salem, MA 01970 on or before 10:00 AM, October 8, 2008 signed and sealed by the party making the offer.  Send all communications to: City Purchasing Agent, 120 Washington Street, 3rd Floor, Salem, MA 01970.

PROPOSALS FOR ON CALL UTILITY BILLING MUNIS SUPPORT.

The Proposer acknowledges receipt of the following Addenda (If applicable) _______________________________

COMPANY NAME __________________________________________________________________________

BUSINESS ADDRESS _______________________________________________________________________

CITY, STATE & ZIP CODE __________________________________________________________________

TELEPHONE & FAX NO. ____________________________________________________________________

AUTHORIZED OFFICER (print) _____________________________________________________________

AUTHORIZED SIGNATURE _________________________________________________________________

DATE ______________________________

City of Salem, Massachusetts

Engineering Department
RFP K-15
REQUEST FOR PROPOSALS (RFP)

“ON CALL” UTILITY BILLING MUNIS SUPPORT
General Introduction

The City of Salem, Massachusetts Engineering Department is seeking to engage the services of professional information technology consultant with capabilities in various components of the Munis system, including UB analysis and support, liens support, and Munis troubleshooting; to assist the Business Manager, Utility Billing staff and occasionally financial staff in various duties as described below:

Scope of Services:
· Special projects including training and implementation of the following types of projects, but not limited to:

· Research, training and implementation of new water, sewer and trash rates by individual charge code; including verification of existing rates
· Research, programming and implementation of discounts given for early payment of bills; when Munis upgrades and patches are implemented, or other problems encountered
· Research and programming of incorrectly entered charge codes or fees, in conjunction with financial departments to ensure reconciliation

· Review of past liens processes; implementation and update of Crystal reports to implement annual liens processes for 2008 and beyond

· Create Crystal reports to address various requests, such as identification of new trash accounts, review of large customers who have been estimated for years, other special projects
· The successful consultant will be called upon to develop clear and concise written documentation and training for each project developed.  When requested, the consultant shall attend, participate and provide expert opinions in internal meetings
· Analysis, review and programming of UB system to allow re-printing of tax and water and sewer bills

· Other projects as determined by Engineering Department.

The City, at its sole discretion, will authorize one-year agreements that may be extended for two additional years in one-year increments. Each year is subject to sufficient budgetary appropriations.  Individual assignments will be subject to written agreements on a task-order basis, with fees to be paid in accordance with the master contract billing rates.

Services are to begin on October 30, 2008.

Submittal Instructions

The City of Salem Request for Proposals has been structured to comply with all applicable Massachusetts General Laws. All respondents to the RFP must ensure that the submittal is received by the Purchasing Department by the date and time specified herein or automatically be disqualified.  One Original and Three copies must be in a 2 separate sealed envelopes-envelope #1 includes fee schedule; envelope #2 includes non-fee proposal, marked with Company Name, RFP Number, and the Time and Date of the RFP Opening. All questions must be submitted in writing; verbal responses by City staff or others are not valid. Submitters must submit all questions in writing Five Days prior to the bid opening date and time.  A response to all questions submitted in writing will be provided in the form of an RFP Addendum to all bidders of record.  In order to facilitate this process, questions and responses will be transmitted by fax and/or email with hard copy to follow by mail.  

The attached Certificate of Non-Collusion and Taxation Attestation Clause must be signed and submitted with the Non-Fee portion of the proposal.

Failure to submit or sign the Certificate is cause for rejection of the submitted proposal.

The City Engineer, HR Director , and the Business Manager Water Registrar will review all submittals and make a formal recommendation to City’s Procurement Officer. The formal recommendation will be made based on review and consideration of the submitter’s qualifications, experience, references, assigned staff and capacity. Although interviews are not specifically being scheduled, the City reserves the right to request interviews in order to clarify any items and or questions relating to a submittal.

The point of contact for this RFP is Mr. Albert Hill, Purchasing Agent.  Any written correspondence regarding this RFP shall be submitted to:

Mr. Albert Hill




Purchasing Department

City of Salem

120 Washington Street, 3rd Floor

Salem, Massachusetts 01970

Proposals, including a fee schedule, must be delivered to the City of Salem’s Purchasing Department, 120 Washington Street, 3rd Floor, Salem, MA 01970, on or before 10:00 AM, October 8, 2008. Proposals received after the Time and/or Date will be rejected.

Key Business Terms

This section briefly describes key business terms governing this agreement:

1. The selected firm shall execute a Master Services Agreement outlining the terms and conditions and a fee schedule agreed upon with the City.  
2. The Master Services Agreement shall be the vehicle used to expedite the “On Call” services. 

3. The term for the agreement will be one year with up to two one-year renewals, to be executed at the sole discretion of the City; assuming sufficient budget appropriations are available.

Minimum Submission Requirements
All submittals must include the following:

1. Statement of firm capacity, qualifications and experience including specific experience with the City of Salem’s Munis UB billing system, for version 6.2e; MVRS, and FG3 handhelds.
2. List of references and projects for 3 communities where you have performed services similar to those included in this request. Preference will be given to services performed in Massachusetts for communities of similar size and complexity.

References shall include contact person and telephone number. 

3. Understanding of the Salem and the City’s needs. Describe your approach to completing this assignment, and your familiarity with the City of Salem and its Munis Utility Billing system, MVRS and FG3 handhelds.

4. Describe any “value added” attributes that your firm will bring to benefit the City.

EVALUATION CRITERIA FOR SELECTION:


Each proposal shall be reviewed by a selection board and rated as “Highly Advantageous,” “Advantageous,” “Non-advantageous” and “unacceptable.” In evaluating proposals the selection board will base its selection, in large part upon the Minimum Applicant Proposals previously set forth and on the following criteria:

1. 
Understanding of the City’s needs for the type of discipline of work proposed herein.  Describe your approach to completing this assignment.
“Highly advantageous” if outstanding understanding and approach description given.




“Advantageous” if good understanding and approach description given.




“Non-advantageous” if fair understanding and approach description given.

“Unacceptable” if no understanding is submitted.

2. 
Project descriptions and list of references from 3 communities in Massachusetts of similar in size and complexity where you have performed services similar to those proposed herein.  
“Highly advantageous” if more than four(4) similar projects successfully completed within the past five (5) years;

“Advantageous” if between three(3) similar projects successfully completed in the last five (5) years;


“Non-advantageous” if less than three (3) similar projects successfully completed in the last five (5) years; and
“Unacceptable” if no similar projects completed within the last five (5) years.

3. 
Identify and set forth qualifications of the staff who will work on the discipline of work proposed herein. 

“Highly advantageous” if all members of the technical team have more than ten (10) years of relevant work experience and technical qualifications; 

“Advantageous” if all members of the technical team have between five (5) and ten (10) years experience and technical qualifications;

“Non-advantageous” if all members of the technical team have less than five (5) years experience and technical qualifications; and

“Unacceptable” if any member has no experience and technical qualifications.


The respondent firms will be evaluated and ranked in order by the City Engineer in accordance with the following criteria:

A. Ratings from 1-5

B. Quality of References.  The consult shall provide at least two (2) references from each similar project completed or still in process during the last six years in addition to the Contractor references:


“Highly advantageous” if all references are positive;


“Advantageous” if references are positive with some minor negative feedback;


“Non-advantageous” if one (1) negative reference; and 


“Unacceptable” if two (2) or more negative references.

C. Quality of presentation of RFP to the City:

“Highly advantageous” if of outstanding quality;

“Advantageous” if of good quality;

“Non-advantageous” if of fair quality: and

“Unacceptable” if of less than fair quality.

Submittals will be evaluated upon the basis of the Proposals, the Evaluation Criteria for Selection set forth and other appropriate factors. Submissions will then be ranked in the order of qualification. The ranked proposals will be further reviewed and evaluated, including reference checks. This further review and evaluation may include interviews or the opportunity for the respondents to provide additional information to the City.

There is no specific page limit for this RFP, however, submitters are asked to keep their submittals as succinct as possible.  Additionally, while the City is not asking for prices at this time, the City reserves the right to request an hourly rate table of your proposed staff prior to making a final recommendation.  

The City reserves the right to request further information from the three highest ranked applicants.

Finally, the City reserves the right to waiver from one or more of the requirements of this RFP if it is in the best interest of the City.

END


