TOWN OF GREENWICH

RFP #6655    DEADLINE:  7/31/09 AT 2:00 P.M.
TESTING CONSULTANT FOR POLICE LIEUTENANT CAREER PROMOTION
Background

The Purchasing Department on behalf of the Human Resources Department is seeking proposals from testing consultants for the purpose of developing and administering Police Lieutenant promotional testing.  
The consultant shall be qualified to provide guidance, design, and administration of  written and oral examinations for the hiring of new Police Lieutenants during the complete term of this contract.  
Mandatory Qualifications of the Consultant 

The consultant must possess a minimum of 15 years of experience providing job analysis, development and validation of public safety promotional examinations including written and oral examinations.  
The consultant must possess a minimum of 7 years experience conducting police promotional examinations, both written and oral exams for Connecticut municipalities.

The consultant must also have current knowledge of federal and state employment law.  

Scope of Work 
The consultant shall provide the Town with all of the following services:
1. Job analysis which will consist of an interview with the Chief or his designate(s) and Human Resources staff; review of the job description, organization chart and other materials; and reviewing relevant and current standard operating procedures.   

2. Develop a reading list for candidates, and an outline of subject areas to be included on the written tests.  These lists are to be reviewed by the Assistant Personnel Director and the Police Chief, and may be revised by mutual agreement.  The reading list and announcement shall be issued the week of September 8, 2009 with the written examination following approximately 6 weeks later.  

3. Develop a 100 question written multiple choice examination to serve as the screening process prior to the Oral Examination.  Included in the written examination would be approximately 20 points devoted to essay questions.  

4. Administration of the written test in Greenwich, CT on a site provided by the Town.  The Town will be responsible for all candidate application screening, notifications and contact.

5. Scoring and analyzing the written test and providing the scores to the Town.  Scores to be submitted to the Town one week after the written examination.  The Town will conduct a review and appeal process.  The consultant will review each appeal and provide a written recommendation to the Town as to whether the appeal should be granted or denied.  Granting an appeal would generally result in all candidates receiving credit for the question, or for more than one choice of the question, or the re-keying of the question.
6. The oral examination phase of the process will be scheduled for early February 2010.    

7. There are currently 23 Police Sergeants eligible to participate in the examination process.  Currently any candidate who passes the written examination is scheduled for the oral examination; however, we may choose to limit to the top 16.  This is currently under negotiation.  Proposed pricing shall include a daily cost for 1, 2 or 3 days of oral exams.
8. All candidates must appear before the same panel and they must be asked the same questions in order to assure the standardization of the process.  

9. Results of the Oral examination will be reported to the Human Resources Department within one week.  
10. Pass point for the written examination and the oral examination is 70%.

Proposal Inclusions

Unless otherwise specified, all equipment, accessories, labor, and materials must be furnished by the consultant for completion of the project.  

Proposal Costs
The respondent shall be responsible for all costs incurred in the development and submission of this proposal.  The Town assumes no contractual obligation as a result of the issuance of this RFP, the preparation or submission of a proposal by a respondent, the evaluation of an accepted proposal, or the selection of finalists.  The Town shall not be contractually bound until the Town and the successful respondent have executed a written contract for the performance of the work.

Presentations
Selected respondents may be required to present their proposals to the Town.  The costs of such presentations shall be borne solely by the respondents.

Applicable Law

The laws of the State of Connecticut shall govern any contract resulting from this RFP.  In the event of litigation, the exclusive venue and place of jurisdiction shall be Greenwich.

Contract Format

The Town of Greenwich has included as part of the RFP, Exhibit C, the Personal Service Contract format to be used for this procurement.  Respondents are encouraged to read the entire contract format before responding to this solicitation.
No Subcontracting of Work

No subcontracting of this work will be allowed unless the Consultant has requested and the Town has granted approval in writing to do so.

Joint Ventures

The Town of Greenwich reserves the right to reject any bid or proposal submitted by a joint venture unless such joint venture satisfies the Town of its ability to obtain and furnish to the Town a contract bond in the form prescribed by the Town, in the sum of the full amount of the bid or proposal, including allowance for contingencies and extra work, and/or the contract price, and duly executed and acknowledged by said bidder/joint venture as principal and by a surety company qualified to do business under the laws of the State of Connecticut and satisfactory to the Town, as surety, for the faithful performance of the contract and payment for labor and material.  The premium for such bond shall be paid by the contractor.  At the time of submission of the bid or proposal, the joint venture must provide a letter from the bonding company that the joint venture is able to receive the required bond within one week after receipt of an award by the Town, in the total amount of the bid/proposal and/or contract price.  The letter must be on the bonding company's letterhead with name, address and telephone number.

Issuing Authority 

Mr. James Giarraputo Latham, CPPB, Senior Buyer has been designated to be responsible for the conduct of this procurement.  Any inquiries or requests regarding this procurement must be submitted in writing to Mr. Latham to the address below by Wednesday, July 22, 2009 at 11:00 a.m.
Town of Greenwich

Purchasing Department 

101 Field Point Road

Greenwich, CT  06830

Fax:  203 622 7776             

Email:    jlatham@greenwichct.org      

Issuance of Addenda

The Town of Greenwich reserves the right to amend this solicitation by an addendum.  Addenda will be posted to the Town’s website (www.greenwichct.org) up to 48 hours in advance of the bid/proposal’s due date and time for reference by the bidders.  It is the bidder’s responsibility to check the Town’s website for addenda.  If in the Town’s opinion revisions are of such a magnitude, the deadline for this solicitation may be extended in an addendum.  

Withdrawal of Bids (Or Proposals) Prior to Deadline

A bidder wishing to withdraw a bid/proposal prior to the deadline may do so by preparing a formal written request on company letterhead.  The person who signs the letter must be the same person who signs the reply sheets.  The Town will verify that the signature on the letter matches the signature on the reply sheets.  

The Town will also verify the request to withdraw the bid/proposal by calling the bidder at the telephone number supplied on the reply sheets.

After the Town is satisfied that a request to withdraw a bid/proposal before the established deadline is valid, the bid/proposal will be returned to the bidder.  The bidder may then withdraw completely from the bidding process, or may modify the bid/proposal and resubmit before the deadline. 

Withdrawal of Bids (Or Proposals) After the Deadline

If bid security is required and a bidder does not honor his/her bid for the specified time, the bid check shall become the property of the Town; or, if a bid bond was furnished, the bid bond shall become payable to the Town.

After the bid/proposal deadline has passed, the submitted bids/proposals become the property of the Town and are valid offers to be honored by the bidder for sixty (60) days or longer, as specified in the Request for Bid/Proposal.

Bidders who do not honor their bids/proposals for the sixty (60) day (or as specified) period, shall be declared irresponsible bidders.

Insurance Requirements

The awarded vendor will be required to provide insurance coverage as specified on the Insurance Requirements Sheet, Exhibit A, of this RFP.  Upon award, the Acord certificate of insurance form must be completed by the vendor’s insurance agent/broker and submitted to the Purchasing Department.  It must be stated on the Acord form that the Town of Greenwich has been added as an additional insured under the General Liability coverage.  The signing agent/broker must also certify in writing that the Town of Greenwich has been endorsed as an additional insured on the General Liability insurance policy.  This letter shall be addressed to the Town’s Director of Purchasing and must follow exactly the format of the letter attached as Exhibit B.  The authorized representative who signs the Acord form must sign the letter as well.
The Acord certificate of insurance must be signed by an individual authorized representative, not with the agency name.  The signature must be an original ink signature, not a stamped signature.

The Town of Greenwich will not accept insurance coverage, other than Excess Liability coverage; from insurance providers that are surplus lines writers in Connecticut. All insurance companies providing coverage, other than excess liability coverage, must be licensed in the state of Connecticut.

The Contractor shall be responsible for maintaining the specified insurance coverages in force to secure all of the Contractor's obligations under the Contract with an insurance 

company or companies with an AM Best Rating of B+: VII or better, licensed to write such insurance in Connecticut and acceptable to the Risk Manager, Town of Greenwich.  For excess liability only, non-admitted insurers are acceptable, provided they are permitted to do business through Connecticut excess line brokers per listing on the current list of Licensed Insurance Companies, Approved Reinsurers, Surplus Lines Insurers and Risk Retention Groups issued by the State of Connecticut Insurance Department.

The vendor should submit with the proposal the signed, original “Insurance Procedure” form, page 14, which states that the vendor agrees to provide the specified insurance coverage for this proposal at no additional charge above any insurance charge declared in the bid.

Execution of Agreement

The respondent whose proposal is accepted will be required and agrees to duly execute the agreement and furnish the required contract bonds and insurance certificates within ten (10) days after award of the contract.

Cancellation of Award/Contract

If the contractor fails to perform or observe any material term or condition of the agreement and such failure continues for thirty (30) days after the contractor’s receipt of written notice, the Town may cancel the personal service agreement without liability for cancellation/termination charges.

Reservation of Rights

The Town of Greenwich reserves the right to reject any and all bids/proposals not deemed to be in the best interest of the Town, or to accept that bid/proposal which appears to be in the best interest of the Town.  The Town reserves the right to waive any and all formalities or to reject any or all bids/proposals or any part of any bid/proposal.  The Town reserves the right to award this contract as a lump sum or on a line-by-line basis.  The Town reserves the right to award to more than one contractor.
Proposal Format and Requirements

Respondents shall deliver one complete original proposal, and two complete copies of the proposal to the Purchasing Department before the deadline.  It is also requested that respondents deliver a PDF of their complete proposal.
At the very beginning of the proposal, the respondent shall include a letter of transmittal signed by an individual authorized to bind the consultant.

The following questions and RFP form requirements are designed to solicit information critical to the Town’s evaluation of the respondent’s capabilities.  The responses in this section will be a critical component in the evaluation.  The respondent should repeat each question, followed by the answer and/or form.  Answers should be concise, but complete.  Forms, where required, must be included.  Respondents are expected to respond specifically to each question in this section.  Failure to respond to all applicable questions and form requirements in this section may result in rejection of the proposal.

QUESTIONNAIRE
1.  State the consultant’s full name and home office address.  Describe the organizational structure (e.g., publicly held corporation, private non-profit, partnership, etc.)  If it is incorporated, respondent shall indicate the state in which it is incorporated and the date of incorporation or founding date.  List the name and occupation of those individuals serving on the organization’s Board of Directors, and list the name of any entity or person owning 10% or more of the organization.

2.  List the name, title, mailing address, telephone number, facsimile number and email address of the contact person for this proposal.

3.  Describe the organization, management philosophy, and provide a brief history of the company.

4.  Indicate how long the consultant has been providing service job analysis, development and validation of public safety promotional examinations including written and oral examinations.  

5.  Provide details on the level of the consultant’s current knowledge of federal and state employment law.  

6.  Provide a list of three (3) business references for projects with a similar scope of work that the consultant has performed within the past five (5) years.  Include contact names, locations, phone numbers, description of service provided and the length of time the service was provided.

7.  Provide a list of Connecticut municipalities where and when the consultant has administered both a Written and Oral Examination for Police Lieutenant promotional examination process.  Discuss the number of years experience providing this service.
8.  Provide the names and resumes of the employees who will provide service and perform the work for the Town, and a brief statement as to why each employee is qualified to perform the scope of work. 
9.  List the key features that distinguish the consultant’s services from the consultant’s competitors.  Indicate what the consultant perceives as the consultant’s competitive advantages.

10.  Provide a sample candidate oral examination score result which shows how the oral examination score was determined.  This should be a form which would be provided to the Town and which could be reviewed with the candidate.  Candidates do not have an appeal process for Oral Examinations.
11.  Describe any significant government action or litigation taken or pending against the consultant or any of the consultant’s entities during the past ten (10) years. 

12. Advise if the consultant is currently debarred from performing work for any entity in America. 
13.  Describe any professional or ethical conflicts that may interfere with handling this contract.

14.  Complete and submit all of the Reply Sheets with the proposal.

15. Complete and submit the Insurance Procedure Form with the proposal.

16. Complete and submit the Statement of Qualifications Form.

Criteria for Evaluation 

Proposals and respondents will be evaluated using the following criteria:

	Criteria
	Maximum Points

	Price of products and services
	30

	Level of experience and expertise of the firm and staff assigned
	20

	Work performance as evaluated by references
	20

	Level of experience working with CT municipalities for Police Promotional Exams
	15

	Content, completeness and quality of the proposal
	15

	TOTAL
	100


In addition to the criteria listed above, exceptions raised by the respondents will be factored into the evaluation.  The financial strength of the finalist(s) may also be considered.  The Town may also elect to interview one or more of the finalists.  The results of the interview process will also be factored into selecting the contractor. 

Evaluation Committee

Each member of the Evaluation Committee will score each proposal independently.  All scores of each respondent will be averaged together to determine the final score of each respondent.  The Evaluation Committee will consist of the following persons:
1. Mary Jo Iannuccilli, Assistant Director Human Resources
2. David Ridberg, Police Chief

3. Maureen Tracy, Human Resources Systems Specialist
TOWN OF GREENWICH

RFP #6655    DEADLINE:  7/31/09 AT 2:00 P.M.
TESTING CONSULTANT FOR POLICE LIEUTENANT CAREER PROMOTION

REPLY SHEET (Page 1 of 4)
The respondent shall provide complete pricing below.  Pricing shall include all costs including travel expenses and shall remain firm fixed for the duration of the term of this contract. 
	
	PRODUCT / SERVICE
	TOTAL PRICE

	1
	Job Analysis and Reading List
	$


	2
	Written Examination administration
	$



	3
	Written Examination appeal process
	$


	4
	Oral Examination Administration which includes panel training and one day of Oral Examinations
	$

	5
	Oral Examination Administration which includes panel training and two days of Oral Examinations
	$

	6
	Oral Examination Administration which includes panel training and three days of Oral Examinations
	$


Respondent’s Company Name:   ___________________________________________

Authorized Signature:   __________________________________________________

TOWN OF GREENWICH

RFP #6655    DEADLINE:  7/31/09 AT 2:00 P.M.
TESTING CONSULTANT FOR POLICE LIEUTENANT CAREER PROMOTION

REPLY SHEET (Page 2 of 4)
Exceptions

The respondent shall list below all exceptions that are being taken (if any) to the language contained in this RFP:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Respondent’s Company Name _________________________________________

Authorized Signature _________________________________________________
TOWN OF GREENWICH
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TESTING CONSULTANT FOR POLICE LIEUTENANT CAREER PROMOTION

REPLY SHEET (Page 3 of 4)
Non-collusion Language

In submitting this bid/proposal, the undersigned declares that this is made without any connection with any persons making another bid/proposal on the same contract; that the bid/proposal is in all respects fair and without collusion, fraud or mental reservation; and that no official of the Town, or any person in the employ of the Town, is directly or indirectly interested in said bid/proposal or in the supplies or work to which it relates, or in any portion of the profits thereof.

In submitting this bid, the undersigned further declares that it has not, and will not, induce or attempt to induce any Town of Greenwich employee or officer to violate the Greenwich Code of Ethics in connection with its offer to provide goods or services under, or otherwise in the performance of, such contract. 

The undersigned further understands that the above declarations are material representations to the Town of Greenwich made as a condition to the acceptance of the bid/proposal.  If found to be false, the Town of Greenwich retains the right to reject said bid/proposal and rescind any resulting contract and/or purchase order and notify the undersigned accordingly, thereby declaring as void said bid/proposal and contract or purchase order.
Respondent’s Company Name:   _____________________________________________

Street Address:   __________________________________________________________

Telephone #:  ______________________Fax # _________________________________

Email: _________________________________________________________________

Website:  _______________________________________________________________

Taxpayer Identification #:  __________________________________________________

Print Name:  _____________________________________________________________

Title:  __________________________________________________________________

Authorized Signature:  _____________________________________________________

Incorporated in the State of  
________________________________________________

TOWN OF GREENWICH
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Non-collusion Language (continued)

The Greenwich Code of Ethics can be found at www.greenwichct.org.  Relevant provisions of the Code of Ethics state as follows:

2. DEFINITION.  (1) Indirect interest, without limiting its generality, shall mean and include the interest of any subcontractor in any prime contract with the town and the interest of any person or his immediate family in any corporation, firm or partnership which has a direct or indirect interest in any transaction with the town. (2) Substantial financial interest shall mean any financial interest, direct or indirect, which is more than nominal and which is not common to the interest of other citizens of the town.  (3) Town officer shall mean and include any official, employee, agent, consultant or member, elected or appointed, of any board, department, commission, committee, legislative body or other agency of the town.  (4) Transaction shall mean and include the offer, sale or furnishing of any real or personal property, material, supplies or services by any person, directly or indirectly, as vendor, prime contractor, subcontractor or otherwise, for the use and benefit of the town for a valuable consideration, excepting the services of any person as a town officer.

3. GIFTS AND FAVORS.  No town officer or his immediate family shall accept any valuable gift, thing, favor, loan or promise which might tend to influence the performance or nonperformance of his official duties.

4. IMPROPER INFLUENCE.  No town officer having a substantial financial interest in any transaction with the town or in any action to be taken by the town shall use his office to exert his influence or to vote on such transaction or action.

By signing below, the undersigned declares that he/she has read the non-collusion language contained herein and agrees to abide by its contents:

AUTHORIZED SIGNATURE 


PRINT NAME  


COMPANY NAME 

STATEMENT OF PROPOSING COMPANY'S QUALIFICATIONS PRIVATE 

Company Name                                                                                                  




Address                                                                                                          




Phone Number                                                                                                   




When organized                                                                                                  




State of incorporation                                                                                           



How many years has company been engaged in business related to this proposal under the present company's name:                                                                                       




Contracts now in hand (gross amount)                                                                       



Company officers                                                                                                




Have you ever defaulted on a contract or failed to complete a contract within the specified time?       [image: image1.wmf] Yes         [image: image2.wmf] No                                                




 


If so, please explain:                                                                                            




AUTHORIZED SIGNATURE:                                                                          

PRINT NAME:                                                                                              

TITLE:                                                                                                        

TEL. NO.:                                                                                                    

TAXPAYER IDENTIFICATION NO.:                                                                 


TOWN OF GREENWICHPRIVATE 


INSURANCE PROCEDURE
PLEASE NOTE:
RETURN THIS COMPLETED FORM WITH YOUR BID/PROPOSAL.  FAILURE TO DO SO MAY RESULT IN YOUR BID/PROPOSAL BEING REJECTED.

Please take the insurance requirements of the Contract to your agent/broker immediately upon receipt of the bid documents to determine your existing coverage and any costs for new or additional coverage required for the work noted in this Request for Bid/Proposal.  Any bids/proposals which contain exceptions to the insurance requirements may be considered nonresponsive and may be rejected.

STATEMENT OF VENDOR:

I have read the insurance requirements for this work and have taken the documentation to my insurance agent/broker.  The bid/proposal cost reflects any additional costs relating to insurance requirements for this work.

If I am awarded this contract, I or my insurance agent shall submit all of the required insurance documentation to the Town of Greenwich Purchasing Department within ten (10) days after the date of the award of the contract.


      
                        Signature                                                                            Date


                        Contractor
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