
TOWN OF ORO VALLEY

NOTICE OF REQUEST FOR PROPOSALS No. 21001
Notice is hereby given that the Town of Oro Valley is conducting a competitive request for proposal process from qualified and experienced firms with the intent of contracting for a new Community Development and Business Licensing Software System.  The system should be web-based and enable Town staff to become more efficient, flexible, transparent to constituents, and adaptable to the Town’s business needs.  The system should bridge across departmental functions with a proven track record of providing satisfactory performance. 

The System shall include functionality for business licensing, code enforcement, complaints and violations, GIS, Inspections, Permitting, Plan Review, and Reporting with a citizen portal.  The Offeror shall propose the implementation of a solution that meets or exceeds the requirements that the Town of Oro Valley requires for replacing MUNIS for Permitting, Code Enforcement, Inspections, Land Management, Complaints and Violations and Business Licensing.

Due Date

Sealed Proposals must be received by or before July 28, 2020, 2:00 pm MST.  Proposals must be mailed or hand delivered to:  Town of Oro Valley, Town Clerk, 11000 N. La Cañada Drive, Oro Valley, Arizona 85737.
Pre-Proposal Conference

Interested offerors are invited and strongly encouraged to attend the pre-proposal conference to be held on Tuesday, July 14, 2020 at 10:00 a.m. MST.   The Pre-proposal conference will be held via Microsoft Team.  
Individuals who are interested in attending must RSVP email Victoria Cortinas at vcortinas@orovalleyaz.gov and Allison Muhr at amuhr@orovalleyaz.gov by Friday, July 10, 2020 by 5:00 p.m., the company name, names of individual(s) and email address(es) of those who will be attending.  The Town will then send a MS Teams appointment to the interested company representatives.
Where to Obtain a Copy of the Solicitation
A copy of this solicitation and future addenda may be obtained from the Town’s Internet site at: https://www.orovalleyaz.gov/Government/Departments/Finance/Procurement.
The Town of Oro Valley takes no responsibility for informing recipients of changes to the original solicitation document. It is the Offeror’s responsibility to obtain a copy of any amendments relevant to this solicitation.  Failure to submit amendments with the solicitation response may be grounds for deeming a bid non-responsive.

All inquiries regarding this solicitation will be directed in writing to:  Victoria Cortinas, CPPO, CPPB, C.P.M., Town of Oro Valley Chief Procurement Officer, preferably by e-mail to vcortinas@orovalleyaz.gov amuhr@orovalleyaz.govand Allison Muhr, Procurement Specialist, .  
Post Date: July 2, 2020




        Publishing Dates: July 6 and July 13, 2020
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Request for Proposals No. 21001
Community Development and
Business Licensing Software System
Pre-Proposal Conference Date:

July 14, 2020, 11:00 a.m. MST

Due Date:

July 28, 2018, 2:00 pm MST
Information Technology Department
Town of Oro Valley
	INTRODUCTION AND BACKGROUND


The Town of Oro Valley is in located in southern Arizona, north of the City of Tucson. The Town covers more than 36 square miles with a population approximately 45,184. 

The Town is governed by a Town Council / Town Manager form of government. The Town Council is comprised of up of six members plus a mayor that serves as the head of the Town Council. The Town Council appoints a Town Manager to oversee the Town’s departments.

 

The current permitting and business licensing system is MUNIS provided by Tyler Industries and was implemented in 2015 for the Community and Economic Development department for use with permitting, zoning and code enforcement and inspections.  Business licensing was implemented prior to permitting.  MUNIS enabled both divisions to use the same software.  The current version of the System is MUNIS 2018.1; we anticipate being on MUNIS 2019.1 by November 2020.  The Town also uses Bluebeam Revu for plan review.
I. SCHEDULE OF EVENTS
The Town intends to follow the following schedule of events for this solicitation.  Interested proposers are expected to participate as follows:

RFP Publish






July 6 and 13, 2020

Deadline to RSVP for Pre-Proposal Conference

July 10, 2020
Pre-Proposal Conference




July 14, 2020

Proposer Inquiries Deadline




July 21, 2020
Proposal Due Date





July 21, 2020
Town Committee Review and Evaluation


July 22 – October 14, 2020
Shortlist







August 14, 2020
Short-listed Proposer Interviews/Demonstration 

Week of August 17, 2020
Evaluation of Shortlisted Firms




August 24 – October 14, 2020

Contract Award






October 15, 2020
	SCOPE OF WORK


I. OBJECTIVE

The Town of Oro Valley, herein referred to as the “Town” is requesting proposals from qualified and experienced firms for a new constituent friendly software system for the Town to use to manage permitting, inspections, code compliance and business licenses, herein referred to as the “System”. The proposed system should be web-based and enable Town staff to become more efficient, flexible, transparent to constituents, and adaptable to the Town’s business needs. The system should bridge across departmental functions with a proven track record of providing satisfactory performance.

All proposals must include a plan for implementation and management of the transition from MUNIS 2018.1 (or MUNIS 2019.1, as applicable) to the chosen replacement platform.  The Town also uses Bluebeam Revu for plan review.

The System shall include functionality for business licensing, code enforcement, complaints and violations, GIS, Inspections, Permitting, Plan Review, and Reporting with a citizen portal.  The Offeror shall propose the implementation of a solution that meets or exceeds the requirements that the Town of Oro Valley requires for replacing MUNIS for Permitting, Code Enforcement, Inspections, Land Management, Complaints and Violations and Business Licensing, per the System Requirements Grid in the Evaluation Criteria Requirements section of this RFP.  All required functionality are mandatory requirements of any replacement solution.  
II. SPECIFICATIONS
a. Service Requirements

The Offeror must provide both software and services.  The Contractor shall provide system implementation and integration services for the transition from our current software to the chosen solution.  The implementation and integration services shall include but not limited to software, training, documentation, transition planning, maintenance, customer support and installation, the overall ability of the application system to support the Town’s business processes and future growth and the proposed timetable for implementation and how it meets the Town’s requirements

The Community Development and Business Licensing Software System Grid, Attachment A, includes a comprehensive listing of the Town’s system requirements/functionality.  All Offerors must meet, at a minimum, the required (R) requirements for with their proposed system.  The Town has also included requirements/functionality that are important (I) to our agency and requirements/functionality that are nice to have (N) in the system.  The Town is looking for a system that best meets the requirements listed.  

It is understood that there may be multiple vendors (subcontractors) involved in the system implementation and integration, however the successful Offeror (Contractor) will be solely responsible for the quality of work of their subcontractors and the successful system implementation. 

For the services portion of the contract, the Town expects proposals to include a plan for implementation and management of the transition from MUNIS 2018.1 (or MUNIS 2019.1, as applicable) to the chosen replacement platform. The Town will partner with the selected Contractor during implementation, both to assist with the transition, and to ensure sufficient knowledge transfer for the Town to be fully capable of on-going management, maintenance, and expansion.

Any online or "Cloud" service will also have a specified Service Level Agreement (SLA) along with remedy. 

Customer support is key to any software implementation. The Town will require an escalation path for customer support tickets that are of an incident (something that was working and now doesn't) in nature. While the Town recognizes support tickets cannot have a defined resolution time, the Town would like to see options for remedy on support tickets that exceed a reasonable amount of time for resolution. 

b. Deliverables and Acceptance:  The following is the Town’s deliverable and acceptance criteria.

	
	Deliverable
	Acceptance Criteria

	    
	Installation

Successful installation of the system on a Town server or Cloud.
	An installation will be deemed successful if Town staff can access the system to conduct configuration activities and can execute a full range of transactions using sample data.

	    
	Training Plan

Formal training plan and training services and materials.
	Successful execution of training plan. Delivery of the training services and materials as determined in the proposal and contract. 

	    
	System Documentation

Develop a complete and comprehensive set of system documentation that reflects all components of the software solution, including enhancements. 
	Functional documentation shall be complete and accepted by the Town on or before initial implementation and provided to the Town in a printable, electronic format.  Town shall have the ability to print the documents from the electronic document source files and/or directly from the vendor’s system.

	    

	User Documentation

Develop complete and comprehensive user documentation that reflects all components of the software solution, including enhancements and Help guides.
	User documentation shall be complete and accepted by the Town on or before initial implementation and provided to the Town in a printable, electronic format.   Town shall have the ability to print the documents from the electronic document source files and / or directly from the vendor’s system.

	    
	Software and Hardware (if applicable) Support

Software and hardware support for a specified warranty period and proposed terms and conditions for the first five years of annual software and hardware support.
	Vendor to resolve all issues surfaced during the warranty period to the Town’s satisfaction.  Town to review and accept terms and conditions for annual support.



	    
	Data Conversion

The plan shall include what provision you make testing data conversion and how the customer will be presented with an acceptance of the conversion. 

     
	Customer acceptance of the plan and the data conversion.

	    
	Test Plan

Testing shall be completed by the Town test team and Vendor.  The test plan shall specify how functional and performance testing will be done from a business perspective and the technical perspective.  Test objectives shall be agreed to and are to include test scenarios.
	Tested components in Town production environment shall be functional as intended and performance tested.

	    
	System Acceptance

The Town requires a minimum error-free and reliable (available) acceptance test period of 60 calendar days.


	The Town shall perform its own tests in the Town test and production environments to verify all test results.   If major defects or numerous minor defects are found during the Town’s acceptance testing, these tests shall be terminated and the Vendor shall resolve the outstanding issues.  Once all issues have been addressed, the Vendor shall recommence the acceptance test process from the beginning.    


c. Payment Schedule

The Town cannot make payment upfront upon contract execution.  All payments must be tied to a deliverable.  Offerors must provide a contract schedule with milestone payments.  Payment may be made monthly, per the milestone payment schedule.
The Contractor must provide a clear, detailed invoice identifying the Town Department responsible for payment, contract/purchase order number, items being billed for, amount/percent billed to date and current status of all tasks/milestones within the project with backup support documentation.  Project schedule updates will be included in the monthly progress payment reports.
The Town will make every effort to process payment within twenty-one (21) days after receipt of materials or services and a correct invoice. 

The Contractor payment terms shall apply to all purchases and all payment methods.

d. Application Support

i. The Town requires that the production environment to be available Monday – Friday, 6 am – 6 pm Mountain Standard Time.     
INSTRUCTIONS TO OFFERORS
1.
DEFINITION OF KEY WORDS USED IN THE SOLICITATION:


For purposes of this solicitation and subsequent contract, the following definitions shall apply:

Amendment:  A document issued by the Town that modifies the specifications, scope or terms and conditions of a contract. This also includes a document issued by the Town that has the effect of modifying, clarifying, adding to or deleting specifications, scope, and terms or conditions of the solicitation. 


Contract: The legal agreement executed between the Town and the Contractor. The Contract shall include this RFP document incorporated herein by reference, all terms, conditions, specifications, scope of work, addenda, amendments, the Contractor’s offer and negotiated items as accepted by the Town.


Contractor/Consultant: The individual, partnership, or corpora​tion who, as a result of the competitive solicitation process, is awarded a contract by the Town.


Contract Representative: The Town employee or employees who have specifically been designated to act as a contact person or persons to the Contractor, and is responsible for monitoring and overseeing the Contractor's performance under this Contract.  Jon Hawbaker, Transit Crew Leader, will be the Town’s Contract Representative. 

Procurement Agent: The central contracting authority for the Town, the Town’s Procurement Administrator.

May: Indicates something that is not mandatory but permissible.


Offeror: The individual, partnership, or corporation who submits a proposal or offer in response to a solicitation.

Shall, Will, Must: Indicates a mandatory requirement. Failure to meet these mandatory requirements, if they constitute a substantive requirement, may, at the Town’s sole discretion, result in the rejection of a proposal as non-responsive.


Should: Indicates something that is recommended but not mandatory. If the Offeror fails to provide recommended information, the Town may, at its sole option, ask the Offeror to provide the information or evaluate the proposal without the information.


Town: The Town of Oro Valley, Arizona.

2. PRE-PROPOSAL CONFERENCE: If scheduled, the date and time of a Pre-Proposal conference is indicated on the cover page of this document. Attendance at this conference is not mandatory. The purpose of this conference will be to clarify the contents of this Request for Proposal in order to prevent any misunderstanding of the Town's position. Any doubt as to the requirements of this Request for Proposal or any apparent omission or discrepancy should be presented to the Town at this conference. The Town will then determine the appropriate action necessary, if any, and may issue a written addendum to the Request for Proposal. Oral statements or instructions will not constitute an addendum to this Request for Proposal.

3.
INQUIRIES: Any question related to the solicitation shall be directed to the contact person whose name appears on the cover page. The contact person may require any and all questions be submitted in writing. Offerors are encouraged to submit written questions via electronic mail or facsimile, at least five days prior to the solicitation due date. Any correspondence related to a solicitation should refer to the appropriate solicitation number, page and paragraph number. An envelope containing questions should be identified as such, otherwise it may not be opened until after the official proposal due date and time. Oral interpretations or clarifications will be without legal effect. Only questions answered by a formal written addendum to the solicitation will be binding.

4.
SOLICITATION AMENDMENTS: The Offeror shall acknowledge receipt of a solicitation amendment by signing and returning the document by the specified due date and time.  The Request for Proposals with Information for Respondents, Supplemental Project Information, any future Amendment may be obtained from the Town’s website:  http://www.orovalleyaz.gov/Procurement/.  It is the sole responsibility of the Respondent to obtain, review, and acknowledge any amendments that may be published on the Town’s website. 

5.
FAMILIARIZATION OF SCOPE OF WORK: Before submitting a response, each offeror shall familiarize itself with the Scope of Work, laws, regulations and other factors affecting contract performance. The Offeror shall be responsible for fully understanding the requirements of the subsequent Contract and otherwise satisfy itself as to the expense and difficulties accompanying the fulfillment of contract requirements. The submission of a response will constitute a representation of compliance by the Offeror. There will be no subsequent financial adjustment, other than that provided by the subsequent Contract, for lack of such familiarization.
6. 
PREPARATION OF RESPONSE: 

A. All proposals shall be on the forms provided in this solicitation package. It is permissible to copy these forms as required. Facsimiles or electronic mail proposals shall not be considered.

B. The Offer page, Price Page if applicable and any solicitation addenda must be signed and returned with the response.

C. The Offer page shall be signed by a person authorized to submit an offer. An authorized signature on the Offer page, Proposal amendments, or cover letter accompanying the proposal documents shall constitute an offer to sell the good and/or service specified herein.



D.
In case of error in the extension of prices in the proposal, unit price shall govern when applicable.


E.
Periods of time, stated as a number of days, shall be in calendar days unless otherwise specified.

F.
It is the responsibility of all offerors to examine the entire solicitation package and seek clarification of any requirement that may not be clear and to check all responses for accuracy before submitting a response. Negligence in preparing a response confers no right of withdrawal after due date and time.

H. The Town shall not reimburse the cost of developing, presenting, submitting or providing any response to this solicitation.

7. TAXES:  All applicable sales taxes shall be included as a separate line item.
8. SUBMITTAL FORMAT: An original and eight (8) copies (nine (9) total) of each response should be submitted on the forms and in the format specified in the solicitation.  In addition, an electronic copy on CD or USB drive must be submitted. The material should be in sequence and related to the solicitation. The sections of the submittal should be tabbed, clearly identifiable and should include a minimum of the following sections: the completed Offer Page, all signed addenda and the Offeror’s response to the Evaluation Criteria including the completed Price Page (if applicable). Failure to include the requested information may have a negative impact on the evaluation of the submittal. 

9. EXCEPTIONS TO CONTRACT PROVISIONS: A response to any solicitation is an offer to contract with the Town based upon the contract provisions contained in the Town’s Standard Contract (attached), the specifications, scope of work and any special terms and conditions. Offerors who wish to propose modifications to the contract provisions must clearly identify the proposed deviations and any proposed substitute language. The provisions of the contract cannot be modified without the express written approval of the Procurement Agent. If a proposal or offer is returned with modifications to the contract provisions that are not expressly approved in writing by the Procurement Agent, the contract provisions contained in the Town’s solicitation document and standard contract shall prevail.  NO EXCEPTIONS OR REVISIONS TO THE INDEMNIFCATION PROVISION OF THE STANDARD CONTRACT SHALL BE CONSIDERED.
10. PUBLIC RECORD: All proposals submitted in response to this solicitation shall become the property of the Town and shall become a matter of public record available for review subsequent to the award notification.

11. CONFIDENTIAL INFORMATION: The Town is obligated to abide by all public information laws. If an Offeror believes that any portion of a proposal, offer, specification, or correspondence contains information that should be withheld, a statement advising the Procurement Agent of this fact should accompany the submission and the information shall be so identified wherever it appears. The Town shall review all requests for confidentiality and may provide a written determination to designate specified documents confidential or the request may be denied. Price is not confidential and will not be withheld. If the confidential request is denied, such information shall be disclosed as public information, unless the offeror submits a formal written objection.

12. CERTIFICATION: By signature on the Offer page, solicitation addenda, or cover letter accompanying the submittal documents, Offeror certifies:

A.
The submission of the offer did not involve collusion or other anti-competitive practices.

B.
The Offeror shall not discriminate against any employee or applicant for employment in violation of Federal or State law.

C.
The Offeror has not given, offered to give, nor intends to give at any time hereafter, any economic opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, meal or service to a public servant in connection with the submitted offer.

D. The Offeror hereby certifies that the individual signing the submittal is an authorized agent for the Offeror and has the authority to bind the Offeror to the Contract.

13. 
RESPONSES TO THIS SOLICITATION: In order to be considered, the Offeror must complete and submit its response to the Town Clerk at 11000 N. La Canada Dr., Oro Valley, AZ 85737, prior to or at the exact date and time indicated on the Notice page. The Offeror’s response shall be submitted in a sealed envelope. The words “SEALED PROPOSAL” with the REQUEST FOR PROPOSAL TITLE, REQUEST FOR PROPOSAL NUMBER, PROPOSAL DUE DATE AND TIME and OFFEROR’S NAME AND ADDRESS shall be written on the envelope.

14.  
LATE PROPOSALS: Late proposals will be rejected and returned unopened.
15.  
OFFER AND ACCEPTANCE PERIOD: In order to allow for an adequate evaluation, the Town requires an offer in response to this solicitation to be valid and irrevocable for one hundred twenty (120) days after the proposal due date and time.

16.  
WITHDRAWAL OF OFFER: At any time prior to the specified solicitation due date and time, an offeror may formally withdraw the offer by a written letter, facsimile or electronic mail from the Offeror or a designated representative. Telephonic or oral withdrawals shall not be considered.

17.  
DISCUSSIONS: The Town reserves the right to conduct discussions with offerors for the purpose of eliminating minor irregularities, informalities, or apparent clerical mistakes in the proposal in order to clarify an offer and assure full understanding of, and responsiveness to, solicitation requirements.

18.  
CONTRACT NEGOTIATIONS: Negotiations may be conducted with responsible offeror(s) for the purpose of altering or otherwise changing the conditions, terms and price of the proposed contract unless prohibited. Offerors shall be accorded fair and equal treatment in conducting negotiations and there shall be no disclosure of any information derived from proposals submitted by competing offerors.

19.  
UPON NOTICE OF INTENT TO AWARD: The apparent successful offeror shall sign and file with the Town, within ten (10) days after Notice of Intent to Award, all documents necessary to the successful execution of the Contract.

20. 
AWARD OF CONTRACT: Notwithstanding any other provision of the solicitation, the Town reserves the right to:


(1) waive any immaterial defect or informality; or


(2) reject any or all proposals, or portions thereof; or


(3) reissue the solicitation.

21. PROTEST REQUIREMENTS:  A protest shall be in writing and shall be filed with the Town Manager in accordance with Section 3-4-9 of the Town Code.  A protest of a Solicitation shall be received by the Town Manager not more than ten (10) days after the protestant knew or should have known of the basis for its protest or, if a protest of a contract award, no later than ten 10 days after a contract award.  A protest shall include:
A. The name, address, and telephone number of the protestant;
B. The signature of the protestant or its representative;
C. Identification of the Solicitation or Contract number;
D. A detailed statement of the legal and factual grounds of protest including copies of relevant documents; and
E. The form of relief requested.
EVALUATION REQUIREMENTS

I. EVALUATION CRITERIA – (listed in descending order of importance)

A. Proposed Solution, Support and Services

B. Qualifications, Experience, and Resources 
C. Price Proposal 
II. REQUIREMENTS SPECIFIC TO EVALUATION CRITERIA: The narrative portion and the materials presented in response to this Request for Proposal should be submitted in the same order as requested and must contain, at a minimum, the following:
A. PROPOSED SOLUTION, SUPPORT AND SERVICES
1. Executive Summary:   Provide a brief narrative that illustrates an understanding of the Town’s requirements and services and describing the proposed solution. The summary should contain as little technical jargon as possible and should be oriented toward non-technical personnel.
2. A general description of the approach and methodology that the vendor would take in performing the services including specifications and requirements.
3. What is the name and current version of the product(s) being proposed?

4. How long has each product component / product suite being proposed been on the market and in production status at an organization of our size and / or line of business? Provide the information in the following format:
	Product Component / Suite
	Time on Market
	Release data of most current version

	
	
	

	
	
	

	
	
	


5. Briefly list a three-year history of software releases for the product being proposed (include dates, versions and major enhancements for each release).  Provide the information in the following format:
	Product / Version
	Date
	Major Enhancements

	     
	     
	     

	     
	     
	     

	
	
	


6. What are the plans for future upgrades/releases?
	Product / Version
	Date
	Major Enhancements


	     
	     
	     

	     
	     
	     

	
	
	


7. List all hardware/operating system platforms upon which your product’s database(s) is / are supported.   Indicate whether each configuration is actually in production at an organization of our size

	Database Name       and Version(s)
	Hardware Platforms
	Operating System(s)
	Production Status      (Y / N)

	     
	     
	     
	     

	     
	     
	     
	     


	     
	     
	     
	     

	     
	     
	     
	     


8. List all browsers that are certified for use with your application, and describe any required browser add-ons, function enablement, etc.
9. Complete the Requirements for Community Development and Business Licensing Software System Grid in Attachment A.  The Town has divided up the requirements as Required (R); Important (I) and Nice to Have (N).  Offerors must clearly indicate if the requirement comes with the base system or requires customization to meet the requirement.   
10. With what government standards/regulatory bodies does your system current comply?
11. What process is in place to ensure that regulatory changes from federal, state and local government agencies and other regulatory organizations are addressed and distributed in software revisions as soon as possible?
12. Describe your firm’s approach to project management to successfully achieve the scope of work contained in this proposal
13. Vendor Hosted Solution
a. Describe the physical and electronic security of the hosting data center, including security provisions for staff, as well as facilities.
b. Describe the mechanisms used to ensure protection of Town data, passwords, etc.
c. Briefly describe your overall backup and recovery strategy and disaster recovery or business resumption strategy.
d. Describe what data extraction expectations.  At the end of the solution life, how will the Town obtain our data out of your system?
14. Implementation Schedule: 
a. Describe your implementation methodology and proposed implementation schedule.  Attach a high-level project schedule, with milestones from each implementation phase.
b. State the assumptions implicit in your implementation timetable (Town resources, your resources, third parties, etc.) and detail the effect(s) of those assumptions not being met.
c. Describe your approach to project communication, including the strategy, the calendar and responsible parties.
15. System Testing:
a. Describe any provision your firm will make for testing to be extended in the event that all high-severity errors are not corrected in the test window.
b. Describe your provision to defer the start of warranty until after final acceptance of the system by the Town.  Include the process by which final acceptance will be made.
c. Describe your provision if, during implementation, your system does not meet the stated expectations.
16. Payment Schedule

a. Provide a milestone payment schedule.  All payments must be tied to a deliverable.

17. Application Support
a. Describe the provision your firm makes to provide the level of system availability listed in the Scope of Work.
b. In the event of an extended service outage, describe what provisions you make the Town for direct costs incurred for the outage.
c. Indicate the level of on-site support available to the Town, if required.  List your technical support service offerings, their rates or fixed costs, and whether or not the service is included in the base cost of the system or optional.
18. Value Add:  Provide a description of value-added, innovative ideas and unique services offered to implement the Town’s requirements relevant to the scope of services described in this RFP.
B. QUALIFICATIONS, EXPERIENCE AND RESOURCES

1. Provide a brief history including years in business, primary location(s), industry presence, capabilities and strengths.  

2. Provide an organizational chart of the firm.

3. Submit qualifications of the firm and explain why your firm is especially well qualified to provide the proposed solution and required services. 

4. How many public sector entities are currently using the product being proposed?

5. What is your customer retention rate (%)?   Define measurements used to calculate.

6. Describe your staffing model to assure the project is staffed with adequate, experienced personnel, capable of the successful accomplishment of work to be performed.
7. Identify specific team members proposed to provide services under the resulting contract, their relevant experience, and qualifications including any licenses, registrations or Certifications applicable to the proposed work.

8. Provide resumes of the key team members.  The resume should include, but not limited to, specific work history, number of years’ experience, educational background and related certifications.

9. Describe your ability to maintain key project personnel in place for the duration of the project.
10. In the event that key personnel are not available for work for a continuous period exceeding thirty calendar days, or are expected to devote substantially less effort to the work than initially anticipated, what provisions do you have to notify the City to replace such personnel with personnel of substantially equal ability and qualifications.
11. Provide a list of subcontractors (if applicable), their respective qualifications and services they will perform under the resulting contract.  The Town reserves the right to approve or deny proposed subcontractors.

12. Provide a list of five current references, preferably public agencies/municipalities, in which you have provided the proposed solution.  Include Company/Agency Name, Contact Person, Title, Email, Phone Number, brief description of project and dates of system implementation.

13. Describe your proposed training plan to include, but not limited to, system administrator, IT Town staff, typical system users, train the trainer, etc. 

14. Describe how you will address training on the responsibilities related to system operation and management, security, problem identification and problem resolution

15. Do you have a User Group or groups for the product being proposed?   If so, list the contact names, phone numbers, website and addresses.

16. What role do Users’ Groups or users play in modifications to the product?

17. Describe any special strengths, insight or innovativeness, which may be applicable to your firm but not requested above.
C.  PRICE PROPOSAL

1. Provide price proposal as requested on the Price Page attached herein.

2. Costs are evaluated on a fully-loaded five-year cost of ownership.   All costs must be itemized according to the proscribed table formats.  If the tables provided to not include a provision for a cost category, add it within the table

All proposals will be evaluated on a fully loaded five year cost of ownership. Fully loaded is defined to include (but is not limited to): software purchase and implementation costs; ongoing support and service costs; hardware costs; hosting and hardware support costs. The Town reserves the right to add their own estimates of the costs associated with the required level of internal staffing (business users and IT staff) for implementation and for ongoing support, and may rely on the Offeror’s resource estimates as a basis for their calculations. 

3. Provide your firm’s payment terms.  The prices herein can be discounted by 

%, if payment is made within 

days.  These payment terms shall apply to all purchase and all payment methods.

III.
GENERAL

A. Shortlist:



The Town reserves the right to shortlist the offerors on all of the stated criteria. However, the Town may determine that shortlisting is not necessary. 

B. Interview / System Demonstrations:


The Town reserves the right to request an interview/ system demonstrations with some or all of the offerors at any point during the evaluation process. However, the Town may determine that interview/ system demonstrations are not necessary. In the event interview/ system demonstrations are conducted, information provided during the interview/ system demonstrations shall be taken into consideration when evaluating the stated criteria. The Town shall not reimburse the offeror for the costs associated with demonstrations.


C.
Additional Investigations:


The Town reserves the right to make such additional investigations as it deems necessary to establish the competence and financial stability of any offeror submitting a proposal.

D.
Prior Experience:


Experiences with the Town and entities that evaluation committee members represent may be taken into consideration when evaluating qualifications and experience.
SPECIAL TERMS AND CONDITIONS
1. INSURANCE

The Contractor agrees to obtain insurance coverage of the types and amounts required consistent with the coverage limits shown below.


Coverage Afforded




Limits of Liability


Workmen's Compensation



Statute


Employer's Liability




$100,000


Commercial General




$1,000,000 - Bodily Injury


Liability Insurance




Combined Single Limit


(including blanket contractual



$100,000 Property Damage


and premises/operations)


Comprehensive Automobile Liability


$1,000,000 – Bodily Injury 


(includes contractor's owned, hired, and Property


or non-owned vehicles, assigned to


Combined Single Limit


or used in performance of the work)


Each Occurrence

The Contractor shall provide satisfactory certificates on the required insurance coverage before beginning work.  All policies shall contain an endorsement providing that written notice be given to the Town at least thirty (30) calendar days prior to termination, cancellation or reduction in coverage policy.  Insurance policies shall remain in force until all work has been completed and the completed project has successfully fulfilled its warranty period.  If a policy does expire during the life of the Contract, a renewal certificate of the required coverage must be sent to the Town of Oro Valley not less than five (5) workdays prior to expiration date.  Each certificate shall include project description, project number and the signed acknowledgement of the insurance company.

The Town of Oro Valley shall be included as an additional insured and endorsement provided on all policies except Worker’s Compensation.  Policies for General, Automobile, and Excess Liability are primary over any insurance available to the Town and as to any claims resulting from the Contract, it being the intention of the parties that the insurance policies so effected shall protect both parties and be primary coverage for any and all losses covered by the described insurance.

In regard to General, Automobile, and Excess Liability, the Contractor agrees to indemnify, defend and save harmless the Town of Oro Valley, its Mayor and Council, appointed boards and commissions, officials, officers, employees, individually and collectively from all losses, claims, suits, actions, payments and judgments, demands, expenses, attorney’s fees, defense costs, or actions of any kind and nature resulting from personal injury to any person, including employees of the Contractor or any subcontractor employed by the Contractor (including bodily injury and death) or damages to any property, arising or alleged to have arisen out of the negligent performance of the Contractor for the work to be performed hereunder, except any injury or damages arising out of the sole negligence of the Town, its officers, agents or employees.  The amount and type of insurance coverage requirements set forth in the Contract will in no way be construed as limiting the scope of indemnity in this paragraph. 

2. OWNERSHIP OF DATA:  The Offeror acknowledges that all data related to this application and/or project either as provided initially by the Town; in subsequent data transmittals from the Town, or its designated transfers; or as keyed, delivered or otherwise created in the system, is the sole and exclusive property of the Town.  The Offeror makes no claim on the data.  

In the event that any Town’s data is transmitted to the Offeror’s systems or location, the Contractor agrees to securely maintain the data, in such manner as is defined within this agreement; to freely release all data at the end of the agreement for any reason; and to permanently remove all data from their systems once the Town has issued a written receipt for the data’s return.  The Contractor will make copies of all of the Town’s data within ten (10) days of receipt of the Town’s written request for such data.  The data is to be delivered via electronic media, in a format mutually agreed upon by the Town and the Contractor.  Proof of receipt of a request is constituted by the delivery acknowledgment provided by third party package handlers or by the US Postal Service. The Town agrees to bear reasonable costs for extracting the data, not to exceed $1,000 dollars.  

If the Contractor fails to deliver the data within ten (10) days of receipt of a request; or upon termination of the contract; or if the Contractor fails to either securely maintain all data files while they are maintaining them or to completely erase all the data from their possession after the data has been returned to the Town upon termination of this agreement; then the Contractor shall be liable for all costs, fees and damages incurred by the Town as a result of the Contractor’s actions. 

3. KEY PERSONNEL: It is essential that the Contractor provide adequate experienced personnel, capable of and devoted to the successful accomplishment of work to be performed under this Contract.  The Contractor must agree to assign specific individuals to the key positions.
The Contractor agrees that, once assigned to work under this Contract, key personnel shall not be removed or replaced without written notice to and subsequent concurrence by the Town.

If key personnel are not available for work under this Contract for a continuous period exceeding thirty calendar days, or are expected to devote substantially less effort to the work than initially anticipated, the Contractor shall immediately notify the Town, and shall, subject to the concurrence of the Town, replace such personnel with personnel of substantially equal ability and qualifications.

STANDARD TERMS AND CONDITIONS
SECTION I – DESCRIPTION OF PROJECT / SCOPE OF SERVICES

Services to be rendered under this agreement shall be negotiated and agreed to by the Contractor and the Town prior to issuance of Notice to Proceed.  The detailed list of services and any required deliverables and or milestones shall be documented in the resulting contract.  Any changes to the scope shall be authorized in writing by the Town in accordance with Section VI prior to services being rendered.

SECTION II – PAYMENT SCHEDULE

Payment shall be made monthly on the basis of progress reports per project.  Contractor must provide a clear, detailed invoice reflecting the Town Department responsible for payment, items being billed for, a summary sheet showing percentage of work completed to date, amount/percent billed to date and current status of all tasks within the project with backup support documentation.  Work schedule updates will be included in the monthly progress payment reports.  

SECTION III – APPROVALS
All work shall be subject to approval by the designated Town Project Manager or designee.

Contractor agrees to exercise the skill and care which would be exercised by professionals performing similar services at the time and in the locality.  If failure to meet these standards results in faulty work, Contractor shall undertake at its own expense the corrective adjustments or modifications.

SECTION IV – INDEMNIFICATION

The Contractor agrees to indemnify, defend, and save harmless the Town, its Mayor and Council, appointed boards and commissions, officials, officers and employees individually and collectively from all losses, claims, suits, demands, expenses, subrogations, attorney’s fees or actions of any kind and nature arising out of the Contractor’s negligence or any subcontractor employed by the Contractor including bodily injury and death, damages to any property or any other losses, claims, suits, demands and/or expenses arising or alleged to have arisen out of the work performed, except any injury or damages arising out of the sole negligence of the Town, its officers, agents or employees.  The amount and type of insurance coverage requirements set forth in Section VII will in no way be construed as limiting the scope of indemnity in this paragraph.
SECTION V – INSURANCE

Proof of insurance as detailed in the Special Terms and Conditions shall be required prior to contract execution.

SECTION VI – AMENDMENTS

Whenever a change in the scope of work is determined to be necessary, the work will be performed in accordance with the Contract provided.  Before a change in the scope of work is implemented, an amendment shall be executed by the Town and the Contractor.  Additions to, modifications of or deletions from the project may be made and the compensation to be paid to the Contractor may be adjusted accordingly by mutual written agreement of the contracting parties.  It is agreed that no claim for extra work by the Contractor will be allowed by the Town except as provided, nor shall the Contractor do any work not covered by this Contract unless the work is authorized through an amendment and signed by both parties PRIOR to starting any additional work.  
TIME IS OF THE ESSENCE for this Contract.  When the Contractor submits a request for additional time for which work must be completed in a contract, justification outlining the reason for applying for the extension must be provided and a date the work will be completed.  If the extension is agreed to and signed by the Town and the Contractor, it binds the Contractor to complete the work by the extended date designated in the amendment unless the delay in completion of the work by the Contractor results from an unforeseeable cause beyond the control and without the fault or negligence of the Contractor.  It is agreed the Town’s only liability for delay from any cause shall be limited to granting a time extension to the Contractor.  There is no other obligation, expressed or implied, on part of the Town to the Contractor for delay from any cause.  
SECTION VII – TERMINATION

This Contract may be terminated at any time by mutual written consent, or by the Town, with or without cause, upon giving thirty (30) days written notice.  If this Contract is terminated, the Town shall be liable only for payment for services rendered and accepted by the Town before the effective date of termination.
The Town reserves the right to terminate in whole or any part of this Contract due to the failure of the Contractor to carry out any term or condition of the Contract. The Town will issue a written notice of default to the Contractor for failing to perform the stipulations, conditions or services/specifications required in this Contract.  The Contractor shall have 5 days from receipt of the notice to rectify the failure or establish a plan for remedy.  Contractor shall provide documentation of the remedy or proposed plan for approval by the Town.

The Town may terminate this Contract for cause if:
A. In the opinion of the Town, the Contractor attempts to impose personnel, materials or services of an unacceptable quality;

B. In the opinion of the Town, the Contractor fails to furnish the required services and/or product within the time stipulated in the Contract;

C. In the opinion of the Town, the Contractor fails to make progress in the performance of the requirements of the Contract;

D. The Contractor gives the Town a positive indication that the Contractor will not or cannot perform to the requirements of the Contract.
If funds that are appropriated or allocated for the payment of obligations under this Contract are not allocated by the Town and available for the continued purchase of the services and/or materials provided under this Contract, this Contract may be terminated by the Town at the end of the period for which funds are available. The Town will notify the Contractor in the event that continued service will or may be affected by non-appropriation. No penalty shall accrue to the Town in the event that this provision is exercised, and the Town shall not be obligated or liable for any future payments due or for any damages as a result of termination under this paragraph.
Upon Notice of Termination the Contractor shall apprise the work the Contractor has completed and submit this appraisal to the Town for evaluation.
The Contractor shall receive as compensation for services performed through the date of such termination, a fee for the percentage of work actually completed.  This fee shall be a percentage of the Contractor fee described in this Contract and shall be in the amount mutually agreed to between the Contractor and the Town.  The Town shall make this final payment within sixty (60) days after the Contractor has delivered the last of the partially completed items or service.

Notice required under this section shall be in writing and shall be served by certified mail upon the other party.  When served by certified mail, services shall be conclusively deemed made five (5) days after posting thereof in the United States mail, postage prepaid.
SECTION VIII – OTHER CONTRACTS
The Town may, as its sole option, enter into Contracts for additional work related to these services.

SECTION IX– FORCE MAJEURE

Notwithstanding any other term, condition, or provision hereof to the contrary, in the event any party hereto is precluded from satisfying or fulfilling any duty or obligation imposed upon such party by the terms hereof due to labor strikes, material shortages, war, civil disturbances, weather conditions, natural disasters, acts of God or other events beyond the control of such party, the time period provided herein for the performance by such party of such duty or obligation shall be extended for a period equal to the delay occasioned by such events and must be agreed to IN WRITING by both parties.

SECTION X – ARBITRATION OF DISPUTES

Any dispute arising under this Contract that is not settled by the Town and the Contractor may, upon mutual agreement of the parties, be decided by an Arbitration Board composed of a representative of the Town, a representative of the Contractor and a representative mutually acceptable to the Town and the Contractor.  The Town, however, reserves its rights as set forth in Arizona Revised Statutes, Title 12.  The Contractor shall continue to render all services requested in this Contract without interruption, notwithstanding the provisions of this Section.  Nothing herein shall be deemed to require arbitration except at the Town’s discretion.  The laws of the State of Arizona shall apply to this Contract, and the Contractor agrees to subject itself to the jurisdiction of the Courts of the State of Arizona for any conflict that arises from the terms of this Contract.

SECTION XI – INDEPENDENT CONTRACTOR

It is clearly understood that each party shall act in its individual capacity and not as an agent, employee, partner, joint venturer or associate of the other.  An employee or agent of one party shall not be deemed or construed to be the employee or agent of the other party for any purpose whatsoever.

The Contractor is advised that taxes or social security payments shall not be withheld from a Town payment issued hereunder and that Contractor should make arrangements to directly pay such expenses, if any.

The Town will not provide any insurance coverage to the Contractor including Workers’ Compensation coverage.
SECTION XII – OWNERSHIP OF DOCUMENTS

All documents including, but not limited to, tracings, drawings, original mylars, estimates, field notes, investigations, design analysis and studies which are prepared in the performance of this Contract are to remain the property of the Town.  The Contractor shall furnish the Town, upon request, originals or copies of technical specifications and copies of all documents listed above.

SECTION XIII – NO KICK-BACK CERTIFICATION

The Contractor warrants that no person has been employed or retained to solicit or secure this Contract upon an agreement or understanding for a commission, percentage, brokerage or contingent fee; and that no member of the Town Council or any employee of the Town has an interest, financial or otherwise, in the Contractor’s firm.

For breach or violation of this warranty, the Town shall have the right to annul this Contact without liability or, at its discretion, to deduct from the Contract Price or consideration, the full amount of such commission, percentage, brokerage or contingent fee.

SECTION XIV – CONFLICT OF INTEREST

This Contract is subject to the provisions of A.R.S. § 38-511 which provides in pertinent part that the State, its political subdivisions or any department of either may, within three years after its execution, cancel any contract, without penalty or further obligation, made by the State, its political subdivisions, or any of the departments or agencies of either if any person significantly involved in initiating, negotiating, securing, drafting or creating the Contract on behalf of the State, its political subdivisions or any of the departments or agencies of either is, at any time, while the Contract or any extension of the Contract is in effect, an employee or agent of any other party to the Contract in any capacity or a Contractor to any other party to the Contract with respect to the subject matter of the Contract.

SECTION XV – ASSIGNMENT

This Contract shall not be assignable except at the written consent of the parties, and it shall extend to and be binding upon the heirs, executors, administrators, successors and assigns of the parties. 

The Contractor may assign money due to him under terms of this Contract to a banking or lending institute.  The Town shall assist the Contractor in performing the assignment by testifying to the progress of the work as may be required.

SECTION XVI – ENFORCEMENT, LAWS AND ORDINANCES
This Contract shall be enforced under the laws of the State of Arizona.

Each party must comply with all applicable federal, state, county and Town laws, ordinances and regulations.

Contractor shall ensure Contractor’s obligation regarding payment of all taxes, license, permits and other expenses of any nature associated with the provision of services herein.

Contractor shall maintain in current status all Federal, State and local certifications required for the business operated by the Contractor.

SECTION XVII – ENTIRE CONTRACT

This is the entire Contract between the parties.  If any portion(s) of this Contract is (are) later found to be invalid or unenforceable, such portion(s) shall be null and void and without any effect on the rest of the Contract which shall continue in full force and effect.

SECTION XVIII - MISCELLANEOUS PROVISIONS

A. The Contractor shall establish and maintain procedures and controls that are reasonably acceptable to the Town for the purpose of assuring that no information contained in its records or obtained from the Town or from others in carrying out its functions under the contract shall be used by or disclosed by it, its agents, officers, or employees, except as required to efficiently perform duties under the contract.  Persons requesting such information must be referred to the Town.

B. The Contractor shall comply with all applicable provisions of the Americans with Disabilities Act (Public Law 101-336, 42 U.S.C. 12101-12213) and applicable federal regulations under the Act.

C. In accordance with A.R.S. §35-391, the Contractor hereby certifies that the Contractor does not have scrutinized business operations in Sudan.

D. In accordance with A.R.S. §35-393, the Contractor hereby certifies that the Contractor does not have scrutinized business operations in Iran.

SECTION XIX – COMPLIANCE WITH FEDERAL AND STATE LAWS
The Contractor understands and acknowledges the applicability to it of the Immigration Reform and Control Act of 1986 and the Drug Free Workplace Act of 1989.  Under the provisions of A.R.S. §41-4401, Contractor hereby warrants to the Town that the Contractor and each of its subcontractors (“Subcontractors”) will comply with, and are Contractually obligated to comply with, all Federal Immigration laws and regulations that relate to their employees and A.R.S. §23-214(A) (hereinafter “Contractor Immigration Warranty”). 

A breach of the Contractor Immigration Warranty shall constitute a material breach of this Contract and shall subject the Contractor to penalties up to and including termination of this Contract at the sole discretion of the Town. 

The Town retains the legal right to inspect the papers of any Contractor or Subcontractors employee who works on this Contract to ensure that the Contractor or Subcontractor is complying with the Contractor Immigration Warranty. Contractor agrees to assist the Town in regard to any such inspections. 

The Town may, at its sole discretion, conduct random verification of the employment records of the Contractor and any of subcontractors to ensure compliance with Contractor’s Immigration Warranty. Contractor agrees to assist the Town in regard to any random verifications performed.

Neither the Contractor nor any of Subcontractor shall be deemed to have materially breached the Contractor Immigration Warranty if the Contractor or Subcontractor establishes that it has complied with the employment verification provisions prescribed by sections 274A and 274B of the Federal Immigration and Nationality Act and the E-Verify requirements prescribed by A.R.S. §23-214, Subsection A. 

The provisions of this Article must be included in any contract the Contractor enters into with any and all of its subcontractors who provide services under this Contract or any subcontract. “Services” are defined as furnishing labor, time or effort in the State of Arizona by a contractor or subcontractor. Services include construction or maintenance of any structure, building or transportation facility or improvement to real property.
PRICE PAGE
All proposals will be evaluated on a fully loaded five year cost of ownership. Fully loaded is defined to include (but is not limited to): software purchase and implementation costs; ongoing support and service costs; hardware costs; hosting and hardware support costs. The Town reserves the right to add their own estimates of the costs associated with the required level of internal staffing (business users and IT staff) for implementation and for ongoing support, and may rely on the Offeror’s resource estimates as a basis for their calculations.

All costs must be itemized according to the following table formats.  If the tables provided do not include a provision for a cost category, add it within the table.

Overall Cost Summary
	Description
	Total Cost $

	     
	

	1.   Base System Modules (exc. Maintenance)
	

	2.   Optional Modules in Suite (exc. Maintenance)
	     

	3.   Optional Software from Partners
	     

	4.   Implementation Planning & Consulting
	     

	5.   Training
	     

	6.   Expenses
	     

	7.   Software Maintenance & Support (for 5 years)
	     

	8.   Additional Software Tools or Utilities
	     

	9.   Hardware and/or Hosting cost (if applicable)
	     

	10. Additional Services (specify)
	     

	     
	     

	Total
	     


In the following, provide an itemized breakdown of all cost for each item listed in the Overall Cost Summary above
1. Detailed Cost Schedules Supporting Cost Summary
Below provide an itemized breakdown of all software being proposed for the core system, optional modules and any third party software.

List the required modules for the base system and additional modules that are necessary to meet the Town’s core requirements.

	
Description
	Software License Fee
	Cost of Required Training
	Annual Maintenance * (give details in # 7, below)

	Core System Modules
	
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	 Total
	     
	     
	     


2. Optional Modules in Suite
List the modules contained in the product suite that are beyond the core system 
requirements and are optional purchases.

	Description
	Software License Fee
	Cost of Required Training
	Annual Maintenance* (give details in # 7, below)

	Optional Modules in Suite
	
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	 Total
	     
	     
	     


3. Software from Partner or Third Party
List software being proposed that is provided by a third party
	Description
	Software License Fee
	Cost of Required Training
	Annual Maintenance* (give details in # 7, below)

	Software from Partner or Third Party (list)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	 Total
	     
	     
	     


4. Implementation Planning and Consulting
List recommended consulting services for implementation.  This should include all services that will be needed to install, plan, configure/build, do the conversion and implementation, test and deploy the modules and other consulting services.   
	Description and Amount

Recommended Consulting Services
	Amount in Person-Time (e.g. Person-hours)
	Total Costs

	Install
	     
	     

	Planning
	     
	     

	Configure/Build
	     
	     

	Conversion & Implementation (Break down this category)
	     
	     

	     
	     
	     

	Test
	     
	     

	Deploy
	     
	     

	Other Consulting Services
	     
	     

	 Total
	     
	     


5. Training
List training categories and specify if bundled or unbundled and indicate the cost.  Be sure to break out technical training for IT support staff separately from end-user training costs.

	Training Categories – List by Audience 

(Technical or End User)
	  Bundled - Unbundled
	Days
	Cost

	Town-specific training development   -   End User
	     
	     
	     

	Town-specific training development   -   Technical (Super User)
	     
	     
	     

	Town-specific training development   -   Administrative 
	     
	     
	     

	 Total
	     
	     
	     


6. Expenses
List all relevant additional expenses such as travel and supplies.

	Expenses
	Cost

	Travel
	     

	Supplies
	     

	Other
	     

	     
	     

	 Total
	     


7. Annual Software Maintenance and Support
Provide detailed costs for each module or package.

	List each Installed or

Supported Application
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	TOTAL

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	 Total
	     
	     
	     
	     
	     
	     


8. Additional Software Tools or Utilities
List all software that is being proposed to assist in product development, implementation, reporting or maintenance.

	Description
	Software License Fee
	Cost of Required Training
	Annual Maintenance *

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	 Total
	     
	     
	     


9. Hardware and Software Supplied (if applicable)
	Service Description
	Hardware / Software cost
	Configuration cost
	3 years Maintenance
	Vendor or Town Supplied

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	 Total
	     
	     
	     
	     


10. Additional Services
Please describe additional services offered (data migration, interface development, API for other programs, etc.) and provide pricing for each.   Indicate whether each service will be one time or will be base-lined into the core application.

	Service Description
	One time vs. base-lined
	Service Cost

	Data migration
	     
	     

	Interface development
	     
	     

	API for other programs, etc.
	     
	     

	Other
	     
	     

	     
	     
	     

	 Total
	     
	     


OFFER
TO THE TOWN OF ORO VALLEY:
The Undersigned hereby offers and shall furnish the material or service in compliance with all terms, scope of work, conditions, specifications, and addenda in the Request for Proposal which is incorporated by reference as if fully set forth herein.

For clarification of this offer, contact:









Name:







Company Name









Title: 







Address









Phone:





Town 


State

Zip









Fax:







Signature of Person 
Authorized to Sign









E-mail:





Printed Name

Title

. 

APPENDIX A

Requirements Grid
Key:  R = Required; I = Important; N = Nice to Have

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	
	Business Licensing
	 
	 
	

	R
	Ability to prorate fees
	 
	 
	

	R
	Ability to apply penalty fees
	 
	 
	

	R
	Ability to add misc. fees
	 
	 
	

	R
	Ability to send business licenses (new and/or renewed) directly from system
	 
	 
	

	N
	Track history of sent licenses and/or communications
	 
	 
	

	R
	Ability to attach related documents
	 
	 
	

	N
	Ability to use retention rules for expired licenses/accounts
	 
	 
	

	I
	Workflow to allow management of business information changes in case fees apply
	 
	 
	

	R
	Workflow: Internal and External notifications when a BL app has been initiated/paid
	 
	 
	

	I
	Support for multiple business license types (In OV vs outside OV, home based vs store front, etc.)
	 
	 
	

	R
	Ability to enter internal comments/text in an account, with option to 'flag' accounts
	 
	 
	

	N
	Ability to track communications (phone/email/letter/etc.)
	 
	 
	

	R
	Ability to use cross-team workflows for approve/deny tasks
	 
	 
	

	
	
	 
	 
	

	
	Citizen Portal
	 
	 
	

	R
	Ability to provide interactive permit applications to the public.
	 
	 
	

	I
	Applicant/Owner receive notification of status change via email.
	 
	 
	

	I
	Update Contractor info - if multiple contractors, identify who is responsible for what work and provide notification for what the contractor's license allows them to do.
	 
	 
	

	R
	Ability to view inspection results
	 
	 
	

	N
	View a chronological list of items to be completed prior to project completion.
	 
	 
	

	N
	View bond release schedule.  Schedule shall be editable by staff to change the release date.
	 
	 
	

	R
	Access to print approved permits remotely
	 
	 
	

	R
	Ability to search for a business license by business name, address, owner name or phone # and not allow confidential info to be seen.
	 
	 
	

	R
	Ability to accept payments online
	 
	 
	

	R
	Information is posted real-time to the database
	 
	 
	

	R
	View a map of the selected parcel using GIS Map service showing current and historical data
	 
	 
	

	N
	Able to file a complaint online.
	 
	 
	

	N
	Notify individuals assigned to answer online complaint
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	
	
	
	
	

	R
	Apply for permits online
	 
	 
	

	R
	Pay for outstanding fees online
	 
	 
	

	I
	Match the web pages to our web page format, not only a header with the agency's logo
	 
	 
	

	R
	Have different security levels that determine information available to certain citizens  (i.e. Generic vs. Contractor vs Applicant login)
	 
	 
	

	R
	Upload and View plans and any attachment type online
	 
	 
	

	R
	Custom screens are viewable online
	 
	 
	

	R
	Able to require certain fields and collect custom information during online entry
	 
	 
	

	R
	Ability to schedule inspections online using time specific parameters
	 
	 
	

	R
	View the status of a permit, project, license or case online
	 
	 
	

	I
	Allow outside inspectors and plan reviewers to input results and comments online, with a unique login
	 
	 
	

	R
	Application System Administrators are able to change the configuration and preferences of the online system
	 
	 
	

	R
	View the plan review notes and comments online
	 
	 
	

	I
	Submit a request for service online, be notified of the service request receipt and case initiation, and subsequently find and track the case online.
	 
	 
	

	R
	Self-issue Permitting (water heater / HVAC)
	 
	 
	

	R
	Minimal screen changes and clicks
	 
	 
	

	R
	Clean modern look.
	 
	 
	

	N
	Online searches require an account
	 
	 
	

	N
	Ability for applicants to self-calculate fees
	 
	 
	

	R
	Ability to apply for, pay for and manage business licenses online
	 
	 
	

	R
	Ability to securely link licenses to specific user accounts
	 
	 
	

	N
	Ability to require uploaded documents with application submission (driver’s license, health permit, eligibility form, etc.)
	 
	 
	

	N
	Ability to integrate with GIS in order to render data for applicants
	 
	 
	

	R
	Ability for public to search for active/inactive licenses
	 
	 
	

	R
	Allow for large attachment sizes (250megs)
	 
	 
	

	
	
	 
	 
	

	
	Code Enforcement
	 
	 
	

	I
	Allow multiple violations to be added to a single case while tracking each resolution and status individually.
	 
	 
	

	R
	Ability to track multiple violations with different statuses per case.
	 
	 
	

	R
	Track follow-up dates to ensure the issue is resolved.
	 
	 
	

	R
	View/add restrictions to the parcel when a Case is created.
	 
	 
	

	R
	User rights determine which Users are able to view Case information/details.
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	
	
	
	
	

	R
	Able to attach image to the Case
	 
	 
	

	R
	Create a Case Details Report, which itemizes all details pertaining to the case, including the photos attached.
	 
	 
	

	N
	Easily create MS Word letters and merge data from system into letter.
	 
	 
	

	I
	View all details of a case from a single screen, without selecting different tabs or windows.
	 
	 
	

	R
	Track all activities on a record , including when a phone call is made, a letter printed, etc.
	 
	 
	

	N
	Able to print and attach a letter for historical purposes in a single step.
	 
	 
	

	N
	Automatically assign a Case to a default Officer is received from online.
	 
	 
	

	R
	Ability to automatically lock a parcel when certain code Cases are created, to prevent permits from being issued.
	 
	 
	

	I
	Ability to duplicate part or all of the data from one case record to another.
	 
	 
	

	R
	Ability to create code violation cases related to permit inspections in the field.
	 
	 
	

	
	
	 
	 
	

	
	Complaints and Violations
	 
	 
	

	R
	Route complaint information to the appropriate department
	 
	 
	

	R
	Store contact information for site of complaint and complainant
	 
	 
	

	R
	Ability to link to site address
	 
	 
	

	R
	Ability to provide the description and resolution of the complaint with unlimited text
	 
	 
	

	N
	Generate email with issue details
	 
	 
	

	
	
	 
	 
	

	
	General Functionality
	 
	 
	

	N
	Users can select from different displays to personalize their own screens
	 
	 
	

	I
	Have a real-time dashboard to display dynamic charts & graphs that the User wants to view.
	 
	 
	

	N
	Ability to view internal and external communications within the system
	 
	 
	

	R
	Automatically email notification to users when assigned activities have been updated or new tasks have been assigned to them.
	 
	 
	

	R
	Provide detailed audit trails / repots for financial activity. The ability to integrate or batch receipts and miscellaneous billing to MUNIS financial systems (Oro Valley's existing financial system).
	 
	 
	

	
	
	
	
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	R
	WORKFLOW: Provide a configurable, flexible workflow management system to automate business processes performed by each department and agency involved with the development and business license, permitting and inspection review processes.
	 
	 
	

	R
	Ability to assign permit, project, code violation, and complaint types to specific departments.
	 
	 
	

	R
	Customize workflow according to our business process. Ability to show status of a project review at a glance, e.g. red folder vs. white folder vs. un-reviewed folder
	 
	 
	

	N
	The ability to notate, with specific categories, when a permit or record is not associated to a property owner, i.e. TEP, Metro Water, etc.
	 
	 
	

	R
	Management of zoning restrictions
	 
	 
	

	I
	Easy to use Customer management
	 
	 
	

	R
	Powerful search ability, but easy to use
	 
	 
	

	R
	Ability to accept payments from multiple sources.
	 
	 
	

	R
	Minimal screen changes and clicks
	 
	 
	

	R
	Ability to brand printable/publishable forms to use Town graphics
	 
	 
	

	N
	Support for digital signatures
	 
	 
	

	R
	Ability to control language and graphics within various forms
	 
	 
	

	R
	Support for various banking and pay systems (Wells Fargo, PayPal, etc.)
	 
	 
	

	R
	Ability to apply refunds to payments applied online or in person
	 
	 
	

	I
	Ability to generate standard or custom notices and letters, i.e., upcoming expiring permit postcards and expired permit letters.
	 
	 
	

	
	
	 
	 
	

	
	GIS
	 
	 
	

	R
	GIS-centric (i.e. real-time link to ArcSDE)
	 
	 
	

	R
	ESRI ArcGIS 10.7.1+
	 
	 
	

	N
	Ability to create permits and other records directly from a map service.
	 
	 
	

	R
	Create GIS maps that display queried data.
	 
	 
	

	N
	Email map as a PDF attachment
	 
	 
	

	N
	Create mail merge notifications from a map service.
	 
	 
	

	N
	Add new permits/records to selected parcel(s) directly.
	 
	 
	

	R
	View detailed parcel information from a map services.
	 
	 
	

	N
	Measure the distance from one parcel to another or a collection of selected parcels.
	 
	 
	

	N
	In a map service Select parcels within a specified radius or drawn boundary.
	 
	 
	

	N
	Mark-up GIS maps easily and send modified map in PDF or image format.
	 
	 
	

	R
	Ability to sync data between systems (parcel, address, permit information)
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	
	Information Technologies
	 
	 
	

	R
	Integrate with MUNIS Financials
	 
	 
	

	R
	System must be browser based
	 
	 
	

	R
	Encryption used for client access
	 
	 
	

	R
	PCI Compliant
	 
	 
	

	R
	The proposed system must provide user-defined security, differential rights distribution, role designation, and user options. Provide detailed audit trails for security mgt.
	 
	 
	

	R
	Utilize Microsoft Active Directory for logins
	 
	 
	

	R
	On-Premise or Cloud-based solutions welcome
	 
	 
	

	R
	Runs on Windows Server 2019 (On-Premise Only)
	 
	 
	

	R
	Utilizes Microsoft SQL Server 2016 (On-Premise Only)
	 
	 
	

	R
	Web-enabled and/or Web-based
	 
	 
	

	R
	Microsoft Active Directory is required for single sign-on and global security administration
	 
	 
	

	R
	Ability to test code changes prior to applying upgrade to production environment (test environment)
	 
	 
	

	R
	Vendor to publish what code changes change and how effects workflow/screens
	 
	 
	

	N
	Vendor to publish known-issues list for upgrades
	 
	 
	

	R
	Support response times must be timely (provide Service Level Agreement)
	 
	 
	

	
	
	 
	 
	

	
	Inspections
	 
	 
	

	R
	Track inspections by type, inspector, scheduled date and completed date.
	 
	 
	

	N
	Automate inspection assignments based on inspector availability, expertise, and familiarity with project.
	 
	 
	

	R
	Have a work center where Inspectors can view all of the inspections assigned to them.
	 
	 
	

	R
	Ability to quickly re-assign a group of inspections to another Inspector.
	 
	 
	

	N
	Allow different checklists for each inspection type.
	 
	 
	

	N
	Have standard notes unique to each inspector and each inspection requests.
	 
	 
	

	R
	Capable of batch scheduling inspections from a single screen for all inspections.
	 
	 
	

	N
	Able to automatically insert a re-inspection fee based on the failed status of an inspection.
	 
	 
	

	R
	Able to automatically email the contractor/developer of inspection results.
	 
	 
	

	N
	Ensuring that previous inspections are approved, before accepting the next inspection type.
	 
	 
	

	R
	Able to view a centralized Work Calendar for all inspectors.
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	N
	Rerouting inspections from the Work Calendar by dragging and dropping to another inspector's calendar.
	 
	 
	

	N
	View Microsoft Outlook calendar appointments on the Work Calendar.
	 
	 
	

	N
	Able to use GIS information to automatically route an inspection to a default inspector based on a geographic area.
	 
	 
	

	I
	Adding attachments to the inspection
	 
	 
	

	R
	Able to change the status codes of an inspection to our Town's terminology.
	 
	 
	

	N
	Being able to associate a unique amount of time with each inspection type, to allow for a daily "cap" of inspections.
	 
	 
	

	R
	Drag and drop schedule inspections from a calendar day/inspector to another.
	 
	 
	

	N
	Clearance notification for Power/Gas providers (check a box, and notice is generated)
	 
	 
	

	R
	Ability to result inspections using: Pass/Fail/Partial Approval
	 
	 
	

	R
	Ability to recreate an inspection if Partial Approved
	 
	 
	

	R
	Ability to Audit inspections to catch inspections that are missing
	 
	 
	

	R
	Auto populate required inspections based on permit type
	 
	 
	

	
	
	 
	 
	

	
	Mobile
	 
	 
	

	I
	Access to the permit data and related property information though a map service in the field.
	 
	 
	

	I
	Allow code officers to enter results of their inspections including items for corrections in the field either online or offline.
	 
	 
	

	N
	Access to aerial photo information while mobile.
	 
	 
	

	I
	Ability to add/view documents stored in the system in the field.
	 
	 
	

	R
	Ability to configure security to assure that only authorized persons are allowed to sign off on an inspection.
	 
	 
	

	R
	Support remote data entry
	 
	 
	

	R
	Provide the appropriate capabilities to allow users to operate in the field with hand-held devices
	 
	 
	

	R
	Ability to submit and view payments
	 
	 
	

	I
	Ability to view parcels data (GIS)
	 
	 
	

	R
	Ability to view inspection results
	 
	 
	

	N
	View a chronological list of items to be completed prior to project completion.
	 
	 
	

	R
	Apply to for permits online
	 
	 
	

	R
	Self-Issue Permitting (water heater / HVAC)
	I
	 
	

	R
	Ability for inspectors to input results
	 
	 
	

	I
	Ability to manage code violations using mobile device
	 
	 
	

	R
	Ability to use canned code sections to copy/paste to a report
	 
	 
	

	I
	Ability to view/manage Business License
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	
	
	 
	 
	

	
	Permitting
	 
	 
	

	R
	Ability to validate the Town address and parcel number in Town's GIS database when initializing permit application. If address cannot be verified, system should give option to allow address by exemption for validation prior to issuance of permit.
	 
	 
	

	R
	Ability to support multiple (unlimited) Parcel & Addresses for each project.
	 
	 
	

	I
	Ability to list all open or expired permits / permit applications during permit initializing process.
	 
	 
	

	R
	Ability to track multiple applications to a single master project and the ability to link together creating parent-child relationships.
	 
	 
	

	R
	Ability to auto-populate and identify hazard zone information (i.e. Flood, Historical Structures, etc. based on address or parcel number.
	 
	 
	

	R
	Ability to list any Warnings, Locks, Holds and Notices or Restrictions for parcel during permit initializing process.
	 
	 
	

	R
	Ability to add additional permit types as needed for permit types that cannot be categorized with existing permit types database.
	 
	 
	

	R
	Ability to duplicate part or all of the data from one permit record to another.
	 
	 
	

	R
	Ability to attach associated documentation to a permit or parcel record (i.e. Picture files, PDF, Office documents, etc.)
	 
	 
	

	R
	Ability to review permit information even if the permit is closed or expired without having to change status to "active".
	 
	 
	

	I
	Restrict the issuance of permits for certain parcels based on access authority (e.g. holds are placed on certain permits, parcel may require approval by Planning Manager or Building Official.)
	 
	 
	

	R
	Track contact information on contractors, applicants, property owners, etc.
	 
	 
	

	N
	Ability to lookup contractor information on Contractors State Licensing Board website to check validity of license
	 
	 
	

	R
	Automated response to applicant when all comments are ready for viewing
	 
	 
	

	I
	Restrict resubmittals of plans until all comments are submitted to system and automated response is sent to applicant.
	 
	 
	

	R
	Ability to view historical permit data such as floor area or valuation within a certain data range issued for a particular structure.
	 
	 
	

	N
	Some developments will require periodic inspections after acceptance. Program should generate recurring inspection requests and generate task.
	 
	 
	

	R
	Ability to calculate permit fees based on a current fee schedule.
	 
	 
	

	R
	Ability to automate fees based on permit type and subtypes.
	 
	 
	

	N
	Ability to increase a batch of selected fees based on a percentage basis.
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	R
	Ability to identify if fees have been paid - some fees are one time fees per parcel.
	 
	 
	

	R
	Ability to track plan review deposit balances / bonds / insurance information.
	 
	 
	

	I
	Ability to link multiple permits to one bond.
	 
	 
	

	R
	Ability to route electronic plans and other electronic documents to unlimited Departments and Agencies required to review the plans.
	 
	 
	

	N
	Ability to define project timelines and schedule project milestones in a single module/screen.
	 
	 
	

	N
	Ability to print cover sheet with permit card to show/list all locks, holds, warnings & restrictions.
	 
	 
	

	N
	Ability to track the physical location of plans.
	 
	 
	

	R
	Ability to send out expiration notification letters 30 days prior to the expiration of the application.
	 
	 
	

	I
	Ability to expire permits if no action is taken prior to the expiration date of the application and send out letters to notify applicants of the expired status.
	 
	 
	

	R
	Ability to define and add standard conditions as well as free form condition information.
	 
	 
	

	
	
	 
	 
	

	
	Plan Review
	 
	 
	

	R
	Track plan review by selected fields (i.e. address, parcel number, Plan Review #, etc.) and access plan review comments from all Departments and Agencies.
	 
	 
	

	R
	Provide for logging dates sent, due, rejected or approved for multiple reviewers, as well as remarks area for each reviewer.
	 
	 
	

	R
	Ability to seamlessly integrate with digital review software such as Bluebeam to redline documents submitted electronically
	 
	 
	

	N
	Ability for a plan reviewer in each department to select a specific plan review comment from a list of standard comments.
	 
	 
	

	N
	Ability to define and add standard conditions as well as free form condition information.
	 
	 
	

	N
	Ability to merge conditions into letters and other documents.
	 
	 
	

	N
	Ability to track staff time for projects and associated account numbers for easy billing.
	 
	 
	

	N
	Sync with Outlook - automatic reminders when project is coming due (3 days advance on weekday and the Friday before if this day is on weekend).
	 
	 
	

	N
	View email history
	 
	 
	

	R
	Automated due dates based on holiday/business calendar
	 
	 
	

	N
	Ability to interrupt workflow (locking the process until X has been completed)
	 
	 
	

	R
	Interactive calendar that excludes holidays/weekends.
	 
	 
	

	Requirements for Community Development and Business Licensing Software System
	Comply


	Does not Comply
	Customization to Comply?

	
	
	 
	 
	

	
	Reporting
	 
	 
	

	N
	Ability for end-users to customize reports.
	 
	 
	

	R
	Ability to use SQL Reporting Services to generate reports.
	 
	 
	

	R
	Users are able to create queries on the fly and save those queries for future use.
	 
	 
	

	N
	Ability for Users to select Favorite reports and group them into folders for future use.
	 
	 
	

	R
	View a preview of reports prior to printing.
	 
	 
	

	R
	Export reports into Adobe PDF, MS Excel, or MS Word format.
	 
	 
	

	N
	Users can create mail merge into MS Word.
	 
	 
	

	R
	The ability to have document retention.
	 
	 
	

	N
	Highly customizable and accessible from the same system.
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