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City of Seattle

Request for Proposal No. ITD-5083

Criminal Case Management System  


TABLE 1 – SOLICITATION SCHEDULE

	Event
	Date

	Request for Proposal Issued 
	03/10/2020

	Pre-Proposal Conference
	03/12/2020 at 11:30 PM Pacific Time

	Deadline for Questions
	03/16/2020 at 5:00 PM Pacific Time

	Due Date for Proposals to the City
	03/26/2020 at 5:00 PM Pacific Time

	Interviews/Software Demonstrations
	05/18/2020 – 05/22/2020*


*Estimated Dates

The City of Seattle reserves the right to modify this schedule at its discretion.  Notification of changes in the due date would be posted on the City of Seattle website or as otherwise stated herein.  All times and dates are Pacific Time.

[bookmark: _Hlk25048517]PROPOSALS MUST BE UPLOADED TO THE ONLINE PROCUREMENT PORTAL ON OR BEFORE THE DUE DATE AND TIME SPECIFIED ABOVE.  SEE SECTION 11.8 FOR ADDITIONAL INFORMATION ON PROPOSAL DELIVERY INSTRUCTIONS.  

ONE ORIGINAL HARD COPY AND USB FLASH DRIVE COPY ARE ALSO REQUIRED TO BE DELIVERED TO PURCHASING AND CONTRACTING AT THE DEPARTMENT OF FINANCE AND ADMINISTRATIVE SERVICES (“PURCHASING AND CONTRACTING”).  SEE SECTION 11.8 FOR ADDITIONAL INFORMATION ON PROPOSAL DELIVERY INSTRUCTIONS.  

NOTE: By responding to this Request for Proposal (“RFP”), the vendor agrees that it has read and understands the requirements and all documents within this RFP package.






1. INTRODUCTION
[bookmark: _Hlk19265199]The City of Seattle (the “City”), through its Information Technology Department, seeks proposals from qualified vendors (“Vendor”) to provide a Criminal Case Management System (“CCMS”) for the Criminal Division of the Law Department (“Criminal Division”) to replace the existing DAMION Attorney Case Management System.
The City seeks to select a commercially available system, which will fulfill the requirements of the Criminal Division. The City seeks a modern CCMS solution that is built on current, sustainable, and proven technology.  As the core enterprise solution supporting the Criminal Division’s operations, the CCMS must be reliable, highly available, recoverable, and secure.
The City will consider all solution architectures and approaches that comply with the Technical and Functional Requirements set forth in Section 7: Requirements.
[bookmark: _Hlk19265757][bookmark: _Hlk19272622]The City seeks proposals for the acquisition and implementation of all necessary software, hardware, and related services for the solution, to include, not only delivery and maintenance of the CCMS, but also possible future enhancements.  The City may choose to procure third-party components (e.g., server infrastructure) from other component providers rather than directly from the Vendor.  Vendors may propose different deployment options, including on premise or cloud-based solutions.  If multiple solution deployment options are proposed by the same Vendor, the City requires the Vendor to provide a separate RFP response for each proposed option.
2. PURPOSE
The purpose of this RFP is to seek proposals from Vendors for a state-of-the-art CCMS, according to the minimum qualifications and requirements set forth in this RFP.
Although the purpose of this RFP is to focus on the requirements of the Criminal Division, additional City departments may choose, in the future, to leverage the same solution for their needs.  
Any additional functionality not specifically mentioned in this RFP, which Vendor feels may be beneficial to the City, should also be proposed as “options to the solution”.  This will not be evaluated.
3. BACKGROUND AND CURRENT STATE ARCHITECTURE
1. 
2. 
3. 
3.1. Background
The Criminal Division prosecutes traffic infractions, misdemeanors, and gross misdemeanors in Seattle Municipal Court (“SMC”).  There are approximately 13,000 cases coming into the office each year.  The types of cases prosecuted by the Criminal Division include driving under the influence, traffic infractions, misdemeanor domestic violence, misdemeanor theft, and trespassing.  However, the work of the Criminal Division staff extends beyond the traditional role of prosecuting criminals and encompasses a broad range of activities designed to reduce or prevent crime, solve problems, and empower neighborhoods.
The mission of the Criminal Division is to:
Assure respect for, and compliance with, criminal municipal ordinances by holding offenders accountable through fair and effective prosecution and enforcement.
Advocate on behalf of crime victims to ensure the preservation of their rights to personal safety, restitution, and participation in the criminal justice process.
Prevent crime and improve the quality of life in Seattle's neighborhoods by working proactively with residents, business owners, police, and other agencies to identify and resolve community problems.
Educate and advise the public and City departments on criminal justice issues and trends, and develop policies relating to the management of the criminal justice system, including jail administration, sentencing guidelines, diversion programs, and SMC procedures.
To accomplish this mission, division attorneys and staff are divided into:
The Domestic Violence Unit, which prosecutes and negotiates domestic violence and child abuse matters with the assistance of victim advocates;
The Review and Filing Unit, in which prosecutors make all filing decisions within the office;
The Trial Team Unit, which handles all non-domestic violence negotiations, trials, motions, review, and restitution hearings;
The Specialty Court Unit, in which prosecutors (i) represent the City in Mental Health Court and Veterans Treatment Court, and (ii) administer the Young Adult Pre-Filing Diversion Program in partnership with Choose 180;
The Prosecution Support Team, which assists prosecutors during all stages of prosecution by managing discovery and assisting with trial preparation and victim/witness contact; and
The Case Preparation Unit, which prepares files along with pleadings, and provides prosecutors with information for various court hearings.
The Criminal Division helps crime victims and witnesses through the criminal justice process.  Prosecutor support staff (including paralegals, assistant paralegals, and Criminal Division paralegal interns and volunteers) perform victim and witness contact about the incident.  In the matter of a crime involving domestic violence, a victim advocate is assigned for the victim and they communicate with the victim.
The Criminal Division’s current criminal case management system, DAMION, was implemented in the Law Department in 1998 to track all aspects of prosecution, including police reports, charging files, victims, witnesses, defendants, court dates, and dispositions.  The system relies upon significant data exchanges with Seattle Police Department (“SPD”) and the SMC.  Currently, the Criminal Division has approximately 85 active system users.
3.2. Current State Architecture
[bookmark: _Hlk21956763][bookmark: _Hlk34652171]The current state architecture for this RFP is located under the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886. 
The City requires the migration of data from the current Damion system to the new CCMS. The following table describes the data to be migrated:
[bookmark: _Toc507997411][bookmark: _Toc509123621]Data Migration Information
	Category
	Information

	Database – Size
	15GB

	Database – Total Record Count
	~ 597,771 Reports

	Database – Years of Accumulated Data
	18 years

	Database – Source Type
	Oracle v11.2.x Database

	Templates – Source Type
	MS Word

	Number of Templates – Quantity
	~175 Templates

	Number of Ad Hoc Reports – Quantity
	~60 Ad Hoc Reports

	Archived documents – Total Size
	~6.5TB


4. OBJECTIVES
4. 
4.1. Operational Objectives
Operational imperatives for the CCMS include the following:
Paperless: Reduce waste in the form of staff time searching for hard copy files, extracting data for analysis, and complying with record-retention policies and records requests.
Discovery efficiencies: Decrease staff time spent on routine discovery-related tasks.
Organizational efficiencies: Use data analysis to assist in process improvements.
Transparency: Easily extract information from the system for consumption by the public and to comply with records requests.
4.2. Business and Functional Objectives
The CCMS will support various Criminal Division business functions, including case management, document management, and support of crime victims or witnesses through the criminal justice process. While each of the Criminal Division’s operational areas have distinct expectations for the CCMS’s capabilities, the following overarching objectives apply:
Intuitive workflows: Provide intuitive operational workflows which can be easily updated as business processes change. 
Accurate information: Enforce consistency and accuracy of information throughout the application.
Flexible: Ability to update system architecture to reflect changes in business processes.  
Maintain data exchanges: Sustain the Criminal Division’s current capabilities for receiving and updating SPD and SMC case-related data. 
Data analytics: Provide for data analysis capabilities to help the Criminal Division efficiently manage caseloads and business processes.
4.3. Technical Objectives
[bookmark: _Toc176941844][bookmark: _Toc176942616][bookmark: _Toc177173558][bookmark: _Toc177287941][bookmark: _Toc177545379][bookmark: _Toc177886964][bookmark: _Toc177980837][bookmark: _Toc178056018][bookmark: _Toc178123797][bookmark: _Toc178125335][bookmark: _Toc178137895][bookmark: _Toc178137989][bookmark: _Toc176592023][bookmark: _Toc176651612][bookmark: _Toc176750835][bookmark: _Toc176751057][bookmark: _Toc176752029][bookmark: _Toc176752251][bookmark: _Toc176756289][bookmark: _Toc176921089][bookmark: _Toc176923102]As a solution within the City, the CCMS should comply with the following enterprise architecture principles: 
Current: the solution should be founded on current and proven technology, compliant with policies and adherent with industry leading practices.
Valuable: the solution should be designed to retain the value of information, which includes data integrity, role-based authorization, and consistency with the applicable rules pertaining to criminal case records and laws of Washington State.
Adaptable: the solution should enable services to promote integration flexibility with external systems.
5. MINIMUM QUALIFICATIONS
The following are minimum qualifications that the Vendor must meet in order for its proposal to be eligible for evaluation.  Those that are not clearly responsive to these minimum qualifications may be rejected by the City without further consideration:
The Vendor, if other than the manufacturer, shall submit with the proposal a current, dated, and signed authorization from the manufacturer that the Vendor is an authorized distributor, dealer or service representative and is authorized to sell the manufacturer's products.  Failure to comply with this requirement may result in proposal rejection.  This includes the certification to license the product and offer in-house service, maintenance, technical training assistance, and warranty services, including available of spare parts and replacement units, if applicable.
6. MANDATORY TECHNICAL REQUIREMENTS
The following are mandatory technical requirements that Vendor must meet for the proposal to remain eligible for evaluation.  Vendor must clearly show that its product or service meets these mandatory technical requirements, or the proposal will be rejected as non-responsive.  The City requests that Vendor complete the mandatory technical requirements response form described in Section 11 as part of the proposal response to clearly show compliance to these mandatory technical requirements.  The City will determine adherence to the mandatory technical requirements by reading that single document alone, so the document should be sufficiently detailed to clearly show how Vendor meets the mandatory technical requirements without looking at any other material.  Those that are not clearly responsive to these mandatory technical requirements will be rejected by the City without further consideration:
The system must conform with current Criminal Justice Information Services (“CJIS”) security policy, which you may access here. 
The system must be capable of interfacing with SPD (Next Generation Records Management System) and SMC systems (Municipal Court Information System) using CJIS defined encryption standards.
The system must allow configuration of enforced workflows to control the execution of a sequence of tasks as defined by a business process.
The system must be searchable for data and documents associated with a case or party.
7. REQUIREMENTS
[bookmark: _Hlk25056441][bookmark: _Hlk25052929]The Technical & Functional Business Requirements and City Attorney Retention Requirements for this RFP are located under the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886.  
The Technical & Functional Business requirements and City Attorney Retention requirements are not mandatory requirements but are highly desirable requirements that the Criminal Division strongly prefers to be a part of the new system.
8. MINIMUM LICENSING AND BUSINESS TAX REQUIREMENTS
This solicitation and resultant contract may require additional licensing as listed below.  The Vendor needs to meet all licensing requirements that apply to its business immediately after contract award or the City may reject the Vendor. 
Companies must license, report, and pay revenue taxes for the Washington State Business License (UBI number) and Seattle Business License, if Vendors are required to hold such a license by the laws of those jurisdictions.  Vendor should carefully consider those costs prior to submitting a proposal, as the City will not separately pay or reimburse those costs to the Vendor.
8.1. Seattle Business Licensing and Associated Taxes
To the extent applicable, Vendor must comply with the following:
· If Vendor has a “physical nexus” in the city, Vendor must obtain a Seattle Business License and pay all taxes due before the contract can be signed.  An application for a Seattle Business License can be found at: http://www.seattle.gov/business-licensing-and-taxes.
· A “physical nexus” means that Vendor has physical presence, such as, a building/facility located in Seattle, Vendor makes sales trips into Seattle, Vendor’s own company drives into Seattle for product deliveries, and/or Vendor conducts service work in Seattle (e.g., repair, installation, service, maintenance work, on-site consulting, etc.). 
· The City will provide a Vendor Questionnaire Form in the proposal package items for this RFP, and it will ask Vendor to specify if Vendor has “physical nexus”.  The Vendor Questionnaire is located under the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886.
· All costs for any licenses, permits, and Seattle Business License taxes owed shall be borne by the Vendor and not charged separately to the City.  
· The apparent successful Vendor must immediately obtain the license and ensure all City taxes are current, unless exempted by City code due to reasons such as no physical nexus.  Failure to do so will result in rejection of the proposal.  
· Vendor can pay license and taxes online using a credit card at the following address:  www.seattle.gov/self/. 
· For questions and assistance, please call the License and Tax Administration office, which issues business licenses and enforces licensing requirements.  The general e-mail is tax@seattle.gov.  The main phone is 206-684-8484. 
· The licensing website is www.seattle.gov/licenses. 
· If a business has extraordinary balances due on its account that would cause undue hardship to the business, the business can contact the City to request additional assistance.   
· Those holding a Seattle Business License may be required to report and pay revenue taxes to the City.  Such costs should be carefully considered by the Vendor prior to submitting a proposal.  When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding from final invoice payments.
8.2. Mandatory State Business Licensing and Associated Taxes
Before the contract is signed, Vendor must provide the City with Vendor’s State of Washington (“State”) “Unified Business Identifier” (known as UBI number), and a Contractor License, if required.  If the State has exempted Vendor’s business from State licensing requirements (for example, some foreign companies are exempt and in some cases, the State waives licensing because the company does not have a physical or economic presence in Washington State), then submit proof of that exemption to the City.  All costs for any licenses, permits, and associated tax payments due to the State as a result of licensing shall be borne by the Vendor and not charged separately to the City.  Instructions and applications are available at http://bls.dor.wa.gov/file.aspx.
8.3. Permits  
All permits required to perform work are to be supplied by the Vendor at no additional cost to the City.   
9. INDEPENDENT CONTRACTOR AND CITY SPACE REQUIREMENTS
The City expects that at least some portion of the project will require Vendor’s employees to be on-site at City offices. This benefits the City to assure access, communications, efficiency, and coordination.  Any Vendor employee who is on-site remains, however, a Vendor employee and not a City employee.  Vendor shall ensure no Vendor employee is on-site at a City office for more than 36 months, without specific written authorization from the City Project Manager.  Vendor shall notify the City Project Manager if any Vendor employee is within 90 days of a 36-month on-site placement in a City office.
The City will not charge rent.  The Vendor is not asked to itemize this cost.  Instead, the Vendor should absorb and incorporate the expectation of such office space within the Vendor’s plan for the work and the costs, as appropriate.  City workspace is exclusively for the project and not for any other Vendor purpose.  The City Project Manager will decide if a City computer, software, and/or telephone is needed, and the Vendor’s employee(s) can use basic office equipment such as copy machines. If the Vendor employee(s) does not occupy City workspace as expected, this does not change the contract costs.
10. BACKGROUND CHECKS
[bookmark: _Hlk19277085]Employees who will be performing the work under this contract must successfully pass the Law Department’s background check, which includes a criminal history background review, fingerprinting, and reference checks.  The City has strict policies regarding the use of background checks, criminal checks, immigrant status, and/or religious affiliation for contract workers.  The policies are incorporated into the contract and available for viewing online at the following address: http://www.seattle.gov/city-purchasing-and-contracting/social-equity/background-checks.  In particular, please review the requirements listed under High-security law enforcement background checks.
11. INSTRUCTIONS TO VENDORS
7. 
8. 
9. 
10. 
11. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
11.1 Proposal Procedures and Process
This section details City procedures for directing the RFP process.  The City reserves the right in its sole discretion to reject the proposal of any Vendor that fails to comply with any procedure in this section.
11.2 [bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402]Communications with the City
All Vendor communications concerning this acquisition shall be directed to the RFP Coordinator.  The RFP Coordinator is:
Marlon R. Franada
203-733-9583
marlon.franada@seattle.gov 
Unless authorized by the RFP Coordinator, no other City official or City employee is empowered to speak for the City with respect to this acquisition.  Any Vendor seeking to obtain information, clarification, or interpretations from any other City official or City employee other than the RFP Coordinator is advised that such material is used at Vendor’s own risk.  The City will not be bound by any such information, clarification, or interpretation.  
[bookmark: _Toc521141113][bookmark: _Toc524484956][bookmark: _Toc524754143][bookmark: _Ref525440530][bookmark: _Ref525440556][bookmark: _Toc526492388][bookmark: _Toc528557443][bookmark: _Toc529153503][bookmark: _Toc30899403]Contact by a Vendor regarding this acquisition with a City employee other than the RFP Coordinator or an individual specifically approved by the RFP Coordinator in writing, may be grounds for rejection of the Vendor’s proposal.
11.3 Pre-Proposal Conference
The City shall conduct an optional pre-proposal conference on the time and date provided in page 1 via Skype.  Though the City will attempt to answer all questions raised during the pre-proposal conference, the City encourages Vendors to submit questions Vendors would like addressed at the pre-proposal conference to the RFP Coordinator, preferably no later than one (1) day in advance of the pre-proposal conference.  This will allow the City to research and prepare helpful answers, and better enable the City to have appropriate City representatives in attendance.
[bookmark: _InsertRtfSavedPosition]Please use the following contact information:
.........................................................................................................................................
[bookmark: OutSharedNoteBorder][bookmark: OutSharedNoteLink]Join Skype Meeting      
Trouble Joining? Try Skype Web App

Join by phone

206-386-1200,,68078784# (US)                        English (United States) 
844-386-1200,,68078784# (US)                        English (United States)  

Find a local number 

Conference ID: 68078784
Forgot your dial-in PIN? |Help   

.........................................................................................................................................
Vendors are not required to attend in order to be eligible to submit a proposal.  The purpose of the meeting is to answer questions potential Vendors may have regarding the solicitation document and to discuss and clarify any issues.  This is an opportunity for Vendors to raise concerns regarding specifications, terms, conditions, and any requirements of this solicitation.  Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items that were known as of this pre-proposal conference.
11.4 [bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]Questions and Clarifications
Questions and requests for clarification regarding this RFP are to be submitted to the RFP Coordinator no later than the date and time on page 1, in order to allow sufficient time for the RFP Coordinator to consider the question before the proposals are due.  The City prefers such questions and requests to be through e-mail directed to the RFP Coordinator.   Failure to request clarification of any RFP requirement, inadequacy, omission, or conflict will not relieve the Vendor of any responsibilities under this solicitation or any subsequent contract.  It is the responsibility of the interested Vendor to assure that it received responses to questions if any are issued.   
11.5 [bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405]Changes to the RFP/Addenda
A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the RFP Coordinator.  Addenda issued by the City shall become part of this RFP and included as part of the Contract.  It is the responsibility of the interested Vendor to assure that it received addenda if any are issued.
11.6 [bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406]Bid Blog
The Purchasing and Contracting website offers a place to register for a blog related to the solicitation.  The blog will provide Vendor with automatic announcements and updates when new materials, addenda, or information is posted regarding the solicitation Vendor is interested in.  Vendor may access the blog at the following address: http://www.seattle.gov/purchasing-and-contracting/purchasing. 
11.7 Receiving Addenda and/or Question and Answers 
The City will make efforts to provide courtesy notices, reminders, addendums and similar announcements directly to Vendors.  The City makes this available on the City website and offers an associated blog: https://thebuyline.seattle.gov/category/bids-and-proposals/.
Notwithstanding efforts by the City to provide such notice to known Vendors, it remains the obligation and responsibility of the Vendor to learn of any addendums, responses, or notices issued by the City.  Such efforts by the City to provide notice or to make it available on the website do not relieve the Vendor from the sole obligation for learning of such material.  
Note that some third-party services decide to independently post City solicitations on its websites as well.  The City does not, however, guarantee that such services have accurately provided Vendors with all the information published by the City, particularly addendums or changes to due date/time.
All proposals sent to the City shall be considered compliant to all addendums, with or without specific confirmation from the Vendor that the addendum was received and incorporated.  However, the RFP Coordinator can reject a proposal if it does not reasonably appear to have incorporated the addendum.  The RFP Coordinator could decide that the Vendor did incorporate the addendum information, or could determine that the Vendor failed to incorporate the addendum changes and that the changes were material so that the RFP Coordinator must reject the proposal, or the RFP Coordinator may determine that the Vendor failed to incorporate the addendum changes but that the changes were not material and therefore the proposal may continue to be accepted by the RFP Coordinator.
11.8 Proposal Delivery Instructions 
11.8.1 General
[bookmark: _Hlk22220945]The format for this RFP should follow closely the format described in this section.  The City requires Vendor to submit the official version through an Online Procurement Portal and have one (1) hard copy and one (1) USB flash drive copy delivered to the address below.  The official version of the proposal must be received no later than the date and time specified on the Solicitation Schedule or as otherwise amended. We strongly recommend that you give yourself sufficient time and at least ONE (1) day before the due date to begin the uploading process and to finalize your submission.  The hard copy, the USB flash drive copy, or other copies will not be an alternative to the official version sent through the Online Procurement Portal.  Even if the hard copy, the USB flash drive copy, or other copies are delivered to the City, the version sent through the Online Procurement Portal will still be the only official version accepted by the City.  If the proposal contains material that Vendor considers exempt under the Washington State Public Records Act, please submit a redacted copy of the materials on the USB flash drive copy.
For each proposal, the Vendor should also comply with the following:
· Number all pages for each file sequentially.  
· If the City has designated page limits for certain sections of the response, please comply with page limits.  Any pages that exceed the page limit will be excised from the document for purposes of evaluation.
11.8.2 Online Procurement Portal Submission
Upload the submission at the following link: https://cityofseattle.bonfirehub.com/opportunities/24886. Each complete proposal to the City must contain the following:
TABLE 2 – PROPOSAL DELIVERABLES 
Please note the type and number of files allowed. The maximum upload file size is 1000 MB.  Also, please do not embed any documents within your uploaded files, as they will not be accessible or evaluated.
	Name
	Type
	# Files
	Requirement
	Description

	Exhibit A - Cover Letter
	File Type: Any 
	Multiple
	Optional
	N/A

	Exhibit B - Legal Name Verification
	File Type: Any 
	Multiple
	Optional
	Submit a certificate, copy of webpage, or other documentation from the Secretary of State in which Vendor is incorporated that shows Vendor’s legal name as a company.  Many companies use a “Doing Business As” name, or a nickname in its daily business.  However, the City requires the legal name of the company, as it is legally registered.  When preparing all forms below, be sure to use the proper company legal name. Vendor’s legal name can be verified through the State Corporation Commission in the state in which Vendor was established, which is often located within the Secretary of State’s Office for each state.
  
http://www.coordinatedlegal.com/SecretaryOfState.html

	Exhibit C - Seller Certification, if applicable
	File Type: Any 
	Multiple
	Required, if applicable
	Attach proof of Vendor’s reseller certification.


	Exhibit D - Vendor Questionnaire
	File Type: Any 
	Multiple
	Required
	The Vendor Questionnaire includes the Equal Benefits Compliance Declaration and the City Non-Disclosure Request that will allow you to identify any items that you intend to mark as confidential.

	Exhibit E - Mandatory Technical Requirements
	File Type: Any 
	Multiple
	Required
	The determination that Vendor has achieved the mandatory technical requirement may be made from this document alone and therefore the RFP Coordinator is not obligated to check other materials to make this decision.  

	Exhibit F - Company & Project Response
	File Type: Any 
	Multiple
	Required
	N/A

	Exhibit G - Technical & Functional Response
	File Type: Excel (.xls, .xlsx)
	Multiple
	Required
	N/A

	Exhibit H - Pricing Proposal
	File Type: Excel (.xls, .xlsx)
	Multiple
	Required
	All pricing is to be in United States dollars.


	Exhibit I – Inclusion Plan
	File Type: Any
	Multiple
	Required
	The City finds that this RFP has the opportunity for significant subcontracting with woman and minority-owned firms, and/or diverse employment.

	Exhibit J - Acceptance & Exceptions to Technology Contract
	File Type: Any 
	Multiple
	Optional
	Provide a one-page statement that confirms acceptance of the Technology Contract Terms and Conditions and represents complete review as needed by the Vendor.  If the Vendor has a legal office that must review the contract prior to signature, the Vendor must clearly confirm that such review is complete.

If Vendor desires exceptions to the Technology Contract Terms and Conditions, attach a copy of the Technology Contract Terms and Conditions that shows the alternative contract language (print out a version with your suggested new language clearly displayed in a track changes mode). Vendor must provide the alternative language, and not simply list an exception the Vendor wishes to discuss. Vendor may attach a narrative of why each change is to the benefit of the City and any financial impact.

As stated later in the RFP instructions, the City will not allow a Best and Final Offer. The City will review the proposed language and will thereupon either accept or reject the language.  The City will then issue a contract for signature reflecting City decisions.  Any exceptions or licensing and maintenance agreements that are unacceptable to the City may be grounds for rejection of the proposal.

	Exhibit K - Additional Documents, if necessary
	File Type: Any 
	Multiple
	Optional
	N/A


Important Notes:
Each item of Requested Information will only be visible after the due date.
Uploading large documents may take significant time, depending on the size of the file(s) and your Internet connection speed.
You will receive an email confirmation receipt with a unique confirmation number once you finalize your submission.
Minimum system requirements: Internet Explorer 11, Microsoft Edge, Google Chrome, or Mozilla Firefox. Javascript must be enabled. Browser cookies must be enabled.
Need Help?
City of Seattle uses a Bonfire portal for accepting and evaluating proposals digitally. Please contact Bonfire at Support@GoBonfire.com for technical questions related to your submission. You can also visit their help forum at https://bonfirehub.zendesk.com/hc
11.8.3 Hard Copy and USB Flash Drive Copy
11.8.3.1 General
[bookmark: _Hlk21948411]The City also requires one hard copy and one USB flash drive copy, which may be hand-delivered or must otherwise be received by the RFP Coordinator at the address provided below.  The City need not receive the hard copy and USB flash drive copy by the due date and time specified in the Solicitation Schedule but should receive the copies no later than 10 business days after the specified due date and time.  Please note that delivery errors will result without careful attention to the proper address.  
Hard-copy responses should be in a sealed box or envelope clearly marked and addressed with the RFP Coordinator’s name, RFP title and number.  Proposals and its packaging (boxes or envelopes) should be clearly marked with the name and address of the Vendor.  If packages are not clearly marked, the Vendor has all risks of the package being misplaced and not properly delivered.
TABLE 3 –PROPOSAL DELIVERY ADDRESS

	Physical Address (courier)
	Mailing Address (For U.S. Postal Service mail)

	Purchasing and Contracting
Seattle Municipal Tower
700 Fifth Ave Ste 4112
Seattle, WA 98104-5042
Attention: Marlon R. Franada
Re: Criminal Case Management system, RFP No. ITD-5083
	Purchasing and Contracting
Seattle Municipal Tower
P.O. Box 94687
Seattle, WA 98124-4687
Attention: Marlon R. Franada
Re: Criminal Case Management system, RFP No. ITD-5083 


11.8.3.2 Preferred Paper and Binding
The City requests a particular proposal format to reduce paper, encourage the City’s recycled product expectations, and reduce package bulk.  Bulk from binders and large packages are unwanted.  Vinyl plastic products are unwanted.  The City also has an environmentally preferable purchasing commitment and seeks a package format to support the green expectations and initiatives of the City. 
· The City seeks and prefers submittals on 100% PCF paper, consistent with City policy and City environmental practices.  Such paper is available from Keeney’s Office Supply at 425-285-0541 or Complete Office Solutions at 206-650-9195. 
· Please do not use any plastic or vinyl binders or folders.  The City prefers simple, stapled paper copies.  If a binder or folder is essential due to the size of Vendor’s submission, the binders or folders are to be fully 100% recycled stock.  
· Such binders are also available from Keeney’s Office Supply or Complete Office Solutions. 
· Please double side the proposal.
11.8.4 Late Submittals 
Vendor has full responsibility to ensure the response is uploaded to the Online Procurement Portal within the deadline. A proposal after the time fixed for receipt will not be accepted unless the lateness is waived by the City as immaterial based upon a specific fact-based review.   
11.9 No Reading of Prices
The City does not conduct a bid opening for RFP responses.  
11.10 Offer and Proposal Form
Vendor shall provide the response in the format required herein, and on any forms, provided by the City herein.  Provide unit prices, if appropriate, and requested by the City and attach pages, if needed.  In the case of difference between the unit pricing and the extended price, the City shall use the unit pricing.  The City may correct the extended price accordingly.  Vendor shall quote prices with freight prepaid and allowed.  Vendor shall quote prices FOB Destination.  All prices shall be in US Dollars.  
11.11 No Best and Final Offer
The City reserves the right to make an award without further discussion of the responses submitted, i.e., there will be no best and final offer procedure associated with selecting the apparently successful Vendor.  Therefore, Vendor’s proposal should be submitted on the most favorable terms that Vendor can offer.
11.12 Contract Terms and Conditions
The contract that has been adopted for City technology projects is located in the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886. Vendors are responsible to review all specifications, requirements, terms and conditions, insurance requirements, and other requirements herein.  To be responsive, Vendors must be prepared to enter into a contract substantially the same as the adopted contract.  The Vendor’s failure to execute a contract substantially the same as the adopted contract may result in disqualification for future solicitations for this same or similar products/services. 
Submittal of a proposal is agreement to this condition.  Vendors are to price and submit proposals to reflect all the specifications and requirements in this RFP, including terms and conditions, that are substantially the same as those included in this RFP.
Any specific areas of dispute with the adopted contract must be identified in Vendor’s proposal and may, at the sole discretion of the City, be grounds for disqualification from further consideration in award of a contract.
Under no circumstances shall a Vendor submit its own standard contract terms and conditions as a response to this solicitation.  Instead, Vendor must review and identify the language in the City’s adopted contract that Vendor finds problematic, state the issue, and propose the language or contract modifications Vendor is requesting.  Vendor should keep in mind, when requesting such modifications, that the City is not obligated to accept the requested areas of dispute.
The City may request Vendor to provide its licensing and maintenance agreement at any time during the RFP process for review (not scored).  However, this should not be construed as the City’s willingness to sign a licensing or maintenance agreement supplied by the Vendor.  If the Vendor requires the City to consider otherwise, the Vendor is also to supply this as a requested exception to the contract and it will be considered in the same manner as other exceptions.  
The City may consider and may choose to accept some, none, or all contract modifications that the Vendor has submitted with the Vendor’s proposal.  
Nothing herein prohibits the City, at its sole option, from introducing or modifying contract terms and conditions and negotiating with the highest-ranked apparent successful Vendor to align the proposal to City needs, within the objectives of the RFP.  The City has significant and critical time frames which frame this initiative, therefore, should such negotiations with the highest ranked, apparent successful Vendor fail to reach agreement in a timely manner as deemed by the City, the City, at its sole discretion, retains the option to terminate negotiations and continue to the next highest-ranked proposal.
11.13 Prohibition on Advance Payments
No request for early payment, down payment, or partial payment will be honored except for products or services already received.  Maintenance subscriptions may be paid in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis.  All other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.
11.14 Partial and Multiple Awards
The City reserves the right to name partial and/or multiple awards, in the best interest of the City.  Vendors are to prepare proposals given the City’s right to partial or multiple awards.  Further, the City may eliminate an individual line item when calculating award, in order to best meet the needs of the City, if a particular line item is not routinely available or is a cost that exceeds City funds.
11.15 Prime Contractor
The City intends to award to the highest-ranked Vendor that will assume financial and legal responsibility for the contract.  Proposals that include multiple vendors must clearly identify one vendor as the “prime contractor” and all others as subcontractors.  
11.16 [bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]Seattle Business Tax Revenue Consideration
SMC 20.60.106 (H) authorizes that in determining the lowest and best bid, the City shall consider the tax revenues derived by the City from its business and occupation, utility, sales and use taxes from the proposed purchase.  The City’s Business and Occupation Tax rate varies according to business classification.  Typically, the rate for services such as consulting and professional services is .00415% and for retail or wholesale sales and associated services, the rate is .00215%.  Only vendors that have a Seattle Business License and have an annual gross taxable Seattle income of $100,000 or greater are required to pay Business and Occupation Tax.  The City will apply SMC 20.60.106 (H) and calculate as necessary to determine the lowest bid price proposal.
11.17 Taxes
The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). Washington state and local sales tax will be an added line item although not considered in cost evaluations.
11.18 Inter-local Purchasing Agreements
This is for information and consent only and shall not be used for evaluation.  The City has entered into Interlocal Purchasing Agreements with other governmental agencies, pursuant to RCW 39.34.  Vendor agrees to sell additional items at the offer prices, terms and conditions, to other eligible governmental agencies that have such agreements with the City.  The City accepts no responsibility for the payment of the purchase price by other governmental agencies.  Should Vendor require additional pricing for such purchases, Vendor is to name such additional pricing upon proposal to the City.
11.19 Equal Benefits
Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether Vendors provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees, and of their dependents and family members.  The proposal package includes a “Vendor Questionnaire” which is the mandatory form on which Vendor makes a designation about the status of such benefits.  If Vendor does not comply with Equal Benefits and does not intend to do so, Vendor must still supply the information on the Vendor Questionnaire.  Instructions are provided at the back of the Vendor Questionnaire.
11.20 Women and Minority Opportunities
The City intends to provide the maximum practicable opportunity for successful participation of minority and women owned firms, given that such businesses are underrepresented.  The City requires all Vendors to agree to Seattle Municipal Code Chapter 20.42 and will require proposals with meaningful subcontracting opportunities to also supply a plan for including minority and women owned firms.  
A Woman and Minority Inclusion Plan (“Inclusion Plan”) is a mandatory submittal with Vendor’s proposal, and is provided for Vendor in the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886. The City requires all Vendors to submit an Inclusion Plan.  Failure to submit an Inclusion Plan will result in rejection of Vendor’s proposal. The Inclusion Plan will be scored as part of the evaluation.  The Inclusion Plan is a material part of the contract.  Read the Inclusion Plan carefully; it is incorporated into the contract.  At City request, Vendors must furnish evidence of compliance, such as copies of agreements with WMBE subcontractors.  The Inclusion Plan seeks WMBE utilization as well as recognizes those companies or respondents that have a unique business purpose for hiring of workers with barriers.
11.21 Paid Sick Time and Safe Time Ordinance
Be aware that the City has a Paid Sick Time and Safe Time ordinance that requires companies to provide employees who work more than 240 hours within a year inside Seattle, with accrued paid sick and paid safe time for use when an employee or a family member needs time off from work due to illness or a critical safety issue.  The ordinance applies to employers, regardless of where the employer is located, with more than four full-time equivalent employees.  This is in addition and additive to benefits an employee receives under prevailing wages per WAC 296-127-014(4).  City contract specialists may audit payroll records or interview employees as needed to ensure compliance to the ordinance.  Please see http://www.seattle.gov/laborstandards, or call the Office of Labor Standards at 206.684.4500 with questions.
11.22 Insurance Requirements
[bookmark: _Toc524484967][bookmark: _Toc524754154][bookmark: _Toc526492399][bookmark: _Toc528557454][bookmark: _Toc529153514][bookmark: _Toc30899412]Insurance requirements presented in the contract shall prevail.  If formal proof of insurance is required to be submitted to the City before execution of the contract, the City will remind the apparent successful Vendor in the Intent to Award letter.  The apparent successful Vendor must promptly provide such proof of insurance to the City in reply to the Intent to Award Letter.  Contracts will not be executed until all required proof of insurance has been received and approved by the City.
Vendors are encouraged to immediately contact its broker to begin preparation of the required insurance documents, in the event that the Vendor is selected as a finalist.  Vendors may elect to provide the requested insurance documents within its proposal.
The insurance requirements for this RFP are located in the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886.
11.23 [bookmark: _Toc524484968][bookmark: _Toc524754155][bookmark: _Toc526492400][bookmark: _Toc528557455][bookmark: _Toc529153515][bookmark: _Toc30899413]Effective Dates of Proposal
Any proposal submitted shall be deemed valid for one hundred and eighty (180) calendar days from the proposal due date.  Following the proposal due date, the City reserves the right to request extensions from all vendors. The City reserves the right to reject any vendor objecting to such an extension, as the City deems to be in its best interest.
11.24 [bookmark: _Toc521141126][bookmark: _Toc524484973][bookmark: _Toc524754160][bookmark: _Toc526492402][bookmark: _Toc528557457][bookmark: _Toc529153517][bookmark: _Toc30899415]Proprietary Materials
[bookmark: _Toc521141127][bookmark: _Toc524484974][bookmark: _Toc524754161][bookmark: _Toc526492403][bookmark: _Toc528557458][bookmark: _Toc529153518][bookmark: _Toc30899416]Under the State of Washington’s Public Records Act (Release/Disclosure of Public Records, reference RCW Chapter 42.56, the Public Records Act), all materials received or created by the City are considered public records.  These records include, but are not limited to, proposals, agreement documents, contract work product, and other proposal material.  
The State of Washington’s Public Records Act requires that public records be promptly disclosed by the City upon request unless that RCW or another Washington State statute specifically exempts records from disclosure.  Exemptions are narrow and explicit and are listed in Washington State Law (Reference RCW 42.56 and RCW 19.108).  
Vendors must be familiar with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at the following address: http://www1.leg.wa.gov/LawsAndAgencyRules). 
If Vendor has any questions about disclosure of the records submitted with its proposal, please contact Purchasing and Contracting at (206) 684-0444. 
11.24.1 Marking Vendor Records Exempt from Disclosure (Protected, Confidential, or Proprietary)
As mentioned above, all City offices are required to promptly make public records available upon request.  However, under Washington State Law some records or portions of records are considered legally exempt from disclosure and can be withheld.  A list and description of records identified as exempt can be found in RCW 42.56 and RCW 19.108.
If Vendor believes any of the records submitted to the City as part of Vendor’s proposal or contract work products are exempt from disclosure, Vendor can request that the records not be released before Vendor receives notification.  To do so Vendor must complete the City Non-Disclosure Request Form (“the Form”) provided by Purchasing and Contracting (see Form as part of Vendor Questionnaire), very clearly and specifically identify each record and the exemption(s) that may apply, and submit a copy of Vendor’s records with the specified exemptions redacted. (If Vendor is awarded a City contract, the same exemption designation will carry forward to the contract records).
The City will not withhold materials from disclosure simply because Vendor marks the materials with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Do not identify an entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria cited on the Form.  Only the specific records or portions of records properly listed on the Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 
If the City receives a public disclosure request for any records Vendor has properly and specifically listed on the Form, the City will notify Vendor in writing of the request and will postpone disclosure.  While it is not a legal obligation, the City, as a courtesy, will allow Vendor up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If Vendor fails to obtain a Court order within the ten days, the City may release the documents. 
The City will not assert an exemption from disclosure on Vendor’s behalf.  If Vendor believes a record(s) is exempt from disclosure Vendor is obligated to clearly identify it as such on the Form and submit it with Vendor’s proposal.  Should a public record request be submitted to Purchasing and Contracting for that record(s), Vendor can then seek an injunction under RCW 42.56 to prevent release.  By submitting a proposal document, Vendor acknowledges this obligation; the Vendor also acknowledges that the City will have no obligation or liability to the Vendor if the records are disclosed.
11.24.2 Requesting Disclosure of Public Records
[bookmark: _Hlk22281732]The City asks Vendors and its companies to refrain from requesting public disclosure of proposals until an intention to award is announced.  This measure is intended to protect the integrity of the solicitation process particularly during the evaluation and selection process or in the event of a cancellation or re-solicitation.  With this preference stated, the City will continue to be responsive to all requests for disclosure of public records as required by Washington State Law.  If Vendor does wish to make a request for records, please file a request using the City’s Public Records Request Center at http://www.seattle.gov/public-records/public-records-request-center. 
11.25 Cost of Preparing Proposals
The City will not be liable for any costs incurred by the Vendor in the preparation and presentation of proposals submitted in response to this RFP including, but not limited to, costs incurred in connection with the Vendor’s participation in demonstrations and the pre-proposal conference.
11.26 [bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716][bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]Readability
Vendors are advised that the City’s ability to evaluate proposals is dependent in part on the Vendor’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive, and readable.  Clarity of language and adequate, accessible documentation is essential.
11.27 Vendor Responsibility
It is the Vendor’s responsibility to examine all specifications and conditions thoroughly and comply fully with specifications and all terms and conditions.  Vendors must comply with all Federal, State, and City laws, ordinances and rules, and meet any and all registration requirements where required for Vendors as set forth in the Washington Revised Statutes.
11.28 Changes in Proposals
Prior to the proposal due date and time established for this RFP, a Vendor may make changes to its proposal provided the change is initialed and dated by the Vendor.  No change to a proposal shall be made after the proposal due date and time.
11.29 Vendor Responsibility to Provide Full Response
It is the Vendor’s responsibility to provide a full and complete written response, which does not require interpretation or clarification by the RFP Coordinator. The Vendor is to provide all requested materials, forms, and information. The Vendor is responsible to ensure the materials submitted will properly and accurately reflect the Vendor’s specifications and offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the Vendor after the RFP deadline; however, this does not limit the right of the City to consider additional information (such as references that are not provided by the Vendor but are known to the City, or past experience by the City in assessing responsibility), or to seek clarifications as needed by the City. 
11.30 Errors in Proposals
Vendor is responsible for errors and omissions in its proposal.  No such error or omission shall diminish the Vendor’s obligations to the City.
11.31 Withdrawal of Proposal
A proposal may be withdrawn by written request of the Vendor, prior to the due date and time.  After the due date and time, the proposal may be withdrawn only with permission by the City.
11.32 [bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]Rejection of Proposals, Right to Cancel
The City reserves the right to reject any or all proposals at any time with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
11.33 [bookmark: _Toc521141132][bookmark: _Toc524484979][bookmark: _Toc524754166][bookmark: _Toc526492408][bookmark: _Toc528557463][bookmark: _Toc529153523][bookmark: _Toc30899421]Incorporation of RFP and Proposal in Contract
This RFP and the Vendor’s proposal, including all promises, warranties, commitments, and representations made in the successful proposal, shall be binding and incorporated by reference in the City’s contract with the Vendor.
11.34 Non-Endorsement and Publicity
In selecting a Vendor to supply to the City, the City is not endorsing the Vendor’s products and services or suggesting that the products and services are the best or only solution to the City’s needs.  Vendor agrees to make no references to the City or the department making the purchase, in any literature, promotional materials, brochures, news releases, sales presentation or the like, regardless of method of distribution, without prior review and express written consent of the RFP Coordinator.
The City may use Vendor’s name and logo in promotion of the contract and other publicity matters relating to the contract, without royalty.  Any such use of Vendor’s logo shall inure to the benefit of Vendor. 
11.35 [bookmark: _Toc521141134][bookmark: _Toc524484981][bookmark: _Toc524754168][bookmark: _Toc526492410][bookmark: _Toc528557465][bookmark: _Toc529153525][bookmark: _Toc30899423]Proposal Disposition
All material submitted in response to this RFP shall become the property of the City upon delivery to the RFP Coordinator.
11.36 Ethics Code
Vendor should familiarize itself with the code: http://www.seattle.gov/ethics/etpub/et_home.htm.  Specific questions should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500. 
11.36.1 No Gifts and Gratuities
Vendors shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer, or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Vendor.  An example is giving tickets to a City employee that was on the evaluation team of a proposal Vendor plans to submit.  The definition of what a “benefit” would be is very broad and could include not only awarding a contract but also the administration of the contract or the evaluation of contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items of value from Vendors.  Promotional items worth less than $25 may be distributed by the Vendor to City employees if the Vendor uses the items as routine and standard promotions for the business.
11.36.2 Involvement of Current and Former City Employees
If a Vendor has any current or former City employees, official or volunteer, working or assisting on solicitation of City business or on completion of an awarded contract, Vendor must provide written notice to Purchasing and Contracting of the current or former City official, employee, or volunteer’s name.  The Vendor Questionnaire within the proposal documents prompts Vendor to answer that question.  Vendor must continue to update that information to Purchasing and Contracting during the full course of the contract.  The Vendor is to be aware and familiar with the Ethics Code and educate Vendor’s employees accordingly.
11.36.3 Contract Workers with more than 1,000 Hours
The Ethics Code has been amended to apply to Vendor’s employees who perform more than 1,000 cumulative hours on any City contract during any 12-month period.  Any such Vendor employee covered by the Ethics Code must abide by the City Ethics Code.  The Vendor is to be aware and familiar with the Ethics Code and educate Vendor employees accordingly.
11.36.4  No Conflict of Interest
Vendor (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer, or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration, or evaluating Vendor performance. The City shall make sole determination as to compliance.
11.36.5 Campaign Contributions (Initiative Measure No. 122)
Elected officials and candidates are prohibited from accepting or soliciting campaign contributions from anyone having at least $250,000 in contracts with the City in the last two years or who has paid at least $5,000 in the last 12 months to lobby the City. Please see Initiative 122 or call the Ethics Director with questions.  For questions about this measure, contact Polly Grow, Seattle Ethics and Elections, 206-615-1248 or polly.grow@seattle.gov.
11.37 Registration into City Online Business Directory
If Vendor has not previously completed a one-time registration into the City Online Business Directory, the City requests that vendor register at https://web6.seattle.gov/FAS/OBD/Logon/Logon.aspx.
The City Online Business Directory is used by City staff to locate your contract(s) and identify companies for bid lists on future purchases.  Proposals are not rejected for failure to register, however, if Vendor is awarded a contract and have not registered, Vendor will be required to register, or Vendor will be added into the system.  Women and minority owned firms are asked to self-identify.  If Vendor needs assistance, please call 206-684-0444.  
11.38 Prohibited Contacts
Vendors shall not interfere in any way to discourage other potential and/or prospective Vendors from proposing or considering a proposal process.  Prohibited contacts include, but are not limited to, any contact, whether direct or indirect (i.e., in writing, by phone, email or other, and by the Vendor or another person acting on behalf of the Vendor) to a likely firm or individual that may discourage or limit competition. If such activity is evidenced to the satisfaction and in sole discretion of the Purchasing Manager, the Vendor that initiates such contacts may be rejected from the process. 
12. [bookmark: scheduleofevents][bookmark: _1404106635][bookmark: _1393667475][bookmark: _1393648899][bookmark: _1405934296][bookmark: _1393648875][bookmark: _1405926510][bookmark: _1405944261][bookmark: _1404627486][bookmark: _1405929106][bookmark: _1393650386][bookmark: _1393156791][bookmark: _1393668519][bookmark: _MON_1393650030][bookmark: _MON_1404628604]EVALUATION PROCESS
The evaluation shall be conducted in a multi-tiered approach. Proposals must pass through each step to proceed forward to the next. Those found to be outside the competitive range, in the opinion of the evaluation team, will not continue forward to the next evaluation round.
Round 1 – Minimum Qualifications and Responsiveness
Purchasing and Contracting shall first review proposals for initial decisions on responsiveness and responsibility. Those found responsive and responsible based on this initial review shall proceed to Round 2.  The Vendor Questionnaire, Equal Benefits, and Minimum Qualifications will also be screened in this round to determine Vendor responsiveness.
Round 2 – Mandatory Technical Requirements  
The City will review proposals for initial decisions on responsiveness to the Mandatory Technical Requirements.  Those found responsive based on this initial review shall proceed to the next round.  
Round 3 – Company & Project Detail, Technical & Functional, Inclusion Plan, and Pricing Responses  
The City will evaluate proposals that successfully pass through the previous rounds. The City will evaluate proposals using the criteria below.  Responses will be evaluated and ranked.  Those proposals that cluster within a competitive range, in the opinion of the evaluation team, shall continue.
TABLE 4 – ROUND 3 SCORING		
      
	Criteria
	Maximum Points

	Company & Project Detailed Response
	350

	Technical & Functional Response 
	400

	Pricing Response
	150

	Inclusion Plan Response
	100

	Grand Total
	1,000


Round 4 – Demonstrations/Interviews/Security, Architecture, and Privacy Review/References
City, at its sole option, may require that Vendors that remain active and competitive provide a product demonstration in Seattle.  Should only a single Vendor remain active and eligible to provide a demonstration, the City shall retain the option to proceed with a demonstration or may waive this round. Vendors shall be provided a script and then be scheduled for a full demonstration.  If the demonstration score is not within the competitive range, the City may eliminate the Vendor and discontinue scoring the Vendor for purposes of award. 
The Vendor will submit to the RFP Coordinator a list of names and company affiliations who will be performing the demonstration.  Vendors invited are to bring the assigned Project Manager that has been named by the Vendor in the proposal and may bring other key personnel named in the proposal.  The Vendor shall not, in any event, bring an individual who does not work for the Vendor or for the Vendor as a subcontractor on this project, without specific advance authorization by the RFP Coordinator.
Demonstrations / Interviews will stand alone and will not aggregate with the Round 3 score. 
	
	Total Possible Points

	Demonstrations/Interviews
	1,000


Security, Architecture, and Privacy Review: Vendors selected to participate in demonstrations and interviews will be provided questions to be answered by Vendors pertaining to security, architecture, and privacy compliance.   Additional information will be provided should a Vendor proceed to this round.   Although the City anticipates completing the review at this point in the process, the City may conduct the review at any time to assist the City in understanding the product.
References: The City may contact users of the Vendor’s product and services for references. A negative reference may result in rejection of the proposal as not responsible.  Those Vendors receiving a failed reference may be disqualified from consideration.  The City may use any former client, whether or not the former client had been submitted by the Vendor as a reference, and the City may choose to serve as a reference if the City has had former work or current work performed by the Vendor.  Although the City anticipates completing reference checks at this point in the process, the evaluation committee may contact the client references of the Vendors or other sources in addition to those specifically provided by the Vendor, at any time to assist the City in understanding the product.  
Repeat of Evaluation Steps: If no Vendor is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals that were active at that step in the process.  In such event, the City shall then sequentially step through all remaining steps as if conducting a new evaluation process.  The City reserves the right to terminate the process if it decides no proposals meet its requirements.
Points of Clarification: Throughout the evaluation process, the City reserves the right to seek clarifications from any Vendor.
Award Criteria in the Event of a Tie: In the event that two or more Vendors receive the same Total Score, the contract will be awarded to that Vendor with the response that indicates the ability to provide the best overall service and benefit to the City.
13. AWARD AND CONTRACT EXECUTION INSTRUCTIONS
The RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all Vendors responding to the RFP.  Please note, however, that there are time limits on protests to bid results, and Vendors have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.
Protests and Complaints: The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this RFP process.  Please see the City website at http://www.seattle.gov/city-purchasing-and-contracting/solicitation-and-selection-protest-protocols for these rules. Interested parties have the obligation to be aware of and understand these rules, and to seek clarification as necessary from the City.
[bookmark: _Toc79482493][bookmark: _Toc85261728][bookmark: _Hlk478982068]Limited Debriefs to Vendors: The City issues results and award decisions to all Vendors.  The City provides debriefing on a limited basis for the purpose of allowing Vendors to understand how Vendors may improve in future bidding opportunities.
Instructions to the Apparently Successful Vendor(s): The apparently successful Vendor(s) will receive an Intent to Award Letter from the RFP Coordinator after award decisions are made by the City.  The Intent to Award Letter will include instructions for final submittals that are due prior to execution of the contract or purchase order.  
If the Vendor requested exceptions per the instructions (Section 11.8.2 and 11.12), the City will review and select those the City is willing to accept or negotiate.    
After the City reviews exceptions, the City may identify proposal elements that require further discussion in order to align the proposal and contract fully with City business needs before finalizing the agreement.  If so, the City will initiate the discussion and the Vendor is to be prepared to respond quickly in City discussions.  The City has provided no more than 30 calendar days to finalize such discussions.  If mutual agreement requires more than 30 calendar days, the City may terminate negotiations, reject the Vendor and may disqualify the Vendor from future submittals for these same products/services, and continue to the next highest ranked Proposal, at the sole discretion of the City. The City will send a final agreement package to the Vendor for signature.
Once the City has finalized and issued the contract for signature, the Vendor must execute the contract and provide all requested documents within ten (10) business days.  This includes attaining a Seattle Business License, payment of associated taxes due, and providing proof of insurance.  If the Vendor fails to execute the contract with all documents within the ten (10) day timeframe, the City may cancel the award and proceed to the next ranked Vendor or cancel or reissue this solicitation.  
Cancellation of an award for failure to execute the contract as included in this RFP may result in Vendor disqualification for future solicitations for this same or similar product/service.
Checklist of Final Submittals Prior to Award: The Vendor(s) should anticipate that the Intent to Award Letter will require at least the following.  Vendors are encouraged to prepare these documents as soon as possible, to eliminate risks of late compliance.
· Ensure Seattle Business License is current and all taxes due have been paid.
· Ensure the company has a current State of Washington Business License.
· Supply Evidence of Insurance to the City Insurance Broker if applicable
· Proof of certified reseller status (if applicable)
· Supply a Taxpayer Identification Number and W-9 Form 
[bookmark: businesscase][bookmark: taxpayeridandw9formappendix][bookmark: _MON_1535979120]Taxpayer Identification Number and W-9: Unless the apparently successful Vendor has already submitted a fully executed Taxpayer Identification Number and Certification Request Form (W-9) to the City, the apparently successful Vendor must execute and submit this form prior to the contract execution date.  A copy of this form is located in the Supporting Documentation section of the Online Procurement Portal: https://cityofseattle.bonfirehub.com/opportunities/24886.
Trial Period and Right to Award to Next Highest-Ranked Vendor: A ninety (90) day trial period shall apply to contract(s) awarded as a result of this solicitation.  During the trial period, Vendor(s) must perform in accordance with all terms and conditions and requirements of the contract.  Failure to perform during this trial period may cause the immediate cancellation of the contract.  If dispute or discrepancy as to the acceptability of product or service occurs, the City’s decision shall prevail.  The City agrees to pay only for authorized orders received up to the date of termination.  If the contract is terminated within the trial period, the City reserves the option to award the contract to the next highest-ranked Vendor by mutual agreement with such Vendor.  Any new award will be for the remainder of the contract and will also be subject to this trial period.  
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