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Section A: RFP Introduction
A.1 Purpose of the RFP

Through this RFP, the Town of Hillsborough, NC (The Town) desires to purchase or otherwise acquire rights to use an enterprise resource planning system (ERP) for the Town’s financial, purchasing, payroll, and human resource needs that meets the requirements identified in this RFP.  In addition, the Town requires proposals for professional services necessary to implement the system and train Town staff on the new software.  Vendors offering hosted services or software as a service (SaaS) systems are encouraged to propose.  The Town is only interested in a SaaS/Cloud/Hosted solution.  Vendors offering only on-premise solutions will not be considered.  
Proposers may submit multiple-vendor proposals, however if doing so, the bidder should clearly describe the roles and responsibilities of each vendor, both as related to implementation activities and to post-implementation support.   
A.2 Project Background
Hillsborough is a small town with a big history. The downtown historic district, listed on the National Register of Historic Places, features more than 100 homes, churches and buildings from the 18th and 19th centuries. Today, Hillsborough is a haven for artists and writers. Hillsborough is centrally located in North Carolina, with fast access to Triad and Triangle cities. Interstate 85 runs through the town, and Interstate 40 is just outside town limits.
The Town of Hillsborough operates under a council-manager form of government. The Board of Commissioners acts as the legislative body in establishing policy and law, and the town manager handles the day-to-day operations of the town. 
The Town upgraded to the latest version of SmartFusion (financials, procurements, human resources, payroll) in 2015.  The implementation experienced challenges with data conversions, so the implementation was halted, but it started back up after approximately four weeks.  The Town is now operational on SmartFusion, but not all of the planned data was converted.  SmartFusion provides the Town with financial, procurement, human resources, and payroll functions.  While the Town has used SmartFusion for a few years and is on the most recent version, the Town has had challenges that include the lack of reporting capabilities, lack of integration with other silo systems, the Town relies on Excel for detailed management and analysis of many functions (e.g., budget planning, budget forecasting, budget development, project tracking, time-entry).  The Town has implemented a comprehensive budget process which includes balanced scorecard to track key measures to objectives, departmental goals and priorities, and an overall approach to long-term operating and capital improvement project (7 year CIP) planning.    Currently, Town staff manage these limitations utilizing a combination Excel spreadsheets, paper based processes, and manual work effort.  

With this project, the Town aims to improve business processes, simplify and standardize use of systems and processes, and implement an ERP system that meets unique public sector needs and requirements.  

While the Town is considered small, they are progressive and operate, manage, and function like most mid-large sized governments.  The Town is interested in vendors that support the public-sector mid to large market to propose.  In addition, the Town is interested in proposers whose implementation methodology will assist the Town in implementing redesigned and improved business processes.  
The Town engaged the Government Finance Officers Association (GFOA) for consulting services to assess financial and human resources related processes and identify future state process improvements and requirements, and to assist with overall planning and readiness activities related to an ERP acquisition and implementation.  
With this project, the Town’s goals are to: 
· Improve business processes and leverage technology, particularly with time entry and purchasing processes

· Utilize the system, processes, and tools to improve budgeting, forecasting, and planning

· Utilize system for personnel budgeting and position control

· Improve employee access to system data (query, reporting, dashboards)

· Implement an ERP that accommodates the Town’s requirements

· Provide modern functionality for Town customers and vendors to manage their accounts, activities, and payments
· Provide modern functionality for Town employees (workflow request and approvals, self-service)

· Provide tools to Town staff to gain efficiencies 
The below table provides Town statistics.  
	Background Statistics

	Fiscal Year 
	July 1

	Town Population (estimated)
	6,720

	Adopted Budget (FY18)
	$23 million 

	W-2’s Issued
	127

	Approximate Number of Regular Employees (includes part-time and seasonal) 
	107

	Approximate Number of Retirees
	8


The number of users currently accessing each primary application (s) is as follows (user counts include transaction entry and report-only users, and includes users who access one or more of the applications):  

	Application
	Approx. User Count

	SmartFusion
	30

	NeoGov
	101


Note: the Town recently released an RFP for utility billing software (UB) and implementation services with a plan to go-live fby July 1, 2018.  The contract to the awarded UB vendor will be completed during ERP selection. 
The Town plans to start the implementation December 2018 and go-live on Financials July, 2020.
A.3 Overall Project Scope
The Town anticipates that the ERP will be used support its accounting, purchasing, budgeting, time and attendance, human resources and payroll needs.  See below table for functional scope. 
	Functions
	Process/Activity

	Financials
	· General Ledger and Financial Reporting

· Project & Grant Financial Management

· Accounts Receivable and Collections

· Treasury
· Budgeting and Forecasting

· Capital Asset Financial Management

	Human Resources 
	· Applicant Tracking

· Personnel Evaluations

· Disciple
· Time Entry 

· Leave Management

	Payroll
	· Leave 

· Payroll Calculations

· Payroll Processing


The organizational scope for the project will include all Town departments and operations.  See Town organization chart.  
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A.4 Notice to Proposers 
Failure to carefully read and understand this RFP may cause the proposal to be out of compliance, rejected by the Town, or legally obligate the proposer to more than it may realize. Information obtained by the proposer from any officer, agent or employee of the Town shall not affect the risks or obligations assumed by the proposer or relieve the proposer from fulfilling any of the RFP conditions or any subsequent contract conditions.  Only the format described in the RFP and the attachments included with this RFP will be accepted as compliant for the submitted proposal.  Failure to completely fill out all required attachments may result in disqualification.
A.5 Conditions
A.5.1 This RFP, its general provisions, and the terms and conditions identified in Section D shall be incorporated in any agreement resulting from this solicitation, and the RFP and its terms and conditions, plus attachments shall control unless the Agreement expressly provides otherwise.
A.6 Town’s Rights Reserved
A.6.1 The Town reserves the right to select the proposal(s) which in its sole judgment best meets the needs of the Town.  The lowest proposed cost will not be the sole criterion for recommending the contract award.   

A.6.2 The Town reserves the right to reject any or all proposals and to waive technicalities and informalities when such waiver is determined by the Town to be in the Town’s best interest.  
A.6.3 The Town reserves the right to meet with select proposers at any time to gather additional information. Furthermore, the Town reserves the right to remove or add functionality (i.e., modules and components) until the final contract signing.  
A.6.4 The Town reserves the right to revise the RFP prior to the date that proposals are due.  All registered proposers will be notified of revisions to the RFP. 
A.6.5 This RFP does not commit the Town to award a contract.   All proposals submitted in response to this RFP become the property of the Town and public records, and as such, may be subject to public review.

A.6.6 The Town shall not be liable for any pre-contractual expenses incurred by prospective vendors or selected contractors, including but not limited to costs incurred in the preparation or submission of proposals.  The Town shall be held harmless and free from any and all liability, claims, or expenses whatsoever incurred by, or on behalf of, any person or organization responding to this RFP

A.7   Communication Regarding this RFP
All communication from prospective proposers regarding this RFP must be in writing by email to the address listed in section A.9 of this RFP.  Communication by telephone or in person will not be accepted.  Attempts by, or on behalf of, a prospective or existing vendor to make telephone or personal contact with any Town employee regarding this RFP, may lead to the elimination of that vendor from further consideration.  

Attempts by or on behalf of a prospective or existing vendor to contact or to influence any member of the selection committee, any member of the Town Board of Commissioners, or any employee of the Town of Hillsborough with regard to the acceptance of a proposal may lead to elimination of that vendor from further consideration.  

A.8  Register as a Proposer
All firms interested in receiving further correspondence regarding this RFP are requested to register by sending an email to Daphna Schwartz at daphna.schwartz@hillsboroughnc.gov and provide the following information: Company name, name of contact person, email address and phone number of contact person.
A.9 Pre Proposal Conference
A pre-proposal vendor conference will be held by phone on May 16, 2018 at 10:00 AM (EST). Attendance at the pre-proposal conference is not mandatory. Proposers intending to participate in the pre-proposal conference by phone should request call-in information when registering.  
A.10 Inquiries and Requests for Clarification
A.10.1 In an effort to maintain fairness in the process, inquiries concerning this procurement, including questions related to technical issues are to be directed through email to the following contact.  Questions over the phone will not be accepted: 
Contact: 
Daphna Schwartz
Title:  
Finance Director
Email:  
daphna.schwartz@hillsboroughnc.gov 

Phone: 
919-732-2104 ext. 1001
A.10.2 All questions concerning the RFP must reference the RFP page number, and section heading. Questions will be answered and posted to the Town’s website in the form of addenda to the RFP.  When addenda are issued, all firms that have registered as a proposer will be notified through email.

A.11 Procurement Schedule
The expected procurement schedule is listed below.  The Town reserves the right to change the procurement schedule.  If changes are made, proposers will be notified by the Town in the form of an addendum to this RFP, emailed directly to all registered proposers and posted on the Town’s website.
	Procurement Schedule

	05/02/2018
	RFP released 

	05/16/2018
	Pre-proposal conference – 10:00 AM  (EST) 

 

	05/23/2018
	Last day to accept questions and requests for clarification on the RFP  - by 4:00 PM (EST)

	05/25/2018
	Answers to submitted questions provided

	06/15/2018
	Proposals due – 4:00 PM (EST)

	06/29/2018
	Vendors selected for software demonstrations are notified

	07/31 – 08/02
08/07 – 08/09
08/14 – 08/16

	Software demonstrations 

	October/November 2018
	Complete contract negotiations and Statement of Work (SOW) 

	Immediately after negotiations
	Implementation starts


A.11.1 Software demonstrations will be held on-site at Town facilities and will cover all functional areas listed in this RFP.  The Town will attempt to be flexible in scheduling demonstrations.  However, to avoid unnecessary delays, the Town expects that proposers will be available for software demonstrations during the days identified on the schedule above.  Proposers that cannot demonstrate their software during the dates prescribed by the Town may be eliminated. Software demonstrations will focus on software; however, the Town will also ask questions related to implementation. 
A.12 Evaluation Criteria
The Town will review all proposals received as part of a documented evaluation process. For each decision point in the process, the Town will evaluate proposers according to specific criteria and will then elevate a certain number of proposers to compete in the next level. Proposers not previously elevated may be elevated at a later date.
The sole purpose of the proposal evaluation process is to determine which solution best meets the Town’s needs. The evaluation process is not meant to imply that one proposer is superior to any other, but rather that the selected proposer can provide and has proposed the best software and implementation approach for the Town’s current and future needs based on the information available and the Town’s best efforts of determination.
The proposal evaluation criteria should be viewed as standards that measure how well a proposer’s approach meets the desired requirements and needs of the Town. The criteria that will be used to evaluate proposals may include, but are not limited to the following: 

A.12.1 Evaluation Criteria
· Cost
· Software Features
· Implementation Approach
· Technical Compatibility
· Past Experience with Similar Organizations
· Client References
The Town reserves the right to determine the suitability of proposals on the basis of any or all of these criteria or other criteria not included in the above list. The Town’s selection team will then make a recommendation to be approved by Town Council to elevate proposals for final contract negotiations.
A.12.2 Evaluation Steps
1) Proposal Opening:  Proposal submittals shall be received and opened by the Project Manager.  

2) Compliance:  A preliminary evaluation by the Town shall determine whether each received proposal is complete and compliant with the all instructions and/or submittal requirements in the RFP.  Any proposals that are incomplete or that do not comply with the instructions and/or submittal terms and conditions may be rejected and excluded from further consideration.  Proposals that are compliant are advanced to the written evaluation stage.

3) Written Evaluation:  The Town will evaluate Proposer’s written proposals according to the criteria outlined in this section.  The highest ranked Proposer proposals will advance to the Software Demonstration/Interview Stage.

4) Software Demonstrations/Interviews.  Proposers that are advanced to this stage will be required to provide on-site software demonstrations to Town Evaluators.  The Town will also interview key Proposer staff to be assigned to the project.  Proposer demonstrations and interviews will be evaluated by the Town.  Highest ranked Proposer proposals will advance to the Discovery stage.  Only products that have been proposed may be demonstrated.

5) Discovery.  Proposers advanced to this stage will be asked to make a second on-site presentation to discuss the details of the implementation strategy.  

6) Negotiations.  Upon satisfactory completion of the Discovery process, the Town will select a finalist Proposer to complete software and implementation negotiations.  If third-party software is involved, the Town may elect to negotiate with these Proposer first.  The primary Proposer will be expected to assist with negotiations. The final contract award recommendation will be made to the Town Council. 

7) Contract Award.  The contract for this RFP will be awarded upon approval by the Town Council.

A.13 Proposal Submission Instructions
A.13.1 Proposals are to be submitted in sealed packages by June 15, 2018 at  4:00 PM EST.  Late submissions will not be accepted.
Submittal Address:  


Town of Hillsborough
Attn: Daphna Schwartz
137 N Churton Street

P.O. Box 429

Hillsborough, NC 27278
A.13.2 Failure to comply with the requirements of this RFP may result in disqualification.  Proposals received subsequent to the time and date specified above will not be considered.  Please note the following as part of the submittal process.

A.13.3 Signature of the proposal by the proposer constitutes acceptance by the proposer of terms, conditions, and requirements set forth herein.
A.13.4 Proposers are required to submit TWO (2) hard copies and TWO (2) electronic copies (via USB mobile media) of the proposal in a sealed package that is clearly labeled with the proposer’s company name and the RFP name.  
A.13.5 Emailed proposals will not be accepted.
A.13.6 Use the Submittal Checklist (Attachment 1) to ensure that all required documents, forms, and attachments have been completed and submitted as instructed. 
A.13.7 By submitting a proposal, the proposer is providing a guarantee to the Town that, if chosen, it will be able to provide the proposed products and services during the period of time discussed in the RFP. 
A.13.8 Upon submission, all proposals shall be treated as confidential documents until the selection process is completed.  Once the notice of intent to award is issued by the Town, all proposals shall be deemed public record.  In the event that a proposer desires to claim portions of its proposal exempt from disclosure, it is incumbent upon the proposer to clearly identify those portions with the word “Confidential” printed on the top right hand corner of each page for which such privilege is claimed.  Examples of confidential materials include trade secrets and financial statements.  Each page shall be clearly marked and readily separable from the proposal in order to facilitate public inspection of the non-confidential portion of the proposal.  The Town will consider a proposer’s request for exemptions from disclosure; however, the Town will make its decision based upon applicable laws.  An assertion by a proposer that the entire proposal, or large portions, is exempt from disclosure will not be honored.  Prices, makes and models or catalog numbers of the items offered, deliverables, and terms of payment shall be publicly available regardless of any designation to the contrary. 
A.14 Organization of Proposal

The proposal must be organized into the following major sections.  Specific instructions for each section are provided in Section B of this RFP.  Any required attachments must be included in the proper section as indicated by the instructions.

	Section Number
	Section

	1
	Executive Summary and Introductory Material

	2
	Company Background

	3
	Proposed Software

	4
	Implementation Plan & Professional Services

	5
	Technical Information

	6
	Maintenance and Support

	7
	Sample Documents

	8
	Exceptions to the RFP

	9
	Price Proposal

	10
	Additional Information


Section B: Detailed Submittal Requirements
So that competing proposals can be compared equally, proposers must assemble their proposals in strict adherence to the layout requirements identified in Section A.14. Failure to follow all proposal layout requirements may result in disqualification.  Proposals should be prepared as simply as possible and provide a straightforward, concise description of the proposed products and services to satisfy the requirements of the RFP. Attention should be given to accuracy, completeness, relevance, and clarity of content.  Proposals must address the following questions and contain the following Sections.
B.1    Executive Summary and Introductory Material
(Proposal Section 1.0)  The introductory material must include a title page with the RFP name, name of the proposer, address, telephone number, the date, a Letter of Transmittal, and a Table of Contents.  The executive summary should be limited to a brief narrative (less than 2 pages) summarizing the proposal. The summary should contain as little technical jargon as possible and should be oriented toward non-technical personnel.
B.1.1 Complete Attachment 1 (RFP Checklist)

B.1.2 Complete Attachment 2 (Signature Page)
B.1.3 Complete Attachment 3 (Addendum Acknowledgement Form)
B.2   Company Background
(Proposal Section 2.0)  Each proposal must provide information about any firm involved with this proposal including the software vendor, implementation vendor, and/or any third party vendors so that the Town can evaluate the proposer’s stability and ability to support the commitments set forth in response to the RFP. The Town, at its discretion, may require a proposer to provide additional supporting documentation or clarify requested information.
B.2.1 Complete Attachment 4 (Company Background)
B.2.2 Complete Attachment 5 (Reference Form)
B.3  Proposed Software

(Proposal Section 3.0)  Each proposal must provide information about the software proposed in response to the Town’s RFP and the Town’s functional requirements.

B.3.1 List and describe all proposed software modules proposed.  Proposer must explicitly state the software module name and versions that are proposed (if applicable).  
B.3.2 Complete Attachment 6 (Functional Requirements).
· Responses to the functional requirements should be completed to identify both the capability of the software and the scope of the implementation.  
· Failure to provide some requirements or excluding some requirements from scope will NOT eliminate the proposer from contention.  The Town will evaluate the proposal as a whole including price/value comparisons when evaluating proposals.  
· The requirements responses submitted will become attached to the software license and implementation services contract.  Proposers are expected to warrant both software and implementation of all positive responses (every response except “N”).
B.4 Implementation Plan & Professional Services

(Proposal Section 4.0) This section should describe the proposed implementation plan and professional services for both implementation and training.  
B.4.1 Provide a detailed plan for implementing the proposed system.  Included in the plan should be: 
· Description of proposed project management services

· Description of proposed implementation phasing and timeline

· Description of proposed services for functional configuration and implementation of the system

· Description of implementation tasks and activities
· Description of key deliverables (and how they relate to the implementation approach and activities)
· Description of proposed services to assist with technical aspects of the implementation

B.4.2 Explain the proposed vendor staffing for the project including:

· How many staff will the vendor have assigned to the project

· Approximate dedication to the project of each resource and approximate time work will be completed on-site vs. off-site.

B.4.3 Explain the Town’s responsibilities in implementing the software including: 

· Number of resources

· Key responsibilities 

· Assumptions about prior skills/competencies of resources

B.4.4 Complete Attachment 7 (Staffing Plan)
· Explain assumed participation in the project (average portion of FTE). This should include all time spent working on the project (including time spent with and without vendor consultants)

· Identify any assumptions about prior skills / competencies of Town resources
B.4.5 Complete Attachment 13 (Interfaces)
· Identify your proposed approach for converting data into the new system
B.4.6 Complete Attachment 12 (Data Conversions).  The Town expects Proposers to include all conversions listed in the RFP. 

B.4.7 Provide a detailed plan for training.  The Town expects the proposer to provide training materials and documentation.  This information should include:
· Overview of proposed training plan/strategy, including options for on-site or off-site training services, for the core project team, end-users, and technology personnel.

· The role and responsibility of the software and/or implementation firm in the design and implementation of the training plan (e.g., development of customized training materials, delivering training to the Town end-users).

· Identify the planned Proposer’s onsite and offsite activity (days or hours) related to training.

· The role and responsibility of the Town staff in the design and implementation of the training plan.
· The knowledge transfer strategy proposed by the software (including operations pieces such as configuration) and/or implementation firm to prepare the Town staff to maintain the system after it is placed into production. 

· Other electronic delivery of training (e.g., computer based training).

B.5 Technical Information

(Proposal Section 5.0)  This section should identify any system requirements that are necessary to run the system.
B.5.1 Identify all technical requirements to run the system as proposed 
B.5.2 Complete Attachment 8 (Technical Specifications)
B.5.3 Complete Attachment 9 (Alternative Delivery Options) 

B.6 Maintenance and Support
(Proposal Section 8.0)  The proposal must specify the nature of any post-implementation and on-going support provided by the vendor including:

B.6.1 Complete Attachment 9 (Maintenance and Support)
B.6.2 Identify any additional support that is proposed (if applicable)
B.7 Sample Documents
(Proposal Section 7.0)  Proposers should include sample copies of the following documents. Although they are sample forms, the documents must contain all material terms so that the Town can fairly evaluate the proposer’s forms.  If one master agreement serves multiple purposes (e.g., licensing and maintenance), it can satisfy the submittal required for both.

B.7.1 Sample software licensing agreement

B.7.2 Sample maintenance/support agreement

B.7.3 Sample implementation services agreement
B.7.4 Sample hosting agreement (if applicable)
B.8 Exceptions to the RFP
(Proposal Section 8.0)  All requested information in this RFP must be supplied. Proposers may take exception to certain requirements in this RFP. All exceptions shall be clearly identified in this section, and a written explanation shall include the scope of the exceptions, the ramifications of the exceptions for the Town, and the description of the advantages or disadvantages to the Town as a result of exceptions. Section D of this RFP contains standard contract terms and conditions that the Town expects to be part of the final agreements for these services.  Please indicate your willingness to comply with each condition by noting any exceptions. 
B.9 Price Proposal
(Proposal Section 9.0)  Proposers should submit their price proposal that includes pricing for all products and services identified in the proposal.  If any components of the proposal are “optional” and not included in the summary or total price, those features must be clearly labeled as “optional” in the proposal.  All “optional” items not included in the total price must identify a price separately.
B.9.1 Complete and submit Attachment 11 (Cost)
· The Town may award a purchase contract, based on initial offers received without discussion of such offers. A proposer’s initial offer should, therefore, be based on the most favorable terms available. The Town may also request revised pricing offers from proposers, and/or enter into contract negotiations thereafter.
· Pricing is to be submitted using the provided template.  Proposers are to list both summary prices for each module/system being proposed and proposed payment milestones during the implementation.
· Proposers must submit implementation costs as fully loaded rates that include all necessary travel or list travel as a fixed or not-to-exceed amount.  The proposed price must cover all payments and expenses.
B.10 Additional Information
Proposers are encouraged to submit any additional information it feels appropriate for the Town to consider in its evaluation of the proposal.  

Section C:  Contract Terms and Conditions 
Below are standard contract terms and conditions that the Town expects to be part of an agreement with the finalist proposer(s).  Please indicate your willingness to comply with each condition by noting any exceptions per the instructions in section B.12 of this RFP. Contract terms in the final agreement should include but will not be limited to those listed below.

C.1 Key Personnel

The Town requires assurances as to the consistency and quality of vendor staffing for its project. Key points of the Town’s key personnel provision include:

C.1.1 The Town shall have the ability to interview and approve key personnel proposed by the vendor.

C.1.2 The Town shall have the right to dismiss key personnel from the project.

C.1.3 Vendor key personnel may not be removed from the project without the Town’s approval.

C.2 Implied and Express Warranty

The Proposer will expressly warrant that the proposed and implemented system will conform in all material respects to the in scope requirements and specifications as stated in this RFP including the functional requirements in Attachment 6 (Functional Requirements) for a period no less than 12 months after final acceptance.  The rights and remedies provided herein are in addition to and do not limit any rights afforded to the Town by any other clause of this proposal.

C.3 Express Warranty Remedy

The Town requires that the vendor commit to repair or replace any function not working in the system during the life of the warranty. In the event a problem cannot be fixed or replaced, the vendor will refund the full amount paid for the software, implementation and any paid hosting and/or maintenance costs.

C.4 System Acceptance

For purposes of acceptance of the system (or portions thereof), the Town intends to use a two-staged acceptance procedure for each phase and for the entire project. Key points include:

C.4.1 “Conditional Acceptance” will occur at or prior to go-live. The Town will have up to forty-five (45) days to test the system (“pre-live testing”) before going live.

C.4.2 The Town will have a 90-day period after Conditional Acceptance to “live test” the system. Live testing is the Town’s opportunity to verify that the system complies with the functional requirements and any other written specifications delivered to the Town by the vendor during the course of the project.

C.4.3 If after the live testing the system performs in accordance with the system specifications (including the design document and functional requirements), the Town will issue “Final Acceptance.” The 90-day time frame for Final Acceptance shall be extended if problems are found in the live test. Specifically, the Town expects to document the date the problem is found and the date it is certified as fixed. The acceptance period would pause when issues are reported and would restart on the date the problem is certified as fixed. The warranty period shall begin at the time of Final Acceptance.

C.5 Milestones

The Town requires that all payments be based on successful completion of milestones.  After the Town’s acceptance of the milestone, the vendor will invoice for any applicable milestone payments.  Milestone payment amount shall either be a fixed fee or hourly based on the amount of time spent on the milestone up to a not-to-exceed limit.

C.6 Records

Vendor shall keep and maintain full and complete documentation and accounting records concerning all services performed that are compensable under this Agreement and shall make such documents and records available to the Town for inspection at any reasonable time.  Vendor shall maintain such records for a period of four (4) years following completion of work hereunder.

C.7   Intellectual Property Rights

The vendor warrants and represents that it has secured all necessary licenses, consents or approvals to use any instrumentality, thing or component as to which any intellectual property right exists, including computer software, used in the rendering of the services and the production of any deliverables or other work projects including the configured software (the products) produced under this Agreement, and that the Town has full legal title to and the right to reproduce the products.  The Vendor shall defend, indemnify and hold the Town, its elected officials, officers, employees, servants, attorneys, designated volunteers, and agents harmless from any loss, claim or liability in any way related to a claim that Town’s use of any of the products is violating federal, state or local laws, or any contractual provisions, or any laws relating to trade names, licenses, franchises, copyrights, patents or other means of protecting intellectual property rights and/or interests in products or inventions.  The Vendor shall bear all costs arising from the use of patented, copyrighted, trade secret or trademarked documents, materials, equipment, devices or processes in connection with its provision of the services and products produced under this Agreement.  In the event the use of any of the products or other deliverables hereunder by the Town is held to constitute an infringement and the use of any of the same is enjoined, the Vendor, at its expense, shall:  (a) secure for Town the right to continue using the products and other deliverables by suspension of any injunction, or (B) by procuring a license or licenses for the Town that at a minimum meet all requirements defined in the statement of work and functional requirements; or (c) modify the products and other deliverables so that they become non-infringing while remaining in compliance with the requirements of this Agreement.  

C.8 Legal Action 

The validity, interpretation, and performance of any agreement resulting from a proposal to this RFP shall be controlled by and construed under the laws of the State of North Carolina.  

C.9 
Insurance

The Town requires the successful proposer to purchase and maintain Comprehensive General Liability Insurance during the life of the contract with limits of not less than those set forth below:

C.9.1 Comprehensive General Liability Insurance:

C.9.2 A minimum of bodily injury liability limits of $500,000 each occurrence

C.9.3 Property Damage liability of $100,000 each occurrence

C.9.4 $100,000 aggregate with respect to those coverages subject to an aggregate limit.

C.9.5 Professional Liability in an amount of $500,000.

C.9.6 Workers Compensation Insurance:  Statutory coverage.

The Town of Hillsborough, its employees and officers shall be named as an additional insured, and insurance certificates furnished to the Town shall indicate such coverage.  The Town will require the Certificate of Insurance evidencing the coverage before commencing work in connection with the contract.  Failure to provide and continue in force such insurance shall be deemed a material breach of the contract.

C.10  Indemnification 

Vendor agrees to accept all responsibility for loss or damage to any person or entity, including the Town, and to indemnify, hold harmless, and release the Town, and the Board of Commissioners, other elected officials, its officers, agents, and employees, from and against any and all losses, penalties, damages, settlements, costs, charges, professional fees, or other expenses or liabilities of every kind and character arising  out of or relating to any and all claims, liens, liabilities, demands, obligations, actions, proceedings, or causes of every action of every kind and character in connection with or arising directly or indirectly out of any result agreement and/or the performance thereof. Vendor agrees to provide a complete defense for any claim or action brought against the Town based upon a claim relating to Vendor’s performance or obligations under this Agreement.  Vendor’s obligations under this Section apply whether or not there is concurrent negligence on the Town’s part, but to the extent required by law, excluding liability due to the Town’s conduct.  The Town shall have the right to select its legal counsel at Vendor’s expense, subject to Vendor’s approval, which shall not be unreasonably withheld.  This indemnification obligation is not limited in any way by any limitation on the amount or type of damages or compensation payable to or for the Vendor or its agents under workers' compensation acts, disability benefits acts, or other employee benefit acts.

C.11 Non-appropriation of Funds

The complete installation of system is contingent on budgetary funding from the annual Town budget.  Funding may be allocated in phases over several fiscal years.  In the event sufficient funds are not appropriated for the payments required to be made under the Agreement in future fiscal years, the Town has exhausted all funds legally available for payments to become due under this Agreement, funds which have been appropriated for purposes of this Agreement are withheld and are not made available to Town, or an appropriation of funds for the next fiscal years has been made for purposes of this Agreement, but prior to actual release, such appropriation has been withdrawn then the Town at its sole discretion may terminate the Agreement at the end of the then current fiscal year, as the case may be without penalty or additional expense of any kind whatsoever.  If non-appropriation occurs, the Town agrees to deliver written notice to the vendor of such early termination at least 30 days prior to the end of the then current fiscal year.

C.12 E-Verify

The Vendor shall comply with the requirements of Article 2 of Chapter 64 of the North Carolina General Statutes.  The Service Provider shall require subcontractors to comply with the requirements of Article 2 of Chapter 64 of the North Carolina General Statutes.  

C.13 Iran Divestment Act

The Vendor cannot be on the Iran Divestment List (“List”) created by the North Carolina State Treasurer pursuant to N.C. Gen. Stat. 143-6A-1 et seq.  The Service Provider shall not utilize any subcontractor that is identified on the list.
Section D: Attachments

To be submitted with completed proposal and include in Excel format (not pdf). 
· Attachment 6 (Functional Requirements)

· Attachment 7 (Staffing)

· Attachment 11 (Cost)

· Attachment 12 (Data Conversions)

· Attachment 13 (Interfaces)
D.1 Attachment 1 (RFP Submittal Checklist)
	Submittal Checklist
	

	Section
	Item
	Submitted

	B.1
	1.0 Executive Summary and Introductory Materials
	

	E.1
	    Attachment 1 (RFP Submittal Checklist)
	

	E.2
	    Attachment 2 (Signature Page)
	

	E.3
	    Attachment 3 (Addendum Acknowledgement Form)
	

	B.2
	2.0 Company Background
	

	B.8
	    Attachment 4 (Company Background) 
	

	E.5
	    Attachment 5 (Reference Form) 
	

	B.3
	3.0 Proposed Software
	

	E.6
	    Attachment 6 (Functional Requirements) 
	

	B.4
	4.0 Implementation Plan & Professional Services
	

	B.4
	    Attachment 7 (Staffing Plan) 
	

	B.4
	    Attachment 12 (Data Conversions)
	

	B.4
	    Attachment 13 (Interfaces)
	

	B.5
	5.0 Technical Information
	

	E.8
	    Attachment 8 (Technical Specifications) 
	

	E.9
	    Attachment 8 (Alternative Delivery Options) 
	

	B.6
	6.0 Maintenance and Support
	

	E.10
	    Attachment 9 (Maintenance and Support)
	

	B.7
	7.0 Sample Documents
	

	B.8
	8.0 Exceptions
	

	B.9
	9.0 Price
	

	E.11
	    Attachment 11 (Cost)
	

	B.10
	10.0 Additional Information (if applicable)
	


D.2 Attachment 2 (Signature Page)

The undersigned proposer having examined this RFP and having full knowledge of the condition under which the work described herein must be performed, hereby proposes that the proposer will fulfill the obligations contained herein in accordance with all instructions, terms, conditions, and specifications set forth; and that the proposer will furnish all required products/services and pay all incidental costs in strict conformity with these documents, for the stated prices as proposed.

Submitting Firm:_______________________________________________________________

Address:______________________________________________________________________

Town: ___________________________State:_______________ Zip:______________________


Authorized Representative (print):________________________ Title:_____________________

Authorized Signature: ____________________________ Date: __________________________

Contact Information: 

Name: ________________________________________________________________________

Title:  ________________________________________________________________________

Address:______________________________________________________________________

Town: ___________________________State:_______________ Zip:______________________

Email:____________________________________

Phone # ____ ( ____ ) - ________ 

Cell Phone  # ____ ( ____ ) - ________

Fax # ____ ( ____ ) - ________
D.3 Attachment 3 (Addendum Acknowledgement Form)

This page is used to acknowledge any and all addenda that might be issued.  Any addendum issued within five days of the solicitation due date, will include a new due date to allow for addressing the addendum’s issues.  Your signature indicates that you took the information provided in the addendums into consideration when providing your complete response.

Please sign and date

ADDENDUM NO. 1 Acknowledgement














Signature



Date

ADDENDUM NO. 2 Acknowledgement














Signature



Date

ADDENDUM NO. 3 Acknowledgement














Signature



Date

ADDENDUM NO. 4 Acknowledgement














Signature



Date

ADDENDUM NO. 5 Acknowledgement














Signature



Date

If no addenda were issued, indicate below, sign the form and return with your response.

_____________________________________________

Firm

_____________________________________________
Authorized Signature
D.4  Attachment 4 (Company Background)
Complete one form for each firm included in the proposal.
	Company Background

	Company Name:
	

	Location of corporate headquarters:
	 

	Location of nearest office/location to the Town:

Location of support offices:
	 

	Proposer Experience

	# of years in business:
	 

	# of years providing systems/services to public sector:
	 

	Customer Base:

	# of public sector clients:
	 

	# of new public sector clients in the last 3 years:
	

	# of local government clients:
	

	# of ERP clients in North Carolina:
Typical size of utilities/municipalities served:
	 

	Organization Characteristics: 

	Number of Employees: If Proposer is a subsidiary, identify # of employees in proposing company/division:
	 

	Ownership: Privately held? Publicly traded? Parent Company?
	



D.5 Attachment 5 (Reference Form)
Please provide five (5) public sector references for the software that are recent and where project scope was similar to the Town’s RFP.  These references should be sites where the proposed software was installed, and is “live.” Please use the following format in submitting references. 

GENERAL BACKGROUND

Name of Client:


Project Manager/Contact: 



Title: 




Phone: 





E-mail: 



Software Program/Version:







Summary of Project:








Number of Employees: 

Size of Operating Budget: 



PROJECT SCOPE

Please indicate (by checking box) functionality installed:
 

	
	Financials
	
	Budgeting

	
	HR
	
	Time Entry

	
	Payroll
	
	


TECHNOLOGY INFORMATION

Hosted? Yes_______  No________   If yes, hosting provider_______________

IMPLEMENTATION INFORMATION

Project Duration:








Initial Go-Live:











Describe Role on Project: 







Project Challenges: 








Major Accomplishments: 







D.6 Attachment 6 (Functional Requirements)

For each requirement listed in Attachment 6 (See separate excel spreadsheet), insert the most appropriate response code that matches both the software capabilities and proposed implementation scope using the table below.

	Column F: Available Responses

	Y
	Requirement Met and Proposed (Standard features in the generally available product)

	Y-ND
	Requirement Met and Proposed (Features that are not offered as a generally available product or require custom development)

	N
	Requirement Not Met with Proposal

	I
	Need More Information/Discussion 


· For requirement responses other than “N,” proposers must indicate the module or product that is required to meet the requirement.
· All responses which are marked Y and Y-ND, will be considered to be included in the scope, and the cost proposal and staffing matrix submitted in this proposal should reflect this.  Furthermore, the module necessary to perform that functionality must be included in the scope and cost of this proposal.  
· Proposers are encouraged to leave comments or identify any assumptions for any requirement that is not clear.  In addition, proposers are encouraged to enter comments for each requirement to provide the Town’s evaluation team a better understanding of the system’s features.
· If a module is required for only a few functional requirements and it is not cost-efficient to include in the proposal, the proposer should mark the requirement as “N” and indicate accordingly in the comment field that this module is available but not being included in the proposal.  If functionality is not available, but expected to be available in future versions of the software, the expected release date can be noted in the comments column.  The proper response would be “N”. 
D.7 Attachment 8 (Technical Specifications)
	Technical Specifications
	

	Technology Architecture

	Is the system available to be hosted by the vendor?

Is the system available to be hosted by the Town?


	Yes/No
Yes/No

	Platforms supported (for Town hosting)

	

	Recommended network requirements


	

	Recommended database requirements


	

	Recommended server requirements


	

	Recommended desktop (client) requirements


	

	Can servers be virtualized? If so, which virtual platforms are supported?


	

	Is content delivered through a web browser (which browsers supported?)


	

	Security

	What security tools are provided in software?

	

	How is security profile defined?


	

	Does system support active directory?


	

	Does system support single sign on?


	


D.8 Attachment 9 (Alternative Delivery Options) 
*Attach additional pages if necessary

	Alternative Delivery Options
	

	Options

	Is system available through ASP model 

   (Town owns license)
	Yes/No

	Is the system available through SaaS model 

    (Town pays monthly service fee)
	Yes/No

	Where is the data center and disaster recovery data center located?
	

	Contract

	Describe any minimum contract periods (example: Minimum of 5 year)
	

	Proposed Services

	Number of users
	

	Number of database instances (please list)
	

	Describe proposed application availability service level
	

	Security

	Describe network level security
	

	Describe physical security of data center
	

	Describe data center security policies including background checks on employees and other measures to protect confidentiality and sensitivity of Town’s data
	

	Support

	Describe operations support
	

	Describe back up procedures and testing of back ups and other quality assurance processes to ensure the back up is working correctly
	

	Describe process for installing patches and updates
	

	Describe process for roll-back of patches and updates if major functionality is broken as a result of the patch and/or update
	

	Service Level Agreement

	Describe any cancellation policies/penalties that exist with software agreement
	

	Identify service level agreements for system availability, support response, and disaster recover/back-up
	

	Identify policies/process for customer ownership of data and how Town would get access to its data
	


D.9 Attachment 10 (Maintenance and Support)
	Proposed Maintenance and Support
	

	Basic Support (identify for each type of support offered):

	Hours available (and time zone)

	

	Problem reporting and resolution procedures


	

	Response time for various levels of severity


	

	Telephone Support:

	Hours available (and time zone)

	

	Problem reporting and resolution procedures


	

	Response time for various levels of severity


	

	User Groups:

	Local user group


	

	User group members (number)


	

	Upgrades/Patches:

	Upgrade frequency (major and minor releases)


	

	How are upgrades delivered?


	

	Are upgrades required?


	

	How many versions are currently supported?


	


D.10 Attachment 11 (Cost)
Please complete Attachment 11 (Cost) (See separate Excel spreadsheet). 

D.10.1 Identify major milestones as part of the project.  It is required that costs will be invoiced upon completion of major milestones. Please provide a schedule of all payments necessary to complete the proposed scope.

D.10.2 Complete and submit Attachment 11 (Cost)
· It is important that proposers use the format presented in this RFP even if an additional format is provided.  Attachment 11 (Cost) should include total price for all software, services, and additional costs to acquire all software and services referenced in the proposal including third party prices.  If third party products or services are included, do not provide separate version of Attachment 11 (Cost) for each third-party product. 

· All pricing must be submitted as fixed by milestone.  Costs listed as “to-be-determined” or “estimated” will not be scored. 

· All service costs must be provided on a task or completion basis with costs assigned to each milestone, deliverable and/or task.  Proposers are required to fill in deliverables and tasks under the provided headers (project initial knowledge transfer, process analysis/system design, system build, testing, training, and closure) Additional detail may be provided to further explain deliverable/task costs.

· Proposers should include all software modules and state any limitations on module use.  If no limitations are listed, the County will consider that pricing is based on full enterprise wide access for the County.

· Proposers must submit implementation costs as fully loaded rates that include all necessary travel or other expenses.  By submitting a proposal, all proposers acknowledge that all pricing (including travel) must be a fixed fee or included in the implementation milestones.  All proposers are encouraged to review travel costs in advance of submitting a proposal.
Section E: Exhibits
These exhibits illustrate the Town’s current needs regarding time and payroll rules.  The Town would like to use the new system to handle these policies.  Proposers are expected to review these policy exhibits when responding to the functional requirements (Attachment 6).
· Exhibit 1_On Call + Call Back + Inmate Policy Memo (pdf)
· Exhibit 2_Police Dept_Comptime proposal

· Exhibit 3_Police Dept_Draft On-Call proposal

· Exhibit 4_Police Dept_Holiday proposal[image: image2.png]
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