REQUEST FOR PROPOSAL
TITLE: Employment Background Check Services for Hiring, Promotion and Transfer
A. Background

On October 19, 2007, the Minneapolis City Council approved a new Background Check Policy and the procedures developed to implement the policy (See Appendix I and II).  The new policy and procedures replaced the City of Minneapolis Criminal Background Check Policy and Procedures that were approved and adopted in October of 2001 as amended in January of 2002. 
The City of Minneapolis Human Resources Department (hereinafter referred to as “the City”) is requesting proposals to deliver the types of employment background check services described in Appendix II including but not limited to the individual services outlined in Appendix III. The City will use these services to assist in making decisions in the hiring of external applicants and the assignment, promotion and transfer of current employees for those positions that require a background check in accordance with City policy.  

B. Scope of Services

The City has 18 departments under the Mayor and Minneapolis City Council.  For 2007, 4100 FTEs were authorized in the budget. The City anticipates that between 250 and 400 background checks will be conducted per year. This estimate is made with no guarantee of potential quantity as actual quantity will vary and will be dependent on resources and the number and types of positions being filled each year.
Service providers must indicate whether their organization has the capacity to develop and deliver the types of background checks services needed by the City and as described in the City of Minneapolis Background Check Procedures document attached in Appendix II of this report. 

Requirements

The City requires that prospective service providers have the ability to deliver the necessary background check services needed by the City and meet the following criteria:

1. Present and demonstrate a comprehensive employment background check program and service delivery model that will assist the City comply with its Background Check Policy and related procedures (See Appendix I and II).

2. Ability to provide all of the services listed in Appendix II and Appendix III which will provide the City the flexibility to request the type of background check services needed which is based on the position being filled. Upon request from the City, Service Provider shall provide background checks reports via a secured fax or as PDF document(s) via email at no cost to the City.
3. Service Provider must comply with all special terms and conditions listed in Appendix IV.

4. The City reserves the right to refer individuals who may have questions regarding their report (i.e. Criminal Background Check, Qualifications Check, etc.) directly to the Service Provider furnishing the background check report(s). Service Provider shall provide contact information to which these inquiries can be referred.  This contact information shall include employee name and contact information.
5. Upon request of applicant, Service Provider shall furnish and deliver report(s) to the applicant at no cost to the City.
6. Upon request of applicant, Service Provider shall furnish and deliver a copy of the Fair Credit Reporting Act to applicant at no cost to the City.  
7. Service Provider will utilize their own equipment, such as computers, photocopy machines, audiovisual or any other equipment required to deliver employment background check services to the City.
8. Service Providers must assign an account representative who will serve as the City’s main point of contact and will be responsible for overseeing and ensuring the City is receiving timely responses to service requests and delivery of employment background check related services.

9. The Service Provider, their designated account representative, program coordinator and/or staff, shall be under the supervision of the City of Minneapolis Human Resources Department’s Manager, Employment Services and the Director of Diversity and Workforce Strategies of Human Resources and ultimately the City’s Director of Human Resources. 

C. Relevant Experience Required

The Service Provider must have experience and a proven track record of providing employment background check related services. Moreover, Service Provider must possess a working knowledge of municipal/local government operations, management systems and services in a large metropolitan area.  

It is highly desirable that the Service Provider possess previous experience providing employment background check related services to the public sector including local government agencies.

D. Performance Measures
Once a contract is signed the City will evaluate the Service Provider on the following:
1. Services delivered including the timeliness in the completion and delivery of criminal background check and qualifications check services.
2. Adherence to agreed upon price structure in the delivery of services.
3. Ability to produce quality assurance documentation.
4. Preparation of comprehensive reports describing and documenting the types of services being delivered to the City. 

The City places a high degree of value on the timely delivery of background check related services as well as on the quality of the information contained within the background checks albeit a criminal background check, a qualifications check, etc.
E. Billing System – Invoicing and Payment
The City requires that the Service Provider bill the specific department needing background check services versus having a centralized billing contact. For that reason invoices will be directed to the individual accounts (hiring departments) on a monthly basis.

Service Provider shall provide itemized invoicing. Each City department utilizing this contract will require a separate “account” and separate respective invoices. Invoice shall include department, department contact, and an itemized list of background checks services ordered, along with the cost associated with each item purchased. Ideally, Service Provider will be able to integrate service delivery with the City’s HRIS system (PeopleSoft) including Talent Acquisition Management and Billing modules.
F. Management Reporting 
The Service Provider shall provide a monthly report to the City. The report shall be due no later than the 5th business day after the end of the previous month, and shall include a summary of all services provided including: 

1. Type of background check services ordered. 

2. The department ordering the service. 

3. Date background check services were ordered. 

4. Name of applicant(s)/employee(s) being backgrounded.

5. Date background check report was sent to the City. 

6. Cost of each background check service ordered. 
7. Total cost of monthly services.

Every six months from the start of the contract, representatives from the City and from the Service Provider shall discuss the services being provided and other related issues.
G. Proposal Instructions

To allow for easier comparisons of proposals during evaluation, a specific format with a description of submittals is as indicated. Contents shall be as follows:

1. Scope of Services - Describe how background check services will be provided. Include a detailed listing and description of tasks, deliverables and expected turnaround times for delivery of background check services described in Appendix II and Appendix III. 


2. Experience and Capacity - Describe qualifications of staff that will be assigned to the project including background, education and experience demonstrating ability to provide required services. 


3. Current Customers: Provide a list of current customers, highlighting experience providing these services to government/ public service entities.


4. References – Provide a minimum of three (3) references: A complete reference to include the name of the organization, contact information and title of the representative within the organization, along with the duration of which services have been provided.

5. Quality Assurance – Describe steps taken to ensure that data retrieved on individuals is up to date and accurate.

6. Staff Listing - Show involved individuals with resumes and specific applicable experience. If subcontractors are to be used, they should also be listed including the specific services they will be providing. (Note Appendix IV, Special Terms items 1 and 2.)
7. Financial - Provide a copy of most recent annual report.

8. Cost - Indicate proposed total cost of services, including: how costs were determined, breaking out fixed and variable costs, and payment billing schedule.  Fixed costs would include those costs related to the design and development of the service delivery model. Variable costs would be those costs related to services provided to individual applicants for positions with the City of Minneapolis workforce. Service Providers must bid on all services listed in Appendix III.


9. Integration with PeopleSoft – Describe Service Provider’s ability to integrate service delivery with the City’s Human Resources Information System (PeopleSoft) including but not limited to the Talent Acquisition Manager and Billing modules of the system.


10. Insurance - Provide a response indicating professional liability insurance coverage.
11. Documents – Provide a sample of proposed billing, as well as a sample of all documents/reports listed in Appendix III. (Except for non-Minnesota driving records.) State the availability and cost for non-Minnesota driving records.
H. Date and Time Proposal Must be Delivered

Proposals must be received by 4:30 p.m. Central Standard Time on Friday, December 7, 2007.

I. Acceptance of Proposals

The City reserves the right to:

a. Consider as acceptable only those proposals submitted in accordance with the solicitation. 

b. Reject, as unacceptable, proposals deleting or altering technical requirements. 

c. Reject, as unacceptable, proposals that are not received by the City by the specified date and time and at the specified address. 

J. Submission of Written Proposal

Service Provider is requested to submit ten (10) signed and dated hard copies of the proposal. 

Write the title of the RFP on the front of the return envelope. Send proposals to:





Attn: Charles J. Bernardy 





Manager, Human Resources 





City of Minneapolis Human Resources Department 





250 South 4th Street, Room 100 





Minneapolis, Minnesota 55415

K. Evaluation Criteria

Proposals will be evaluated based on the following criteria:

1. Service Fit: How well the scope of services offered meets the City’s objectives and needs.


2. Experience and Capacity: Qualifications, experience and diversity of the staff assigned to this project and a review of references.


3. System Development and Implementation: Organization, management approach and involvement for the development and implementation of a quality and user friendly background check process and system. 

4. Service Delivery Start Date: The ability of the proposing organization to provide employment background check services beginning on February 1, 2008.


5. Proposal Format: The overall quality, thoroughness (scheduling details/start dates) and clarity of the proposal.

6. Quality Assurance: The steps and measures the Service Provider takes to make sure the data it receives on individuals being backgrounded is up to date and accurate. This data includes but is not limited to criminal conviction information, status of a professional license or certificate in terms of it being valid and current, whether a degree has been awarded by a post-secondary institution, etc.


7. Service Delivery Methodology: The types of service delivery methods proposed including, but not limited to, the Internet, physically checking County Court records, face to face interviews, telephone calls, etc. The degree to which the employment background check services can be delivered electronically via the Internet, Email, etc. in a safe and secure manner. 


8. Service Time: The length of time it takes to receive the results for a criminal background check, a qualifications check, etc. measured from the time the service request is made by the City to the time the results are delivered by the vendor to the Human Resources Department.


9. Cost Structure: The total cost of the services proposed and the individual cost of each of the services described in Appendix III.


10. Billing Methodology: The type of billing system proposed by the Service Provider.  

11. Financial responsibility and capacity of the company: Service Provider’s financial capacity and resources to deliver these services for the duration of the contract and beyond should the City want to retain the Service Provider for a longer period of time.

12. Integration with PeopleSoft: Ability to integrate service delivery with the City’s Human Resources Information System (PeopleSoft) including but not limited to Talent Acquisition Manager and Billing.

L. Project Schedule - Request for Proposals, Selection of Vendor and Awarding of Contract
 
The City will be following the schedule as outlined below.  The City plans to select a vendor and award a contract on or about January 18, 2008. The anticipated effective date of the contract will be on or after February 1, 2008. 

	Event
	Date

	1. Request for Proposals Mailed
	November 16, 2007

	2. Last day for vendors to ask questions
	November 30, 2007

	3. Receive Written Proposals
	December 7, 2007

	4. Evaluate Written Proposals
	December 10 to December 21, 2007

	5. Conduct Vendor Presentations (If Necessary)
	Week of January 7, 2008

	6. Final Evaluations Completed
	Week of January 14, 2008

	7. Select Vendor/Award Contract
	January 18, 2008

	8. Begin Services
	February 1, 2008


M. Formal Communications – Request for Clarification or Questions Regarding this RFP

If you have any questions relating to this RFP, please feel free to contact:

Charles J. Bernardy 

Manager, Human Resources 

City of Minneapolis Human Resources Department 

250 South 4th Street, Room 100 

Minneapolis, Minnesota 55415

Email: Charles.Bernardy@ci.minneapolis.mn.us 

� Note: The project schedule is subject to change at the discretion of the City.�
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