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PART I 
GENERAL INFORMATION AND PROJECT BACKGROUND 

1. INTRODUCTION 

The City of Diamond Bar (“The City”) invites proposals from qualified firms to provide 
a Recreation, Venue / Event and League Management System and related 
implementation services based upon the requirements and scope of work contained 
in the Request for Proposal. The City is open to either an on-premise, hosted or 
Cloud solution designed for and proven to be successful with other public-sector 
organizations.  

2. ORGANIZATION BACKGROUND 

The City of Diamond Bar is a general law city incorporated on April 18, 1989. It is 
governed by the city council/city manager form of government. A five-member city 
council is elected by the residents, and a mayor is elected annually by the council to 
serve a one-year term. The city manager is appointed by the council to oversee the 
daily activities of the city.  

3. PROJECT BACKGROUND 

Since 2002 the City of Diamond Bar ("City") has been using a Recreation system 
called RecTrac from Vermont Systems.  The City is soliciting proposals from qualified 
firms who can a new Recreation, Venue/Event, and League Management System for 
the City. The City is planning to replace this system to leverage the functionality of 
new technology in the market place. The key business drivers impacting the project 
are as follows:  

• The City would like to improve integration and compatibility between application 
software systems. 

• The City wishes to move towards paperless processing and utilize system 
automated tools, such as workflow, dashboard and self-service functionalities. 

• The City would like to automate business processes. 
• Departments have unmet needs which cannot be accommodated utilizing the 

current software. 
• Information is not always readily accessible in the current system. 
• The City wishes to improve the reporting functions of the legacy system. 

4. CURRENT TECHNICAL ENVIRONMENT  

The City has established technology standards and would prefer to adhere to 
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them as part of the implementation. The tables below provide the Vendor with a 
current summary of the City’s network and computing environments, and 
standards. 

As part of the proposal process, Vendors will be required to submit significant 
technical detail about the proposed solution detailed in Part V. In preparing 
responses, Vendors must remain diligent in referencing the standards provided 
below to ensure the responses clearly identify: 

• Areas of known potential conflict between the Vendor’s proposed solution and 
the City’s defined environments 

• Recommendations of how best to implement and operate the proposed solution 
within the City’s defined environments 

Network Infrastructure Configuration (WAN & Internet): 
• The City’s network consists of two major buildings/sites, and two much 

smaller park sites. The City’s two major buildings/sites are connected by a 
Fiber Optic cable, running at 10 GB, and the smaller sites use site-to-site 
VPNs using DSL and Cable Modems. 

• The City has multiple redundant firewalls. 
• The City has triple redundant internet access circuits (at a Maximum speed 

of 100MB) with a diversity of path including a satellite link, consolidated 
through redundant FatPipe appliances.  

• All key components of the network are covered by a 
warranty/maintenance/scheduled replacement process. 

• Most IT operations are internally supported with external support on-call as 
needed. 

• Network monitoring is predominantly done by SolarWinds, with other vendor 
tools in-use for specialized and security functions. 

Data Center 

• The primary data center (server room) is located at City Hall. 
• The data center has a dedicated UPS and an automatic fail-over generator. 
• There are dual dedicated cooling systems. 
• The City does NOT maintain a complete “HOT” secondary data center, and 

instead has chosen to preposition hardware and software at our Disaster 
Recovery storage site. 

Data Network 

• The City’s data network predominately uses equipment manufactured by 
Cisco Systems 

• The network is highly reliable with 99.99% uptimes over many years. 
• The network supports data, VOIP, video, etc. 
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• 1 GB Ethernet is used to connect all workstations to the core switch. 

Server & Operating System Standards 

• MS Windows/SQL is the desired database and operating system.  They 
currently use: 

o HP DL380 (Dual Xeon) 80GB Ram 
o Windows Server 2008 R2 / Windows Server 2012 

• The City relies primarily on physical servers. 
• These servers are scheduled to be replaced every 5 years. 
• All solutions integrate to active directory. 
• The server infrastructure is managed by City Staff, including the process for 

creation/deletion of workstation and email accounts. 
• The City prefers Microsoft SQL databases.  

Storage and Backup Environment 

The City has an offsite backup and data recovery procedure that sends “full” 
backups out daily to a location that also has prepositioned hardware for disaster 
recovery purposes. 

Workstation Standard 

• The City has over 125 computing devices on the network, and over 700 IP 
addressed devices. 

• Workstations are predominately Hewlett Packard manufactured. 
• Workstations are replaced every 4-5 years. 
• The current standard workstation operating system is Windows 7, with the 

City going to Windows 10 in 2018.  
• The City has workstation and patch management solutions in place, 
• The City allows Chrome, Firefox, Internet Explorer and Edge browsers to be 

used on its network. 
• The City is currently a “Office 2013” user environment, with the intent to 

upgrade to “Office 2016” in 2018 with the workstation refresh. 
• The City has anti-virus and end-point protections applications in use. 
• The City allows FSLA exempt employees to access the City computing 

resources via SSL VPN, on a fixed or mobile device of their choosing. Field 
staff with hand-held devices are currently being issued Android based 
smartphones and cellular enabled Apple iPads.  
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5. TRANSACTIONAL VOLUMES  

A summary of key transaction and operating volumes are provided below: 

Type Volume 

Facility Reservations 4,000 / year 

Facility Locations 50 

Activity Registrations 8,000 / year 

Annual Programs 
1,000 

Annual Participants 
7,000 

Program Instructors 
60 

Families / Households 
38,000 (5,500 Active 

households over a 2 year 

period) 

Total # of Organizations 
200 

Online Registrations / 
Reservations 2050 

Leagues Managed 

8 /year 

With a range of 10-50 

teams per league 
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6. CURRENT SOFTWARE APPLICATION INVENTORY  

The following list has been provided to communicate the City’s preliminary 

expectations as to the extent of the project’s system replacement scope.  

MODULE PROGRAM COMMENTS 
Activity 
Registration 

RecTrac 
Facility 
Reservations

RecTrac 

Payment 
Processing – 
POS RecTrac 

Credit Card payments are processed 
by Plug N Pay and transactions are 
manually entered into the Finance 
system   

Volunteer & 
Donation 
Management N/A No Current Volunteer Module 
Event 
Ticketing & 
Admission N/A No Current Ticketing Module 
Rental 
Management N/A No Current Rental Module 

7. POINTS OF CONTACT 

Vendors shall submit all correspondence to: 

Alfredo Estevez, Information Systems Analyst 
aestevez@diamondbarca.gov
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PART II 
SCOPE OF WORK 

1. SOFTWARE SOLUTIONS  

The City intends to acquire and implement a complete Recreation system with the 
following modules:    

Activity Management: 

Program Registration Payment Processing 

Instructor Registration Reporting 

Facility Management: 

Facility Tracking Payment Processing 

Scheduling Reporting 

League Management: 

League Creation Draft 

League Scheduling Reporting 

Customer Management: 

Customer Accounts Instructor Accounts 

Household Accounts 

Point of Sale Management: 

Inventory Reporting 

Tracking Invoices 

Receipts 

Communications / Marketing: 

Activity Guide Social Media 

E-mail Text 

The City has prepared requirements worksheets (See Appendix A) by functional 
area to be completed by the Vendor.  These worksheets will form part of the basis 
for scoring the Vendor’s overall response.  The worksheets are meant to determine 
how much of the required functionality each Vendor’s product can provide. The 
entire set of requirements worksheets are subject to verification at any time during 
the procurement process.  If such verification determines that a vendor 
misrepresented its product functionality, they will be disqualified.  It is therefore 
very important that vendors complete worksheets accurately as it will affect their 
opportunity to be considered further in this procurement.
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The requirements worksheets described in Appendix A need to be completed and 
submitted electronically in their native Excel format as part of the Vendor’s 
proposal. 

2. SCOPE OF SERVICES  

An outline of the services is provided below: 

• Project management 
• Requirements validation 
• System configuration 
• Hardware, software, storage design and installation (only applies to on-

premise solutions) 
• Data conversion 
• Report development 
• Data interfaces 
• Training 
• Testing 
• System documentation development 
• Disaster recovery plan 
• Go live support/post go live stabilization 
• Knowledge transfer 
• Staffing plan 
• Ongoing services 

Project Management –  

The Vendor shall assign a Project Manager dedicated and available for the entire 
duration of the project.  The City will pre-approve the assigned Project Manager prior 
to commencement of the project. Furthermore, the Vendor cannot replace its 
assigned Project Manager without prior approval from the City. The City’s project 
team will work with the Vendor’s Project Manager to coordinate all project activities.  
All communications between the City and the Vendor shall be coordinated through 
their respective Project Managers. 

At a minimum, the Vendor’s Project Manager shall be responsible for: 

• Directing the Project as the Vendor contact with responsibility for Project 
performance from initiation to closure, including planning, organizing, 
managing and controlling all aspects of the Project to ensure that tasks are 
performed according to the approved schedule and plan. 

• Providing consultation and advice to the City on matters related to Project 
implementation strategies, key decisions and approaches and operational 
concerns/issues.  
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• Submitting periodic (frequency to be decided during contract negotiations) 
status reports that highlight tasks, which may have fallen behind, schedule, 
reasons for any delays and projected completion dates.   Status reports 
must also identify all risks and problems which may affect the Project, 
identify the owner of the problem, and the impact it may have on the project 
plan. 

• Taking part in status and communication meetings 
• Working with the City Project Management Team to prepare agendas for 

project status meetings that highlight current and near-term tasks and 
pending/new risks and problems. 

• Leading the combined project team to identify, manage, and address 
issues that arise throughout the course of the implementation 

• Communicating and coordinating the activities of the vendor’s staff and 
resources and identifying all known items that may impact the availability 
of resources during the project. 

• Working with the City to ensure that the project stays on-track and within 
the established budget and timeframe. 

• Identifying and providing immediate notice of all issues that may threaten 
the implementation, operation or performance of the system. 

Vendor shall provide an overall description of their project management approach 
towards this type of engagement and projected timing for major phases. Include 
information related to the approach and tools used for Issues Management, Risk 
Management, and Scope Control.  

Requirements Validation –  

The City anticipates that in the initial stages of the implementation, the Vendor shall 
review the RFP, contract and other documents and lead a process to confirm all 
project requirements with key City staff. The Vendor shall perform this validation to 
mutually confirm the City and Vendor’s understanding of the project requirements to 
ensure a successful project. All gaps in requirements shall be documented and the 
resolution addressed. The City anticipates that this validation will assist the Vendor 
in working with the City to refine and fine tune the project plan. 

Describe what approach the Vendor will use to perform this requirements validation 
and what documentation will be developed as a result of the validation. 

System Configuration –  

Describe the following:  

• The approach the Vendor will work with the City to configure the system 
during implementation.  

• What services will be delivered by the Vendor versus those that will be 
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performed by the City. 
• How the Vendor will engage City staff across various functional areas to make 

configuration decision and prepare City staff to manage the configuration.  
• What documentation will be developed by the Vendor and how it may provide 

value for the future sustainability of the system at the City.  

Hardware, Software, Storage Design and Installation –  

This section only applies to Vendors who intend to bid an on-premise solution.  

The Vendor should describe what they propose as the most effective deployment of 
hardware, communications and related equipment. The description should also 
include the documentation that they will provide as a result of these services which 
will allow the City to maintain the system in the future.

Data Conversion –  

The City expects that data conversion will be a joint effort for which the City and 
the Vendor will need to work collaboratively to successfully accomplish. The 
Vendor shall describe: 

• Their scope of data conversion services and approach. 
• The roles and responsibilities between the Vendor and the City for tasks, 

such as data extraction, data cleansing, data mapping, data verification and 
validation, etc.  

The City would like a separate quote for the minimum and maximum data conversion 
needs as cited below: 

Module 
Minimum Data 

Conversion 
Maximum Data 

Conversion 

Facility Registration 6 Months 2 Calendar Years 

Activity Registrations 6 Months 2 Calendar Years 

Customers/ Households 6 Months 2 Calendar Years 

Instructor Registrations 6 Months 2 Calendar Years 
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Report Development –  

The City anticipates that the Vendor will take the lead on developing any reports 
required as part of the initial deployment of the system. The Vendor needs to provide 
specialized knowledge and information to City staff during the development of the 
required reports by training them on the tools used for report development, database 
schema and architecture, etc.  

The Vendor needs to provide information on their reporting approach including: 

• Methods for the City to identify, specify and develop required City reports 
during implementation 

• Various methods of reporting 

Data Interfaces –  

It is the City’s objective to design and implement interfaces which will enable the 
City to take advantage of improved processing and technology wherever possible. 
To this end, the Vendor shall include an Interface Plan that describes the Vendor’s 
methodology and implementation approach to address required interfaces.  

Please refer to the City’s migration plan for more details.  

Training –  

The Vendor will be responsible for providing training to City employees to ensure 
knowledge transfer. Please provide the City with a detailed training approach, 
including training methodology, and training materials (including user manuals, 
agenda, exercises, quizzes, etc. The training approach should also address 
whether the Vendor is offering end user training or a “train the trainer” approach 
for end users.  

The City will retain the right to reproduce training materials for post implementation 
internal training, refresher courses or for new employees.  

Testing –  

The Vendor shall include a test plan covering: unit, system, parallel, and 
integration testing. The test plan shall describe the proposed approach taken with 
each stage of the test, the processes involved, plan to address issues 
encountered, testing tools utilized, acceptance criteria, and sign-off procedures. 
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• User Acceptance – The Vendor shall include a User Acceptance Test Plan, 
test data, sample test scripts, plan for maintaining test data, and methods 
to track reports and fixes for system malfunctions. 

• Final Acceptance – The Vendor shall include a Final Acceptance Test Plan, 
test data, sample test scripts, and methods to track and ensure all detailed 
requirements of the program are tested and approved by the City and that 
the system was installed, configured and operationally consistent for live 
and disaster recovery purposes. 

System Documentation Development –  

The documentation shall include standard software materials as well as specific 
user documents.  Standard software is defined as that which fully satisfies the 
requirements of this RFP without the need for modification. Examples include 
operating systems, database management systems, and software diagnostic 
programs. Database design documentation shall completely describe both the 
logical and physical structure of the system’s database. The documentation shall 
define and describe the individual elements (files, tables and fields) and the 
relationships between them.  This requirement is for a complete and thorough 
description of the physical and logical database schematic.  

User documents are those that describe the Vendor’s software from a system 
administrator and end-user’s point of view. All licensed users must be provided 
with an online user documentation that ideally includes both a User’s Guide 
(tutorial format) and a Reference Guide. All future system updates and changes 
must be accounted for in revised pages for manuals. This must occur 
simultaneously with distribution of a software patch, system update or version 
release.

The City shall be granted the rights to reproduce any document supplied under 
this contract for its own needs. 

Disaster Recovery Plan –  

Vendor shall describe their disaster recovery services, if any, as part of their 
proposed solution. 

Go Live Support/Post Go Live Stabilization –  

The Vendor will be responsible to assist the City in such tasks as planning, 
preparation, pre go-live issue resolution, conversion, post go-live issue resolution, 
communications, etc. during the weeks leading up to and weeks/months shortly 
after go-live.  The Vendor shall describe: 

• Their level of staffing to be provided. 
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• The level of involvement of City staff. 
• The duration after go-live that the Vendor’s proposed services will be 

provided. 
• The Vendor’s transition plan from their implementation resources to their 

support resources.  

Knowledge Transfer –  

The Vendor shall describe their process for ensuring that knowledge is transferred 
to City staff, so that the City can support and maintain the application in the most 
proficient manner once the Vendor implementation engagement is completed.  

Staffing Plan –  

It is anticipated that the City will provide the following resources for the project: 

1 full time equivalent (FTE) – Project management 
1 FTE – Information Systems.  
2 FTE’s – Facilities and Event Management 
1 FTE – League Management  

The Vendor shall provide comments and suggestions to this staffing level. In 
addition, the Vendor shall:  

• Detail the type and amount of implementation support to be provided (i.e.: 
number of personnel, level of personnel, time commitment in terms of FTE’s, 
duration, onsite versus offsite, etc.) If the Vendor expects to use 
subcontractor(s), please include information on the subcontracting staff being 
used and their specific role on the project. 

• Provide recommendations and any additional detail related to an overall 
project organizational structure for both the City and the Vendor staff 
involvement during the project. Identify the roles and responsibilities of each 
component of this structure, including an appropriate governance structure in 
which to manage the project. 

Ongoing services –  

To ensure and sustain the system on an ongoing basis after the completion of the 
project, the City will require ongoing services from the Vendor.  

For Vendors who are proposing an on-premise model, please describe: 

• Technical Support services (via telephone, web portal, email, hours of 
availability, time zone, etc.)  

• Users groups 
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• Online knowledge base 
• Online University 
• The maintenance programs and options 
• Method for distributing software releases 

For Vendors who are proposing a hosted or any other managed services options, 
please describe: 

• The application administration, management and support 
• Hosting services 
• Development services 
• Technical Support services (via telephone, web portal, email, hours of 

availability, time zone, etc.)  
• System security administration 
• Configuration management 
• Release management 
• Access management 
• Training support 
• Responsibilities which the Vendor would expect the City to perform 
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PART III 
RFP SUBMITTAL GUIDELINES AND SCHEDULE 

1. ADMINISTRATIVE REQUIREMENTS  

Interested Vendors must submit a copy of the proposal digitally by email or by 
digital media mailed to: 

Mail:  
Alfredo Estevez, Information Systems Analyst 
City of Diamond Bar 
21810 Copley Drive 
Diamond Bar, CA 91765 

Email: 
aestevez@diamondbarca.gov

The proposal shall be delivered to the addresses on or before 3:00 P.M. PST 
on Friday, February 23, 2018.  

The City will retain 20% of the total contract and will release the retention 90 days 
after final acceptance of the software. The proposed system shall be defined to be 
“accepted as final” by the City after successful completion of the following 
performance examinations: software performance examination, system functional 
competence examination, approval of as-built, training, and system 
documentation. The City shall be the sole judge of whether all conditions for Final 
Acceptance criteria have been met.  

2. LEGAL REQUIREMENTS 

The selected Vendor must comply with all Federal, State and Local laws and 
regulations including obtaining a City Business License.  

3. RIGHT TO REJECT ALL PROPOSALS 

The City reserves the right to reduce or revise elements of the service contract 
prior to the award of any contract. Furthermore, the City reserves the right to reject 
any or all proposals submitted; and no representation is made hereby that any 
contract will be awarded pursuant to this RFP, or otherwise.  

All costs incurred in the preparation of the proposal, in the submission of additional 
information and/or any other aspect of a proposal prior to the award of a written 
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contract will be borne by the Vendor.  

The City shall only provide the staff assistance and documentation specifically 
referred to herein and shall not be responsible for any other cost of obligation of 
any kind which may be incurred by the proposing Vendor. All proposals submitted 
to the City in response to this RFP shall become property of the City.  

4. QUESTIONS 

All questions concerning this RFP should be directed to Alfredo Estevez, Information 
Systems Analyst, in writing by email at aestevez@diamondbarca.gov.  Questions 
must be submitted on or before February 1, 2018. 

5. ESTIMATED PROCUREMENT SCHEDULE  

RFP Schedule 

RFP release date January 15, 2018 

Deadline for written questions from vendors February 1, 2018 

City’s response to vendor questions February 9, 2018 

Proposal submittal deadline February 23, 2018 @ 3:00pm (PST) 

Anticipated shortlist date March 5, 2018 

Anticipated software demo dates March 19 – March 30, 2018 

Award of Contract date April 17, 2018 

Anticipated project start May 14, 2018 

NOTE: These dates represent a tentative schedule of events. The City reserves the 
right to modify these dates at any time, with appropriate notice to prospective Vendors. 
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PART IV 
SELECTION CRITERIA 

1. OVERVIEW 

The selection of the software solution will be performed on a competitive basis and 
in accordance with the City’s Purchasing Ordinance: 
https://library.municode.com/ca/diamond_bar/codes/code_of_ordinances?nodeId=
CICO_TIT3REFI_CH3.24PUOR

In reviewing the evaluating the response to this RFP, the City’s evaluation team will 
consider the following:  

• Responsiveness and comprehensiveness of the response to this RFP 
• Company background and experience  
• Demonstrated experience and qualifications of the proposed Project Manager 

and other implementation staff 
• System functionality 
• Reasonableness of the proposed fee 
• Software demonstration 
• Information obtained from references 
• Ability to meet with City’s terms and conditions (See Part VI) 

The criteria should not be construed so as to limit other considerations which may 
become apparent during the review and selection process. 
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PART V 
SUBMISSION PROCEDURES AND FORMAT 

Proposals shall be prepared simply and economically, providing a straightforward, 
concise description of the Vendor’s capabilities to satisfy the requirements of this RFP.  

Please use the following format to structure the RFP response.  The response should 
include each section detailed below in the order presented and must be separated by 
tabs. The detail represents the items that are to be covered in each section of the 
response.  Failure to address all items will impact the evaluation and may classify the 
response as non-responsive and preclude it from further consideration.   

1. SECTION 1 - BINDING TRANSMITTAL LETTER  

All proposals must include a transmittal letter addressed to the contact person on 
the cover page of this RFP and signed by a party authorized to contractually 
obligate the Vendor (and respective team members) to perform the commitments 
included in the proposal.  

The letter must identify the name, title, address, telephone number and email 
address of the individual(s) responsible for such negotiations, if selected. 
Additionally, the transmittal letter should discuss the following: 

• The Vendors’ overall qualifications and ability to meet the scope of services 
outline in the RFP. 

• Name the individual proposed to serve as the Project Manager, 

Section Title

1.0 Binding Transmittal Letter

2.0 Company / Staffing, Background, Organization and Experience

3.0 Application Software 

4.0 Implementation Plan

5.0 Required Documents/Appendices:

a. Functional Requirements-Appendix A

b. Cost Proposal-Appendix B

c. References-Appendix C

d. Company Profile Questionnaire-Appendix D

e. Resume of Key Personnel-Appendix E

f. Sub-Consultants-Appendix F
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• Provide acknowledgement that the proposal is considered firm for 120 days 
after the due date. 

• Provide acknowledgement that the proposal submitted, including all 
appendices, will be part of the final contract. 

• Include a statement indicating acceptance of the City’s 20% retention 
requirement. 

• Include a statement indicating whether the Vendor or any team member of 
any officers or principals have been party to any lawsuit involving the 
performance of Recreation, Venue / Event and League Management 
System implementation projects and provide a summary of the issues and 
status of the lawsuits. 

The transmittal letter shall constitute certification, under penalty of perjury, that the 
Vendor will meet all City rules and regulations, and State and Federal 
nondiscrimination laws. An unsigned transmittal letter, or a letter signed by a 
representative unauthorized to bind the Vendor, may be rejected.  

2. SECTION 2 - COMPANY / STAFFING, BACKGROUND, ORGANIZATION AND 

EXPERIENCE 

This section of the proposal should establish the ability of the Vendor to 
satisfactorily perform the required work by reasons of experience in performing 
work of a similar nature, demonstrated competence in the services to be 
performed, strength and stability of the firm, staffing capability, and record of 
meeting expectations on similar projects.  The City, at its option, may require a 
Vendor to provide additional support and/or clarify requested information. 

The Vendor should provide a brief profile of the company, including: 

• The company’s organizational structure and primary products and services 
provided. 

• Company’s strategic direction in software design for the public sector. 
• Describe how long the Vendor has been in business. 
• The company’s experience in performing work of a similar nature to that 

solicited in this RFP. 

This section shall also identify key personnel who will be assigned to the project 
and an organization chart that indicates how the Vendor intends to structure the 
project effort.  

The Project Manager designated by the Vendor shall have the overall 
responsibility to the City. This individual must have at least three (3) years of 
experience in administering project management services of the proposed 
software. A resume of the Project Manager must be provided detailing the work 
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history for the last 10 years.   

Each team member included in the project organization chart shall be identified by 
name, and a resume or profile shall be provided for each key person.  Each 
resume or profile shall be complete and concise, featuring experience that is most 
relevant to the task responsibility the individual will be assigned.  If an individual is 
assigned to more than one position, the relevant experience shall be indicated for 
each task assigned. The project technical team must have a minimum of three 
(3) years of experience with an installation of the current (or one previous) 
version of the proposed software for similar organizations. 

The specific staff identified in the original Proposal may not be changed prior to 
commencement of work or during the course of the project without the specific 
approval of the City and a two-week notice. Replacement candidates must have 
the same or higher level of similar experience as the original project team member 
they replace.  Resumes of replacements shall be submitted with all applicable 
information. 

3. SECTION 3 - APPLICATION SOFTWARE 

The Vendor is required to provide a general description of the proposed solution 
and how it will meet requirements of this RFP. This section must address, at a 
minimum, the following: 

a. Describe the overall proposed technology solution. 
b. Describe unique aspects of the Vendor’s solution in the marketplace. 
c. Describe components of the solution that are industry standards versus being 

proprietary to the Vendor. 
d. For third party products proposed that are integrated with the Vendor’s solution, 

provide the following for each product: 
 Reason that this product is a third-party product versus being part of the 

Vendor’s solution 
 Extent to which this third-party product is integrated with the Vendor’s 

solution 

4. SECTION 4.0 – IMPLEMENTATION PLAN 

The Vendor is to provide an implementation plan in narrative format supported 
by an activity-level project plan using Microsoft Project or similar tool that details 
how the proposed solution is to be implemented. It is expected that the Vendor 
will lead the efforts in each of the implementation areas described below unless 
stated otherwise: (Please refer to Part II – Scope of Work – for detailed explanation 
of each effort.) 

• Project Management 
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• Requirements Validation 
• System Configuration 
• Hardware, Software, Storage Design and Installation (only applies to on-

premise solutions) 
• Data Conversion 
• Report Development 
• Data Interfaces 
• Training 
• Testing 
• System Documentation Development 
• Disaster Recovery Plan 
• Go Live Support/Post Go Live Stabilization 
• Knowledge Transfer 
• Staffing Plan 
• Ongoing Services 

5. SECTION 5.0 – REQUIRED DOCUMENTS/APPENDICES 

Appendices include: 

1. Appendix A – Functional Requirements 
2. Appendix B – Cost Proposal 
3. Appendix C – References 
4. Appendix D – Company Profile Questionnaire 
5. Appendix E – Resumes of Key Personnel 
6. Appendix F – Sub-Consultants 

a. Functional Requirements (Appendix A) 

This section should address the detailed attributes of the application software.  
In Appendix A of this RFP, we refer to the requirements worksheets that define 
needs for the new system by functional area.  Vendors will be rated how well 
they can meet each need by indicating whether they can support the 
functionality “out-of-the-box”, with modifications, via a third-party solution, via 
customization, in a future release, or not at all.     

RATING LEGEND 

SUP Supported as delivered "out-of-the-box" 

MOD Supported via modifications (screen configurations, reports, GUI tailoring, etc.) 

3RD Supported via a third-party solution 

CST Supported via customization (changes to source code) 

FUT Will be supported in a future release 
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NS Not supported 

Please include any costs associated with modifications/customizations on the 
Cost Proposal under Appendix B. 

b. Cost Proposal (Appendix B) 

Costs for the Vendor’s proposed solution should be submitted on the proposal 
Cost Worksheets appended to this RFP.  

If multiple solution options are proposed, please include a separate pricing 
form for each model. 

Vendors who are proposing an on-premise solution should include the 
estimated cost of all required hardware to operate their system. Likewise, 
vendors who are proposing a hosted solution should include any associated 
one-time infrastructure related cost. 

The City is requesting the annual maintenance/subscription cost for a period 
of 10 years.  The City’s standard contract language regarding annual fees is 
provided below:

“Annual maintenance / subscription fees shall not increase more than two 
percent (2 %) for every year thereafter, never to exceed an average “cost of 
living” increase as calculated by the annual Consumer Price Index (CPI) 
percentage as issued by the Department of Labor, Bureau of Labor Consumer 
Price Index for Urban Wage Earners and clerical Workers Los Angeles- 
Riverside-Orange Counties, California for year ending in March of the current 
year over the life of the licensed software.

Vendors must verify compliance with Prevailing Wage requirements and the 
provisions of California Labor Code, Division 2, Part 7, Chapter 1, Articles 1 
and 2, the Vendor is required to pay not less than the general prevailing rate 
of per diem wages for work of a similar character in the locality in which the 
work is to be performed, and not less than the general prevailing rate of per 
diem wages for holiday and overtime work. In that regard, the Director of the 
Department of Industrial Relations of the State of California is required to and 
has determined such general prevailing rates of per diem wages. 

c. References (Appendix C) 

Please list detailed client references from projects within the last five years that 
most closely reflect the scope of work to the City as described in this RFP.  The 
City prefers references for previous implementation of the same base version 
that will be proposed for the City (i.e. if the Vendor is proposing version 8.5, 
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references for versions 8.0 thru 8.5 would be preferred).  

d. Company Profile Questionnaire (Appendix D) 

Under this section, Vendors shall complete the Vendor Profile Questionnaire 
referred to in Appendix D of this RFP.  If subcontractors are being proposed, 
please complete a Company Profile Questionnaire for each subcontractor as 
well. Please make sure other products and solutions offered by your company 
are also included, as the City may wish to purchase additional functional 
modules in the future. 

e. Résumés of Key Personnel (Appendix E) 

Vendors shall complete the Resume of Key Personnel using the form provided. 
Please only include experience that is relevant to this project. 

f. Sub-Consultants (Appendix F) 

Vendors shall provide information regarding the utilization of Sub-Consultants 
using the form provided. Please note that it is the responsibility of the prime 
contractor to ensure that the contract terms and conditions extend to its 
proposed Sub-Consultants.   
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PART VI 
CITY’S STANDARD PURCHASE AND LICENSE AGREEMENT   

THIS AGREEMENT (hereinafter the "Agreement") is made this ______ day of 
______________, 2018, (the "Effective Date") by and between the City of Diamond Bar, 
a municipal corporation, (hereinafter the "CITY"), and XXXXX (hereinafter the 
"VENDOR").  The CITY and the VENDOR are sometimes hereinafter individually referred 
to as "Party" and hereinafter collectively referred to as the "Parties." 

RECITALS

A. The VENDOR, having received a copy of the City Of Diamond Bar’s 
“Recreation, Venue / Event and League Management system with 
implementation services” RFP Dated x/xx/2018 and all additional requested 
materials, feels it has the necessary information to evaluate the suitability 
of their product(s) to the CITY’s needs and workflows and desires to perform 
and assume responsibility and obligation for the provision of the software 
and services identified in the Purchase and Licenses Agreement, as 
hereinafter described, on the terms and conditions set forth herein.  
VENDOR represents that it is experienced in providing business process 
automation and implementation services to public clients, is licensed in the 
State of California, and is familiar with the scope of work of the CITY. 

B. The CITY desires to engage VENDOR to provide such software and 
services, as hereinafter described, commonly called the Recreation, Venue 
/ Event and League Management System on the terms and conditions set 
forth herein. 

NOW, THEREFORE, in consideration of the mutual covenants and conditions contained 
herein, the CITY and the VENDOR agree as follows: 

SECTION I 

DEFINITION OF TERMS 

For purposes of this Agreement, the following are defined terms: 

Acceptance Testing means the process by which the CITY tests, verifies and confirms 
that all applications and integration successfully meet the CITY’s business processing & 
workflow requirements as identified in Exhibit “X” and the Functional Requirements 
document, Exhibit “X”. This process will use the CITY’s test cases and workflows along 
with the “standard testing scripts” to be provided by the VENDOR, in order to determine 
that the solution works without material error. 
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Change Order Document means the formal printed paper prepared by the VENDOR or 
by the CITY, outlining specific changes, additions or deletions to the Implementation 
Services to be completed, as more fully described in Section V of this agreement. 

[VENDOR] Proposal means the VENDOR proposal, including all of its appendices, 
dated/received [date], attached as Attachment X. 

Material Error means any malfunction of the software or reproducible program error, as 
identified by CITY or VENDOR that halts or reduces the productivity of one or more users 
of the Software.  This may be indicated by incorrect results in data, reports, or export to 
3rd party systems. 

Project Completion means the actual completion by VENDOR of all Licensed 
Application Software functionality as required by this contract, fully operational and 
integrated within the City, without Material Error and acknowledged upon CITY providing 
VENDOR with a Letter of Completion confirming that VENDOR has fully implemented the 
Software Applications and related services. 

Project Schedule means the updated schedule attached as Attachment X, which 
includes project milestones with delivery dates for implementation and payment under 
this Contract Agreement. 

Project Task Requirements mean those high-level tasks as set forth in Attachment X 
and related or required lower level activities necessary to meet the functionality and 
project scope requirements of this Contract and VENDOR proposals.  

Quality Assurance means a planned and systematic pattern of actions necessary to 
provide adequate confidence that the product optimally fulfils customers' expectations, 
i.e. that it is materially error free and well able to perform the task it was designed for and 
ensure that standards of quality are being met. 

System Configuration means the hardware, server, workstations, peripherals, cabling, 
networks, and other communications devices related to the physical installation. 

Software means the Licensed Application Software and any enhancements and related 
documentation. 

Staffing and Meeting Commitment means those staffing and meeting commitments as 
agreed upon. 

Technical Support Services mean those day-to-day technical support services as 
required in Section VII of this contract. 



City of Diamond Bar Recreation, Venue / Event and League Management System

28 | P a g e

Third Party Software means any software (and related documentation) not developed 
by VENDOR but purchased by the CITY from other provider under this project. 

Training means dedicated professional education about all Licensed Application 
Software and all associated documentation.  Training may consist of both structured 
classroom training and individual operator training and assistance.  

Workaround means a temporary kluge used to bypass, mask 
or otherwise avoid a bug or misfeature in some system or a procedure to be employed by 
the user in order to do what some currently non-working feature should do. A workaround 
is not a resolution to a material error, only a device or procedure to lessen the impact 
while a permanent solution is being developed

• Kluge means a software or hardware configuration that, while inelegant, 
inefficient, clumsy, or patched together, succeeds in solving a specific problem or 
performing a particular task.  

• Bug means a defect in the code or routine of a program.

• Misfeature means feature that eventually causes lossage, possibly because it is 
not adequate for a new situation that has evolved. Since it results from a deliberate 
and properly implemented feature, a misfeature is not a bug. Nor is it a simple 
unforeseen side effect; the term implies that the feature in question as carefully 
planned, but its long-term consequences were not accurately or adequately 
predicted (which is quite different from not having thought ahead at all).

SECTION II 

ENGAGEMENT OF SOFTWARE AND SERVICES OF THE VENDOR 

1. Engagement of VENDOR.  The CITY hereby engages the VENDOR, and the 
VENDOR promises and agrees to furnish to the CITY, subject to the terms and 
conditions set forth in this Agreement, all labor, materials, tools, equipment, 
services, and incidental and customary work necessary to fully and adequately 
supply the professional services necessary for the Project (the "Services").  The 
Services are more particularly described in Attachment "X" attached hereto and 
incorporated herein by reference.  The VENDOR agrees to perform the Services 
in accordance with the terms and conditions of this Agreement, the exhibits 
attached hereto and incorporated herein by reference, and all applicable local, 
state and federal laws, rules and regulations in effect at the time the Services are 
provided.  

2. Performance of the VENDOR; Standard of Care.  The VENDOR accepts the 
relationship of trust and confidence established between the CITY and the 
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VENDOR by the terms of this Agreement.  The VENDOR covenants with the CITY 
to deliver Software and perform all Services under this Agreement in a skillful and 
competent manner, consistent with or in excess of the standards of skill, quality 
and care adhered to by recognized professionals in the same discipline in the State 
of California while performing services of a like or similar nature under like or 
similar circumstances.  VENDOR represents and maintains that it is skilled in the 
professional calling necessary to perform the Services, and that it shall consider 
all recent proven and tested methods known and successfully employed by 
recognized professionals in the same discipline in the state of California.  VENDOR 
shall also cooperate with the CITY and any other consultants or contractors 
engaged by or on behalf of the CITY in performance of the Project.  The VENDOR 
covenants to use its commercially reasonable efforts to perform its duties and 
obligations under this Agreement in an efficient, expeditious and economical 
manner, consistent with the best interests of the CITY and the professional 
standard of care set forth in this Agreement. 

3. Software License. VENDOR warrants that it holds all right(s) to license this 
Software.  VENDOR grants to Client, subject to the terms and conditions of this 
Agreement, a non-exclusive, non-transferable perpetual license (the license) to 
use the Software in Executable form, as furnished by VENDOR.  No license is 
granted to CITY for the human readable code of the Software (source code).  The 
provisions of this license as set forth in this section shall apply to all versions and 
copies of the Software furnished to CITY pursuant to this Agreement. The Software 
shall be used solely for the CITY’s business purposes.    

Upon licensing of the [name of solution], the CITY shall have the right to modify the 
Software by whatever person or organization it chooses, providing that CITY shall 
require said person to:  1) conform to the conditions of this License Agreement, 
and 2) be sufficiently trained to manage and protect the Software.  The CITY 
acknowledges that any modifications to the Software by any person or organization 
other than VENDOR's approved personnel or organization renders any warranty 
by VENDOR as obsolete, and VENDOR has no obligation to offer or provide 
support for any modifications so made, or any problems that arise directly or 
indirectly from the modifications.   VENDOR grants and agrees that no part of this 
Agreement shall preclude or prevent client from new software development by 
CITY and that all such software and development by CITY shall be the exclusive 
property of CITY and CITY’s trade secret.   

The rights granted to the CITY under this license are only rights of a licensee and 
shall be narrowly construed.  CITY shall not have any right or interest in the 
Software except as expressly set forth herein.  Appendix "X" lists Application 
Software modules included in this Agreement. 

SECTION III 
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VENDOR RESPONSIBILITY

VENDOR represents that it will furnish to the CITY complete, fully operational and 
integrated Licensed Application Software and other necessary related installations and 
services as required by this Contract.  Such Licensed Application Software and necessary 
related installations and services shall be free from programming errors materially 
detrimental to the operation of the system. 

VENDOR agrees to be the primary vendor for all Licensed Application Software licensed 
from VENDOR.  VENDOR will acquire, deliver, install and certify the proper operation and 
integration of the Application Software and necessary related services.  This includes, but 
is not limited to: 

1. Acting as single point of contact for Licensed Application Software Installation and 
Third-Party Software integration, Training and Software support issues, for all 
activities within the scope of this Agreement. VENDOR is also responsible for the 
product design for the custom applications, development, data conversion, 
implementation and quality assurance. 

2. Provide Licensed Application Software and related system support and 
maintenance on the Software provided by VENDOR. The CITY shall protect the 
work sites and work from damage and shall make good all entry to same occurring 
before the completion of the work to be performed under this contract.   

3. All onsite work shall be scheduled in advance by VENDOR and the CITY and shall 
be approved by the CITY's Project Manager. 

4. VENDOR shall meet all benchmark requirements of the Project Schedule set forth 
in Attachment D, unless a revised schedule is mutually agreed upon in writing by 
Change Order. 

5. VENDOR and the CITY shall comply with all applicable International, United 
States, California and local statutes, laws, ordinances, rules and regulations 
relating to the performance of their respective work hereunder, including 
intellectual property rights.  If any portion of this contract is at variance therewith, 
VENDOR and the CITY shall promptly notify the other party upon discovering it 
and the responsible party shall immediately correct the variance. 

6. VENDOR shall secure at its own cost and expense, and be responsible for any 
and all payment of all income taxes, social security, state disability insurance 
compensation, unemployment compensation and other payroll deductions for 
VENDOR and its officers, agents and employees and all business licensed, in 
connection with the project and/or the services to be performed hereunder. 
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7. VENDOR agrees that title to all materials prepared hereunder, including, without 
limitation, all original drawings, designs, reports, both field and office notices, 
calculations, computer code, language, data or programs, maps, memoranda, 
letters and other documents, shall belong to CITY, and VENDOR shall turn these 
materials over to CITY upon expiration or termination for any reason of this 
Contract Agreement or upon Project Completion, whichever shall occur first.  CITY 
may use these materials as it sees fit. 

8. VENDOR shall be responsible for full compliance with the immigration and 
naturalization laws of the United States and shall, in particular, comply with the 
provision of the United States Code regarding employment verification. 

9. VENDOR shall be responsible for all out-of-pocket expenses, including but not 
limited to travel expense and office supplies.  

10. VENDOR is required to provide the necessary resources to ensure the success 
of this project.  

11. VENDOR is responsible for providing the Custom Integration Software for the 
CITY. 

12. VENDOR shall designate and assign a project manager ("Project Manager"), who 
shall coordinate all phases of the Services and act as the VENDOR’s 
representative for performance of this Agreement.  The Project Manager shall 
have full authority to represent and act on behalf of the VENDOR for all purposes 
under this Agreement, and shall be available to the CITY at all reasonable times. 
The VENDOR Project Manager will also provide weekly reports.  The format of 
this report to be mutually agreed between the parties’ project managers, listing the 
VENDOR’S work completed, the VENDOR’S expected work for the following week 
and any deviations from the project plan and how they are to be remedied. 

13. VENDOR has represented to CITY that certain key personnel will perform and 
coordinate the Services under this Agreement.  Should one or more of such 
personnel become unavailable, VENDOR may substitute other personnel of at 
least equal competence upon written approval of CITY.  Any personnel who fail or 
refuse to perform the Services in a manner acceptable to the CITY, or who are 
determined by the CITY to be uncooperative, incompetent, a threat to the 
adequate or timely completion of the Project or a threat to the safety of persons 
or property, shall be promptly removed from the Project by the VENDOR at the 
request of the CITY.  

SECTION IV 
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CITY'S RESPONSIBILITY 

The CITY shall fully cooperate with and assist VENDOR in the performance of its 
responsibilities under this Contract.  As part of the CITY's responsibilities, it will designate 
a qualified staff member or consultant who will be the CITY's Project Manager, and who 
will act as the primary liaison for the CITY and provide VENDOR with necessary 
information and data concerning CITY's operations and activities. The CITY will provide 
appropriate resources to participate in all phases of the project.  The City Project 
Manager, or his/her designee, shall be the principal liaison with the Vendor.  The City 
Project Manager shall ensure proper and timely availability of all City personnel required 
by the Vendor for successful completion of project tasks, in particular, but not 
exhaustively, IT staff, Subject Matter Experts, Users, Network and database 
administrators. 

The City shall render decisions required by this Agreement within the time indicated in 
the Project Schedule set forth in Attachment X, or if not specifically stated, with 
reasonable promptness so as not to unduly delay the progress of Vendor’s Services. 

Specifically, the City shall be responsible for meeting specific milestones and providing 
specific deliverables that will be defined and mutually agreed to in the Project Plan.   

Statement of completion: The City agrees to issue a Letter of Completion in accordance 
with the conditions laid down in Section VIII. 

SECTION V 

MODIFICATION OF SCOPE (Change Orders) 

This Agreement may be modified only through an executed Change Order Document 
agreed to and signed off by the CITY and VENDOR.  VENDOR OR CITY may request 
such changes in writing and shall specify: 

1. Nature of requested change or modification to the contract, in detail; 

2. How said proposed change or modification impacts Contract and Project 
Schedule, if any; 

3. The specific reason for the proposed change or modification; 

4. If proposed by VENDOR, the total cost (add or deduct) of such proposed 
change or modification to the Contract fixed price and the impact to the project 
schedule in number of days and the inclusion of a revised schedule depicting 
the impact of such change; 
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5. The name and signature of VENDOR or CITY representative proposing said 
change or modification. 

6. Make the mutually agreed upon changes to the project schedule in Microsoft 
Project. 

If a Change Order request is made by CITY, VENDOR shall provide a written response 
to each change or modification requested and will provide a written quote within ten (10) 
working days following receipt by the VENDOR of the CITY's request, including schedule 
impacts. If VENDOR makes a change order request, CITY shall within ten (10) working 
days provide a written response to each VENDOR change or modification requested, 
including whether CITY will accept, reject or propose a modification to VENDOR'S 
request.  Neither the CITY nor VENDOR is under any obligation to accept a proposed 
change order.  The parties remain required to proceed under the terms of this Contract.  
Acceptance of a change order request is subject to compliance with CITY’s then exists 
purchasing ordinances and policies.  Upon acceptance of a change order it shall become 
part of this Contract.  No change order is valid until it is fully executed by both parties.  

Each change order shall be governed by the terms and conditions of the Contract 
Agreement, the terms and conditions of the change order, and by such supplementary 
written amendments of the Contract Agreement or the change order as may be, from time 
to time, executed between the parties.  

In the event of a conflict between the terms and conditions of the Contract Agreement 
and the terms and conditions of any change order, the terms and conditions of the change 
order shall govern. 

No oral request for modification of services shall be binding on either party. 
Further, the VENDOR agrees that its responsibilities under the Agreement will not be 
assigned or licensed by VENDOR without the prior written consent of the CITY. 

SECTION VI 

INSTALLATION 

A) INSTALLATION AND DELIVERY

Delivery of the Licensed Application Software and test data shall be complete when all 
Licensed Application Software as listed in Attachment B are loaded onto the CITY's 
hardware environment and is fully installed for testing purposes and appropriately labeled 
media and Documentation is presented to the CITY as a complete system backup of the 
application software and data.  The documentation shall include, but is not limited to, 
instructions as to how to completely re-install the contents of the media onto the hardware 
proposed.  The Phase 1 delivery will include three separate databases.  The first, a fully 
functional Test database, not necessarily with CITY converted data, which the CITY can 
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use as a test-environment for experimentation and technical review.  The second, a fully 
functioning Training database consisting of CITY data, which the CITY can use as a 
training environment for training staff and a third fully functioning Live Production 
database for live operations.  It is intended that the Training environment will be used for 
Acceptance Testing. 

These three databases are to be maintained throughout the project in the following way:   

Test Database: This database will be fully replaced with the resulting database from each 
phase; 

Training Database: This database will be fully replaced with the resulting database from 
each phase; 

Production Database: This database from Phase 1 will be fully replaced with the database 
resulting from Phase 2, however any and all data captured in the database once Phase 
2 is placed into production must be maintained and merged as required with the database 
required for Phase 3 delivery. 

B) ACCEPTANCE TESTING

Once the hardware and Application/Utility Software has been delivered, installed, and 
configured, and VENDOR has converted any CITY data and trained the designated CITY 
resources to operate the basic components of the Licensed Application Software, the 
Acceptance Testing Period can begin.  During the Acceptance Testing Period, CITY will 
test all delivered software by executing any or all of the features as required by the 
Contract, Attachments, Proposals and change orders to ensure that all the Licensed 
Application Software is fully functional. 

VENDOR agrees to provide their standard testing scripts & test cases to assist CITY in 
the validation & testing of workflows and processes.  

During this time, which will be identified in the mutually agreed upon project schedule, 
VENDOR will provide regular access to a qualified technician via telephone. 
This technician will have full access rights to the CITY's [name of solution] server via the 
CITY’S VPN from [name of Vendor] to connect to the CITY to assist CITY in the testing 
of these applications. 

C) FUNCTIONAL PERFORMANCE 

Functional performance of the overall system will be measured with the maximum number 
of purchased concurrent licenses being used simultaneously (currently 10), maximum 
number of purchased client “browser” licenses (currently 1), and internet functionality to 
support (50) concurrent internet users on a dedicated server configured with at least the 
minimum requirements provided by the VENDOR in the Recreation, Venue / Event and 
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League Management System Proposal.  The VENDOR will provide standard 
recommendations for the setup and configuration of the web server, database and 
application servers which are being provided by CITY solely for the use of the Software.  
The VENDOR will also provide standard recommendations for performance optimization 
on the network and other related systems. 

CITY understands and agrees that it has the responsibility to help ensure third party 
products and environments are configured appropriately for the demand that the Licensed 
Application Software will place on them. 

Notwithstanding CITY responsibility, VENDOR warrants that it will use its best efforts to 
assist CITY to configure and optimize all third-party products and environments that are 
used or accessed by the Licensed Application Software.  

D) DATA CONVERSION  

VENDOR has carefully reviewed the files and formats that will need to be converted.  
CITY shall be responsible, to the extent it has the information, for the accurate 
documentation of the current location, file, field and library names, and associated 
business rules (including valid values, ranges, default values, and any other characteristic 
or attribute of the data that VENDOR determines necessary to complete the Data 
Conversion so contemplated) for the data, which will be necessary to populate the 
Licensed Application Software. VENDOR will work with CITY to complete and validate 
data mapping document that identifies which CITY data is mapped onto specific fields in 
the Licensed Application Software.  This task will be performed for all applications prior 
to the data conversion.  CITY will be responsible for extracting the current data into a 
commonly acceptable machine-readable form (such as XLS, DBF, MDB or TXT) and 
providing the extracted data to the VENDOR.  VENDOR will be responsible for the 
accurate conversion of CITY's current data in machine-readable form to a Microsoft SQL 
Server database format, as required by the Licensed Application Software. VENDOR will 
be responsible for writing and executing all the necessary conversion programs. 

E) TRAINING 

VENDOR shall provide all training directly to the various user-groups for the Application 
Software at CITY's facilities.  Additional training at CITY’s request will be available at 
VENDOR'S then current rates (for similar agencies and similar services).  Trainers shall 
be experienced and knowledgeable in the specific VENDOR Application Software they 
are teaching and familiar with the procedures in similar VENDOR environments to the 
CITY.  Furthermore, VENDOR shall provide a comprehensive course outline for each 
training session at least three weeks prior to the start of each session and will include the 
specific area that will be covered, who should attend, and expected outcomes.  In 
addition, CITY may request modifications or enhancements to the specific course outlines 
up to two weeks prior to the start of a session pursuant to the related Business Process 
tasks associated with the Application Software using the Change Order process 
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described in Section V of this agreement.  VENDOR will make reasonable effort to 
accommodate such changes.  VENDOR will provide necessary training materials and 
have session outlines and agendas for all raining sessions provided to CITY at least five 
days in advance of the scheduled sessions. 

CITY may request a replacement trainer if, in the opinion of CITY there is evidence that 
the trainer initially scheduled has been ineffective in conducting specific training sessions.  
If VENDOR has been notified that a particular training session was ineffective because 
of the qualifications or techniques of the trainer and uses the same trainer in a subsequent 
session, which also turns out to be ineffective, CITY will be entitled to withhold payment 
for the subsequent session until a makeup session with a qualified trainer can be 
completed. 

The training dates, as set forth in Attachment X may be modified only by mutual 
agreement. 

F) COMPLIANCE WITH PROJECT SCHEDULE 

CITY and VENDOR recognize that time is of the essence under this agreement and that 
compliance with the Project Schedule (Attachment X) is a material part of this agreement.  
If CITY believes VENDOR is failing to meet the Project Schedule, CITY shall provide 
written notice to VENDOR identifying the schedule issues with specificity.  VENDOR shall 
respond to such notice within 10 working days, including any proposed recovery schedule 
in Microsoft Project schedule format.  If VENDOR's response does not resolve the 
schedule dispute, the issue shall refer to the City Manager for review and consultation 
between CITY project staff and VENDOR.  The City Manager shall announce his 
determination in writing within 10 working days after his review.  If consultation with City 
Manager does not produce resolution the parties would then invoke the mediation dispute 
resolution provision as provided in Section XIII (C), of this agreement. 

In the event that VENDOR believes CITY is failing to meet the Project Schedule, 
VENDOR shall provide written notice to CITY identifying the schedule issues with 
specificity.  CITY shall respond to such notice within 10 working days, including any 
proposed recovery schedule in schedule format.  If CITY’s response does not resolve the 
schedule dispute, the issue shall refer to the VENDOR’s CEO for review and consultation 
between VENDOR project staff and CITY.  The CEO shall announce his determination in 
writing within 10 working days after his review.  If consultation with VENDOR’s CEO does 
not produce resolution, the parties would then invoke the mediation dispute resolution 
provision as provided in Section XIII (C), of this agreement. 

The parties agree to work in good faith toward resolution of all schedule disputes. 

SECTION VII 
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SOFTWARE MAINTENANCE 

A) SCOPE OF SOFTWARE MAINTENANCE SERVICES 

VENDOR shall support, maintain, and upgrade CITY's Licensed Application Software, so 
that it will operate in conformity with the terms of this Agreement, and will at the option of 
the CITY be kept at the then most current version of the software, for as long as the 
Annual Software Maintenance agreement is in effect.  

VENDOR shall use commercially reasonable efforts to correct Material Errors or 
malfunctions after notification by CITY, in the event the vendor is unable to correct a 
material error due to differences in the environmental variables of the City or Vendor, the 
Vendor may provide software to capture events and issues within in the context of those 
environmental variables, however use or non-use of such a solution does not relive the 
vendor of their obligation to use commercially reasonable efforts to correct Material 
Errors. 

VENDOR shall supply technical bulletins, updated user guides and other Licensed 
Materials as they are released by VENDOR, and supply CITY with Updates to the 
Licensed Application Software within one week of general release.  

VENDOR shall render support and services during Normal Working Hours (5:30AM to 
5:30PM PST/PDT, Monday through Friday, excluding federal holidays and the day 
following Thanksgiving) for the following: 

1. Telephone, Online & Email Support - Requests for assistance related to operation 
of the Licensed Application Software, reporting of a potential error condition or 
abnormal termination of a program, or request for minor assistance related to the 
Licensed Application Software; 

2. Support Enhancements - Selected Enhancements, the nature and type of which 
shall be determined solely by VENDOR.  Such provision shall not preclude 
VENDOR from providing other Enhancements of the Licensed Application 
Software to the CITY free of charge. 

3. Software Warranty - Since CITY is obtaining Software Support from VENDOR, and 
such Software Support is in effect without interruption from inception of this 
Contract Agreement, VENDOR will warrant the Licensed Application Software to 
be free of Material Error for the life of this Agreement.  VENDOR warrants that the 
Licensed Application Software accepted by the CITY will substantially conform to 
the Recreation, Venue / Event and League Management System Proposal, custom 
application requirements, custom integration requirements and Licensed Software 
Application design meetings and discussion between VENDOR and CITY. Each 
and every deliverable shall be provided in a manner consistent with good 
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commercial practice, free from defects in material and workmanship, and shall 
conform to the specifications and functional, performance and reliability 
requirements included in the Recreation, Venue / Event and League Management 
System Proposal.  

4. Documentation Warranty - VENDOR warrants that any documentation of a 
software or hardware deliverable will accurately reflect the operation of said 
software or hardware deliverable and will enable the CITY to use, modify, and 
maintain the Licensed Application Software. 

5. Error Correction - Any Material Error, which causes interruptions to the CITY's 
business operations, and is caused by incorrect operation of the computer code 
(software) of the Licensed Application Software or an incorrect statement or 
diagram in Licensed Documentation that produces incorrect results or causes 
incorrect actions to occur that CITY identifies and documents to VENDOR will be 
corrected by VENDOR with either a software modification or addition that, when 
made or added to the Licensed Application Software, establishes material 
conformity of the Licensed Application Software to the Licensed Documentation, 
or a procedure or routine that, when observed in the regular operation of the 
Licensed Application Software, eliminates the practical adverse effect on Licensee 
of such non-conformity.  Such errors will be handled in accordance with [name of 
solution] Service Level Agreement, the terms and conditions of which are as 
follows: 

a. For any critical program error or malfunction of the Licensed Application 
Software designated by CITY, for which there is no known workaround, 
which halts productivity of the entire City site and is reported by CITY during 
normal support hours, VENDOR will begin a technical review of the problem 
and respond to CITY within two (2) working hours after receipt of such 
notification.  VENDOR shall work diligently to correct the error or 
malfunction or obtain a workaround.    

b. For any critical program error or malfunction of the Licensed Application 
Software designated by CITY, for which there is no known workaround, 
which halts productivity of multiple users and is reported by CITY during 
normal support hours, VENDOR will begin a technical review of the problem 
and respond to CITY within two (2) working hours after receipt of such 
notification.  VENDOR shall work diligently to correct the error or 
malfunction or obtain a workaround.   

c. For any critical program error or malfunction of the Licensed Application 
Software designated by CITY, which halts productivity of an individual user 
and is reported by CITY during normal support hours, VENDOR will begin 
a technical review of the problem and respond to CITY within four (2) 
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working hours after receipt of such notification.  VENDOR shall work 
diligently to resolve the issue or obtain a workaround.   

d. For any intermediate program error or malfunction of the Licensed 
Application Software designated by CITY which reduces productivity of the 
entire City site and is reported by CITY during normal support hours, 
VENDOR will begin a technical review of the problem and respond to CITY 
within four (4) working hours after receipt of such notification. VENDOR 
shall work diligently to resolve the issue or obtain a workaround.   

e. For any intermediate program error or malfunction of the Licensed 
Application Software designated by CITY which reduces the productivity of 
individual or multiple users and is reported by CITY during normal support 
hours, VENDOR will begin a technical review of the problem and respond 
to CITY within four (4) working hours after receipt of such notification.  
VENDOR shall work diligently to restore operation to satisfactory levels.   

f. For minor program errors or malfunction of the Licensed Application 
Software, which has no productivity impact, reported by CITY during normal 
support hours, VENDOR would begin a technical review of the problem and 
respond to CITY within twelve (12) working hours after receipt of such 
notification.  VENDOR shall work diligently to restore operation to 
satisfactory levels.  

g. Any workaround provided, does NOT relieve the vendor of its duty to 
resolve any Material Errors. 

6. Maintenance Modifications - When any non-critical errors in the Licensed 
Application Software are identified by CITY or other licensed user of VENDOR'S 
Licensed Application Software, VENDOR will make modifications or revisions to 
the Licensed Application Software or Licensed Documentation that correct these 
errors and distribute thoroughly tested patches, updates, or new versions of the 
Licensed Application Software along with detailed instructions as to how to apply 
the modifications to the installed version of the Licensed Application Software. 

7. Critical errors that halt productivity of the entire site that are reported during Normal 
Working Hours will continue to be worked on beyond the end of Normal Working 
Hours until the issue is resolved satisfactorily or deferred to a new time by mutual 
consent. 

B) ON-GOING SUPPORT FOR LICENSED APPLICATION SOFTWARE 

VENDOR shall provide continuing on-going support services necessary to repair 
Application Software systematic program bugs or identified logic and operational 
problems and shall use best efforts to keep the Licensed Application Software compatible 
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with then-current supported versions of all (third party operating systems, database 
engines, and utilities) software implemented in this project.  

VENDOR shall maintain, and provide to CITY upon request, a listing of all supported 
versions of all third party applications, and future technology road-maps, including but not 
necessarily limited to operating systems, database engines and utilities, related to the 
Licensed Application Software.  
C) SYSTEM SUPPORT SERVICES 

At the request of the City and after CITY issues Letter of Completion, VENDOR will 
continue to provide system support services, which shall include, but not be limited to, 
cooperating with CITY staff to: 

1. Configure CITY acquired hardware and System Software to support the 
VENDOR's Licensed Application Software; 

2. Set up tables and parameters for CITY's unique installation; 
3. Prepare backup scripts to back up the databases for the applications; 
4. Train CITY's technical staff how to perform these tasks as well as diagnostic 

troubleshooting techniques for the VENDOR Licensed Application Software 
and providing documentation for the Licensed Application Software prior to 
onsite training. 

If CITY requests such services, VENDOR may charge CITY at the then current 
professional rates, should these services require more than a cumulative total of four (4) 
hours of time to complete.  The request and agreement to these additional services will 
be documented by a separate written proposal that will be agreed to prior to the work 
being commenced. 

D) APPLICATION SUPPORT FOR THIRD PARTY INTEGRATION  

VENDOR is responsible for supporting the custom integration applications included in the 
Licensed Application Software, as defined in Section VII (3). 

E) ACCESS TO PROGRAM SOURCE CODE  

Vendor acknowledges that it has entered into an agreement (hereinafter called the 
"Escrow Agreement") with [Escrow Company]. Said Escrow Agreement provides that a 
licensee may gain access to program source code for Licensed Application Software for 
the purpose of maintaining and supporting their program license all as provided in the 
Escrow Agreement.  Escrow Agreement as described in Exhibit X. 

VENDOR agrees that it has or will require forthwith its escrow agent or any successor 
escrow agent to notify the city in the event of any of the following occurrences – receipt 
of initial software to be held in escrow, receipt of any updates, and termination of 
agreement with vendor. 
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VENDOR agrees that for so long as the Software License and Support Agreement is in 
effect it will deposit and update whenever changes are made, at VENDOR's sole cost, a 
copy of the current version of the program source code for all programs for which the 
licensee holds license as described in Attachment X attached hereto in Escrow. 

VENDOR further agrees that for so long as this Software License and Support Agreement 
is in effect it will take no steps or actions which would have the effect of modifying or 
eliminating the Escrow Agreement without first having received written permission from 
the Licensee to do so. 

VENDOR agrees that should it become necessary for the CITY to invoke the Escrow 
agreement, once the CITY obtains the source code for the Software it will no longer be 
obligated to pay the Annual Software Maintenance charges, unless the CITY wishes to 
continue to receive upgrades and support from the VENDOR. 

VENDOR agrees, upon written request by CITY, to allow CITY or Third party designated 
by CITY to Audit the escrow update process and to audit program source code held in 
Escrow for currency and sufficiency for all programs for which the licensee holds license 
as described in Attachment X at CITY’S expense.   

The Audit would consist of an Auditor verifying the policies, procedures and shipping 
receipts used by the Vendor and would involve a comparison of Shipping Documents with 
Receipt documentation and notifications made by the Escrow holder to the City that an 
update has been received, along with an audit of the documentation and tracking policies 
and procedures used by the Escrow holder to make sure that is maintaining the correct 
and current copy.   

Additionally a copy of the current release software may be requested by the auditor to be 
brought to the Escrow holder location at any time during normal business hours and that 
copy immediately compared to the copy in the possession of the Escrow holder, this 
comparison may be performed by a [Vendor Name] Staff member on [Vendor solution] 
Equipment but the comparison will be done under the direction and visual inspection only 
of the Auditor, this audit will only check for the number of files, the size of the files and 
any data corruption by doing a bit by bit comparison of the file.  Under NO circumstance 
will the source code be out of the custody of [Vendor name] and in no case, will the Source 
code be recompiled for testing or removed from any site holder during the process. 

F) SUSPENSION OR TERMINATION OF ANNUAL SOFTWARE MAINTENANCE (ASM) 
AGREEMENT 

VENDOR represents that the ASM is critical to both their business model, and they 
believe in the best interest of their clients so that all clients are on the latest version of the 
software to that end the ASM is not optional, during the first three (3) years of the contract. 
However, it is expected that ASM will be maintained for the life of the application, in order 
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for CITY to receive maximum value of the application. 

VENDOR understands that [name of solution] payments are made in good faith with the 
expectation of future Software upgrades and support.  CITY has, in its due diligence 
process prior to executing this Agreement, determined that VENDOR has a consistent 
record of providing Software upgrades and support.  City believes that a reasonable 
update and upgrade process should have at a minimum, on average, 2 general release 
updates (e.g. 9.0 to 9.1 to 9.2) per year and a major version (9.0 to 10.0) upgrade, on 
average, every 3 years. Should VENDOR discontinue providing Software upgrades CITY 
may immediately terminate ASM and gain access to the program source code as 
described in the previous clause of this Agreement.  Should the VENDOR discontinue, 
refuse or be otherwise unable to provide needed support, CITY may immediately 
terminate ASM and gain access to the program source code as described in the previous 
clause of this Agreement.   

Additionally, as it is impossible to foresee all the Cities needs many years from now, 
therefore the City may issue a “Notice of Intent to Suspended ASM” for up to two (2) 
consecutive years at any time after the initial 3-year period, at no cost to CITY, such notice 
can be issued only once during the life of these agreement. 

SECTION VIII 

LETTER(S) OF COMPLETION 

Within 90 days after go-live of each phase and at the end of the entire project, CITY will 
provide VENDOR with a Letter of Completion confirming that VENDOR has fully 
implemented the Software Application and related services pertaining to the part of the 
application which has gone live, provided that for that phase: 

1. VENDOR has met all requirements of the Contract, including completion of all 
services and work necessary for Installation of all Licensed Application 
Software, subject to the Project Schedule and meeting the Project Task 
Requirements to Project Completion; 

2. VENDOR has provided training to the CITY as required by this contract; 

3. VENDOR has provided all Licensed Application Software to be purchased 
under this contract (along with Web Application and Third-Party Integration 
Software) as set forth in Attachment X, and all technical and user 
Documentation relating to all Licensed Application Software and the Third-
Party Software Integration;  

4. All required Acceptance Testing has been completed by the City and the 
License Application Software has been found to be free of Material Errors; 
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5. All Licensed Application Software purchased under this contract is fully loaded 
into the CITY’S hardware environment, fully operational and appropriately 
labeled; 

6. Documentation is presented to the CITY representing a complete system 
backup of the application software and data. The documentation shall include, 
but is not limited to, instructions as to how to completely re-install the contents 
of the media onto the hardware; 

7. All Software Maintenance Services and Technical Support Services are in 
place and functional; 

8. All Material Errors have been resolved. 

SECTION IX 

APPLICABLE TAXES  

Taxes based upon net income or any other tax normally paid by VENDOR shall be the 
sole responsibility of the VENDOR.  Taxes based upon net income or any other tax 
normally paid by VENDOR shall be the sole responsibility of the VENDOR.  VENDOR 
shall obtain and maintain during the duration of this Contract Agreement, a Diamond Bar 
CITY Business registration or License as required by the then current Diamond Bar 
Municipal Code. 

SECTION X 

WARRANTY OF PERFORMANCE 

A) COMPLIANCE WITH STATE AND FEDERAL AUDIT REQUIREMENTS 

As long as CITY maintains continuous support for the Licensed Application Software 
included herein, VENDOR shall ensure that all application software will comply with any 
and all then current State and Federal reporting and/or audit requirements, such that CITY 
will not be liable for program flaws which may violate any such requirements. 

B) WARRANTY OF PERFORMANCE 

VENDOR warrants that the Licensed Application Software will perform free of Material 
Errors in accordance with its specifications and requirements as set forth in the 
Agreement, if properly used in the operating environment. VENDOR warrants that all 
components are interoperable and the configuration is complete and suitable for the 
purpose and use specified by the CITY.  VENDOR’S warranty of performance shall be 
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based on the specifications, terms and conditions contained in the Agreement, including 
VENDOR’S Recreation, Venue / Event and League Management System Proposal, and 
Change Orders. Any future upgrades will have no adverse impact on the interoperability 
of the Licensed Application Software.  This Warranty of Performance and other Provisions 
of this Contract shall supersede and replace the provisions of VENDOR's "Software 
License and Support Agreement" or comparable document enclosed with or 
accompanying any packaged software documentation provided by VENDOR. 

C) CORRECTION OF ERRORS UNDER THE WARRANTY 

At no charge to the CITY, VENDOR will promptly correct Material Errors in the Licensed 
Application Software according to the terms of this Contract Agreement so that the 
Licensed Application Software will perform as required.  

D) ORAL REPRESENTATIONS 

No CITY or VENDOR employee has the authority to bind either party to any oral 
representation or warranty. 

E) TERMINATION 

1. VENDOR shall have the right to terminate this Agreement if CITY fails to pay 
undisputed charges due within forty-five (45) days of progress payment request or for 
any other material breach of CITY’s obligations under this Agreement.  As a 
prerequisite to termination, VENDOR shall provide CITY a 30-day written Notice to 
Cure to the City Project Manager, which notice shall be specific as to the City’s alleged 
material breach(s) and what steps are required to be taken by City to cure the material 
breach.   If CITY cures said material breach within the 30-day period, VENDOR’s 
termination notice will be deemed rescinded, and VENDOR shall thereafter reinstate 
services under this Agreement   If VENDOR determines the material breach(s) set 
forth in the Notice to Cure are not cured, it shall give final 10-day written notice to CITY 
and may terminate the contract, subject to the dispute resolution provision of this 
Agreement.  In the event VENDOR brings suit for breach of this Agreement, its sole 
remedy shall be recovery of all charges due and payable for work performed to the 
date of termination.  VENDOR shall not be entitled to recover lost profits, 
consequential damages, punitive damages, or other special damages.  Not later than 
the 10th day following the giving of the final notice by VENDOR, VENDOR shall 
assemble the completed work product to date and work in progress, and put same in 
order for proper filing and closing, and deliver said product to CITY.  

2. CITY shall have the right to terminate this Agreement if VENDOR is in material breach 
of the agreement, including but not limited to, if VENDOR exceeds for a period greater 
than thirty (30) calendar days any of the benchmarks set forth in Project Schedule 
(Attachment D) or otherwise as agreed to in writing by the parties, or should the 
Licensed Software Application fail to perform as defined in Exhibit F, Functional 
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Requirements document.  As a prerequisite to termination, CITY shall provide a 
written 30-day Notice to Cure to VENDOR’s CEO that shall be specific as to the 
VENDOR’s alleged material breaches and what steps are required to be taken by 
VENDOR to cure the material breach.  If VENDOR cures said material breach within 
the 30-day period, the CITY’s termination notice will be deemed rescinded.  If CITY 
determines the breaches set forth in the Notice to Cure are not cured, it shall give final 
10-day written notice to VENDOR and may terminate the contract, subject to the 
dispute resolution provision of this Agreement. In the event CITY brings suit for breach 
of this Agreement, its sole remedy shall be recovery of all sums paid to VENDOR from 
the inception through the date of termination, plus CITY’s costs administering the 
Agreement.  CITY shall not be entitled to lost profits, consequential damages, punitive 
damages, or other special damages.  Not later than the 10th day following the giving 
of the final notice by CITY, VENDOR shall assemble the completed work product to 
date and work in progress, and put same in order for proper filing and closing, and 
deliver said product to CITY.  

3. Notwithstanding the foregoing, CITY shall have no right to recover any fees paid to 
VENDOR once the Letter of Project Completion has been issued by CITY. 

4. In the event VENDOR ceases to provide maintenance and support for the Licensed 
Application Software (including any VENDOR-supplied updates) for reasons other 
than CITY’s failure to pay maintenance fees, a current copy of the Source Code for 
the Licensed Application Software, as defined in Section VII, clause E with complete 
system documentation will immediately be provided to CITY upon termination of ASM 
Agreement in order to ensure continued maintenance. 

F) SUCCESSOR VENDOR COOPERATION & ASSISTANCE 

Upon termination of this Agreement, or notification of termination of this Agreement, 
should the CITY desire to thereafter obtain the services or similar services provided for 
under this Agreement or services added to the system subsequent to this Agreement from 
another service agency or computer system, or to provide such in-house capabilities, 
VENDOR agrees to cooperate and provide the necessary support and assistance in 
developing a vendor migration plan, acceptable to the City.  

VENDOR agrees to use its best efforts to cooperate with and assist any successor vendor 
or agency in the event that the CITY, at the termination of this Agreement, selects another 
vendor to provide the services covered by this Agreement or to purchase other in-house 
equipment.  

VENDOR agrees to assist and aid any outside consultants, agencies, or governmental 
agencies either retained by the CITY required by law to audit, document, or provide audit 
trail documentation for any module or system constructed with VENDOR programming or 
assistance. 
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CITY agrees to pay VENDOR for such services at the VENDOR’s then prevailing 
professional rates.  

SECTION XI 

LIABILITY, INDEMNIFICATION AND DEFAULT 

A) LIABILITY, INDEMNIFICATION AND DEFAULT 

CITY shall in no event be liable to VENDOR or other person claiming damages as a result 
of the CITY's use of the Licensed Application Software and Materials in conformity of this 
Contract Agreement, whether direct or indirect, special or general, consequential, or 
incidental or arising from loss of profits; provided that this provision shall not apply to any 
claim, demand, loss or action alleging that any modifications made by Licensee to the 
Licensed Application Software and Materials infringe any third-party rights in the United 
States respecting copyright, trade secret, or patent. 

VENDOR shall indemnify, defend, and hold harmless from any demands, claims or suits 
by a third party for loss, damages, expenses, liability, legal costs, and attorney's fees 
arising out of claims or allegations that the CITY's use of the Licensed Application 
Software and Materials in conformity with this Agreement infringe any third-party rights in 
the United States respecting copyright, trade secret, or patent or that the Licensed 
Application Software caused damage to any person. 

VENDOR agrees to indemnify and hold the CITY and CITY’s officers, officials, employees 
and agents harmless from, and against any and all liabilities, claims, demands, causes of 
action, losses, damages and costs, including all costs of defense thereof, arising out of, 
or in any manner connected directly or indirectly with, any negligence and/or acts or 
omissions of VENDOR or VENDOR’s agents, employees, subcontractors, officials, 
officers or representatives. Except as otherwise provided in this Section, upon demand, 
VENDOR shall, at its own expense, defend CITY and CITY’s officers, officials, employees 
and agents, from and against any and all such liabilities, claims, demands, causes of 
action, losses, damages and costs. 

B) BANKRUPTCY/SUPPORT CESSATION 

The term "default" as used in this Contract Agreement shall include the institution of 
proceedings by or against VENDOR under federal or state bankruptcy laws and 
assignment or receivership for the benefit of creditors. 

C) INSURANCE 

VENDOR, at its own cost and expense, shall purchase and maintain during the life of this 
Contract Agreement a comprehensive liability policy that shall protect VENDOR from 
claims for property damage and injuries to persons, including accidental death, and name 
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the CITY as an additional insured under said policy in not less than the following amounts: 

• General Liability including personal injury and property damage in the amount of 
$1,000,000. 

• Automobile Liability, all automobiles, in the amount of $1,000,000 for combined 
single limit. 

In addition, CITY shall be named as additional insured by endorsement on such policies 
and shall be notified by the insurance carrier of any change in or cancellation of coverage.  
VENDOR further agrees during the life of this Agreement to maintain, at VENDOR 
expense, all necessary insurance for its employees, including, but not limited to, 
Workman's Compensation, disability, and unemployment insurance. 

VENDOR shall furnish a certificate of insurance and Additional Insured Endorsements 
countersigned by an authorized agent of the insurance carrier on a form of the insurance 
carrier setting forth the general provisions of the insurance coverage.  The countersigned 
certificate shall name the CITY as an additional insured under the policy.  The certificate 
shall contain a statement of obligation on the part of the insurance carrier to notify CITY 
of any material change, cancellation or termination of the coverage at least thirty (30) 
calendar days in advance of the effective date of any such material change.  VENDOR 
shall furnish the certificate to CITY prior to execution of this Agreement by CITY. 

Before VENDOR shall employ any person or persons in the performance of this contract, 
VENDOR shall procure a policy of Worker’s Compensation Insurance as required by the 
Labor Code of the State of California. 

SECTION XII 

GENERAL PROVISIONS

A) ASSIGNMENT 

This Agreement may be assigned by VENDOR to another person or organization that 
acquires all or substantially all of the assets of VENDOR as long as all contractual 
provisions and responsibilities are assumed by the acquiring person or organization and 
the CITY's approval is obtained which will not be unreasonably withheld.  Any other 
assignment by VENDOR shall be made only with the prior written consent of CITY which 
consent shall not be unreasonably withheld provided that in the event of such assignment 
the proposed assignee has agreed to be fully responsible for VENDOR obligations under 
this Contract Agreement. 

B) GOVERNING LAW 

This Agreement shall be governed by and construed in accordance with the laws of the 
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State of California and any and all disputes, arbitrations or legal actions shall be initiated 
and venue set in Los Angeles County, California. 

C) MEDIATION 

Should any dispute arise out of the termination or abandonment of this Agreement, any 
party may request that it be submitted to mediation.  The parties shall meet in mediation 
within 90 days of a request.  The mediator shall be agreed to by the mediating parties; in 
the absence of an agreement, the parties shall each submit one name from mediators 
listed by the American Arbitration Association, Judicial Arbitration and Mediation Service 
(JAMS) or other agreed-upon service.  A “blindfolded” process shall select the mediator.  
The mediation shall take place in Los Angeles County, California. 

The cost of mediation shall be borne equally by the parties.  Neither party shall be deemed 
the prevailing party.  No party shall be permitted to file a legal action arising out of the 
termination or abandonment of this agreement without first meeting in mediation and 
making a good faith attempt to reach a mediated settlement.  The mediation process, 
once commenced by a meeting with the mediator, shall last until agreement is reached 
by the parties but not more than 30 days, unless the parties extend the maximum time by 
mutual agreement. 

D) ARBITRATION  

After mediation above, and upon agreement of the parties, any dispute or claim arising 
out of or relating to the termination or abandonment of this agreement may be resolved 
by arbitration in accordance with the Construction Industry Rules of the American 
Arbitration Association, and judgment upon the award rendered by the arbitrators may be 
entered in any appropriate court of law.  The arbitration proceedings shall take place in 
Los Angeles, California and any award shall be entered in Los Angeles Superior Court.  
The costs and fees of arbitration shall be borne equally by the parties. 

E) ENTIRE AGREEMENT  

This Agreement constitutes the entire understanding of the parties with respect to the 
matter contained herein.  There are no promises, covenants or undertakings other than 
those expressly set forth herein. 

This Agreement(s) may not be amended except by writing, signed by authorized 
representatives of CITY and VENDOR and approved by CITY’s City Attorney. 

If any of the provisions of the Contract Agreement(s) are declared to be invalid, such 
provisions shall be severed from the Contract Agreement(s) and the other provisions 
hereof shall remain in full force and effect. 

This contract shall be considered entered into in Los Angeles County, State of California. 
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F) CONSTRUCTION 

A term or condition of the Agreement can be waived only by written consent of both 
parties.  

Title and paragraph headings contained in the Contract Agreement are for convenient 
reference and do not constitute part of the Contract Agreement and shall not affect the 
interpretation of the Contract Agreement. 

This Contract Agreement shall be binding upon and inure to the benefit of the parties to 
the Agreement and their respective successors and assigns. 

G) SERVICE OF NOTICE 

Any notice required or permitted to be sent under the Contract Agreement shall be 
delivered by hand or mailed by registered mail, return receipt requested, to the addresses 
of the parties first set forth below. 

H) SURVIVAL 

Section VII, paragraphs (E), along with any other provisions which by their terms survive, 
shall survive the expiration or termination of this Agreement. 

I) NON DISCLOSURE & CONFIDENTIALITY 

CITY is a Public entity and is subject to Public Disclosure of much of its information and 
documents. 

CITY agrees to use reasonable efforts to protect the VENDORS software from un-
authorized distribution and duplication. 

VENDOR agrees that in the course of providing this software and services it will have 
access to constituent information, needed to support and maintain the application, and 
will use reasonable efforts to prevent the un-authorized disclosure of this information. 

J) SEVERABILITY 

In the event that any one or more of the provisions, or its application to any person or 
legal entity or circumstance, contained herein shall, for any reason, be held to be invalid, 
illegal or unenforceable in any respect, such invalidity, illegality or unenforceability shall 
not affect any other provisions of this agreement, but this agreement shall be construed 
as if such invalid, illegal or unenforceable provisions had never been contained herein, 
unless the deletion of such provision or provisions would result in such a material change 
so as to cause completion of the transactions contemplated herein to be unreasonable. 
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K) INTERPRETATION  

The captioned headings in this Agreement are for convenience of reference only and are 
not to be considered in interpreting this Agreement. This Agreement supersedes all prior 
communications between the parties relating to the subject matter of this Agreement and 
constitutes the full understanding between the parties with respect thereto.  No waiver of 
any provision of this Agreement nor any modification or supplement hereto shall be 
binding, unless in writing and signed by an officer of Municipal Software Corporation and 
the CITY.  The terms and conditions set forth herein shall prevail notwithstanding the 
terms and conditions of a purchase order or other communications previously or hereafter 
submitted to or by parties. 

L) ATTORNEY’S FEES.   

In the event that either party to this Agreement, after having exhausted the provisions of 
XIII “C.” and “D” and prior to the issuance of the Project Completion Letter, shall 
commence any action or proceeding to enforce or interpret the provisions of this 
Agreement, the prevailing party in such action or proceeding shall be entitled to recover 
its costs of suit, including costs of expert witnesses and consultants, and reasonable 
attorney's fees.  

After the issuance of the Project Completion Letter both parties will bear their own costs 
of litigation, with the exception of litigation taken to enforce the access to the Software 
Source Code Escrow.  
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PART VII 
CITY’S STANDARD SAAS TERMS AND CONDITIONS  

1. Software-as-a-Service (SaaS) as used in this document is defined as the capability 
provided to the consumer to use the provider’s applications running on a cloud 
infrastructure. The applications are accessible from various client devices through 
a thin client interface such as a Web browser (e.g., Web-based email) or a program 
interface. The consumer does not manage or control the underlying cloud 
infrastructure, including network, servers, operating systems, storage or even 
individual application capabilities, with the possible exception of limited user-
specific application configuration settings. 

2. Data Ownership: The City will own all right, title and interest in its data that is 
related to the services provided by this contract. The service provider shall not 
access City user accounts or City data, except (1) in the course of data center 
operations, (2) in response to service or technical issues, (3) as required by the 
express terms of this contract, or (4) at the City’s written request. 

3. Data Protection: Protection of personal privacy and data shall be an integral part 
of the business activities of the service provider to ensure there is no inappropriate 
or unauthorized use of City information at any time. To this end, the service 
provider shall safeguard the confidentiality, integrity and availability of City 
information and comply with the following conditions: 

a. The service provider shall implement and maintain appropriate 
administrative, technical and organizational security measures to safeguard 
against unauthorized access, disclosure or theft of personal data and non-
public data. Such security measures shall be in accordance with recognized 
industry practice and not less stringent than the measures the service 
provider applies to its own personal data and non-public data of similar kind. 

b. All data obtained by the service provider in the performance of this contract 
shall become and remain property of the City. 

c. All personal data shall be encrypted at rest and in transit with controlled 
access. Unless otherwise stipulated, the service provider is responsible for 
encryption of the personal data. Any stipulation of responsibilities will 
identify specific roles and responsibilities and shall be included in the 
service level agreement (SLA), or otherwise made a part of this contract. 

d. Unless otherwise stipulated, the service provider shall encrypt all non-public 
data at rest and in transit. The City shall identify data it deems as non-public 
data to the service provider. The level of protection and encryption for all 
non-public data shall be identified and made a part of this contract. 

e. At no time shall any data or processes – that either belong to or are intended 
for the use of a City or its officers, agents or employees – be copied, 
disclosed or retained by the service provider or any party related to the 
service provider for subsequent use in any transaction that does not include 
the City. 
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f. The service provider shall not use any information collected in connection 
with the service issued from this proposal for any purpose other than 
fulfilling the service. 

4. Data Location: The service provider shall provide its services to the City and its 
end users solely from data centers in the U.S. Storage of City data at rest shall be 
located solely in data centers in the U.S. The service provider shall not allow its 
personnel or contractors to store City data on portable devices, including personal 
computers, except for devices that are used and kept only at its U.S. data centers. 
The service provider shall permit its personnel and contractors to access City data 
remotely only as required to provide technical support. The service provider may 
provide technical user support on a 24/7 basis using a Follow the Sun model, 
unless otherwise prohibited in this contract. 

5. Security Incident or Data Breach Notification: The service provider shall inform the 
City of any security incident or data breach. 

a. Incident Response: The service provider may need to communicate with 
outside parties regarding a security incident, which may include contacting 
law enforcement, fielding media inquiries and seeking external expertise as 
mutually agreed upon, defined by law or contained in the contract. 
Discussing security incidents with the City should be handled on an urgent 
as-needed basis, as part of service provider communication and mitigation 
processes as mutually agreed upon, defined by law or contained in the 
contract. 

b. Security Incident Reporting Requirements: The service provider shall report 
a security incident to the appropriate City identified contact immediately as 
defined in the SLA. 

c. Breach Reporting Requirements: If the service provider has actual 
knowledge of a confirmed data breach that affects the security of any City 
content that is subject to applicable data breach notification law, the service 
provider shall (1) promptly notify the appropriate City identified contact 
within 24 hours or sooner, unless shorter time is required by applicable law, 
and (2) take commercially reasonable measures to address the data breach 
in a timely manner. 

6. Breach Responsibilities: This section only applies when a data breach occurs with 
respect to personal data within the possession or control of service provider. 

a. The service provider, unless stipulated otherwise, shall immediately notify 
the appropriate City identified contact by telephone in accordance with the 
agreed upon security plan or security procedures if it reasonably believes 
there has been a security incident. 

b. The service provider, unless stipulated otherwise, shall promptly notify the 
appropriate City identified contact within 24 hours or sooner by telephone, 
unless shorter time is required by applicable law, if it confirms that there is, 
or reasonably believes that there has been a data breach. The service 
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provider shall (1) cooperate with the City as reasonably requested by the 
City to investigate and resolve the data breach, (2) promptly implement 
necessary remedial measures, if necessary, and (3) document responsive 
actions taken related to the data breach, including any post-incident review 
of events and actions taken to make changes in business practices in 
providing the services, if necessary. 

c. Unless otherwise stipulated, if a data breach is a direct result of the service 
provider’s breach of its contract obligation to encrypt personal data or 
otherwise prevent its release, the service provider shall bear the costs 
associated with (1) the investigation and resolution of the data breach; (2) 
notifications to individuals, regulators or others required by state law; (3) a 
credit monitoring service required by state (or federal) law; (4) a website or 
a toll-free number and call center for affected individuals required by state 
law – all not to exceed the average per record per person cost calculated 
for data breaches in the United States (currently $201 per record/ person) 
in the most recent Cost of Data Breach Study: Global Analysis published by 
the Ponemon Institute34 at the time of the data breach; and (5) complete 
all corrective actions as reasonably determined by service provider based 
on root cause; all [(1) through (5)] subject to this contract’s limitation of 
liability 

7. Notification of Legal Requests: The service provider shall contact the City upon 
receipt of any electronic discovery, litigation holds, discovery searches and expert 
testimonies related to the City’s data under this contract, or which in any way might 
reasonably require access to the data of the City. The service provider shall not 
respond to subpoenas, service of process and other legal requests related to the 
City without first notifying the City, unless prohibited by law from providing such 
notice. 

8. Termination and Suspension of Service: 
a. In the event of a termination of the contract, the service provider shall 

implement an orderly return of City data in a CSV or another mutually 
agreeable format at a time agreed to by the parties and the subsequent 
secure disposal of City data. 

b. During any period of service suspension, the service provider shall not take 
any action to intentionally erase any City data. 

c. In the event of termination of any services or agreement in entirety, the 
service provider shall not take any action to intentionally erase any City data 
for a period of: 

• 10 days after the effective date of termination, if the termination is in 
accordance with the contract period 

• 30 days after the effective date of termination, if the termination is for 
convenience 

• 60 days after the effective date of termination, if the termination is for 
cause 
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After such period, the service provider shall have no obligation to maintain 
or provide any City data and shall thereafter, unless legally prohibited, 
delete all City data in its systems or otherwise in its possession or under its 
control. 

d. The City shall be entitled to any post-termination assistance generally made 
available with respect to the services, unless a unique data retrieval 
arrangement has been established as part of the SLA. 

e. The service provider shall securely dispose of all requested data in all of its 
forms, such as disk, CD/DVD, backup tape and paper, when requested by 
the City. Data shall be permanently deleted and shall not be recoverable, 
according to NIST-approved methods. Certificates of destruction shall be 
provided to the City. 

9. Background Checks: The service provider shall conduct criminal background 
checks and not utilize any staff, including subcontractors, to fulfill the obligations 
of the contract who have been convicted of any crime of dishonesty, including but 
not limited to criminal fraud, or otherwise convicted of any felony or misdemeanor 
offense for which incarceration for up to 1 year is an authorized penalty. The 
service provider shall promote and maintain an awareness of the importance of 
securing the City’s information among the service provider’s employees and 
agents. 

10. Access to Security Logs and Reports: The service provider shall provide reports 
to the City in a format as specified in the SLA agreed to by both the service provider 
and the City. Reports shall include latency statistics, user access, user access IP 
address, user access history and security logs for all City files related to this 
contract. 

11. Contract Audit: The service provider shall allow the City to audit conformance to 
the contract terms. The City may perform this audit or contract with a third party at 
its discretion and at the City’s expense. 

12. Data Center Audit: The service provider shall perform an independent audit of its 
data centers at least annually at its expense, and provide a redacted version of the 
audit report upon request. The service provider may remove its proprietary 
information from the redacted version. A Service Organization Control (SOC) 2 
audit report or approved equivalent sets the minimum level of a third-party audit. 

13. Change Control and Advance Notice: The service provider shall give advance 
notice (to be determined at the contract time and included in the SLA) to the City 
of any upgrades (e.g., major upgrades, minor upgrades, system changes) that may 
impact service availability and performance. A major upgrade is a replacement of 
hardware, software or firmware with a newer or better version in order to bring the 
system up to date or to improve its characteristics. It usually includes a new version 
number. 
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14. Security: The service provider shall disclose its non-proprietary security processes 
and technical limitations to the City such that adequate protection and flexibility 
can be attained between the City and the service provider. For example: virus 
checking and port sniffing – the City and the service provider shall understand each 
other’s roles and responsibilities. 

15. Non-disclosure and Separation of Duties: The service provider shall enforce 
separation of job duties, require commercially reasonable non-disclosure 
agreements, and limit staff knowledge of City data to that which is absolutely 
necessary to perform job duties. 

16. Import and Export of Data: The City shall have the ability to import or export data 
in piecemeal or in entirety at its discretion without interference from the service 
provider. This includes the ability for the City to import or export data to/from other 
service providers. 

17. RESERVED 

18. Subcontractor Disclosure: The service provider shall identify all of its strategic 
business partners related to services provided under this contract, including but 
not limited to all subcontractors or other entities or individuals who may be a party 
to a joint venture or similar agreement with the service provider, and who shall be 
involved in any application development and/or operations. 

19. Right to Remove Individuals: The City shall have the right at any time to require 
that the service provider remove from interaction with City any service provider 
representative who the City believes is detrimental to its working relationship with 
the service provider. The City shall provide the service provider with notice of its 
determination, and the reasons it requests the removal. If the City signifies that a 
potential security violation exists with respect to the request, the service provider 
shall immediately remove such individual. The service provider shall not assign the 
person to any aspect of the contract or future work orders without the City’s 
consent. 

20. Business Continuity and Disaster Recovery: The service provider shall provide a 
business continuity and disaster recovery plan upon request and ensure that the 
City’s recovery time objective (RTO) of XXX hours/days is met. (XXX shall be 
negotiated by both parties.) 

21. Compliance with Accessibility Standards: The service provider shall comply with 
and adhere to Accessibility Standards of Section 508 Amendment to the 
Rehabilitation Act of 1973. 

22. Web Services: The service provider shall use Web services exclusively to interface 
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with the City’s data in near real time when possible. 

23. Encryption of Data at Rest: The service provider shall ensure hard drive encryption 
consistent with validated cryptography standards as referenced in FIPS 140-2, 
Security Requirements for Cryptographic 
Modules for all personal data, unless the City approves the storage of personal 
data on a service provider portable device in order to accomplish work as defined 
in the statement of work. 

24. To the extent there is any consistency as between these Saas Terms and 
Conditions and the other documents constituting the parties’ agreement, these 
Saas Terms and Conditions shall control. 









APPENDIX A – FUNCTIONAL REQUIREMENTS



This section should address the detailed attributes of the application software.  In Appendix A of this RFP, we refer to the requirements worksheets that define needs for the new system by functional area.  Vendors will be rated how well they can meet each need by indicating whether they can support the functionality “out-of-the-box”, with modifications, via a third-party solution, via customization, in a future release, or not at all.   

In the following requirements matrix, Vendors must enter only one response code from the list below in the Vendor Response column for each listed requirement.  Vendors may include comments next to each item to help clarify your responses.



		RESPONSE

CODE

		RATING LEGEND



		SUP

		Supported as delivered "out-of-the-box"



		MOD

		Supported via modifications (screen configurations, reports, GUI tailoring, etc.)



		3RD

		Supported via a third-party solution



		CST

		Supported via customization (changes to source code)



		FUT

		Will be supported in a future release



		NS

		Not supported







Please include any costs associated with modifications/customizations on the Cost Proposal under Appendix B.











100



		REQUIREMENTS

		VENDOR RESPONSE

		VENDOR COMMENT



		1. GENERAL SYSTEM REQUIREMENTS

		 



		1.1

		The basis of the proposed system should consist of a central customer database file, consolidating entire customer contact information and transaction history with the organization.

		 

		 



		1.2

		Allows for unlimited user-defined, additional fields to be created to track customer information.

		 

		 



		1.3

		Ability to easily view all transaction history for customer file, including splitting out of credits or deductions from the account.

		 

		 



		1.4

		Ability to associate scanned documents (proof of insurance, contracts, waivers) to each customer record by a document imaging system. (integration to laser fiche).

		 

		 



		1.5

		Ability to add customers to family / business units AND ability to transfer customers to new family / business unit without loss of customer history or creation of duplicate accounts.

		 

		 



		1.6

		Within one window, the system must allow for completion of transactions in multiple modules, resulting in one receipt. For instance, complete a program registration, a pass purchase, a room reservation and purchase a point of sale item in a single transaction, processed through a single payment screen, resulting in one receipt.

		 

		 



		1.7

		Operator is able to update and make changes to any part of the transaction, at any point in the process, prior to the printing of the receipt. (Security Driven).

		 

		 



		1.8

		Operator is able to view a dashboard of activities/ tasks directly assigned or available in a queue

		 

		 



		1.9

		Software must be designed as a multi-user system and allow for an unlimited number of users. If limited, indicate the maximum number. Pricing is to provide for simultaneous access by a minimum of thirty (15) concurrent users.

		 

		 



		1.10

		The system allows the System Administrator to develop user profiles that allows granting security rights to various functions of the software. Each user is assigned to a profile. User rights may be further edited on a manual case-by-case basis. 

		 

		 



		1.11

		Describe the capabilities of the system to grant permissions - such as permission to access certain modules down to permission to update specific fields or cells.

		 

		 



		1.12

		System allows for creation of user-defined menus / views, enabling each operator to have custom menus / views.

		 

		 



		1.13

		Operators are required to log-in only once and have access to all specific areas of the system, based on access and security rights assigned to that user.

		 

		 



		1.14

		More than one operator may update the database at the same time, in the same programs. A record locking feature must prevent the loss of data when two or more users are updating the same record. (Audit trail).

		 

		 



		1.15

		The Facility module must be integrated with all other modules so that when an activity is linked to a facility it automatically reserves that facility in the overall booking schedule.

		 

		 



		1.16

		Online registration portal can be modified to the look and feel of the City's website, and is mobile responsive and optimized for viewing on mobile devices.

		 

		 



		1.17

		Spelling and grammar check for text fields

		 

		 



		1.18

		Provide a method for attaching documents to different transactions including, but not limited to, customer accounts, registrations, facility rentals and memberships.

		 

		 



		1.19

		Allow for a loyalty card or other system for tracking participation for incentive/marketing purposes.

		 

		 



		1.20

		Product provide for dashboard display. (Separate display for management)

		 

		 



		2. TECHNICAL SYSTEM REQUIREMENTS

		 

		 



		2.1

		The application software must be compatible with Windows 7 or later. 

		 

		 



		2.2

		The proposed software is a Windows-based or browser-based application, with a full graphical user interface. If the software is browser based, IE10 is supported without compatibility mode. Vendor shall also state what other browser software is supported.

		 

		 



		2.3

		Online Registration (from customer home) functions must be compatible with all web applications, i.e. Internet Explorer, Firefox, Safari, Chrome.

		 

		 



		2.4

		Vendor must provide complete documentation, including reference and reports manuals for software being proposed. Electronic versions of manuals must be available.

		 

		 



		2.5

		Online help is available from all software screens.

		 

		 



		2.6

		Online help includes field level definitions and explanations.

		 

		 



		2.7

		Online help includes report samples for all system standard reports.

		 

		 



		2.8

		System integrates computer with a full range of optional POS peripherals including but not limited to touch screens, programmable keyboard or keypads, cash drawers, 40 column receipt & 80 column report printers, slot badge or laser bar code readers, and magnetic strip readers.

		 

		 



		2.9

		System can utilize Active Directory log-in authentication process for automatic log-in to proposed application. This allows for single ID and password management for employees.

		 

		 



		2.10

		System has the ability to track which user has performed various functions, such as processing payments and refunds.

		 

		 



		2.11

		Passwords are protected by using an irreversible encryption algorithm.

		 

		 



		2.12

		Admin has the ability to temporarily reset password which forces user to change password at next login.

		 

		 



		2.13

		Allows for customer log-in via email address and customer defined password.

		 

		 



		2.14

		Includes ability for customer to retrieve forgotten password. Describe.

		 

		 



		2.15

		System uses 2048-bit SSL encryption technology between internet client and Data Center.

		 

		 



		2.16

		Describe the ability to set system-wide global settings. Include any global system settings which cannot be modified.

		 

		 



		2.17

		System should allow for global setting of fees and also allow for manual waiver or change of fees on specific program registrations or facility bookings.

		 

		 



		2.18

		System must provide the ability to export program information from database into a format that can be used by publishing applications for brochure and newsletter production. Brochure export and data dump into specific report, custom report, or Word document. E-Marketing and social media integration. Provide examples including brochure export, mail merge, CSV or Excel, and graphs.

		 

		 



		3. FINANCIAL REQUIREMENTS

		 

		 



		3.1

		System must provide for linking revenue to a chart of account (general ledger account) codes, as well as to sub-account codes.

		 

		 



		3.2

		Allows separate fees to be linked to different GL account codes.

		 

		 



		3.3

		System must provide ability to export financials to municipal financial package via an automated interface or an exported .CSV file. 

		 

		 



		3.4

		System must operate in "real-time" mode. Example: Upon completion of a program registration, the roster, customer history, cash journal, general ledger, billing information and activity financial status reports are all updated.

		 

		 



		3.5

		System must allow for customer / household credit balances, with the ability to apply that credit in any module.

		 

		 



		3.6

		Generate refund checks in financial system

		 

		 



		3.7

		Tracking non-sufficient funds checks.

		 

		 



		4. BASIC REPORTING

		 

		 



		4.1

		System must provide a suite of standard reports with ability to filter by a variety of criteria from customer contact information, transaction history, date range, etc. 

		 

		 



		4.2

		Describe the capability for end-users to create unique reports without requiring technical assistance or manipulation of a report writer.

		 

		 



		4.3

		System must allow for scheduling of reports for automatic output at predefined intervals via print or email.

		 

		 



		4.4

		System includes the ability to:

		 

		 



		4.5

		Preview all report print jobs.

		 

		 



		4.6

		Print to local, shared, and network printers; allowing for operator to select desired printer.

		 

		 



		4.7

		Export reports in a variety of formats, including PDF, Excel, Word and CSV files.

		 

		 



		4.8

		Direct email reports to system users or customers.

		 

		 



		4.9

		Ability to query registration, membership, and facility rental data for statistical and marketing purposes using various selection criteria

		 

		 



		4.10

		System must provide standard reports with the flexibility to create other reports as needed and/or customize reports in-house.

		 

		 



		5. PAYMENT PROCESSING

		 

		 



		The City expects that the following payment functions are applicable to all system modules (registration, facilities, POS, etc.). If any module is an exception to one of these items, please note that in your response.



		5.1

		Describe credit card solution options, with details and associated fees.

		 

		 



		5.2

		Solution must meet PCI DSS / CISP credit card industry Payment Applicator Best Practices. Identify PCI Level of proposed solutions.

		 

		 



		5.3

		PCI DSS Certificate of Compliance must be current and on file with City of Diamond Bar at all times.

		 

		 



		5.4

		Vendor will provide written letter and proof of PCI compliance level yearly.

		 

		 



		5.5

		Payment types include Visa, Master Card, American Express, Discover, PayPal, Debit card transactions (either PIN-based or Signature-based), recurring payment scheduling services enabling customer and staff to schedule recurring payments.

		 

		 



		5.6

		Credit card transactions via Point of Sale, Internet, by Telephone.

		 

		 



		5.7

		Ability for agencies to use their own merchant services clearing house. 

		 

		 



		5.8

		Vendor will notify in writing immediately if any data breach has been detected on any hosted system and will provide detailed assurance / information on what City information has been compromised.

		 

		 



		5.9

		Vendor will provide certificate of insurance for loss of customer data or data breach. (SAAS Language).

		 

		 



		5.10

		All payments regardless of type (credit card, EFT, check, etc.) and how taken (phone, internet, POS, mail, etc.) must satisfy best industry practices and requirements.

		 

		 



		5.11

		System must allow for a variety of payment scenarios:

		 

		 



		5.12

		Full payment.

		 

		 



		5.13

		Partial payment.

		 

		 



		5.14

		Split payments among multiple payment methods.

		 

		 



		5.15

		Payments from household credit

		 

		 



		5.16

		Third party payments:

		 

		 



		5.17

		The ability for another customer account to pay for a registrant (i.e. grandmother paying for class registration for a grandchild). This must include the ability to refund class registration fees to the payee (i.e. grandmother) and not the class participant (i.e. grandchild).

		 

		 



		5.18

		The ability to bill an organization account, not a specific individual, for a facility booking. 

		 

		 



		5.19

		System must allow for a variety of payment cancellation scenarios:

		 

		 



		5.20

		Convert to credit in household account.

		 

		 



		5.21

		Payment reversals / refunds to customer credit card.

		 

		 



		5.22

		Split refund payments (i.e. ability to process a refund with portions applied to multiple refund payment methods and accounts).

		 

		 



		5.23

		Refund later from system, using check request, allowed with authorized Supervisor status.

		 

		 



		5.24

		Ability to apply cancellation fee.

		 

		 



		5.25

		Ability to set up Manager / Supervisor override for refunds and / or voids. With Audit.

		 

		 



		5.26

		Ability to choose to refund or retain added fees (such as uniform deposit).

		 

		 



		5.27

		System allows for Gift Card (debit card) sales, redemptions and tracking. Explain if there are any exceptions to the use of Gift Cards in specific modules.

		 

		 



		5.28

		System can require payment reference information to be entered during transaction processing. Example: Customer check number required.

		 

		 



		5.29

		Ability to search payment transactions by check number detail.

		 

		 



		5.30

		System must allow for creation of invoices or statements for outstanding payments due.

		 

		 



		5.31

		System should allow for fee waivers or pricing adjustments for all modules. Security based with Audit capabilities.

		 

		 



		5.32

		System should allow for a variety of discount scenarios:

		 

		 



		5.33

		Percentage discount on entire transaction or individual items.C70:D100C98C68:D100

		 

		 



		5.34

		Flat dollar amount discount on entire transaction or individual items.

		 

		 



		5.35

		Creation of discount codes for use in online registration.

		 

		 



		5.36

		Automatic calculation of multiple child / participant discounts based on enrollments into the same type or session of a program(s).

		 

		 



		5.37

		For registration only, the ability to prorate programs based on remaining class dates.

		 

		 



		5.38

		Provide for automatic late fee calculation and ability to override this fee with proper rights.

		 

		 



		5.39

		Receipt options must include:

		 

		 



		5.40

		Print to standard receipt printers.

		 

		 



		5.41

		Direct email to customer.

		 

		 



		5.42

		Print to standard mailer (windows envelope) format.

		 

		 



		5.43

		Ability to include custom messages on receipts.

		 

		 



		5.44

		Ability to look up a transaction by receipt number.

		 

		 



		5.45

		Data input should be secure and encrypted, making use of SSL.

		 

		 



		5.46

		Mobile payment capability is available for at-event registration

		 

		 



		5.47

		Ability to provide for a variety of scheduled payment plan options which can be attached to a payment type.

		 

		 



		5.48

		Allow for the processing of scholarships and/or discounts on registrations and memberships

		 

		 



		5.49

		System must meet the PCI/CISP credit card industry payment applicator best practices specifications.

		 

		 



		PAYMENT PROCESSING REPORTING

		 

		 



		5.50

		System must provide complete end of day reports, to include as a minimum:

		 

		 



		5.51

		End of shift cash-out process / report.

		 

		 



		5.52

		Receipt transaction listing.

		 

		 



		5.53

		Account activity listing  /  chart of accounts distribution.

		 

		 



		5.54

		Daily close batches.

		 

		 



		6. CUSTOMER MANAGEMENT

		 

		 



		6.1

		System must allow tracking of a family, company or household.

		 

		 



		6.2

		System must allow for individual members to be members of multiple family households.

		 

		 



		6.3

		System must allow for individual members to be transferred between family households without loss of data or history.

		 

		 



		6.4

		System must allow for ability to pay under company name, with the ability to search by company name and / or by contact person.

		 

		 



		6.5

		At a minimum, the system must be able to record in customer / contact records the following:

		 

		 



		6.6

		Customer contact information: name, address, two (2) telephone numbers and email address.

		 

		 



		6.7

		ID number, which can be assigned automatically or manually (unique only).

		 

		 



		6.8

		Primary guardian name, address, two (2) telephone numbers and email address.

		 

		 



		6.9

		Secondary guardian name, address, two (2) telephone numbers and email address.

		 

		 



		6.10

		Emergency contact name and telephone number.

		 

		 



		6.11

		Notes from the customer (such as medical information or special circumstances).

		 

		 



		6.12

		Notes from employees (customer cannot view).

		 

		 



		6.13

		All customer transaction history.

		 

		 



		6.14

		Customer documentation, such as signed waivers. Includes digital Informed Consent/ Liability Waiver Acknowledgement, Archiving and Management

		 

		 



		6.15

		Ability to choose which fields in customer record are required.

		 

		 



		6.16

		Ability to add custom account prompts, such as requests to receive the printed Guide from customers who have not yet registered for a program.

		 

		 



		6.17

		Record management features should include:

		 

		 



		6.18

		Ability to check for duplicate customer files when entering new customer records. Define which contact field the system uses as the unique identifier for duplicates.

		 

		 



		6.19

		Ability to pull a report of duplicate customer files.

		 

		 



		6.20

		Ability to merge duplicate customer records (with full history merge). Explain the methodology.

		 

		 



		6.21

		Ability to label customers and / or accounts as active, inactive, or deceased.

		 

		 



		6.22

		System must allow for archiving of inactive accounts and history.

		 

		 



		6.23

		Ability to lock accounts from further transactions due to unpaid balances. Example: A customer did not complete payments for the Fall session and their account is locked by a Supervisor to prevent registration in the Spring session until overdue amounts are paid.

		 

		 



		6.24

		Ability to import customer data from existing Recreation Management System (RecTrack)

		 

		 



		6.25

		Online customer account access:

		 

		 



		6.26

		Allows for creation of unique log-in for customers to access their accounts, register and make payments online.

		 

		 



		6.27

		Ability to give customer access to add family members and update contact information; but limit other types of changes to the account.

		 

		 



		6.28

		Customer can view account balances online, such as available scholarship dollars, payments due, and credits on customers' account.

		 

		 



		6.29

		Customer can view individual or family schedule online.

		 

		 



		6.30

		Customer can view previous payments and receipts.

		 

		 



		6.31

		Ability to verify registrant/ participant's resident and non-resident status and apply fees based on status

		 

		 



		7. PROGRAM REGISTRATION

		 

		 



		7.1

		Program numbers must allow for a minimum of eight (8) digits.

		 

		 



		7.2

		Program numbers are automated by the system. Based on City's criteria.

		 

		 



		7.3

		Automated program numbers can be edited and user-defined on an as needed basis.

		 

		 



		7.4

		System allows for program to be associated with an activity sub-type code and category/keyword designations. These associations are then used for report sorting and customer search options.

		 

		 



		7.5

		Programs may be linked to a unique, user-defined waiver letter.

		 

		 



		7.6

		Must allow for multiple sections / sessions to be associated with a program number. Each session is a unique item in the system with unique program session data tracked.

		 

		 



		7.7

		Programs must be able to be associated to multiple facilities (locations) and the system must be able to reserve those facilities automatically.

		 

		 



		7.8

		Program set up options include:

		 

		 



		7.9

		Ability to designate minimum and maximum age range.

		 

		 



		7.10

		Ability to designate maximum number of registrants per program.

		 

		 



		7.11

		Ability to set start and end dates / times for program registration.

		 

		 



		7.12

		Allows for controlling the dates / times for Online Registration by program.

		 

		 



		7.13

		Allows for controlling the number of registrations that are allowed via Online Registration in order to reserve slots for walk-ins or mail in registrations.

		 

		 



		7.14

		System must handle full program waitlist enrollments.

		 

		 



		7.15

		When an individual cancels from a program, a slot becomes free and the system must remind the operator that a wait-list exists, if applicable.

		 

		 



		7.16

		System must display to both administrative users and customers the following information per program:

		 

		 



		7.17

		Number of registrants currently enrolled.

		 

		 



		7.18

		Number of registrants currently on the waitlist.

		 

		 



		7.19

		Minimum and maximum age range.

		 

		 



		7.20

		Program meeting days.

		 

		 



		7.21

		Program skip days. System must allow for entry of dates on which the program will not be held.

		 

		 



		7.22

		Program description.

		 

		 



		7.23

		Program instructor name.

		 

		 



		7.24

		Unique comment/note for particular program.

		 

		 



		7.25

		Ability to view program data in program groupings - categories, types, sub-types, and / or instructor.

		 

		 



		7.26

		System allows for user-defined enrollment questions to be set up and tracked for each program. During the enrollment process the questions defined here will be presented for input. Example: T-shirt size.

		 

		 



		7.27

		If applicable, appropriate fees should be applied automatically based on responses to questions (i.e. apply $10 fee for provided lunch or for supplies).

		 

		 



		7.28

		Registration Processing:

		 

		 



		7.29

		Allows for overrides of age, grade, and / or max counts requirements, based on the operator's security file override status.

		 

		 



		7.30

		Allows an individual to register for multiple classes / programs without having to reselect the individual for each program selected.

		 

		 



		7.31

		Allows for registration of multiple family members into multiple classes at the same time, without having to reselect the household. All transactions must print on a single receipt.

		 

		 



		7.32

		Allows for automatic calculation of multiple child/participant discounts based on enrollments into the same type or session of a program(s).

		 

		 



		7.33

		Allows for the transfer of enrollees from one activity to another (and properly handle financial data, even when fees are not the same).

		 

		 



		7.34

		System will check enrollments of selected individual for conflicts (time) with existing program registrations.

		 

		 



		7.35

		During registration, a special needs note may be entered for the registrant, which would then show up on the class roster.

		 

		 



		7.36

		Ability to verify registrant/ participant's resident and non-resident status and apply fees based on status

		 

		 



		7.37

		System must include a search function, enabling operators and customers to easily and quickly find program details and information based on program criteria such as dates, times, ages, locations, categories and keywords.

		 

		 



		7.38

		System allows for classes and programs to be "rolled-over" to another registration time period by updating existing content (start / end dates, description, etc.), rather than reentering the class each session.

		 

		 



		7.39

		System allows for classes and programs to be "copied" to a new program number for creation of similar classes/programs, under a new program number.

		 

		 



		7.40

		Ability to scan or easily track attendance electronically by course and/or location

		 

		 



		7.41

		Ability to check youth in & out of programs, such as electronic sign in & out and/or photos of authorized pick up people

		 

		 



		REGISTRATION REPORTING

		 

		 



		7.42

		Ability to print and customize program rosters in a variety of formats (alphabetical order, order of entry, only those since the last print) and include / exclude additional information from customer accounts (addresses, comments, email).

		 

		 



		7.43

		System must provide for a customer schedule view / print (preferably in calendar format) that displays all program registrations for a customer / family with enrollee name, date, location, and details of the program.

		 

		 



		7.44

		Ability to print detailed fee report that shows fees processed per activity.

		 

		 



		7.45

		System allows for recording program attendance and reporting. Describe functionality.

		 

		 



		7.46

		Ability to print attendance rosters with either signature lines, check boxes or session dates to track attendance.

		 

		 



		7.47

		Ability to print class lists with registration information, such as answers to custom registration questions.

		 

		 



		7.48

		Ability to pull a report on registrants who are missing signed waivers, sorted by class section.

		 

		 



		7.49

		Ability to track instructor contracts and print directly from system. Instructor ability to accept contracts online.

		 

		 



		7.50

		Ability to calculate instructor pay, based on either a percentage of class revenues, rate per instance of a class, or a flat rate for all instances of a class.

		 

		 



		7.51

		Ability to give instructors online access to rosters and to document attendance, restricted to their assigned classes.

		 

		 



		7.52

		Ability to generate check request form for instructor payment.

		 

		 



		8. FACILITY RESERVATION / SCHEDULING

		 

		 



		8.1

		Must provide scheduling / reservation capabilities for any facility type, such as gyms, fields, courts, rooms, auditoriums, pools, parks, etc.

		 

		 



		8.2

		System must manage facilities with overlapping areas / rooms and prevent double bookings in overlap situations. The system must recognize a facility (i.e. room, ball field, etc.) as part of a larger building or complex and not allow the individual facility to be reserved if the complex / building is, or allow the complex / building to be reserved if an individual room or field is.

		 

		 



		8.3

		The system is flexible enough to handle equipment rentals, birthday party rentals, pool rentals, gymnasium rentals, picnic rentals, and any other items that can be signed out for a period of time.

		 

		 



		8.4

		Facility set-up features must include:

		 

		 



		8.5

		System allows for user-defined reservation questions to be set up and tracked for each facility. During the reservation process the questions defined here will be presented for input. Example: Do you need on-site security?

		 

		 



		8.6

		If applicable, answers to custom questions will automatically update fees charged.

		 

		 



		8.7

		Ability to display facility images, description, embedded video, etc. on online reservation site.

		 

		 



		8.8

		Ability to link facilities into facility groups to allow for reserving multiple facilities in one step.

		 

		 



		8.9

		Ability to set the minimum and maximum time in advance that rental reservations are allowed to be booked.

		 

		 



		8.10

		Ability to associate amenities / unique feature keywords to each facility, for use with search functions.

		 

		 



		8.11

		Ability to assign capacity or headcount allowed to each rental item (number of units). Reservations are then processed and tracked against the number of units available. Example: 500 chairs - rent 300, then 200 are still available.

		 

		 



		8.12

		Must allow for specific operating dates (open and close) and hours (open and close) for each facility.

		 

		 



		8.13

		Allows for linkage of unique reservation comments to each facility, where comment / note prints on the customer receipt.

		 

		 



		8.14

		Allows for linkage of unique maintenance comments to each facility, where the notes / comment prints on the staff maintenance schedule report. System must also include maintenance set up images link.

		 

		 



		8.15

		System allows for operator (with security clearance)to turn-on and turn-off ability to do online reservations for different facilities.

		 

		 



		8.16

		System must include a search function for facilities based on size, location, capacity, and amenities.

		 

		 



		8.17

		Fees and financial management features for facilities must include:

		 

		 



		8.18

		System allows for multiple fees for each facility, each of which is linked to a unique City revenue account code and general ledger account number.

		 

		 



		8.19

		System allows for tracking, billing, and collecting of billable services such as staff costs, custodial fees, security, and lighting.

		 

		 



		8.20

		System allows for premium billing, where rate differences are automatically calculated based on season, time of day, day of week or holidays.

		 

		 



		8.21

		Ability to apply fee discount at time of reservation, with proper permissions.

		 

		 



		8.22

		System must be able to accept and track damage deposits.

		 

		 



		8.23

		Ability to verify registrant/ participant's resident and non-resident status and apply fees based on status.

		 

		 



		8.24

		The system must allow for the following types of reservations:

		 

		 



		8.25

		One time reservations - one day only.

		 

		 



		8.26

		Pattern reservations - every Tuesday and Thursday for the next four months (in one process).

		 

		 



		8.27

		Random pattern reservations - any combination of any date sequence (in one process).

		 

		 



		8.28

		Internal reservations - reservations not linked to a household or organization.

		 

		 



		8.29

		Activity reservations - automatically populated from the Registration module.

		 

		 



		8.30

		League schedule reservations.

		 

		 



		8.31

		Prior to completion of a repeating/pattern reservation, all items must be listed (displayed), to allow for adjusting or deleting items without having to process another transaction.

		 

		 



		8.32

		Allows for bookings past midnight (over a 2 day period) without having to make multiple reservations.

		 

		 



		8.33

		Allows for reservation set-up and clean-up time assignment.

		 

		 



		8.34

		System must provide an optional, user-defined contract template to be printed when reservation is made that is electronic and mail-merge/emailing capable.

		 

		 



		8.35

		Describe any additional features relating to distribution and tracking of customer contracts.

		 

		 



		8.36

		Ability to warn operator if a conflict exists prior to completion of a reservation.

		 

		 



		8.37

		Allows for changes to current reservations, without having to delete a current reservation and re-enter a new reservation to make a change. (select how the payment is re-applied?)

		 

		 



		8.38

		Must provide for updating charges, partial payment processing, damage deposit payments and refunds, payment reversals, transfer / cancellation fees and credit balance refunds.

		 

		 



		8.39

		Ability to track reservations into user-defined statistics and reporting groups. Example: All reservations that were for weddings.

		 

		 



		8.40

		System must allow for viewing schedules for multiple facilities at the same time.

		 

		 



		8.41

		Ability for reservations to be tentative/initial before they are final/firm.

		 

		 



		8.42

		Provide various views for reviewing reservations and facility availability, including a calendar format.

		 

		 



		FACILITIES REPORTING

		 

		 



		8.43

		At a minimum, the system must allow for reports of:

		 

		 



		8.44

		Facility schedule by date, with ability to filter based on individual locations or facilities.

		 

		 



		8.45

		Reservation report by customer, showing all reservations made by that customer within a specific date range.

		 

		 



		8.46

		Reservation calendars by specific facility, location or supervisor / program.

		 

		 



		8.47

		Maintenance reports by facility and / or date, showing any reservations, special needs, and set-up requirements.

		 

		 



		8.48

		Ability to reprint contracts, amendments, receipts / permits at any time.

		 

		 



		8.49

		Schedule viewing by monthly, weekly and daily views in calendar form.

		 

		 



		8.50

		Facility usage report.

		 

		 



		8.51

		Ability to track revenue and number of times rented YTD, as well as hours rented YTD.

		 

		 



		9. POINT OF SALE

		 

		 



		9.1

		Must allow for sale of inventory items (with full inventory control), miscellaneous sale items, tickets and services and has the ability to scan UPC/SKUs

		 

		 



		9.2

		Any items sold in POS must be able to be linked to any revenue account number.

		 

		 



		9.3

		Must automatically maintain inventory data such as quantity on hand, reorder point, normal stocking level and provide report for each.

		 

		 



		9.4

		Must track sales history for at least 24 months.

		 

		 



		9.5

		Option to set retail price manually, or automatically by flat % markup based on cost, or by margin.

		 

		 



		9.6

		Ability to apply sales tax.

		 

		 



		9.7

		Ability to sell general admission event tickets in person or online.

		 

		 



		9.8

		A begin and end sale date range may be associated with each ticket type.

		 

		 



		9.9

		Ticket roster printing feature available.

		 

		 



		9.10

		Ticket printing feature available.

		 

		 



		9.11

		Must provide for coupons or discount codes and item discount at time of sale, with the ability to discount a flat dollar amount or a percentage amount.

		 

		 



		9.12

		Must provide option to print or not print receipts.

		 

		 



		9.13

		Must allow for the deletion (void) of a single item during a transaction, without having to start the transaction over again.

		 

		 



		9.14

		Ability to sell and redeem gift cards, maintaining gift card balance and transaction history associated with each card.

		 

		 



		9.15

		During transaction, system displays amount tendered and change to be returned.

		 

		 



		9.16

		Ability to balance by user/employee, assigned cash drawer, location, date & date range or payment type.

		 

		 



		POS REPORTING

		 

		 



		9.17

		Ability to run reports for event tickets sold based on specific show.

		 

		 



		9.18

		System must generate an inventory listing with item numbers, descriptions, unit of measure and current inventory levels.

		 

		 



		9.19

		System must provide an inventory price list.

		 

		 



		9.20

		Must provide an inventory valuation report that shows cost value, sales value and margin value.

		 

		 



		9.21

		Must provide inventory sales comparison report that shows year to date sales versus last year to date sales, with differences, broken out by various time frames.

		 

		 



		9.22

		Sales tax report, listing all sales tax revenues.

		 

		 



		9.23

		Sales history report for any inventory item or range of items for any date or date range showing sales information including receipt #, sale amount, margin and cost of goods sold.

		 

		 



		9.24

		Summary sales reports, showing net of all sales for any date, time and employee range.

		 

		 



		9.25

		Provide a count of items sold per day / week / year by workstation, facility and / or center.

		 

		 



		10. COMMUNICATIONS / MARKETING

		 

		 



		10.1

		System includes ability to email selected groups directly from the system.

		 

		 



		10.2

		Create and edit HTML emails.

		 

		 



		10.3

		Personalize emails.

		 

		 



		10.4

		Describe available email templates and/or design tutorials.

		 

		 



		10.5

		Describe the process for creating and managing opt-in subscription lists.

		 

		 



		10.6

		Describe the process for customer unsubscribes from email lists.

		 

		 



		10.7

		Describe any reporting features specific to email communications, such as open rates or click through rates.

		 

		 



		10.8

		System includes ability to text message selected groups directly from the system.

		 

		 



		10.9

		Describe any connectivity to social media platforms available.

		 

		 



		10.10

		Ability for online Activity Guide course/activity descriptions to connect with online registration portal

		 

		 



		10.11

		Allow staff to use e-mail to communicate with patrons on course registration, facility rental, and membership information.

		 

		 



		10.12

		Allow staff to use text messages to communicate with patrons on course registration, facility rental, and membership information.

		 

		 



		10.13

		Product track user message (e-mail/text) preferences including tools to meet regulations around privacy and spam. 

		 

		 



		10.14

		System must have options for sending customer surveys, both manual and automatic.

		 

		 



		10.15

		Ability to text/email individually or with group from roster. 

		 

		 



		11. LEAGUE/ SPORTS SCHEDULING

		 

		 



		11.1

		Describe any League Scheduling functionality, including: max capacity for number of teams in a league; ability to manage game styles such as regular season, round robin, single / double eliminations and schedule exemptions; association of fees; tracking of member data; tracking of player attendance; posting of league scores; and reporting options. 

		 

		 



		11.2

		The system must accommodate individual skip days for each league schedule in addition to those skip days defined globally.

		 

		 



		11.3

		Software to track categories, such as softball, and allow multiple schedules to be produced for each category. 

		 

		 



		11.4

		Software to track team data, including team name, manager name and address, and any time restrictions when teams cannot play. 

		 

		 



		11.5

		Software must be capable of creating schedules without relying on pre-existing scheduling templates. 

		 

		 



		11.6

		Software must be able to read data on existing fields reservations, and create new schedules around any times currently reserved. If a time is reserved the software must attempt to schedule the next available time that day or the next game day if the time exceeds the hours of operation for the facility

		 

		 



		11.7

		After a schedule is produced, the software will automatically create field reservations in the facility reservation module without duplicate data entry. 

		 

		 



		11.8

		Software must be capable of producing schedules based upon a user-specified number of round robins and a user-specified number of weeks. 

		 

		 



		11.9

		Software must allow the user to specify the number of times per week a team will play up to the maximum number identified game days per week. The software will then use this information in scheduling the league. 

		 

		 



		11.10

		Software must use time restrictions entered for each team to prevent automatic scheduling of games during these restricted time slots. However, the system must include a mechanism for manually overriding these restrictions with proper security/authorization. 

		 

		 



		11.11

		Software must allow the user definition of multiple time-slots for each play day of the week, such as 6, 7, 8 and 9PM on Monday evenings. 

		 

		 



		11.12

		Software must be capable of automatically scheduling dissimilar times on different and multiple days of the week, such as only 7pm on Mondays, but also 1, 2, 3 or 4pm on Saturdays. 

		 

		 



		11.13

		Software must be capable of automatically scheduling double headers.

		 

		 



		11.14

		Software to create schedules for as few as 3 and up to 99 teams. 

		 

		 



		11.15

		If double headers have been specified, the software must allow the user to choose whether or not to schedule the double headers back to back. 

		 

		 



		11.16

		Software must automatically balance schedules, and offer the following balancing methods: 
- Balance time slots evenly for each team. 
- Balance time slots evenly for each team, with no time slot gaps. 
- Balance sites/fields assignments evenly. 
- Balance sites/fields assignments evenly, with no time slot gaps. 
- Balance sites and time slots evenly for each team. 

		 

		 



		11.17

		Software must be capable of creating schedules using a single field or multiple fields. Based on type.

		 

		 



		11.18

		When automatically creating a schedule, the software must identify conflicts that cannot be resolved by the system. The user must then be permitted to manually resolve the scheduling conflicts. 

		 

		 



		11.19

		The software must include an on-screen customization feature, which displays the entire schedule and all pairings, and allows the user to make changes to existing schedules. If changes are made, the software must automatically detect and prevent corruption of the schedules such as double scheduling of games and double scheduling of fields. 

		 

		 



		11.20

		The software must allow scheduling of umpires/referees automatically but make it possible for the user with the appropriate access to manually override any assignments.

		 

		 



		11.21

		Software must track scores and standings, allowing entry of scores after games have been completed. 

		 

		 



		11.22

		The software must accommodate scheduling track and field events.

		 

		 



		11.23

		Activities can be designated as team sports, such as soccer. When identified as a team sport activity, the software will: 
- Automatically track player and team names during the enrollment process 
- Track the maximum number of players per team and prevent over-enrollment 
- Automatically assign players to teams if desired by staff 
- Produce activity rosters that are sorted in order by teams and players 
- Allow manual override of team assignments 
- Allow players to be transferred between teams 
- Ask for T-shirt Size

		 

		 



		11.24

		Software must have a mechanism to generate suspensions for teams or individuals. 

		 

		 



		11.25

		Software must allow user-definable scoring methods in addition to the standard scoring methods. An example would be awarding points for sportsmanship.

		 

		 



		11.26

		System must allow for referees, coaches and team members to access information about their team, league, practice and game schedules, playoffs, etc. 

		 

		 



		11.27

		System must allow for online display of team, league, practice, and game schedules, playoffs, standings, etc.

		 

		 



		LEAGUE REPORTING

		

		



		11.28

		- League box scores report 

		 

		 



		11.29

		Numbered pairing schedule

		

		



		11.30

		Team name pairing schedule

		

		



		11.31

		Individual team schedule

		

		



		11.32

		Game distribution report

		

		



		11.33

		Site distribution report

		

		



		11.34

		Time distribution report

		

		



		11.35

		Team vs. Team distribution report

		

		



		11.36

		League ranking report

		

		



		12. ADDITIONAL FUNCTIONALITIES

		 

		 



		12.1

		Describe any donation acceptance and tracking functionality, including the ability to add an optional donation to a registration order.

		 

		 



		12.2

		Describe the system's ability to allocate and track a variety of scholarship funds.

		 

		 



		12.3

		Describe any staff and / or volunteer scheduling / management functionality.

		 

		 



		12.4

		Describe any incident reporting / tracking functionality.

		 

		 



		12.5

		Describe any online trip reservation functionality and tracking.

		 

		 



		12.6

		Describe any interface with Google Analytics or other conversion tracking software

		 

		 



		12.7

		Describe any PDF reader functionality, allowing for auto-linking of brochure PDF to program URLs in online registration system.

		 

		 



		12.8

		Due to the City adopting fee schedules yearly, it is desirable to have a function whereby fee updates can be set up in advance and placed in an invisible (unannounced to the customer) status and once adopted have the new schedule take effect, or to provide some other controlling mechanism for when new fees take effect. Additionally, the System should incorporate the ability to track fee changes and to run reports showing fee changes over time.

		 

		 



		13. MEMBERSHIPS

		 

		 



		13.1

		Allow for electronic membership card check-in using PC or devices (e.g. mobile phone or tablet).

		 

		 



		13.2

		Ability to print membership cards on paper or plastic using photos from multiple work stations.

		 

		 



		13.3

		Ability to determine amount of simultaneous web transactions can be processed online using product.

		 

		 



		13.4

		Ability to provide for additional tracking of information about family and organization accounts using user-defined check boxes or user-defined, additional fields.

		 

		 



		13.5

		Ability to interface with the City’s main address database to check street address information and assist in determining resident vs. non-resident status. GIS integration. 
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[bookmark: _GoBack]APPENDIX E – RÉSUMÉS OF KEY PERSONNEL



Provide a brief resume of key persons, specialists, and individual consultants that shall be assigned with the project.  Copy the table below and complete it for each staff member that will be key to this project.










		Name and 

Role on Project



		



		Previous Project Assignments



		











		Years of Experience



		With this firm           Other firms_____



		Education Degree(s)/Specialization







		



		Other Experience & Qualifications relevant to the proposed project























		
























		Name and 

Role on Project



		



		Previous Project Assignments







		



		Years of Experience



		With this firm           Other firms_____



		Education Degree(s)/Specialization







		



		Other Experience & Qualifications relevant to the proposed project































		





















		Name and 

Role on Project



		



		Previous Project Assignments







		



		Years of Experience



		With this firm           Other firms_____



		Education Degree(s)/Specialization







		



		Other Experience & Qualifications relevant to the proposed project































		





















		Name and 

Role on Project



		



		Previous Project Assignments







		



		Years of Experience



		With this firm           Other firms_____



		Education Degree(s)/Specialization







		



		Other Experience & Qualifications relevant to the proposed project





























		























		Name and 

Role on Project



		



		Previous Project Assignments







		



		Years of Experience



		With this firm           Other firms_____



		Education Degree(s)/Specialization







		



		Other Experience & Qualifications relevant to the proposed project





























		























		Name and 

Role on Project



		



		Previous Project Assignments



		



		Years of Experience



		With this firm           Other firms_____



		Education Degree(s)/Specialization







		



		Other Experience & Qualifications relevant to the proposed project



































		




















[bookmark: _GoBack]APPENDIX D – COMPANY PROFILE



Each vendor shall complete the “Appendix D - Company Profile” template.  If multiple firms or sub-contractors are being proposed, please complete a questionnaire for each firm / sub-contractor company as well.  



		Question

		Answer



		Organization name and corporate location.



		



		Role in proposed project (solution provider, system integrator, subcontractor, etc.)



		



		What is your organization’s primary business?



		



		Please list all the major products / solutions provided by  your company.

		



		Is your organization a subsidiary to a larger parent company? If so, whom? and for how long?



		



		If your response to the above question is yes, then how long has your parent company been providing similar software solutions? How long does your parent company plans to support the software being proposed and if your parent company guarantees the supporting and maintaining of the proposed software solution?  



		



		Length of time your organization (not parent) has been in business providing this software solution?



		



		Organization Ownership / Legal Form (For Corporation – State of Incorporation)



		





		Number of employees:

· Total

· Development

· Product Support

· Professional Services

		U.S.

		Worldwide



		

		

		



		

		

		



		

		

		



		

		

		



		Office locations U.S.







		





		Financial Strength Summary:

· Total Revenue

· License Revenue

· Services Revenue

· Maintenance Rev.

· Net Profit

· Proposed Solution R&D Spending

		2013

		2014

		2015

		2016



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		Number of licenses installed





		U.S.

		Worldwide



		

		

		



		Number of installations for proposed version



		U.S.

		Worldwide



		

		

		








APPENDIX C – REFERENCES



[bookmark: _GoBack]Please list five (5) references for implementations that most closely reflect the scope of work as described in this RFP. 










		REFERENCE #1



		Project Name & Location



		



		Completion Date 

(Actual or Estimated)



		



		Project Owners Name & Address



		



		Project Owner’s Contact Person, Title, Telephone number, and email address



		



		Estimated Cost for Entire Project



		



		Estimated Cost for Work Which Firm was/is Responsible



		



		Scope of Entire Project



























		





















		REFERENCE #2



		Project Name & Location



		



		Completion Date 

(Actual or Estimated)



		



		Project Owners Name & Address



		



		Project Owner’s Contact Person, Title, Telephone number, and email address



		



		Estimated Cost for Entire Project



		



		Estimated Cost for Work Which Firm was/is Responsible



		



		Scope of Entire Project

 

























		









		REFERENCE #3



		Project Name & Location



		



		Completion Date 

(Actual or Estimated)



		



		Project Owners Name & Address



		



		Project Owner’s Contact Person, Title, Telephone number, and email address



		



		Estimated Cost for Entire Project



		



		Estimated Cost for Work Which Firm was/is Responsible



		



		Scope of Entire Project





























		



		REFERENCE #4



		Project Name & Location



		



		Completion Date 

(Actual or Estimated)



		



		Project Owners Name & Address



		



		Project Owner’s Contact Person, Title, Telephone number, and email address



		



		Estimated Cost for Entire Project



		



		Estimated Cost for Work Which Firm was/is Responsible



		



		Scope of Entire Project





























		



		REFERENCE #5



		Project Name & Location



		



		Completion Date 

(Actual or Estimated)



		



		Project Owners Name & Address



		



		Project Owner’s Contact Person, Title, Telephone number, and email address



		



		Estimated Cost for Entire Project



		



		Estimated Cost for Work Which Firm was/is Responsible



		



		Scope of Entire Project



























		








[bookmark: _GoBack]APPENDIX F – SUB-CONSULTANTS



Each vendor must complete this form for all proposed subcontractors.  If no subcontractors are proposed, then this form does not have to be submitted.






		SUBCONTRACTOR #1



		Name & Address



		



		Specialty / Role with this Project







		



		Worked with Lead Firm Before



		



		Year Firm Established



		



		Years of Experience providing software services





























		










		SUBCONTRACTOR #2



		Name & Address



		



		Specialty / Role with this Project







		



		Worked with Lead Firm Before



		



		Year Firm Established



		



		Years of Experience providing software services



























		










		SUBCONTRACTOR #3



		Name & Address



		



		Specialty / Role with this Project







		



		Worked with Lead Firm Before



		



		Year Firm Established



		



		Years of Experience providing software services



























		








APPENDIX B

COST PROPOSAL

		City of Diamond Bar



		Recreation, Venue / Event and League

Management System with Implementation Services



		

		

		

		



		[bookmark: _GoBack]License Fees and Professional Services:

		Price

		

		Comment / Explanation



		Software License Fees

		 

		

		 



		Vendor Software

		 

		

		 



		Third Party Software

		 

		

		 



		

		

		

		



		Professional Services:

		

		

		



		Project Management Services

		 

		

		 



		Conversion Services

		 

		

		 



		Interface Services

		 

		

		 



		Customization Services

		 

		

		 



		Implementation and Configuration Services

		 

		

		 



		Training Services

		 

		

		 



		Travel and Other Expenses

		 

		

		 



		TOTAL FIXED PRICE FOR PROJECT

		 

		

		



		

		

		

		



		Software Maintenance & Support (Years 1-5)

		

		



		Year 1 (to commence upon a module being placed in production)

		 

		

		



		Year 2

		 

		

		



		Total Maintenance and Support (years 1 through 5)

		

		

		



		

		

		

		



		Total for Project Fixed Fee plus Maintenance / Support for 5 Years

		 

		

		



		

		

		

		



		Maximum annual percentage increase for Vendor's Maintenance and Support for Years 6 through 10. (schedule 2)

		 

		

		



		

		

		

		



		Maximum annual percentage increase for Third Party's Maintenance and Support for Years 6 through 10. (schedule 3)

		 

		

		







