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CITY OF RICHARDSON, TEXAS

REQUEST FOR PROPOSALS
#702-09

BANK DEPOSITORY & 

MERCHANT CARD SERVICES

PRE-PROPOSAL MEETING

Thursday, August 20, 2009 @ 2:00 P.M. (CST)
PROPOSAL DUE DATE   

Wednesday, September 9, 2009 @ 2:00 P.M. (CST)
ISSUED BY

City of Richardson
 Purchasing Department

411 W. Arapaho Road, Room 101

P.O. Box 830309

Richardson, Texas 75083-0309



City of Richardson, TX

Purchasing Department

Proposal Checklist

RFP #702-09 BANK DEPOSITORY SERVICES

Please ensure that you complete and return the following documents and information to the City of Richardson Purchasing Department before the deadline. Late submittals will not be accepted.

1.
____
Completed Insurance Requirement Affidavit or Copy of Current Insurance Certificate in 



the amounts specified.

2.   ____
Complete responses requested in the RFP.

3.   ____
Signatures must be original, in blue or black ink.
4.   ____
Identify addenda received (if any). 
5.  ____
Clearly mark the RFP number, title, due date and time, and your company name and address on the outside of the envelope or container.   

FAILURE TO PROVIDE ANY OF THE ABOVE MAY RESULT IN YOUR PROPOSAL BEING DEEMED NON-RESPONSIVE.

_________________________________
_______________________________________
Proposer (Signature)



Proposer (Print)

Proposer’s Name:  ______________________________________________________






(Print or Type)

Proposer’s Address:











Name of Agent/Broker:










Agent / Broker (Signature)










Address of Agent/Broker:










City/State/Zip:












Agent/Broker Telephone Number:  ( ______ ) 







Date:







PLEASE INCLUDE THIS COMPLETED PAGE AS THE FIRST PAGE OF YOUR SUBMITTAL.

CITY OF RICHARDSON

REQUEST FOR PROPOSAL #702-09 BANK DEPOSITORY SERVICES

INSURANCE REQUIREMENT AFFIDAVIT

To Be Completed by Proposer and Insurance Agent

And Attached to Submittal

I, the undersigned Proposer, certify that the insurance requirements contained in this proposal document have been reviewed by me with the below identified Insurance Agent/Broker.  If I am awarded this contract by the City of Richardson, I will be able to, within ten (10) business days after being notified of such award by the City of Richardson, furnish a valid insurance certificate to the City meeting all of the requirements defined in this proposal.  If this time requirement is not met, the City has the right to reject the Proposer’s proposal and award the contract to another provider.  

_________________________________
_______________________________________
Proposer (Signature)



Proposer (Print)

Proposer’s Name:  ______________________________________________________






(Print or Type)

Name of Insurance Agent/Broker:



_______




Agent / Broker (Signature)










Address of Agent/Broker:










City/State/Zip:












Agent/Broker Telephone Number:  ( ______ ) 







Date:







If you have any questions concerning these requirements, please contact the Purchasing Department for the City of Richardson at (972) 744-4130.
PLEASE INCLUDE THIS COMPLETED PAGE AS THE SECOND PAGE OF YOUR SUBMITTAL.
CITY OF RICHARDSON
REQUEST FOR PROPOSAL #702-09

BANK DESPOSITORY & MERCHANT CARD SERVICES

I.
GENERAL TERMS & CONDITIONS OF THE REQUEST FOR PROPOSAL



A.
INTENT & BACKGROUND:

The City of Richardson (the City) is requesting proposals from qualified banking institutions to provide bank depository services (II. Part I)  and a credit card processing company (III. Part II) to become the City’s merchant card service provider. The objective of this Request for Proposal (the RFP) is to identify the financial institution and credit card processing company that will provide the highest quality services at the best value.

Proposal specifications and evaluation criteria have been developed and are described herein.  Only banks, credit unions and savings associations with locations/branches in the City limits are eligible to propose, and must be able to offer a full range of depository services as required by this RFP. 

Each proposer must be complete and specifically address the requirements described in the RFP.  Proposers must respond to all specified requirements.



B.
PRE-PROPOSAL MEETING:

A pre-proposal meeting will be conducted on Thursday, August 20, 2009 at 2:00 p.m. (CST) at the Richardson Civic Center/City Hall, 411 W. Arapaho Road, Richardson, Texas 75080, in the West Conference Room for the purpose of reviewing the RFP and responding to questions concerning its content.  Although attendance is not mandatory, proposers are strongly encouraged to attend.



C.
NON-APPROPRIATION

All funds for payment by the City under this contract are subject to the availability of an annual appropriation for this purpose by the City.  In the event of non-appropriation of funds by the City Council of the City of Richardson for the goods or services provided under the contract, the City will terminate the contract, without termination charge or other liability, on the last day of the then-current fiscal year or when the appropriation made for the then-current year for the goods or services covered by this contract is spent, whichever event occurs first.  If at any time funds are not appropriated for the continuance of this contract, cancellation shall be accepted by the Seller on thirty (30) days prior written notice, but failure to give such notice shall be of no effect and the City shall not be obligated under this contract beyond the date of termination.
D.  
QUALIFICATIONS OF PROPOSER

By submitting a proposal, the Proposer certifies that they are duly qualified, capable, and otherwise bondable business entity that is not in receivership or contemplates same, nor has filed for bankruptcy. The Proposer must further certify that they are not indebted to the City and do not owe any back taxes to the City.  The Proposer warrants that they are familiar with all laws, regulations and customs applicable to the type of business required herein.

E.  
EXCEPTIONS

Any exceptions to the requirements stated herein must be stated in the formal proposal. Explanation must be made for each item for which exception is taken, giving in detail the extent of the exception, and the reason for which it is taken, in order for consideration to be given to the proposal.



F.
SELECTION AND AWARD PROCESS

1.
Responses to this RFP will be reviewed by an evaluation committee. A short list of firms will be identified and may be interviewed by the evaluation committee.  

2.
Selection shall be based on the evaluation factors published in this RFP.  After the evaluation committee makes its initial selection, it shall proceed to negotiate a contract at a fair and reasonable price.

3.
If the City is unable to negotiate a satisfactory contract with the most highly qualified person or firm, the City shall formally end negotiations with that person or firm and begin negotiations with the second most highly qualified person or firm.

4.
Negotiations shall be undertaken in this sequence until a contract is made. The evaluation committee may allow proposal revisions after submission in order to obtain the best final proposal. Following the interviews and negotiations, the evaluation committee will recommend a Contractor to the Richardson City Council. The City Council will make the final selection of the Contractor based on the evaluation committee’s recommendation and whether the qualified Proposer’s proposal is determined to be the most advantageous to the City, considering the evaluation factors set forth in this RFP.

5.
NO INDIVIDUAL OF ANY USING DEPARTMENT HAS THE AUTHORITY TO LEGALLY AND/OR FINANCIALLY COMMIT THE CITY TO ANY CONTRACT, AGREEMENT OR PURCHASE ORDER FOR GOODS OR SERVICES, UNLESS SPECIFICALLY SANCTIONED BY THE REQUIREMENTS OF THIS REQUEST FOR PROPOSALS.



G.
RESPONSE FORMAT AND PREPARATION INSTRUCTIONS

Proposers shall use the prescribed format outlined in this RFP to clearly indicate their experience and qualifications, describe their technical approach to this project, and fully describe their proposal.  

Responses must be submitted in the format outlined in this RFP.  Provide one (1) original and five (5) copies of your responses.  Each response will be reviewed to determine if it is complete before evaluation. The City reserves the right to eliminate from further consideration any response that is deemed to be unresponsive to this RFP.  Proposals will be evaluated based on the material and substantiating evidence presented in the proposal, and not on the basis of what could be inferred.



I.
CLARIFICATION OF REQUIREMENTS
ALL REQUESTS FOR ADDITIONAL INFORMATION OR CLARIFICATION CONCERNING THIS REQUEST FOR PROPOSALS (RFP) MUST BE SUBMITTED IN WRITING NO LATER THAN WEDNESDAY, SEPTEMBER 2, 2009 AND ADDRESSED TO: 

Keith Dagen, Treasurer & Revenue Manager

972-744-4144

Keith.dagen@cor.gov
Such notification must be submitted in writing and must be received by the Purchasing Manager no later than Wednesday, September 2, 2009.  Responses to all questions submitted will be disseminated to all prospective bidders via RFPdepot.com.



J.
PROPOSAL SUBMISSION PROCESS, DUE DATE, AND REQUIRED DOCUMENTS
One original and five (5) copies of the response, including all required forms and applicable supporting documentation, are required. The original must be clearly marked “ORIGINAL” and the copies must be clearly marked “COPY”.

Proposals are due no later than 2:00 p.m., Central Standard Time on Wednesday, September 9, 2009. The responses must be bound and sealed in an envelope or container when submitted.  The response material must be addressed and delivered to:

City of Richardson

Pam Kirkland, Purchasing Manager

411 W. Arapaho Road, Room 101  (75080)

P.O. Box 830309

Richardson, Texas 75083-0309

The outside of the envelope or container must state:

RFP #702-09 -  BANK DEPOSITORY  & MERCHANT CARD SERVICES 

Responses received later than the above date and time will be rejected and returned unopened. Timely proposals will be opened on the date specified in the RFP and will be kept secret during the process of negotiations. All proposals that have been submitted shall be open to public inspection after the contract is awarded, except for trade secrets and confidential information contained in the proposals to the extent marked “confidential” by the proper responding party.



K.
RIGHT OF THE CITY TO REQUEST FURTHER DOCUMENTATION

The City reserves the right to request additional information or to meet with representatives from proposing organizations to discuss points in the proposal before and after submission, any and all of which may be used in forming a recommendation.



L.
RIGHT OF THE CITY TO CANCEL REQUEST FOR PROPOSALS, ELECT NOT TO AWARD, REJECT PROPOSALS, AND WAIVE INFORMALITIES OR IRREGULARITIES

The City reserves the right to reject any and all proposals.  The City, at its option, may waive any and all informalities, minor irregularities and/or technicalities.  The City may reject the proposal of a Proposer who is not, in the opinion of the City, in a position to satisfactorily perform the contract.  The City may also accept or reject any of the alternates that may be set forth in a proposal.  The City reserves the right to reject any proposal if the evidence submitted by, or investigation of, such Proposer fails to satisfy that such proposer is properly qualified to carry out the obligations of the contract and to complete the work contemplated therein.



M.
EQUAL OPPORTUNITY IN CITY BUSINESS CONTRACTING

Race, religion, sex, color, ethnicity, and national origin will not be used as criteria in the City’s business contracting practices.  Every effort will be made to ensure that all persons regardless of race, religion, sex, color, ethnicity and national origin have equal access to contracts and other business opportunities with the City.

N.   
Addenda & Modifications
Any changes, additions, or clarifications to the RFP are made by written addenda issued by the Richardson Purchasing Department.   
Any Proposer in doubt as to the true meaning of any part of the RFP or other documents may request an interpretation thereof as outlined in Section I. above.  In depth discussion of the RFP and requirements will be provided in detail at the pre-proposal conference on August 2, 2009.  However, in the event the Purchasing Department deems a written request for interpretation by a Proposer to be substantive, the interpretation will be made by written addenda. Such addenda will be emailed, mailed or faxed to all known proposers on the bidders list and will become part of the proposal package having the same binding effect as provisions of the original RFP. No verbal explanations or interpretations will be binding. In order to have a request for interpretation considered, the request must be submitted in accordance with Section I. above. 

The City does not assume responsibility for the receipt of any addendum sent to proposers.

O.  
Examination of Documents and REQUIREMENTS
Each Proposer shall carefully examine all RFP documents and thoroughly familiarize itself with all requirements prior to submitting a proposal to ensure that the proposal meets the intent of this RFP.

Before submitting a proposal, each Proposer shall be responsible for making all investigations and examinations that are necessary to ascertain conditions and requirements affecting the requirements of this RFP.  Failure to make such investigations and examinations shall not relieve the Proposer from obligation to comply, in every detail, with all provisions and requirements of the Request for Proposal.

Unauthorized modifications of the City of Richardson proposal specifications, forms, or terms may render the proposal invalid.

P.   
Proposal Copies
Proposer’s must submit the ORIGINAL AND FIVE (5) COPIES of the sealed proposal to the Purchasing Department prior to the proposal deadline at 2:00 P.M. (CST) on September 9, 2009.  Failure to submit the additional copies may result in the proposal being declared unresponsive.  The original must be clearly marked “ORIGINAL” and the copies must be clearly marked “COPY”.
All proposals, responses, inquiries, or correspondence relating to or in reference to this RFP, and all electronic media, reports, charts, and other documentation submitted by Proposers shall become the property of the City of Richardson when received.

Q. Proposal Preparation Costs
Issuance of this RFP does not commit the City of Richardson, in any way, to pay any costs incurred in the preparation and submission of a proposal.  The issuance of this RFP does not obligate the City of Richardson to enter into contract for any services or equipment.  All costs related to the preparation and submission of a proposal shall be paid by the Proposer.

R. TRADE SECRETS, CONFIDENTIAL INFORMATION AND THE TEXAS PUBLIC INFORMATION ACT
If you consider any portion of your proposal to be privileged or confidential by statute or judicial decision, including trade secrets and commercial or financial information, clearly identify those portions. 

Proposals will be opened in a manner that avoids disclosure of the contents to competing Proposers and keeps the proposals secret during negotiations.  All proposals are open for public inspection after the contract is awarded, but trade secrets and confidential information in the proposals are not open for inspection.

The City of Richardson will honor your notations of trade secrets and confidential information and decline to release such information initially, but please note that the final determination of whether a particular portion of your proposal is in fact a trade secret or commercial or financial information that may be withheld from public inspection will be made by the Texas Attorney General or a court of competent jurisdiction.  In the event a public information request is received for a portion of your proposal that you have marked as being confidential information, you will be notified of such request and you will be required to justify your legal position in writing to the Texas Attorney General pursuant to Section 552.305 of the Government Code.  In the event that it is determined by opinion or order of the Texas Attorney General or a court of competent jurisdiction that such information is in fact not privileged and confidential under Section 552.110 of the Government Code and Section 252.049 of the Local Government Code, then such information will be made available to the requester.

Marking your entire proposal CONFIDENTIAL/PROPRIETARY is not in conformance with the Texas Open Records Act.
S.  CONFLICT OF INTEREST
The Proposer shall not offer gifts or anything of value nor enter into any business arrangement with any employee, official, or agent of the City of Richardson. 

By signing their proposal, the Proposer certifies and represents to the City the Proposer has not offered, conferred or agreed to confer any pecuniary benefit or other thing of value for the receipt of special treatment, advantage, information, recipient's decision, opinion, recommendation, vote or any other exercise of discretion concerning this RFP.  

T.   ANTI-LOBBYING PROVISION
During the period between the proposal submission date and the contract award, Proposers, including their agents and representatives, shall not directly discuss or promote their proposal with any member of the Richardson City Council or City staff except in the course of City-sponsored inquiries, briefings, conferences, interviews, or presentations, unless requested by the City.  

This provision is not meant to preclude Proposers from discussing other matters with City Council members or City staff.  This policy is intended to create a level playing field for all potential Proposers, assure that contract decisions are made in public, and to protect the integrity of the RFP process. Violation of this provision may result in rejection of the Proposer's proposal.

U.  Authorization to Bind Submitter of Proposal
Proposals must show vendor name and address of Proposer. The original proposal must be manually signed by an officer of the company having the authority to bind the submitter to its provisions.  Person signing proposal must show title or AUTHORITY TO BIND THEIR FIRM IN A CONTRACT.  Failure to manually sign the proposal will result in the rejection of the Proposer’s proposal.
           V.  ABOUT THIS DOCUMENT
This document is a Request for Proposal.  It differs from an Invitation to Bid in that the City of Richardson is seeking a solution, as described in the following general requirements, not a bid/quotation meeting firm specifications for the lowest price. As such, the lowest price proposed will not guarantee an award recommendation. Sealed proposals will be evaluated based upon criteria formulated around the most important features of a product or service, of which quality, testing, references, availability or capability, or best value may be overriding factors, and price may not be determinative in the issuance of a contract or award.  The proposal evaluation criteria should be viewed as standards that measure how well a Proposer's approach meets the desired requirements and needs of the City of Richardson. Those criteria that will be used and considered in evaluation for award are set forth in this document. The City will thoroughly review all proposals received.  The City will also utilize its best judgment when determining whether to schedule a pre-proposal conference (before proposals are accepted), or meetings with Proposers (after receipt of all proposals).  A contract will be awarded to a qualified Proposer submitting the best proposal. The City reserves the right to select, and subsequently recommend for an award, the proposed service which best meets its required needs, quality levels, and budget constraints.

The City is aware of the time and effort you expend in preparing and submitting your response to the City. Please let us know of any requirement causing you difficulty in responding to our Request for Proposal. We want to facilitate your participation so that all responsible firms can compete for the City’s business. Awards are made approximately two to six weeks after the opening date.  If you have any questions, please contact the City of Richardson Purchasing Manager, Pam Kirkland, at (972) 744-4130.
II.
PART I – BANK DEPOSITORY SERVICES

A.
INTRODUCTION

The City of Richardson (the City) is requesting proposals from qualified banking institutions to provide bank depository services as described below. The objective of this Request for Proposal (the RFP) is to identify the financial institution (the Depository) that will provide the highest quality service at the best value.

Proposal specifications and evaluation criteria have been developed and are described herein.  Only banks, credit unions and savings associations with locations/branches in the City limits are eligible to propose, and must be able to offer a full range of depository services as required by this RFP. 

Each proposer must be complete and specifically address the requirements described in the RFP.  Proposers must respond to all specified requirements.

B.
PROPOSAL  FORMS

Each proposer shall use the attached Proposal Form for Depository Services, (the Form), Exhibit A, in submitting a proposal.  It is required that the Form be completed in its entirety.

If a service requirement cannot be provided by the proposer, the term “No Proposal”, should be entered on the Form for that specific requirement.  In the case of a “No Proposal” remark, the proposer may offer an alternative equivalent service for the City’s consideration.

Services for which a proposer intends to charge a fee must have the applicable fee indicated on the Form.  Any service that does not have a fee indicated on the Form will be considered to be free of charge in the Depository Contract.


C.
REQUESTS FOR INFORMATION

A proposer may submit written questions to the City by September 2, 2009 in order to clarify any matters related to this RFP.  The questions and the City’s response will be shared with all proposers.  The following staff member will be the primary contact for the City:





Keith Dagen










Treasurer and Revenue Manager







972-744-4144









Keith.dagen@cor.gov
D.      SELECTION CRITERIA

The City will evaluate the proposal based on the best value criteria listed below.  The sole objective of this evaluation will be to determine the financial institution whose proposal is most responsive to the City’s depository needs.  While the requirements of this RFP represent the minimum performance necessary, the City will consider additional services in the final selection process. 
1. Ability of the proposer to provide the depository services described in the RFP.   (45%)

2. Cost of the proposed depository services.   (30%)

3. Experience and success in providing depository service to large municipal governments in Texas.   (15%)

4. Completeness of the Form and submission of the required information.   (10%)

E.   
REQUIRED INFORMATION

Each proposal must include the following:
1.
Audited financial statement for the most recent fiscal year.

2.
Ratings on outstanding debt.

3.  
Three Texas local government references, similar to the City of Richardson’s transaction activity, for treasury management services.

4.  
Sample account analysis and monthly statement.

5.  
Availability of funds schedule.

6.  
Sample of daily balance report.

7.  
New customer conversion procedures and applicable information.

8.  
Daylight overdraft definition and policy.

9.  
Proposed wire transfer agreement.

10.
Proposed safekeeping agreement with the Depository bank for the City’s investment securities.

11.
Proposed three party (City of Richardson, the Depository, and the Federal 

Reserve Bank or the Federal Home Load Bank) collateral agreement.

12.
Proposed Automated Clearing House Agreement.

13.
Proposed vault services agreement.

14.
Proposed positive pay agreement.

15.
Proposed ACH Blocks agreement.

16.
Any additional agreements that require City approval.

F.
CONTRACT TERMS

The contract is for two (2) years seven (7) months commencing January 1, 2010 and continuing through July 31, 2012.  All fees shall be fixed for the initial thirty one (31) month term.  The contract will provide an option for one (1) two (2) year extension, ending July 31, 2014, subject to the approval of the City Manager or designee and the Depository.  The City must request the extension of the Depository Contract and related agreements in writing ninety (90) days prior to the expiration of the initial thirty one (31) month contract.  The fees for services to be provided by the Depository for such renewal agreement should be provided as part of this proposal.

The Depository Contract will be awarded to the depository whose proposal conforms to the RFP and provides the highest quality service at the best value.  The City of Richardson Depository Contract is expected to be awarded at the City Council meeting on October 12, 2009 in the Council Chamber located at Richardson Civic Center, 411 West Arapaho Road, Richardson, Texas.

G.
DESIGNATED DEPOSITORY CONTACT PERSONNEL

Upon selection, the Depository shall designate one account officer with authority and responsibility for the City’s entire account.  The Depository shall be responsible for training and communicating the terms of this contract to all of its employees.   

In addition, the Depository shall provide a list of personnel (including the physical location where each employee works) qualified to provide product information and assistance in the following areas:

1.
General information
2.
Investments and safekeeping
3.
Accounting and bookkeeping
4.
Deposit discrepancies
5.
Wire transfers
6.
Vault services
7.
Reconciliations
8.
ACH services
9.
Balance reporting
10.
Controlled disbursements
11.
Pledged collateral
12.
Positive Pay
13.   
Automated Clearing House

14.
Name of Branch Manager and contact information at each bank located in the City of Richardson

H.
ADDITIONAL ITEMS

The following is a list of agreements which shall be executed between the designated depository and the City and shall be effective January 1, 2010:
1. Depository  Contract
2. Wire Transfer Agreement
3. Three Party Collateral Agreement
4. Safekeeping agreement with the Depository Bank for the City’s investment securities

Additional services may be added during the contract period which might require supplemental agreements to be added to the original contract.  All supplemental agreements to the Depository Contract must be approved as to both form and content by the City.  All supplemental agreements will be attachments to the Depository Contract.

If a depository does not execute a Depository Contract within twenty-five (25) business days after being notified of selection, the City may give notice to the depository of the City’s intent to select the next most qualified proposer or call for new bids, whichever the City deems most appropriate.

The Depository contract shall provide that the City reserves the right to cancel any agreement at any time upon ninety (90) days prior written notice of its intent to terminate any agreement.  The Designated depository shall provide the City ninety (90) days prior written notice of its intent to terminate any agreement.

I.
ACCOUNT STRUCTURE
The City is currently using the following accounts:

1.
Operating Account
The City requires an operating account for all daily deposits, ACH transactions (in/out), wire transfers (in/out), investment activities, and controlled disbursement transactions.  Securities clearance and safekeeping activity of investments will be debited/credited against this account.

2.
Controlled Disbursement Accounts
The City uses two (2) controlled disbursement accounts, and automatic transfers from the operating account to these accounts will be used.  First presentment totals via Internet reporting should be available by 8:30 a.m. and final presentment totals shall be available by 10:00 a.m. each day to ensure adequate funding by the operating account.

The City is interested in establishing a sweep account for our operating account.   See  Section W. below.

The City reserves the right to open or close any number or type of accounts throughout the contract period.

The City of Richardson is responsible for the accounting of two (2) not-for-profit corporations.  Each corporation is a separate legal entity and requires separate bank accounts with separate account analysis statements.  These accounts average between one (1) and ten (10) transactions per month, and will be considered part of the depository contract.

J.
ACCOUNT RECONCILIATION SERVICES

The operating account will require deposit account reconciliation.
The controlled disbursement accounts will require full account reconciliation with imaging positive pay. The cleared check information will be given to the City via data transmission along with a standard printed report.  The City requires that images of the cleared checks be received on CD ROM, sorted in numerical order.
The City should receive statements for all accounts within five (5) business days after month end.  The statement must include all transactions which incurred in the account during the month. The statement can be delivered via electronic format.  If this is your intended method, send a sample of the statement.

K.
INTERNET BANKING REQUIREMENTS

The City requires an Internet based system that allows inquiry and includes reports that can be utilized for balancing accounts and other reconciliation purposes.  This Internet based system will include but not be limited to the following:

1.
Current Day Balance Report
2.
Previous Day Balance Report
3.
Debit and Credit detail
4.
Controlled Disbursement Report
5.
ACH Activity Report
6.
Positive Pay Activity Report
7.
Stop Payment Status Report
8.
Wire Transfers 
9.
Ability to view images of the checks cleared in the last 60 days 
10.
Monthly Bank Statements

Detail any other internet services available.

L.
ACH TRANSACTIONS

The City receives/sends ACH payments for the following purposes:

1.
Utility payments from customers
2.
Payroll Direct Deposit
3.
Transactions with the State of Texas
4.
Transactions with the Federal Government
5.
Transactions with other governmental and nongovernmental entities

The City requires an Electronic Payment Authorization system (ACH Blocks and Filters).  Explain in detail your Electronic Payment Authorization system.

M.
WIRE TRANSFERS
The City requires internet-based and phone-initiated repetitive and non-repetitive wire transfer services.   Wire advices should be delivered within three (3) days of the transaction date.   All outgoing wire transfers will be released within one hour of origination.  Identify in your proposal the provisions for the release of wire transfers.

N.
DEBIT AND CREDIT ADJUSTMENTS
All debit and credit adjustments will be delivered to the Accounting Department with supporting documentation as the entries are made throughout the month.  The monthly bank statement should include a copy of all debit and credit adjustments.  Adjustment documentation should include description, date and amount.  The City will not be responsible for the cost of credit and debit adjustments caused by bank error.

O. DIRECT FEES FOR SERVICES PROVIDED

The City desires an equitable reimbursement arrangement for the banking services provided.  A flat monthly fee or a direct fee basis for services provided by the bank with an offsetting earnings credit for available balances are the methods preferred.  The direct fee basis for services provided by the bank requires the monthly calculation of a net banking service cost.  The bank will calculate the total monthly service costs for all accounts and the total monthly earnings credit for all accounts on the account analysis statement.  The net of total service costs and total earnings credit equals net banking service costs for the month.  Credit should be given for all account balances grouped together and not single account balances.  If the cost of any fees are contingent on the City maintaining a specific account balance at the bank, clearly indicate in your proposal the minimum balance required for the fee proposal, and indicate the alternate fee structure if the minimum balance is not maintained.
P.
ACCOUNT ANALYSIS
The City will require an account analysis each month, which will include the following:

1.
Volume counts
2.
Itemization of fees charged by service and total service charge
3.
Average ledger balances
4.
Average uncollected funds
5.
Average collected balances
6.
Reserve requirements
7.
Earnings credit rate

Proposals must explain the method or calculation used to determine the earnings credit rate applied to balances on the monthly account analysis.  Identify which balance, ledger or collected, to which the earnings credit shall be applied, and if a percentage reserve requirement is subtracted from this balance.  Bids must also include the methodology used to determine the average daily ledger balance, average uncollected funds, and average collected balances.

All charges for securities clearance and safekeeping, including fees passed on from the Federal Reserve Bank will be included on the account analysis statement and not deducted from each security settlement.  The City will pay these charges on a monthly basis.

Q.
RETURNED ITEMS
All deposits that do not clear the first time must be submitted a second time before returning the item to the City.  A returned check that does not clear on the second attempt shall be returned within five (5) business days.  

R.
DAYLIGHT OVERDRAFTS/FUNDS AVAILABILITY
The Depository will not charge a fee for daylight overdrafts.  When a daylight overdraft is anticipated, a member of the City staff will notify a designated Depository official about the situation.  Provide a schedule for funds availability. Indicate circumstances where the City could receive immediate credit for deposited funds.

S.
POSITIVE PAY
The City requires positive pay.  The City transmits positive pay files at least two (2) to three (3) times each week for the controlled disbursement accounts.  The bank will cross reference this list with all checks presented for clearing on the City’s controlled disbursement accounts.  The City will be notified electronically or via phone of any exceptions and will notify the bank of approval or denial of the exception.  Please provide an explanation of your positive pay service, including what information will be provided to the City, and also what information is required from the City.  Does your bank allow the name of the payee, along with the check number and amount, to be verified as part of your positive pay service?

T.
SECURITIES CLEARANCE AND SAFEKEEPING
The Depository may act as transfer agent for some or all security transactions.  All security transactions shall be executed delivery versus payment, (i.e. payment shall not be made until the security is received).  The City requires safekeeping accounts that allow debits and credits to be made to City bank accounts.  The Depository must have the capability of executing transactions on behalf of the City, through the Depository Trust Company (DTC) and Federal book entry security purchases and sales through the Federal Reserve Bank.  The City will hold the Depository responsible for carrying out all normal securities clearance and safekeeping transactions.  Controls for securities clearance will be established by mutual agreement.  Include in the bid a safekeeping agreement for the City’s investment securities.

A safekeeping confirmation for each security transaction will be issued and mailed to the City within two (2) business days of settlement.  A monthly report listing all securities held in safekeeping will be mailed to the City within seven (7) business days of the end of each month.

U.
COLLATERAL REQUIREMENTS

The Depository is required to comply with Government Code Chapter 2257, Collateral for Public Funds. Eligible securities as defined in Chapter 2257 and identified below shall be deposited with a third party custodian, (Federal Reserve Bank or Federal Home Loan Bank)  prior to the deposit of City funds.  The pledged collateral must be maintained at all times during the term of the Depository contract at the levels required in this section.  The City requires that $2,000,000 of collateral be maintained at all times.  An additional pledge of $4,000,000, for a total pledge of $6,000,000 will be required, from November through February due to ad valorem tax collections.  Other requests for additional collateral will be made on an as needed basis.

The following securities are approved as collateral for City funds:



1.
United States Treasury Notes, Bills or Bonds or Obligations fully and 

unconditionally guaranteed as to principal and interest by the full faith and credit of the United States


2.
Obligations of the Federal Home Loan Bank, including Letters of Credit

Government National Mortgage Association securities or any other asset backed, mortgage backed or pooled securities are unacceptable collateral. Corporate or municipal debt which has received full faith and credit guarantees from the FDIC or other government agencies is not acceptable.  Non-mortgage backed securities issued by other government agencies (FNMA, FHLMC, and FFCB) may be allowed with advance approval of the City.

The Depository may substitute approved securities as long as the total value of the pledged securities meets the required levels.  Substitution may be made after obtaining permission from the City’s Director of Finance or the appointed designee.  The Depository may also request release of securities whenever the total amount pledged is in excess of City requirements.  

The securities pledged shall be held in safekeeping under the name of the depository bank and pledged to the City of Richardson. The City, Depository, and third party custodian shall operate in accordance with a Third Party Custodial Agreement signed by all parties. This agreement must clearly state that the third party custodian is instructed to release collateral securities to the City when the Depository has failed to pay on any accounts, or is in default of this agreement, or the City believes the funds are in jeopardy for whatever reason including involuntary closure by order of a federal regulatory authority, or change of ownership, and the instructions for release have been formally requested by the City Manager or appointed designee.  The City does not intend to participate in any state-sponsored pooled collateral programs during the term of this contract.

Upon receipt of the collateral, the third party custodian shall provide to the City information detailing the security.

In order to perfect the City’s security interest in pledged collateral under the Financial Institutions Reform, Recovery, and Enforcement Act of 1989 (FIRREA), it is required that a Third Party Custodial Agreement between the City, the Depository and the approved custodian be signed by all parties prior to the deposit of City funds.  This agreement must be approved in resolution form by the Board of Directors or Loan Committee of the Depository as reflected in their certified minutes.  The resolution should state that the officer signing this agreement is authorized to sign on behalf of the Depository.  The signed agreement, Board resolution, and minutes certifying the approval of the agreement must be presented to the City prior to the deposit of funds.

The Depository shall provide the City a report of securities pledged on a monthly basis or at any time requested by the City Manager, or a designated representative.  This report should reflect the following information as of the end of each month and be delivered within seven (7) business days after month end.

Total pledged securities itemized by:

1.
Security Description
2.
CUSIP Number
3.
Par Value
4.
Market Value as of the report date
5.
Maturity Date
6.
Bond rating, if applicable

V.
STOP PAYMENTS
The City will require the Depository to issue stop payments upon telephone or internet notification from authorized staff.  The method of stop payment notification is at the City’s discretion.  The City will provide all stop payment information, and the Depository will provide the City with hard copy confirmation for each stop payment. 

W.
SWEEP ACCOUNT

The City is interested in establishing a sweep account for the operating account.  Any idle collected balance would be swept into one of the banks sweep account options.  The City is not currently using a sweep account but is interested in the possibility of using one in the future.

Describe in detail, including the cost, the procedures in setting up and maintaining a sweep account  for the City’s operating account.  Describe if the sweep account will utilize a 3rd party money market account or your own entity’s savings account.

X.
RED FLAG RULES TRAINING

The City’s utility staff is required to receive annual training for compliance with the FTC’s Red Flag Rules.   Indicate if your bank is able to offer local training to City staff in the areas of cash handling, identity theft prevention, or counterfeit detection.


Y.  
ADDITIONAL SERVICES

Provide information, including costs, of additional services such as remote capture, lockbox, or other optional services which could enhance the City’s banking practices.

EXHIBIT A

PROPOSAL FORM FOR DEPOSITORY SERVICES

Depository Name:



__________________________________________

Official Submitting:



__________________________________________

Title of Official:



__________________________________________

Officer assigned to City’s Account:
__________________________________________

INSTRUCTIONS
Enter a per-item fee for services listed below.  Activity estimates are the average monthly activities for calendar years 2005-2008, and may not reflect future activity.

	Service Description
	Estimated Monthly Activity
	 Service Fee  Per  Item    

	Balances
	 
	 

	FDIC Charge
	              $ 636,100 
	 

	 
	 
	 

	Checking
	 
	 

	Account Maintenance
	                            3 
	 

	Accounts with check return option
	                            2 
	 

	Credit
	                         550 
	 

	Debit
	                           15 
	 

	Deposit Error Correction - Check
	                            3 
	 

	Deposit Error Correction - Cash
	                            4 
	 

	Electronic Credit
	                         497 
	 

	Electronic Debit
	                           51 
	 

	 
	 
	 

	Account Reconcilement Plan  (ARP)
	 
	 

	ARP Checks - Full
	                      2,132 
	 

	ARP File Output Transmissions
	                            3 
	 

	ARP Maintenance - Full W/Img Pos Pay
	                            3 
	 

	ARP/Pos Pay Manual Entries
	                           39 
	 


	

	Service Description
	Estimated Monthly Activity
	 Service Fee  Per  Item    

	ACH
	 
	 

	ACH File
	                           11 
	 

	ACH Items Originated
	                      5,505 
	 

	ACH Monthly Maintenance
	                            1 
	 

	ACH Notification of Change
	                            8 
	 

	ACH Originated - Per Addenda Record
	                            4 
	 

	ACH Returned Item
	                            8 
	 

	EPA Monthly Maintenance
	                            1 
	 

	 
	 
	 

	Cash Letter
	 
	 

	Texas On-us
	                         973 
	 

	Tier II  TX Local City Items
	                      9,257 
	 

	Tier III Local RCPC Items
	                      1,404 
	 

	Tier IV Other 11th Dist Fed Items
	                         409 
	 

	Tier V Other Fed Districts
	                         8,352 
	 

	
	
	 

	Cash Vault
	 
	 

	Automated Change Order
	                            8 
	 

	Cash Deposit Charge per Note
	                    19,133 
	 

	Error Notification by Phone
	                           20 
	 

	Loose Coin with Currency/$100
	                         242 
	 

	Order Coin Partial Box
	                           37 
	 

	Order Half Strap
	                           17 
	 

	Order Currency per Strap
	                           24 
	 

	Information Reporting
	 
	 

	Automated Outgoing domestic wire
	                           29 
	 

	Check Inquires
	                           62 
	 

	Commercial Account Statement Module
	                            1 
	 

	Control Disb Detail Bank Report
	                            6 
	 

	Control Disb Summary Bank Report
	                           68 
	 

	Control Disb Summary Bank Rpt Mod
	                            1 
	 

	Controlled Disburse Detail Module
	                            1 
	 

	Previous Day Detail Account
	                            5 
	 

	Previous Day Detail Module
	                            1 
	 

	Intra Day Detail Account
	                            3 
	 

	Intra Day Detail Module
	                            1 
	 

	Money Transfer Module
	                            1 
	 

	Positive Pay Statement Module
	                            1 
	 

	Previous Day Detail Item
	                      3,573 
	 

	Previous Day Summary Item
	                      1,609 
	 

	Statements
	                            5 
	 

	Stop Payment Module
	                            1 
	


	Service Description
	Estimated Monthly Activity
	 Service Fee  Per  Item    

	Summary Account
	                            5 
	 

	Summary Module
	                            1 
	 

	TMCW Ach Items
	                           12 
	 

	TMCW ACH Monthly  Base Fee
	                            1 
	 

	
	
	

	Controlled Disbursement
	 
	 

	Cont Disb Initial Account Maint
	                            3 
	 

	Controlled Disb Funding Transfers
	                           61 
	 

	Controlled Disb Funding Credit Adj
	                           30 
	 

	Controlled Disb Funding Debit Adj
	                            2 
	 

	Controlled Disb Funding Maintenance
	                            3 
	 

	Controlled Disbursements Debits
	                      2,140 
	 

	 
	 
	 

	Image
	 
	 

	CD ROM Item Fee
	                      2,134 
	 

	CD ROM Media Fee and duplicate copies
	                            6 
	 

	Image Retrieval Paid Items Maint
	                            3 
	 

	Image Retrieval Paid Item
	                           84 
	 

	 
	 
	 

	Returned Items
	 
	 

	Returned Items Fax Notification
	                           78 
	 

	Returned Items Reclear
	                           47 
	 

	Returned Items Charge Back
	                           32 
	 

	 
	 
	 

	Target Balance Account
	 
	 

	Master Account Maintenance Fee
	                            1 
	 

	
	
	

	Wire Transfer
	 
	 

	Domestic Incoming Wire
	                           15 
	 

	Domestic Wire Fax Notification
	                           15
	 

	
	 
	

	Positive Pay
	 
	 

	Image Positive Pay Exception Item
	                            2 
	 

	Positive Pay File Transmission
	                           26 
	 

	Positive Pay Returned Item
	                            2 
	

	 
	 
	 

	Deposit Reconciliation
	 
	 

	Dep Recon Ticket Reject fee
	                            4 
	 

	Deposit Recon Account Maintenance
	                            1 
	 

	Deposit Recon Location/Account
	                           21 
	 

	Deposit Recon per Credit 
	                      1,077 
	 

	Service Description
	Estimated Monthly Activity
	Service Fee  Per  Item     

	Sweep Account
	 
	 

	Account Maintenance
	                            1 
	 

	Transaction Fee (Per Day)
	                           22 
	 

	

	Miscellaneous
	 
	 

	Plastic Bank Deposit Bags
	                         700 
	 

	American Express/MC/ Visa Gift Checks
	                            6 
	 

	Collateral Fee (Per $1mm) Mar-Oct
	 $             2,000,000 
	 

	Collateral Fee (Per $1mm) Nov-Feb
	 $             6,000,000 
	 

	Cashiers Checks
	20**
	 

	Audit Confirmations per request
	3**
	 

	
	
	

	**  Estimated annual activity as opposed to monthly.
	


III.
PART 2 – MERCHANT CARD SERVICES

A.
INTRODUCTION

The City of Richardson (the City) is requesting proposals from qualified credit card processing companies to become the City’s merchant card service provider.  This includes the service of processing payments received by phone, in person, or over the Internet.  The objective of this Request for Proposal (the RFP) is to identify the credit card processing company that will provide the highest quality service for the best value.

The City of Richardson anticipates processing approximately $15 million in credit card transactions this year and expects that this amount will continue to increase as more customers use credit cards and the Internet to transact business with the City.  The City presently processes credit cards at the locations shown in Exhibit B.  Please see Exhibit C for historical data on credit card transactions.  The current merchant card service allows the City to authenticate the cardholder and use the card’s magnetic strip to authorize and capture the transaction as well as manual entry of the credit card number.

Bidding Procedures

B.
PROPOSAL FORMS

Each proposer shall use the attached Credit Card Services Form (the Form), Exhibit D, in submitting a proposal.  It is required that the Form be completed in its entirety.

If a service requirement cannot be provided by the proposer, the term “No Proposal”, should be entered on the Form for that specific requirement.  In the case of a “No Proposal” remark, the proposer may offer an alternative equivalent service for the City’s consideration.

Services for which a proposer intends to charge a fee must have the applicable fee indicated on the Form.  Any service that does not have a fee indicated on the Form will be considered to be free of charge in the Merchant Card Services Contract.

A proposer may submit written questions to the City by September 2, 2009 in order to clarify any matters related to this RFP.  The questions and the City’s response will be shared with all proposers.  The following staff member will be the primary contact for the City:





Keith Dagen










Treasurer and Revenue Manager







972-744-4144









keith.dagen@cor.gov




C.
SELECTION CRITERIA

The City will evaluate the merit of the proposal based on the best value criteria listed below.  The sole objective of this evaluation will be to determine the vendor whose proposal is most responsive to the City’s needs for a credit card processor.  While the specifications of this RFP represent the minimum performance necessary, the City will consider additional services in the final selection process. 

1. Total cost to the City including all processing costs and any additional hardware and software costs.   (40%)
2. Technical compliance.  The degree that the technical and functional requirements of this RFP are met, as well as, the ability of the vendor to perform all services required in the RFP.   (30%)
3. Experience and reference checks in providing credit card processing services to 

municipalities.   (20%)

4. Additional services or optional services offered to the City that are associated with credit card processing services.   (10%)

The contractor must meet the following qualifications.

1. Performance – In order to qualify for this contract, the vendor must document performance history, length of time in business, and must be certified to provide such products and services required within this RFP.  The vendor must provide documentation outlining remediation and reconciliation procedures with the response to this RFP.

2. Experience – The vendor shall be fully capable and experienced in the scope of work specified in the project.  To ensure the system has continuous support, the City will purchase services and or items from vendors having a documented, successful history of sales, installation, service and support.

3. Certifications – The vendor shall provide documentation regarding the company’s authorization as a dealer or reseller for the manufacturer represented.

D.
REQUIRED INFORMATION

Each proposer must include the following:

1. Audited financial statements for the most recent fiscal year.
2. Sample monthly statement.
3. New customer conversion procedures and applicable information.
4. Copy of current Visa and MasterCard interchange rates. These interchange fees should not be included in the processing fees on the Proposal Form.
5. The vendor shall provide three (3) Texas governmental references from current or prior customers, including contact name and a brief description of the contractual relationship.

E.
CONTRACT TERMS

The contract is for two (2) years seven (7) months commencing January 1, 2010 and continuing through July 31, 2012.  All fees shall be fixed for the initial thirty one (31) month term.  The contract will provide an option for one (1) two (2) year extension, ending July 31, 2014, subject to the approval of the City Manager or designee and the Merchant Card Services provider.  The City must request the extension of the Merchant Card Services Contract and related agreements in writing ninety (90) days prior to the expiration of the initial thirty one (31) month contract. The fees for services to be provided by the Depository for such renewal agreement should be provided as part of this proposal.
The Merchant Card Services Contract will be awarded to the vendor whose bid conforms to the RFP and provides the highest quality service at the best value.  The City of Richardson Merchant Card Services Contract is expected to be awarded at the City Council meeting on October 12, 2009 in the Council Chamber located at Richardson Civic Center, 411 West Arapaho Road, Richardson, Texas.

F.
PRICING

The fees and charges presented in this proposal shall remain firm for the entire term (31 month) of the contract with the following exceptions that shall be adjusted to reflect:

1. Increases or decreases in all applicable rates, fees, and assessments established and levied by MasterCard, Visa, Discover, and American Express against all merchant service providers.
2. Increases in applicable taxes levied by any State, Federal, or Local authority related to the delivery of the services provided by the merchant services provider.
3. The merchant service provider will notify the City of Richardson thirty (30) days prior to the effective date of any change of the non-guaranteed conditions, exclusions or service fee increases or decreases.

G.
DESIGNATED MERCHANT CARD PERSONNEL

Upon selection, the Merchant Card Processor shall designate one account officer with authority and responsibility for the City’s entire account.  The vendor shall be responsible for training and communicating the terms of this contract to all of its employees.

H.
ADDITIONAL ITEMS

Additional services may be added during the contract period which might require supplemental agreements to be added to the original contract.  All supplemental agreements to the Merchant Card Services Contract must be approved as to both form and content by the City. All supplemental agreements will be attachments to the Depository Contract.

If a vendor does not execute a Merchant Card Services Contract within twenty-five (25) business days after being notified of selection, the City may give notice to the vendor of the City’s intent to select the next most qualified vendor or call for new bids, whichever the City deems most appropriate.

The Merchant Card Services Contract shall provide that the City reserves the right to cancel any agreement at any time upon thirty (30) days prior written notice of its intent to terminate any agreement.

I.
GENERAL REQUIREMENTS

1. The successful vendor shall notify the City in writing within ten (10) business days of any changes in Federal or State regulations that would thereafter affect this merchant credit card services contract.
2. The merchant service provider shall notify the City of any new services that become available to the City throughout the contract period.
3. The merchant card service provider shall provide a copy of the Operating Rules relevant to the services requested in this bid.
4. All charge backs shall be communicated to predetermined City staff and a vendor contact person should be provided to resolve any charge back issues.
5. The merchant card service provider’s records relating to the City of Richardson accounts shall be open to review by either City staff members or appointed independent auditors during normal business hours.

J.
EQUIPMENT AND SOFTWARE

The City of Richardson currently uses Hypercom processing equipment with the exception of our recreation centers, the Eisemann Center and the parking garage.  An interface with the software used at these point-of-sale (POS) locations is required.  List any costs to convert the existing equipment.

1. The Recreation centers use Class software for their scheduling.
2. The Eisemann Center uses Tessitura software for ticketing.
3. The Parking garage uses a cash register system.

The successful vendor will also provide an Internet system as explained below in Section L. below.

K.
NATURE OF SERVICES REQUIRED

1. Provide a competitively based discount rate for the processing of all four major credit cards:  Visa, MasterCard, Discover, and American Express. Vendors should not include the interchange rate with the processing fees.  The City has its own pricing arrangement with Discover and American Express.  The service shall allow the City to authenticate the cardholder and use the card’s magnetic stripe to authorize and capture the transaction.
2. Provide payment, settlement and refunding services.
3. Must be Cardholder Information Security Program (CISP) Compliant.
4. Provide a customer receipt that has only the last four (4) digits of the credit card number and does not show the expiration date.
5. Post payments to multiple merchant ID’s.
6. Deposit the gross payment in the City’s bank account.
7. Provide Online daily transaction and account reconciliation reports with multiple sorting options.
8. Application must be compatible with City’s present equipment and software.

L.
INTERNET BASED PAYMENT SYSTEM

The successful vendor must provide an Internet based payment system for the payment of utility bills, municipal court fines and building inspection fees.  Other Internet locations may be added in the future.  Please list all costs associated with the Internet based payment system.

The Internet Payment System must:

1. Be compatible with all major browsers, such as IE, Firefox, and AOL.
2. Have a storefront option that allows an independent web site(s) to attach via Secure Socket Layer (SSL) connection. 
3. Have a secure link between the City and the Merchant Processor only. This connection must allow reconciliation and balancing of all accounts via a secure connection requiring SSL.
4. Have real time credit card processing. 
5. Be able to process automatic account withdrawals each month.

The City currently interfaces with Cybersource.  The vendor must provide an internet based payment system which interfaces with Cybersource.  

Secure Gateway

1. Internet Payment Gateway has to reformat credit card transaction data and route it to the authorized network(s).
2. The selective service must have a secure gateway for all transaction methods, whether the request originated from a point-of-sale credit card terminal, cash register, PC, or through the Internet.

Customer Service Features

1. Have an Application Interface (API) for settling-up credit card account information with the ability to open and close orders.
2. Be able to find orders by invoice number, date, or customer name.
3. Be able to perform detailed searches on account information.
4. Be able to issue credit for an order by performing a charge back.
5. Have the ability to re-authorize an order.
6. Be able to add details or notes to an order.
7. Be able to export order information into different formats.
8. Have the ability to edit customer information and adjust billing information.

Reporting

1. Be able to produce management reports.
2. Be able to produce accounting reports.
3. Be able to produce a system status report.
4. Be able to produce an e-mail report.
M.
DISCOUNT RATES AND FEES

1. Do not include the interchange rate with the processing fees on the Proposal Form.   

2. Provide pricing for credit and debit card processing charges.  Please break down the charges by card type.  The City’s requirement is an interchange-plus pricing model. More than one pricing option may be included.  Specify any differences in discount rates and processing fees for Internet transactions, POS and Hypercom terminal transactions.  Please include all fees that may be applicable to the City’s service.

3. Provide pricing for set up fees, monthly account fees and all other fees for processing and reporting of credit card transactions.  Detail how and when these fees apply.

4. Detail ALL OTHER FEES AND CHARGES including, but not limited to:  implementation and conversion costs, chargebacks, voice and off line authorizations, etc.

5. For each merchant number, the City requires that its bank account be credited for the full amount of the sale and that discount fees be deducted from the City’s bank account once a month.  Please describe your process for transferring funds to the City and receiving discount fees.

a. What method will be used?

b. When will the City receive funds for credit card transactions processed?

c. What are the daily cutoff times for transmission?

d. How will discount fees be handled?

N.
EQUIPMENT CONVERSION & OTHER EQUIPMENT SERVICES

Provide costs for the conversion of the City’s current equipment and for the purchase and/or lease of new equipment.  Please detail all costs that the City will incur.  The City of Richardson is not subject to sales tax.

The City rents, on an as needed basis for a monthly rental fee, terminals for use during several festivals throughout the year.  Please indicate the fees for renting terminals and advance notification time required.   Terminals should have wireless and offline batch capabilities.

O.
CUSTOMER SERVICE

Describe your help desk and other support functions to include, but not limited to:

1. Expertise and size of staff.
2. Hours of operation and after hours (M-F 8:00 AM to 5:00 PM) response time for system and equipment failure.
3. New customer training and account set-up.
4. Actual response time for inquiries.
5. The relationship management team or individual who will service the account and its functional responsibility, including office locations of team members.
6. Remediation and reconciliation procedures.

P.
RETRIEVAL AND CHARGEBACKS

1. Provide a detailed description on how your company handles retrieval and charge-back requests.
2. What are your retrieval compliance timeframes?
3. How would the City of Richardson be informed when a chargeback is posted?
4. Do you provide email notification for this function?
Q.
REPORTING

1. The City requires that transaction data be available online.
2. Explain your reporting process and ways in which the reporting cycle can be customized.
3. Provide samples of all customer account management reports.
4. Are the reports available electronically and how would they be delivered?  What file formats are available?
R.
MONTHLY STATEMENT

1. Provide a copy of your Monthly Statement with sample transactions.  The statement must provide the following:
a. A monthly summary which shows total number of sales, amount of sales, total number of credits, amount of credits, net sales, and average sales price.
b. Daily transaction detail showing total number of sales, amount of sales and credits, and deposit for each day.
c. The merchant processor discount fee.
d. All other fees should be itemized according to the Visa/MasterCard Program Rate Categories and show the number, amount and total for each category.  All other fees should also include charges for Discover and American Express authorizations.

2. Do you offer online statements?  If so please explain how soon they are available for viewing.  If the service is available please include the price for this service in Appendix D.

S.
IMPLEMENTATION PROCESS/CONTRACTS

1. Describe the implementation process for the City of Richardson.  Please reference the estimated timeframes presented in this RFP.
2. All respondents must state any proposed changes to the listed terms and conditions and include any additional proposed contract language or changes to the City of Richardson Standard Terms and Conditions.  
3. It is acceptable to include your standard contract and state that modifications will be made to match the standard terms and conditions of the City (with noted amendments).
T.
SECURITY AND DISASTER RECOVERY

1. Outline the security measures in place for the protection of data transmitted for processing.
2. Describe the security measures used to prevent unauthorized user access to either the system or the data.

3. Describe your local back up and/or redundant systems.

4. What is the expected time frame to become operational should a catastrophic event occur?

5. Disclose any data breaches which have required notification under the 2003 Fair and Accurate Credit Transactions Act.

U.
EISEMANN FOUNDATION

1. The City of Richardson is responsible for the accounting of the Eisemann Center Foundation, a non-for-profit corporation.
2. The Foundation requires its own Hypercom terminal and deposits are made to a separate bank account from the City.
3. Fees for the Foundation should be deducted from the Foundation’s bank account, and not combined with the City’s fees.

EXHIBIT B

City of Richardson Credit Card Location and Equipment Information

Terminal Locations

	Department
	Location 
	# of Terminals
	Cards Accepted*

	Parks
	Civic Center
	1 (Dial up Authorization)
	Visa, MasterCard, Discover, American Express

	Finance
	Customer Service Counter
	1 (Dial up Authorization
	Visa, MasterCard, Discover

	Finance
	Customer Service Back Office
	1 (Dial up Authorization
	Visa, MasterCard, Discover

	Municipal Court
	Cashier Window  
	5  (Internet Authorization)
	Visa, MasterCard, Discover

	Jail
	Jail 
	1 (Dial up Authorization
	Visa, MasterCard, Discover

	Building Inspection
	Front Desk 
	1 (Dial up Authorization
	Visa, MasterCard

	Library
	Circulation Desk 
	1 (Dial up Authorization
	Visa, MasterCard

	Animal Services
	Animal Shelter
	1 (internet Authoriztion)
	Visa, MasterCard

	Eisemann Center
	Eisemann Center
	1 (Dial up Authorization
	Visa, MasterCard, Discover, American Express

	Eisemann Center Foundation
	Eisemann Center
	1 (Dial up Authorization
	Visa, MasterCard, Discover, American Express

	Richardson Special Events
	Where ever needed
	2 (Dial up Authorization
	Visa, MasterCard, Discover, American Express


	Point of Sale Locations – Computers and Cash Registers

	Department
	Location  
	# of Terminals
	Cards Accepted*

	Parks
	Huffhines Rec. Center
	2 computers
	Visa, MasterCard

	Parks
	Heights Rec. Center
	2 computers
	Visa, MasterCard

	Parks
	Senior Center
	1 computer
	Visa, MasterCard

	Parks
	Gymnastics
	1 computer
	Visa, MasterCard

	Parks
	Tennis Center
	1 computer
	Visa, MasterCard

	Eisemann
	Parking Garage
	2 cash registers
	Visa, MasterCard


* It is the City’s intent to accept Visa, MasterCard, Discover, and American Express at all payment locations by the beginning date of the contract.

	Internet Payment Access Locations

	Department
	Location 
	
	Cards Accepted*

	Finance
	Customer Service
	
	Visa, MasterCard, Discover

	Finance
	Municipal Court
	
	Visa, MasterCard, Discover

	Building Inspection
	Building Inspection
	
	Visa, MasterCard

	Eisemann Center
	Eisemann Center 
	
	Visa, MasterCard, Discover, American Express

	Parks
	Parks
	
	Visa, MasterCard


* It is the City’s intent to accept Visa, MasterCard, Discover, and American Express at all payment locations by the beginning date of the contract.

EXHIBIT C

	City of Richardson

	Annual Credit Card Information (1)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	 
	Gross Sales

	Month
	FY 03-04
	FY-04-05
	FY-05-06
	FY-06-07
	FY-07-08
	FY-08-09

	October
	             $564,135.13 
	         $643,326.80 
	           $724,525.35 
	          $989,157.55 
	           $948,720.51 
	    $1,168,787.13 

	November
	           541,691.25 
	           639,380.22 
	             873,190.58 
	             917,398.64 
	          1,091,129.44 
	        1,140,454.67 

	December
	           632,586.09 
	           724,245.01 
	          1,131,231.29 
	          1,070,844.44 
	          1,239,280.92 
	        1,356,475.64 

	January
	           635,883.26 
	           751,344.72 
	          1,006,115.65 
	             983,928.93 
	          1,474,633.28 
	        1,408,118.48 

	February
	           427,908.34 
	           556,856.73 
	             689,618.50 
	             774,928.40 
	             941,166.80 
	           974,796.52 

	March 
	           449,120.49 
	           557,511.75 
	             824,450.69 
	             836,522.56 
	             883,975.63 
	        1,065,990.89 

	April
	           449,482.42 
	           594,621.12 
	             775,251.79 
	             797,209.50 
	             978,599.24 
	                         -   

	May
	           513,123.70 
	           706,349.46 
	             834,914.50 
	             936,083.08 
	          1,095,856.88 
	                         -   

	June
	           474,824.46 
	           632,497.49 
	             869,980.17 
	             775,519.06 
	          1,006,443.82 
	                         -   

	July
	           420,683.72 
	           767,285.96 
	             810,246.65 
	             818,308.48 
	          1,241,913.15 
	                         -   

	August
	           622,937.16 
	           631,260.35 
	             876,650.46 
	             954,786.52 
	          1,656,718.68 
	                         -   

	September
	           776,253.88 
	           606,916.37 
	             835,294.61 
	             858,931.35 
	          1,325,587.16 
	                         -   

	Total
	  $6,508,629.90 
	   $7,811,595.98 
	  $10,251,470.24 
	  $10,713,618.51 
	  $13,884,025.51 
	  $7,114,623.33 

	
	
	
	
	
	
	

	Avg. Sales
	      $542,385.83 
	     $650,966.33 
	     $854,289.19 
	        $892,801.54 
	    $1,157,002.13 
	     $889,327.92 

	Avg. Trans. Amt.
	             $102.96 
	             $100.31 
	               $107.96 
	               $106.16 
	               $115.62 
	             $119.74 

	
	
	
	
	
	
	


	
	
	
	
	
	
	

	 
	No. of Transactions

	Month
	FY 03-04
	FY-04-05
	FY-05-06
	FY-06-07
	FY-07-08
	FY-08-09

	October
	                    5,510 
	                    5,939 
	                      6,676 
	                      8,699 
	                      8,028 
	                    9,550 

	November
	                    5,386 
	                    6,566 
	                      7,962 
	                      8,637 
	                    10,152 
	                  10,049 

	December
	                    5,470 
	                    6,283 
	                      9,934 
	                      8,850 
	                    10,268 
	                  10,737 

	January
	                    5,248 
	                    6,570 
	                      8,584 
	                      7,925 
	                    10,258 
	                    9,442 

	February
	                    4,526 
	                    5,675 
	                      6,498 
	                      7,439 
	                      8,572 
	                    9,113 

	March 
	                    5,028 
	                    6,334 
	                      8,344 
	                      8,514 
	                      8,371 
	                  10,526 

	April
	                    5,116 
	                    6,984 
	                      8,375 
	                      8,387 
	                      9,689 
	                           - 

	May
	                    5,615 
	                    8,147 
	                      9,365 
	                    11,165 
	                    13,821 
	                           - 

	June
	                    4,937 
	                    6,477 
	                      8,296 
	                      7,542 
	                      9,427 
	                           - 

	July
	                    4,293 
	                    7,427 
	                      6,747 
	                      7,587 
	                      9,789 
	                           - 

	August
	                    5,547 
	                    5,827 
	                      7,096 
	                      8,237 
	                    11,281 
	                           - 

	September
	                    6,537 
	                    5,649 
	                      7,077 
	                      7,935 
	                    10,423 
	                           - 

	Total
	                63,213 
	                77,878 
	                  94,954 
	                100,917 
	                120,079 
	                59,417 

	
	
	
	
	
	
	

	Average
	                  5,268 
	                  6,490 
	                     7,913 
	                     8,410 
	                  10,007 
	                  7,427 


(1)Includes Visa, MasterCard, Discover Card, and AMEX transactions 

   for walk-in, telephone and Internet payments.

EXHIBIT D

PROPOSAL FORM – CREDIT CARDS

(The City will accept variations from this Proposal Form and vendors can offer more than one pricing alternative/method.)

	FEES
	VISA
	MASTER

CARD
	DISCOVER
	AMERICAN EXPRESS

	Discount Fee
	
	
	
	

	Processing Fees
	
	
	
	

	Set Up Fee
	
	
	
	

	Return/Chargeback
	
	
	
	

	Monthly Account Fee
	
	
	
	

	Internet Inquiry/Report/ Research Service Fee
	
	
	
	

	Online Statement Fee
	
	
	
	

	Others (Specify)
	
	
	
	


Please do not include the Visa/Mastercard interchange rates in the above schedule.  This schedule is for merchant processing fees only.  However you should attach the Interchange Rate Schedule for Visa and Mastercard.    

Any proposal that includes interchange rates in the above schedule will not be considered.

Any other proposed services should be outlined on a separate sheet.

CITY OF RICHARDSON CONTRACTOR INSURANCE REQUIREMENTS

Contractors providing goods, materials and services for the City of Richardson shall, during the term of the contract with the City or any renewal or extension thereof, provide and maintain the types and amounts of insurance set forth herein.  All insurance and certificate(s) of insurance shall contain the following provisions:

1. Name the City, its officers, agents and employees as additional insured as to all applicable coverage with the exception of workers compensation insurance.

2. Provide for at least thirty (30) days prior written notice to the City for cancellation, non-renewal, or material change of the insurance.

3. Provide for a waiver of subrogation against the City for injuries, including death, property damage, or any other loss to the extent the same is covered by the proceeds of insurance.

Insurance Company Qualification:  All insurance companies providing the required insurance shall be authorized to transact business in Texas and rated at least “A” by AM Best or other equivalent rating service. 

Certificate of insurance:  A certificate of insurance evidencing the required insurance shall be submitted with the Bidder’s RFB/RFQ/RFP. If the contract is renewed or extended by the City a certificate of insurance shall also be provided to the City prior to the date the contract is renewed or extended.  All coverage amounts listed shall be in United States dollars.

Type of Contract

Type and Amount of Insurance
Professional Services

Professional Liability Insurance with a minimum of $1 million per occurrence and $2 million aggregate.


(If size or scope of project warrant)


Umbrella Coverage or Excess Liability Coverage of $2 million.

Notices

The Contractor shall notify the City in the event of any change in coverage and shall give such notices not less than 30 days prior the change, which notice must be accompanied by a replacement CERTIFICATE OF INSURANCE.  All copies of the Certificates of Insurance shall reference the project name or RFP number for which the insurance is being supplied.

All notices shall be given to the City at the following address:





City of Richardson





Purchasing Department





P.O. Box 830309





Richardson, Texas 75083-0309

CERTIFICATIONS AND REPRESENTATIONS

M/WBE STATUS

___________________________________________________ IS CERTIFIED AS A:

(CHECK ONE, IF APPLICABLE)


DISADVANTAGED BUSINESS ENTERPRISE

___________


MINORITY-OWNED BUSINESS ENTERPRISE
___________


WOMEN-OWNED BUSINESS ENTERPRISE

___________

A COPY OF THE CERTIFICATION FROM ________________________ IS ATTACHED.

* * * * * NOTE * * * * *

THIS DATA IS REQUESTED FOR INFORMATIONAL PURPOSES ONLY AND WILL NOT AFFECT THE BID AWARD.

(SUBMISSION OF THIS INFORMATION IS NOT A REQUIREMENT.)

CERTIFICATION OF NON-DISCRIMINATION

A.
The contractor (successful proposer) and/or any subcontractor(s), if permitted, certifies complete compliance with the Federal Civil Rights Law and the Americans with Disabilities Act, agreeing to non-discrimination based on race, age, color, religion, disability, gender, ancestry, national origin, or place of birth in employment practices, programs and services.  These practices, programs, and services shall include, but not be limited to, the following:  employment, upgrading, demotion or transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other compensation; and selection for training, including apprenticeship.

B.
The contractor shall in all solicitations or advertisements for employees placed by or on behalf of the contractor, state that all qualified applicants will receive consideration for employment without regard to race, age, color, religion, disability, gender, ancestry, national origin, or place of birth.

C.
Upon request by the City of Richardson, the contractor shall furnish all information or reports required to investigate his/her payrolls and personnel records, which pertain to current contract(s) with the City for purposes of ascertaining compliance with this non-discrimination certification.

CERTIFICATION OF INDEPENDENT PRICE DETERMINATION

By submission of this bid, the proposer certifies, and in the case of a joint offer, each party thereto certifies as to its own organization, that in connection with this procurement:

A.
The prices in this bid have been arrived at independently, without consultation, communication, or agreement, for the purpose of restricting competition, as to any matter relating to such prices with any other proposer or with any competitor;

B.
Unless otherwise required by law, the prices which have been bid herein have not knowingly been disclosed by the proposer and will not knowingly be disclosed by the proposer prior to opening of bids, directly or indirectly to any other proposer or competitor; and

C.
No attempt has been made by the proposer to induce any other person or firm to submit or not to submit a bid for the purpose of restricting competition.

BID CERTIFICATION

The undersigned hereby certifies that he has read, understands and agrees that acceptance by the City of Richardson of the proposer's offer by issuance of a purchase order will create a binding contract.  Further, he agrees to fully comply with documentary forms herewith made a part of this specific procurement.

NAME OF COMPANY



_______________________________________________________

- a Corporation, incorporated under the laws of the State of



_______________________________________________________

- a Partnership consisting of



_______________________________________________________

- an Individual trading as



_______________________________________________________

  Having principal offices in the City of



_______________________________________________________

AUTHORIZED SIGNATURE 

_______________________________________________________

ADDRESS _______________________________________________

CITY AND STATE ________________________ ZIP____________

PHONE NUMBER   ________________________________________

DATE ____________

CONFLICT OF INTEREST
 
A person or business, and their agents, who contract with the city or seek to contract with the city for the sale or purchase of goods, services or property; are required by Texas Local Government Code, Chapter 176, to file a conflicts disclosure questionnaire (FORM CIQ) created by the Texas Ethics Commission which is available online at www.ethics.state.tx.us. The form must be filed with the City of Richardson City Secretary no later than seven (7) days after the date the person or business begins contract discussions or negotiations with the city, or submits an application, response to a request for proposals or bids, correspondence, or other writing related to a potential agreement with the city for the sale or purchase of goods, services or property. Such person and businesses, and their agents, must also file an updated questionnaire not later than September 1 of each year in which the person or business begins contract discussions or negotiations with the city, or submits an application, response to a request for proposals or bids, correspondence, or other writing related to a potential agreement with a city and within seven (7) days after the date of an event that would make as filed questionnaire incomplete or inaccurate. An updated complete questionnaire is not required if the person or business filed a questionnaire or updated questionnaire after June 1 but before September 1.

Please go to http://www.cor.net/Purchasing/conflictofinterest.html  for a copy of City of Richardson officers subject to conflict of interest disclosure and the Conflict of Interest Questionnaire (CIQ) forms.
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