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I. BACKGROUND

It is the intention of Contra Costa County (CCC) to consider the acquisition of a web based Board Agenda Management Information System to aide in the management and support of the County legislative process and public meetings.  The authority, guidelines and policies to which the County and the Clerk of the Board’s (CoB) office execute meetings and legislative duties is in accordance of the following:

· California Government Code 54950 “Brown Act”

· Meeting Rules of the Board of Supervisors

· County Policies:  Submitting Items for Board of Supervisors Action; Board Meeting Agendas; Board Meeting Procedures; and Documenting Board Decisions.

The business objective is to foster an environment where a comprehensive, time effective, integrated, well-organized, well-coordinated Agenda process can occur.  The ideal system will promote this environment.seq level0 \h \r1 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 
The selection of the vendor(s) of choice will be based on information baseline gained about vendors and their products and services in a competitive bid process outlined in this Request for Proposal (RFP).  Note that this process and information baseline will incorporate activities and inputs including but not limited to your response to this RFP. 

This RFP is a solicitation for an offer from your company to provide computer applications, hardware and support services to fulfill the requirements of CCC for a web based Board Agenda Management Information System. Please note that CCC intends to include, as part of the eventual contract, the specifications and claims made by the vendor selected. Therefore, please prepare your response factually, clearly and concisely.

To assure that all vendor responses receive a fair and complete evaluation, Contra Costa County requires Vendors to completely answer all enclosed forms.  Proposals that deviate from the required format and content without advance permission from CCC will not be considered.  The delivery point for the Vendor’s RFP submission is:

Kevin Berenson, Purchasing Manager

Contra Costa County Purchasing Division

1220 Morello Ave., Ste 210

Martinez, CA  94553

II. QUESTIONS REGARDING THE RFP SUBMISSION

Questions and Answers will be hosted through RFP Depot’s “Question and Answer” Utility.  All questions along with respective answers will be shared with competing vendors.

Vendors that are currently doing business with the institution must limit their contacts to those with whom it is necessary to support existing operations.  Although the vendor may be referred to other personnel, any vendor that initially contacts other CCC personnel directly, in person, in writing, or by telephone, regarding this RFP without previous notification and approval, will be disqualified from consideration.

Recipients of this RFP should note that nothing in this RFP should be construed to imply any obligation whatsoever on the part of CCC.  Without limiting the foregoing, CCC retains the right, at its sole discretion to: 

· Negotiate with one or more of the responding vendors either with or without reference to this RFP. 

· Implement the system(s) utilizing internal staff in whole or in part. 

· Amend, modify, or waive any aspect or provision of this RFP.

CCC will not be responsible under any circumstances for any costs incurred by respondents in the generation and submission of proposals, site visits, presentations, documentation, or marketing literature.  All responses to this RFP and accompanying documentation will become the property of CCC and will not be returned.

Recipients of this document should also understand that CCC will not be responsible under any circumstances for the disclosure of material submitted by vendors to CCC personnel and outside consultants.  All responses will be shared through a wide distribution throughout CCC.  To the extent that they wish to minimize the risk of disclosure of such material to unauthorized parties, respondents are advised to label clearly the top of each page of such material with the designation "Proprietary Material."  Vendors should be aware that CCC will not sign non-disclosure agreements during the vendor selection process, except in the circumstances surrounding a discussion of unannounced products.  Vendors who find this unacceptable should refrain from participating in this competition.

III. OVERVIEW OF CONTRA COSTA COUNTY

A. Contra Costa County

The County of Contra Costa, California (the "County") was incorporated in 1850 as one of the original 27 counties of the State of California (the "State"), with the City of Martinez as the County Seat.  It is one of the nine counties in the San Francisco-Oakland Bay Area.  The County is the ninth most populous county in California.  The County has one of the fastest growing work forces among Bay Area counties, with growth in its employment base being driven primarily by the need to provide services to an increasing local population.   Due to the presence of relatively high-wage skilled jobs and relatively wealthy residents, the County achieves high rankings among all California counties on a variety of income measurements.

B. Overview of Board of Supervisors (BoS) Agenda

The Contra Costa County Board of Supervisors (BOS) consists of five County Supervisors, each representing a defined geographical area of the County, generally identified as Districts I, II, III, IV, and V.  The Clerk of the Board’s Office (CoB), under the direction of the County Administrator (CAO), prepares the Agenda and compiles the Agenda packet of supporting documents for all regular and special meetings (approximately 53 annually) of the County Board of Supervisors.  Items are submitted to the County Administrator's Office from county departments, Board members and committees, advisory committees and commissions, and other public agencies.  Items are screened by the County Administrator for appropriateness in content, format, and timing, and are presented to the Board with a recommendation.

1. Legal Requirements and Rules of Procedure - Two documents govern the conduct of meetings of public bodies:

· Ralph M. Brown Act; and 

· County's Better Government Ordinance.

Selected provisions of the Brown Act, the Better Government Ordinance, and the Board's Rules of Procedure are included in this document.

2. Agenda Item Types and Categories - The County Administrator, working with the Board Chair, arranges the meeting calendar by type of item and by how much time an item is expected to consume.  Four types of public session items make up the Board calendar:  Consent, Presentations, Short Discussion and Deliberation.   The Board also conducts a non-public or "executive session".  A description of Agenda Item Types follows:

a. Consent Items - The Consent Calendar consists of matters that are considered routine and non-controversial.  The Consent Calendar represents the bulk of the Board agenda, at least in terms of number of items.  The purpose of the Consent Calendar is to make more time available to the Board to discuss significant or controversial items and for public comment.  If it is anticipated that one or more Board members wish to discuss an item, or that there will be speakers on an item, it will not be listed on the Consent Calendar but, instead, will be put on the Short Discussion Calendar.   At the beginning of a meeting, Board members may request that an item be removed from the Consent Calendar for discussion, in which case, it is heard with the Short Discussion Calendar items.

Consent items are numbered sequentially using the prefix "C".  Thus the first item is "C.1", the next "C.2" and so on to the end of the Consent Calendar.  The Consent Calendar is further organized into the following categories:  

· Road and Transportation

· Engineering Services

· Special Districts and County Airports 

· Statutory Actions 

· Claims, Collections & Litigation

· Hearing Dates (setting dates for hearings) 

· Honors & Proclamations 

· Ordinances (introduction and adoption of non-controversial ordinances)

· Appointments & Resignations (Maddy Book Advisory Boards & Commissions, Medical Appointments)

· Appropriation Adjustments

· Intergovernmental Relations (legislation and multi-jurisdictional agreements and collaborations)

· Personnel

· Grants & Contracts (Incoming/Outgoing Funds)

· Leases

· Other Actions 

· Housing Authority

· Redevelopment Agency

· Correspondence

· Consent Items of Board Members (Optional) 

· Information.

b. Presentations.  Presentations are non-action informational items that are of countywide interest.  For example, the Board may make a special presentation to an individual or a group honoring the achievements of the individual or group, or the Board may be asked to receive an award from an organization.  Departments or outside groups may present informational items at this time.


c. Short Discussion Items.  The Short Discussion Calendar consists of relatively quick and non-controversial items for which some explanation or discussion is preferred.  They may include brief Board Committee reports, abatement actions or hearings (other than planning hearings) that are expected to be short and non-controversial.  Matters in this section should take no more than five minutes each and are listed as "SD.1", "SD.2", etc.  SD.1 is usually reserved for public comment on matters not listed on the Board’s agenda.  SD.2 is usually reserved for any items removed from the Consent Calendar for discussion and/or public comment.


d. Deliberation Items. The substance of the Board's meeting time is the Deliberation Calendar.  The Deliberation Calendar consists of items that are controversial, involve public testimony, or merit significant attention, even if they are not expected to be controversial.  Depending on the week, there may be only three or four items or there may be as many as ten or more items.  The Deliberation Calendar usually begins in the morning and may continue to the afternoon, depending on the number, complexity and timing of the items.

Deliberation items are listed in sequential order, preceded by the prefix "D".  Thus, the first Deliberation item is "D.1", the next "D.2" and so on.  The description of the item will generally identify which department is making the presentation, e.g. “CONSIDER report from the County Administrator”. 


e. Closed Session Calendar.  The Closed Session is a noticed non-public meeting to discuss confidential matters such as litigation, labor negotiations, and employee performance.  The County Counsel’s Office prepares the Closed Session agenda, which the Clerk of the Board incorporates into the public session agenda.  Closed Session packet materials are confidential and are not incorporated with the public session packet materials.

3. Preparation of the Agenda - Departments are required to submit agenda items to the County Administrator’s Office 12 days prior to the BOS meeting date.  During the department’s development of an agenda item, the item may receive as many as four levels of review before it is released to the CAO.  Also, staff sometimes prepares items collaboratively with more than one person editing the documents and attachments.  Staff may wish to send items to someone outside the department for a supplemental review (such as a legal review) before submitting the item to the CAO.

CAO staff reviews the submitted items, resolves any questions or problems, and forwards approved items to the Clerk of the Board to be placed on the agenda.  The Clerk of the Board’s Office prepares two Draft Agendas – Draft I at 8 days prior to the meeting and Draft II 7 days prior to the meeting.  A final Agenda Review meeting is held 6 days prior to the meeting, at which key departments, CAO, and CoB staff review the Draft II agenda and make final modifications.  At this final review meeting, items on the Draft II Agenda are frequently modified, deleted, relisted to future meeting date, or changed in the order of appearance.  Items submitted but not approved by the required deadlines may still be added to the final agenda upon approval of the CAO.  On average, the weekly Board Agenda includes 100 items.

The final agenda is submitted to the Chair of the Board of Supervisors at which point additional modifications may be directed.  Once approved by the Board Chair, the Agenda is final and approved for publication, which is scheduled at 4 days (96 hours) prior to the meeting date (as required by the County’s Better Government Ordinance).

The Clerk of the Board compiles a packet comprising documents and presentation materials for each of the agenda items.  For an average meeting of 100 items, the meeting packet usually contains 400-500 pages.  Agenda items generally comprise a Board Order, a Resolution or both, accompanied by supporting documents or attachments.  Examples of attachments are maps, reports, graphs, pictures, and computer presentations.

Occasionally, additional items are added to the agenda after its final publication.  Items added to the agenda after the publication deadline are published on a Supplemental Agenda.  New or “Emergency” items may also be added at the Board meeting under very limited circumstances.  Any automated process for producing agendas and minutes must accommodate the need to publish Supplemental and Emergency items.

4. Publication of the Agenda and Packets - At least 96 hours before the meeting, the CoB publishes the Agenda in front of the County Administration Building, posts the agenda on the County’s website (www.co.contra-costa.ca.us), and mails out the Agenda to electronic and hard copy subscribers.  The CoB currently does not publish the Agenda packet but makes it available for public inspection at the Office of the CoB.  Members of the public can request copies of current agenda materials from the CoB at no charge.  The CoB does prepare 10 packets that are distributed internally to the Board and key staff members.  Any automated process for producing agenda and materials must accommodate the need to publish the agenda and agenda packet on the web.

5. Preparation of the Meeting Summary and Minutes - After the Board meeting, the CoB prepares the Meeting Summary and Minutes.

The Meeting Summary is a recapitulation of the Agenda with comments reporting the final actions of the Board and on any items that were not approved as listed on the Agenda.

The Minutes are a recapitulation of the Agenda Packet documents and materials with annotations that report the final action of the Board, addenda that summarizes any Board discussion and public testimony, materials that were added to the record during the meeting, and the final vote tally for each item.

6. Publication/Distribution of Meeting Summary and Minutes - When completed (no set deadline), the CoB publishes the Meeting Summary on the County website and distributes copies of the meeting minutes to staff and others who are listed on the distribution list for each agenda item (up to 10 recipients for each item – potentially 1000 or more distributions weekly).  Note that the County subscribes to a video clip service which links a video clip of the Board discussion for each agenda item to the annotated agenda for public viewing via the County website.  The County expects to incorporate this service into any automated process that results from this RFP.

7. Digital Archive of BOS Records - AtPac’s “Document Advantage” software is the COB’s standard for imaging and document management for Board of Supervisors records.
· Output Format - AtPac prefers image outputs to be in Group IV TIFF format. .PDF files can be stored in their native formats, but again, TIFFs are preferred.

· File Naming - AtPac envisions using the imported image file name to derive the indexing information.  AtPac can provide detail but one recommended requirement is to have flexibility in output file naming in order to provide the RFP Vendor with guidance on how to name the files before they are sent to DUA.

Vendors whose products do not meet the standards should include a plan along with applicable costs to migrate their product(s) to these standards within the RFP response.

C. Desirable Capabilities of an Automated Agenda System

The County is looking for a web-based system with the following capabilities:

1. Uses County-defined input forms to create agenda items that include Board reports, resolutions, and other non-standard supporting documents.

2. Permits users to copy previous items into a new agenda date to create a new item.

3. Uses workflow automation to route agenda items from one user to another, through the required series of reviews and approvals.

4. Uses security to provide or restrict access to agenda items.

5. Provides auditing capabilities to track the progress of an item, how it was changed, and which user changed it.

6. Standardizes the format of Board reports and resolutions.

7. Allows non-standard documents in any electronic format to be attached electronically to agenda items.

8. Converts all agenda, agenda items, and supporting documents to PDF format

9. Automates the pre-meeting web publication of the Agenda and agenda items in a searchable format.

10. Provides on line Roll Call tally.

11. Provides for automatic tally of Board vote count for each item, sensitive to the Roll Call results.

12. Provides for data input of annotations and addenda, which become the Board meeting minutes.

13. Automates the post-meeting web publication of the meeting summary and minutes in a searchable format.

14. Permits the hyper linking of video clips to the post-meeting summary.

15. Converts the meeting summary and minutes to TIFF files for export to the Clerk’s digital archive, in cooperation with the AtPac “Document Advantage” system.

16. Automates the distribution of certified copies of the agenda minutes to a list of subscribers to each agenda item.

17. Provides for customer-defined mid-process and ad hoc reports based on any data field(s) in the system.

D. Information Systems Environment

The deployment and management of information technology, at CCC, is the responsibility of the Department of Information Technology (DoIT).  Final system selection and approval is required by the County Administrator’s Office (CAO).
DoIT is responsible for all systems and applications planning, development and support within the County.  DoIT consists of the following sections:

· Geographic Information Systems (GIS)

· Local Area Network (LAN)

· Operations (Ops)

· Security

· Systems and Programming (S&P)

· Telecommunications (Telecom)

· Wide Area Network (WAN)

E. Information Systems Long-Term Strategy

Below are the primary goals driving the long range I.T. Strategic Plan.

1. Maximize the use of current installed systems.

2. Invest in open systems and technologies.

3. Promote flexible network for all systems.

4. Ensure system security and confidentiality.

5. Maintain a skilled systems implementation/support staff.

6. Improve the accessibility of information; and

7. Centralize systems and support staff in Information Systems.

F.
Contract Development and Award of Contract

Contra Costa County reserves the right to negotiate with one or more vendors regarding their proposals, to request additional information to assist in the evaluation process or to request best and final offers if found to be in the best interest of the county.  The content of this RFP, RFP Addenda, the successful vendor’s response, and any correspondence relating to the requirements of the RFP will become an integral part of the Contract for services. .  

Conduct of any pre-execution contract negotiations by Contra Costa County with a vendor is not an implicit or explicit guarantee that a contract will be executed.

F.
Proposal Evaluation

Contra Costa County’s selection will be based a final determination of which proposal ultimately represents the best combination of factors determined to be the best fit for the County. The following list is an example of some of the criteria that may be employed in the review of proposals. 

1) Meets functional requirements as described herein

2) Meets availability and quality of service requirements

3) Meets reporting requirements

4) Meets technical support requirements

5) Meets documentation and testing requirements

6) Meets maintenance and change management requirements

7) Meets all agreement requirements described herein

8) Scope and specifics of the Service Level Agreement

9) Clarity, scope and impact of exceptions to the RFP

10) Company compatibility and experience in the field, including references 

11) Submission of a complete and clear proposal

12) Adequacy of performance incentives

13) Delivery schedule

14) Total cost

V. REQUESTED VENDOR INFORMATION

Vendor is requested to complete the following Forms to enable CCC to understand the vendor’s business offering.  The use of these forms ensures that the same information is being collected from all vendors, and facilitates the data gathering and evaluation process.

FORM 1 – VENDOR OVERVIEW

The purpose of this form is to describe the vendor's organization and operations, as well as provide a brief overview of the product(s) bid.

Vendor


Product

   

Date         ________________________
	VENDOR
	KEEP RESPONSES BRIEF

	Company Name
	

	Headquarters Location
	

	Year Established
	

	Company Ownership
	

	Gross Revenue (in 1,000s) for past 3 years
	

	Net Revenue (in 1,000s) for past 3 years
	

	Number of FTEs
	

	Parent company, if applicable
	

	Partnerships/Affiliations, if applicable 

(e.g., other vendor products, e-commerce, internet solutions)
	

	Target Market
	

	Primary Product Line
	

	Other Product(s)
	

	PRODUCT (provide responses for each product being proposed)

	Proposed Product(s)
	

	Number of years providing proposed product(s)
	

	Previous product name(s)/ownership
	

	Number signed contracts for proposed product(s)
	

	Number operational sites (in production) for proposed product(s) 
	

	Module/primary function(s) 

(list required modules and functions)
	

	Module/primary function(s)
	

	Module/primary function(s)
	

	TECHNOLOGY

	Programming Languages 

(List by module, if different)
	

	Web-Enabled Applications

(List by module if not entire product)
	

	Database management system(s)
	

	Hardware platform(s)
	

	Operating system(s)
	

	Network software
	

	Interface Engine (proprietary or standard)
	

	ARCHITECTURAL DESIGN

	Vendor willing to customize?

If yes, describe.
	

	Tailorable by user in system setup?

If yes, describe.
	

	User ability to add fields?

If yes, describe.
	

	User ability to download/upload data?

If yes, describe.
	

	INTEGRATION STRATEGY

	Transaction Level, e.g. Interface Engine?
	

	Presentation/Access Level, e.g. web, windows?
	

	Data access Level, e.g. Import and Export?
	

	BUSINESS OFFERING (as relates to each proposed product)

	High Level Price Estimate

· One-Time

· Ongoing
	

	Pricing method

· Number of Providers

· Visits

· Concurrent Users

· Seats

· Processor
	

	Type of license

· Perpetual

· Term
	

	Delivery Mode/Options

· Hosted (ASP)

· Non-Hosted Turn Key

· Non-Hosted Customer Provided Equipment
	


FORM 2 – DESCRIPTION OF THE PRODUCT

The purpose of this form is to have the Vendor provide the product history and system release information.
Vendor


Product


Date


	PRODUCT DESCRIPTION
	VENDOR RESPONSE

	Indicate the name(s) of the overall product or applications family with proposed version
	

	Other Names or Companies Under Which the Product(s) (or Previous Versions) Have Been Sold
	

	Number of Implementations of Proposed Version
	

	Sold with Perpetual License (yes/no)
	

	Year Product First Introduced
	

	Number of Major New Versions/Releases to Date
	

	Date of Current Version/Release
	

	Projected Date of Next Major Version/Release
	

	If proposed release or product is not fully operational, list stage and estimated release date.  
	

	Percentage of time Targeted Release dates is met, average delay time (in days) when Target Release dates are late.  
	

	Criteria used to determine when a version/release becomes generally UNSUPPORTED. 
	


FORM 3 – PROPOSED SYSTEM CONFIGURATION

Vendor


Product


Date


The purpose of this form is to review the hardware requirements and other technical aspects of the systems being proposed.  The vendor is required to conform to the following guidelines when sizing its offering:

· The total number of peripheral devices must be adequate to support the applications bid based on experience with similar clients.  The CPU must be of sufficient capacity on delivery to accommodate a 25 percent growth in the proposed number of peripheral.  However, the vendor is NOT required to bid the peripheral devices necessary to support a 25 percent growth.

· The vendor must be willing to guarantee that the proposed configuration will meet the criteria defined above.

	3(a) PROPOSED HOST CONFIGURATION

	PROCESSOR:
	

	  Number of Processors
	

	  Model Number
	

	  Optimal Memory (Megabytes)
	

	  Recommended Memory (Megabytes)
	

	COMMUNICATION PORTS:
	

	  Recommended Network Interface Card
	

	# OF COMMUNICATION PORTS USED FOR:
	

	  Modems, Spares, Other (Specify)
	

	DISK DRIVES:
	

	  Number of Disk Drives Proposed
	

	  Model of Disk Drives Proposed
	

	  Number of Controllers Proposed
	

	  Model of Controllers Proposed (SCSI, EIDE, etc.)
	

	  Maximum Number of Disks per Controller
	

	  Formatted Capacity of Each Disk
	

	  Unformatted Capacity of Each Disk
	

	  Total Formatted Disk Capacity (Megabytes)
	

	  Raid Technology
	

	STORAGE MEDIA:
	

	  Number of Drives Proposed
	

	  Model of Drives Proposed
	

	  Density Supported (BPI)
	

	  Maximum Capacity of Each Type of Media (MB)
	

	  Other Drives Recommended (Specify)
	

	  Space Requirements
	

	  AC Power Unit Dimensions
	

	  Internet Bandwidth?
	

	  Physical Access Needed?

· If yes, specify what type
	


	3(b) PROPOSED CLIENT CONFIGURATION

	SYSTEM CONFIGURATION:
	

	  Processor
	

	  Optimal Memory (Megabytes)
	

	  Recommended Memory (Megabytes)
	

	  Optimal Hard Drive Space (Megabytes)
	

	  Recommended Hard Drive Space (Megabytes)
	

	COMMUNICATION PORTS:
	

	  Recommended Network Interface Card
	

	PERIPHERAL DEVICES:
	

	  Printers, Modems, Other (Specify)
	


	3(c) PROPOSED NETWORK CONFIGURATION

	NETWORK TOPOLOGY:
	

	  Token Ring, Ethernet, Other (Specify)
	

	PROTOCOLS:
	

	  IP, TCP/IP, IPX, Other (Specify)
	


FORM 4 – HOST SYSTEM SOFTWARE

Vendor


Product


Date


Provide a listing of all systems software required to run the proposed system(s).
	HOST SYSTEM SOFTWARE
	PRODUCT NAME
	RELEASE
	LEVEL OF NEED
	FROM WHOM DOES THE CUSTOMER PURCHASE

	
	
	
	MANDA-TORY
	OPTION-AL
	THE SOFTWARE?

	Operating System
	
	
	
	
	

	Application Programming Language
	
	
	
	
	

	Network Software
	
	
	
	
	

	Communications Software
	
	
	
	
	

	Report Writer
	
	
	
	
	

	Screen Builder
	
	
	
	
	

	Database Management System
	
	
	
	
	

	System Utility Software & Tools
	
	
	
	
	

	Interface Software
	
	
	
	
	

	Other (Specify)                                
	
	
	
	
	

	Other (Specify)             
	
	
	
	
	


FORM 4(a) - DATABASE MANAGEMENT SYSTEM

	*  1 = Relational
	2 = Object Oriented
	3 = File Server Based
	4 = Other (Specify)


	APPLICATION


	SPECIFY DATABASE
	COMMERCIAL DBMS? LIST COMMERCIAL NAME
	PROPRIETARY?
	TYPE of DBMS *
	NUMBER OF CONCURRENT USERS SUPPORTED?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FORM 5 – IMPLEMENTATION SUPPORT - PROPOSED SOFTWARE

Vendor


Product


Date


	SOFTWARE IMPLEMENTATION SUPPORT

	SUPPORT FEATURES
	SUPPORT FEATURES DESCRIPTION

	1. Location of implementation team (city, state).
	

	2. Does the vendor have different implementation support packages?

· If yes, what are they and how do they differ from one another?

· Which package is being proposed here?
	

	3. Number of person-hours required for proposed implementation?
	

	4. Does the vendor utilize a "train-the-trainer" or "train-the-user" approach for the application software?
	

	5. Aggregate percentage of core trainer training for the application software held onsite and offsite?
	a. % Onsite
	b. % Offsite

	6. List off site training locations for the application software.
	

	7. Indicate the maximum number of people that can be trained in a vendor-sponsored class for the application software.
	

	8. Regarding technical training that addresses the issues below, state how and when the training for each is received and whether the training is conducted on- or offsite.

· Classes for system programmers and database managers.

· Classes on system utilities such as report writers, screen builders, database design, and query functions.

· Classes in system operations and job processing.
	

	9. Does the vendor have different implementation support packages?
	

	10. CCC requires that the vendor supply a project manager with experience managing a similar project in a similar environment.  Discuss the proposed approach to providing project management, including the following responsibilities:

a. Project staffing for vendor‑supplied staff.

b. Work plan development and management in conjunction with CCC personnel.

c. Coordination of communication between CCC and the vendor.

d. Contract management.

e. Orientation of other vendor personnel on unique aspects of the CCC implementation endeavor.

f. Submission of routine project status reports.

g. Participation in regular implementation status meetings
	


FORM 6 – IMPLEMENTATION SUPPORT DESCRIPTION

Vendor


Product




Date


1. Project Mgmt - Indicate the time allotted for project management activities.

2. Training - Indicate the time allotted for user training, including training for such activities as file building, report generation, and software function.

3. Implementation Support - Indicate the time allotted to support the implementation other than training or project management.

	
	(1) PROJECT MGMT
	(2) TRAINING
	(3) IMPLEMENTATION SUPPORT

	APPLICATION TRAINING
	OFFSITE DAYS
	ONSITE DAYS
	OFFSITE DAYS
	ONSITE DAYS
	OFFSITE DAYS
	ONSITE DAYS

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	OPERATIONS TRAINING

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TECHNICAL TRAINING

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	HARDWARE TRAINING

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


FORM 7 – SOFTWARE CHANGE POLICY

Vendor


Product




Date



	
	SOFTWARE MODIFICATION CATEGORY

(e.g., Version, Release)

	MODIFICATION NAME/FEATURE
	RELEASE 


	VERSION 

	(specify)
	(specify)

	
1.
Are customers charged (in addition to support fees) for this category of modification (yes/no)?
	
	
	
	

	
2.
What is the estimated cost for purchase of this modification?
	
	
	
	

	
3.
How often are modifications issued (e.g., monthly, quarterly, yearly)?
	
	
	
	

	
4.
Are modifications vendor-installed or customer-installed?  If the answer varies by level of support purchased, explain.
	
	
	
	

	
5.
What is the estimated cost of installation for these modifications?
	
	
	
	

	
6.
Does vendor provide user education?  If so, does education occur onsite or at vendor location?
	
	
	
	

	
7.
Will vendor guarantee that these modifications are compatible with existing customer-specific code?  If so, is there an additional charge to upgrade the custom code?
	
	
	
	

	
8.
How many of this category of modifications has been issued within each of the last two calendar years?
	
	
	
	

	
9.
What is the number and date issued of the most current modification?
	
	
	
	

	 10.
Does the customer control the date and time of modification implementation?
	
	
	
	

	 11.  Will the product become unsupported due to a delay of modification implementation?
	
	
	
	


FORM 8 – CUSTOMER BASE OVERVIEW

Vendor


Product




Version



Date


	CLIENT BASE DESCRIPTION
	NUMBER OF SIGNED CONTRACTS
	NUMBER OF SITES IN IMPLEMENTATION PHASE
	NUMBER OF "LIVE" SITES 
	 NUMBER OF SYSTEM/PRODUCT DEIMPLEMENTATION
	 IS MODULE INCLUDED IN BASE SYSTEM?

	Total Client Base


	
	
	
	
	

	Base System


	
	
	
	
	

	Module (specify)


	
	
	
	
	

	Module (specify)


	
	
	
	
	

	Module (specify)


	
	
	
	
	

	Module (specify)


	
	
	
	
	

	Module (specify)


	
	
	
	
	


FORM 9 – CLIENT REFERENCES

Vendor


Product




Date




	CLIENT REFERENCE 1:                                                   Implementation Project Leader:

	PROJECT MANAGER CONTACT (name, title, phone):

	MANAGER CONTACT (name, title, phone):

	APPLICATION HISTORY

	APPLICATION
	RELEASE NUMBER
	DATE INSTALLED
	WHERE INSTALLED

	
	
	
	

	
	
	
	

	
	
	
	


	CLIENT REFERENCE 2:                                                   Implementation Project Leader:

	PROJECT MANAGER CONTACT (name, title, phone):

	MANAGER CONTACT (name, title, phone):

	APPLICATION HISTORY

	APPLICATION
	RELEASE NUMBER
	DATE INSTALLED
	WHERE INSTALLED

	
	
	
	

	
	
	
	

	
	
	
	


	CLIENT REFERENCE 3:                                                   Implementation Project Leader:

	PROJECT MANAGER CONTACT (name, title, phone):

	MANAGER CONTACT (name, title, phone):

	APPLICATION HISTORY

	APPLICATION
	RELEASE NUMBER
	DATE INSTALLED
	WHERE INSTALLED

	
	
	
	

	
	
	
	

	
	
	
	


FORM 10 – APPLICATION SOFTWARE COST

Vendor


Product




Date


1. License Term - Indicate number of years of license term, or "P" for perpetual license.

2. Extended Maintenance - A one-time payment for multiple years e.g. five years of SW support.

	APPLICATION
	(1)

LICENSE TERM
	ONE-TIME  LICENSE COST
	ANNUAL COST
	IMPLEMENTATION COST
	TRAINING COST
	(2)

EXTENDED MAINTENANCE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	Discounts
	
	
	
	
	
	

	Net Total
	
	
	
	
	
	


FORM 11 – OTHER SOFTWARE COST

Vendor


Product




Date



1. License Term - Indicate number of years of license term, or "P" for perpetual license.
2. License Type:  "S" = Site; "U" = Single User License

3. Extended Maintenance - A one-time payment for multiple years (e.g., five years) of software support.
	ITEM
	PRODUCT NAME
	(1) LICENSE TERM
	(2)

LICENSE TYPE
	ONE-TIME LICENSE COST
	ANNUAL COSTS
	(3)

EXTENDED MAINTENANCE
	IMPLEMEN-TATION COSTS

	Operating System
	
	
	
	
	
	
	

	Application Programming Language
	
	
	
	
	
	
	

	Report Writer
	
	
	
	
	
	
	

	Screen Builder
	
	
	
	
	
	
	

	Forms Builder
	
	
	
	
	
	
	

	Data Dictionary
	
	
	
	
	
	
	

	Database Management System
	
	
	
	
	
	
	

	Network Software
	
	
	
	
	
	
	

	Communications Software
	
	
	
	
	
	
	

	System Utility Software/Tools
	
	
	
	
	
	
	

	Other (Specify) 
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	

	Discounts
	
	
	
	
	
	
	

	Net Total
	
	
	
	
	
	
	


FORM 12 – ADDITIONAL COST

Vendor


Product




Date


	ITEM
	ONE-TIME COST
	ANNUAL COST

	Additional Application Software Training
	
	

	System Operations Training
	
	

	Software Customization
	
	

	Travel and Living Expenses
	
	

	File Building Assistance
	
	

	Software Escrow Fee
	
	

	Project Manager (specify time commitment)
	
	

	Other (specify)                                            
	
	


IV. FUNCTIONAL OFFERING OF SOFTWARE 

This section contains the vendor's response to the “Functional Requirements.”  The “Functional Specifications” included in this section provide detail about desired system requirements. 

Note:  Vendor will be held contractually responsible for all responses which will be attached to any agreement that may be signed and will form the basis for eventual acceptance testing.

Use the below table to complete “FORM 14 – CLERK of the BOARD “FUNCTIONAL REQUIREMENTS”

	STATUS
	SOURCE
	COMMENTS

	NOW
	Available and fully operational in the field on a non-test site basis.  No user tools/utilities are required to achieve this feature other than the use of the application(s) indicated in the "Source" response.
	Any exclusions

	SOON
	Available and under field test at a client site.  No user tools/utilities are required to achieve this feature other than the use of the application(s) in the "Source" response.
	Any exclusion.  One-time or ongoing costs incremental to those bid for "A" through "E."  Availability date for code load.  Current status.

	FUTURE
	This feature or function is not currently available, nor is it in field-testing.  However, if client licenses the application(s) listed in the "Sources" response and/or the user tools/utilities specified in the "Source" response, then client will receive it with a future release of the system.
	Any exclusion.  One-time or ongoing costs incremental to those bid for "A" through "E."  Availability date for code load.  Current status.

	USER MODIFIES
	This feature or function is not standard to the system; however, it is available if the client licenses the application(s) listed in the "Source" response or the user tool/utility specified in the "Source" response is deployed by the client.
	Any exclusion.  One-time or ongoing costs incremental to those bid for "A" through "E."  Estimated number of hours it would take the vendor to complete, at a fee, if client were to request this work be done by the vendor.

	CUSTOM
	This feature or function is not standard to the system; however, if the client licenses the application(s) listed in the "Source" response and then the vendor will provide the modification.  Alternatively, the vendor will make a source code change to provide the function.
	Any exclusion.  One-time or ongoing costs incremental to those bid for "A" through "E."  Description of how the work would be done (tool/utility or source code change).  Availability date for code load.

	WON'T PROVIDE
	This feature or function is not available, in testing, or planned for future development.
	None

	DIDN’T BID
	This feature or function is not available, in testing, or planned for future development.
	None


FORM 13 – CLERK OF THE BOARD “FUNCTIONAL REQUIREMENTS”

The following functionality reflects desirable features that CCC would like in the Board Agenda Information System.  Vendor instructions for completing “Functional Requirements” follow:

1. Use the following codes for:  STATUS *
	N = NOW
	S = SOON
	F = FUTURE
	U = USER  MODIFIES
	C = CUSTOM
	W = WON’T PROVIDE
	D = DIDN’T BID


2. Use the following codes for:  SOURCE
A = Included in Application

D = Separate Module Required (specify in COMMENTS)

B = Administrative Utilities

E = MIS/Vendor/3rd Party Software (specify in COMMENTS)

C = Tools/Utilities by Vendor
F = Other (specify in COMMENTS)

3. Attach a separate page if additional room is needed for:  COMMENTS
	DESCRIPTION
	STATUS *
	SOURCE
	COMMENTS

	AUTOMATED WORKFLOW:

	1. Support the generation of Agenda documents in defined order:

· Date

· Closed Session

· Public Session

· Consent Calendar by Dept & Agenda Item

· Discussion Calendar by Dept & Agenda Item

· Adjourn to Support Agencies

· Reconvene Meeting

· Closing Statements
	                
	A
	B
	C
	D
	E
	                                    

	2. Provide a collaborative document workflow based system that facilitates and streamlines:

· Creation of Agenda Item(s)

· Submission

· Editing

· Revision

· Tracking of Status

· Audit Trail of Changes

· Printing

· Review

· Approvals

· Publishing

· Auto Event Notifications
	                
	A
	B
	C
	D
	E
	                                    

	3. Route and track agenda items to facilitate creation, collaboration, review, tracking and approval
	                
	A
	B
	C
	D
	E
	                                    

	4. Customizable item routing paths
	                
	A
	B
	C
	D
	E
	                                    

	5. User defined routing paths
	                
	A
	B
	C
	D
	E
	                                    

	6. System defined routing paths
	                
	A
	B
	C
	D
	E
	                                    

	7. eMail routing to non-application users
	                
	A
	B
	C
	D
	E
	                                    

	8. Search Engine that returns results with the document excerpt
	                
	A
	B
	C
	D
	E
	                                    

	9. Search by string of text, characters, special characters
	                
	A
	B
	C
	D
	E
	                                    

	10. Ability to print single items or entire packet (batch)
	                
	A
	B
	C
	D
	E
	                                    

	11. County defined labels on forms
	                
	A
	B
	C
	D
	E
	                                    

	12. Record Roll Call for Absent and Present Members
	                
	A
	B
	C
	D
	E
	                                    

	13. Record vote for each agenda item subject to Roll Call
	                
	A
	B
	C
	D
	E
	                                    

	DOCUMENT CREATION:

	14. Provide a method for Depts to submit Agenda items that have been reviewed and approved internally to the CoB
	                
	A
	B
	C
	D
	E
	                                    

	15. Ability to enter draft Agenda item information and associated documents
	                
	A
	B
	C
	D
	E
	                                    

	16. Collect and enable departments to develop, revise and monitor draft Agenda item and attachment as required and prior to CoB submission
	                
	A
	B
	C
	D
	E
	                                    

	17. Provide the ability for Agenda items to be categorized as pending until processed by the CoB as FINAL
	                
	A
	B
	C
	D
	E
	                                    

	18. View draft Agenda at any point in development process
	                
	A
	B
	C
	D
	E
	                                    

	19. Uniform appearance of materials
	                
	A
	B
	C
	D
	E
	                                    

	20. Ability to set format restrictions
	                
	A
	B
	C
	D
	E
	                                    

	21. Ability to renumber Agenda
	                
	A
	B
	C
	D
	E
	                                    

	22. Move Agenda Items with /Automatic Renumbering
	                
	A
	B
	C
	D
	E
	                                    

	23. Document editing functionality i.e., minimally everything you can do in a rich text box
	                
	A
	B
	C
	D
	E
	                                    

	24. Provide flexible templates that allow system generated Agenda Documents to match current County layouts and order
	                
	A
	B
	C
	D
	E
	                                    

	25. Integrated Word Processing
	                
	A
	B
	C
	D
	E
	                                    

	26. User ability to add data elements to the database and/or data dictionary
	                
	A
	B
	C
	D
	E
	                                    

	27. Customizable online help screens and context sensitive Help

· Easily accessed online help facility with intuitive instructions for use
	                
	A
	B
	C
	D
	E
	                                    

	28. Ability for County to customize templates, reports, etc. vs relying on 3rd Party
	                
	A
	B
	C
	D
	E
	                                    

	29. Individual user notes feature (virtual “post-its”) 
	                
	A
	B
	C
	D
	E
	                                    

	QUERY:

	30. Ability to enter Single Date or Date Range to assist in locating either Final or Pending status Board Agenda information
	                
	A
	B
	C
	D
	E
	                                    

	31. Query by Supervisorial District and return results
	                
	A
	B
	C
	D
	E
	                                    

	32. Pop-up calendars that user can select date(s)

· The selected date is automatically entered into the data field
	                
	A
	B
	C
	D
	E
	                                    

	33. Status options to qualify and narrow search criteria
	                
	A
	B
	C
	D
	E
	                                    

	34. Query Board Agenda status e.g., Pending, Final, Draft, etc.
	                
	A
	B
	C
	D
	E
	                                    

	35. Query Department code options that are used to qualify and narrow search criteria

· Option would feature a pull-down list of selectable and available department names
	                
	A
	B
	C
	D
	E
	                                    

	36. Drop down list of selectable and available type codes:

· Agreement

· Application

· Appointments

· Attachments

· Classifications

· Deeds

· Easements

· General Plan Amendments

· MoU

· Notice of Hearing

· Ordinance

· Other

· Policy

· RFP

· Resolution

· Vacation
	                
	A
	B
	C
	D
	E
	                                    

	37. Ability for users to view and print Agenda Item documents that have been voted upon and disposition updated.  Disposed Agenda item needs to include the BOS watermark by District and vote. 

Vote Codes:

· Absent

· Abstain

· Aye

· Move

· Nay

· Second

· Vacant
	                
	A
	B
	C
	D
	E
	                                    

	AUDIO/VISUAL – CCTV (VIDEO CLIP):

	38. Interface Stenography digital transcription devices.  Goal is to accept digital transcription for either Live or Archive use
	                
	A
	B
	C
	D
	E
	                                    

	39. Compatible with wireless devices and support PDA downloadable compatibilities
	                
	A
	B
	C
	D
	E
	                                    

	40. Ability to integrate with Live streaming audio/video and to have the meetings Agenda text synchronized with the video
	                
	A
	B
	C
	D
	E
	                                    

	REPORTS:

	41. Generate a variety of documents and reports

· Canned Reports

· Customizable by non 3rd Party Vendor

· Other (Specify)
	                
	A
	B
	C
	D
	E
	                                    

	42. Ability for users to create simple ad-hoc reports without professional technical assistance
	                
	A
	B
	C
	D
	E
	                                    

	43. Produce Agenda Documents and reports on demand.  This includes the ability to print:

· Agenda

· Summary Agenda

· Minutes

· Supplements
	                
	A
	B
	C
	D
	E
	                                    

	44. Ability to export data to external applications e.g., SQL, Crystal Reports, MS Access, etc.
	                
	A
	B
	C
	D
	E
	                                    

	ITEM DISPOSITION:

	45. Ability to record Disposition Activity type codes e.g.

· Approved

· Approved as Amended

· Continued

· Deferred/Approve

· Deferred/Continue

· Deferred/Off-Calendar

· Denied

· Off-Calendar
	                
	A
	B
	C
	D
	E
	                                    

	46. Ability to record the Disposition Votes for each Board of Supervisor pertaining to an Agenda item.  Disposition Vote type codes are:

· Absent

· Abstain

· Aye

· Move

· Nay

· Second

· Vacant
	                
	A
	B
	C
	D
	E
	                                    

	SECURITY:

	47. Security

· Application

· Data

· User

· Multiple Users

· System Administrators (minimum 2)
	               

               

                

                

                
	A

A

A

A

A
	B

B

B

B

B
	C

C

C

C

C
	D

D

D

D

D
	E

E

E

E

E
	                                    

                                    

                                    

                                    

                                    

	48. Agenda update is controlled by user permissions
	                
	A
	B
	C
	D
	E
	                                    

	49. Full functionality for System Administrator(s).  Agenda mgmt features that include:  assemble; update; assign; order; delete; approve; print hardcopy; publish internet/intranet; create and manage dept system managers
	                
	A
	B
	C
	D
	E
	                                    

	50. Security for Department System Manager.  Ability to :  create; update; delete; approve; and electronically submit Agenda items to CoB
	                
	A
	B
	C
	D
	E
	                                    

	51. Ability to restrict to “view only” for designated users
	                
	A
	B
	C
	D
	E
	                                    

	52. User profile-driven function menus
	                
	A
	B
	C
	D
	E
	                                    

	53. Ability to attach and restrict access to confidential document(s)
	                
	A
	B
	C
	D
	E
	                                    

	54. When document is in DRAFT mode access is limited to critical path of reviewers/approvers
	                
	A
	B
	C
	D
	E
	                                    

	55. Final signature would lock a document and prohibit editing
	                
	A
	B
	C
	D
	E
	                                    

	56. Ability to inactivate Dept codes as organizational changes occur in the County to prevent use of an inactive Dept code
	                
	A
	B
	C
	D
	E
	                                    

	57. Application security  that does not leverage MS Windows NT Authentication security
	                
	A
	B
	C
	D
	E
	                                    

	58. Security that prevents unauthorized access to control what data is accessible 
	                
	A
	B
	C
	D
	E
	                                    

	59. Security that protects against unauthorized inquiries into records and files
	                
	A
	B
	C
	D
	E
	                                    

	60. Security that provides safeguards against the alteration or destruction of information or files
	                
	A
	B
	C
	D
	E
	                                    

	61. Documentation must be present and accurate for IT disaster recovery functionality and testing
	                
	A
	B
	C
	D
	E
	                                    

	62. Documentation must be present and accurate for customer business contingency planning
	                
	A
	B
	C
	D
	E
	                                    

	63. If any products or materials are provided that are proprietary, vendor must explain in detail how the proprietary use is maintained during and after the contract termination
	                
	A
	B
	C
	D
	E
	                                    

	64. Source code must be escrowed in an account which the county has access too and must be updated after every maintenance or ad-hoc changes
	                
	A
	B
	C
	D
	E
	                                    

	65. As a web-application, use of the County’s approved privacy disclaimers must be present at all entry points when accessing the system
	                
	A
	B
	C
	D
	E
	                                    

	66. OWASP and SOAP standards will be required
	
	
	
	
	
	
	

	67. Audit logs must be generated and available to determine non-repudiation when necessary
	                
	A
	B
	C
	D
	E
	                                    

	68. Users must have unique user ids and passwords rules must follow County policies
	                
	A
	B
	C
	D
	E
	                                    

	69. Vendor must supply documentation on how the system will be maintained after the end-of-contract to include the option of a new vendor having access to previous data
	                
	A
	B
	C
	D
	E
	                                    

	70. This RFP and the County IT contract and compliance with its requirements will be required.  Copies of the IT Contract will be provided with this RFP
	                
	A
	B
	C
	D
	E
	                                    

	71. Vendors will receive a copy of applicable County policies, both IT and non-IT, and the proposed system must be able to allow for these policies to be obtained 
	                
	A
	B
	C
	D
	E
	                                    

	WEB:

	72. Web based design that enables internal County staff and the public to access Agenda information
	                
	A
	B
	C
	D
	E
	                                    

	73. Provide automated Agenda documents publishing capability of FINAL items to Internet/Intranet for view and print functionality
	                
	A
	B
	C
	D
	E
	                                    

	74. Documents must be in .PDF format for publication to the website
	                
	A
	B
	C
	D
	E
	                                    

	75. System must be able to provide online access to the four (4) most recent published Agenda documents and attachments
	                
	A
	B
	C
	D
	E
	                                    

	76. Ability for staff and public to search and retrieve items
	                
	A
	B
	C
	D
	E
	                                    

	77. Bookmarked or hyperlink Agenda and background materials
	                
	A
	B
	C
	D
	E
	                                    

	INFORMATION TECHNOLOGY:

	78. I.T. Environment

· OS Platform - Win2003

· Windows Application Server 

· Web Tier – IIS

· Supported dBases – SQL, Oracle
	                
	A
	B
	C
	D
	E
	                                    

	79. I.T. requires full administrative security access that includes:  HW, OS, and dBase.  This is needed for maintaining:

· HW

· OS

· dBase

· System Monitoring

· Backups

· System Upgrades

· Patches

· Applying Application Service Releases
	                
	A
	B
	C
	D
	E
	                                    

	80. Dedicated TRAINING Environment
	                
	A
	B
	C
	D
	E
	                                    

	81. Dedicated TEST Environment
	                
	A
	B
	C
	D
	E
	                                    

	82. Dedicated PRODUCTION Environment
	                
	A
	B
	C
	D
	E
	                                    

	83. Vendor identifies any potential network traffic issues for review and mitigation relating to Go-Live e.g., degradation
	                
	A
	B
	C
	D
	E
	                                    

	84. Data Interface

· Digital archive, in Group IV TIFF format, for export to AtPac “Document Advantage”
	                
	A
	B
	C
	D
	E
	                                    

	85. Attach external support information of varying file formats e.g. maps, graphics, spreadsheets, text documents, etc.  It is expected that all Microsoft file formats are supported including non-Microsoft file formats of PDF, HTML and scanning image formats of TIFF, JPEG of Black and White, Grayscale and Color

· Convert Agenda item and Attachment(s) to .PDF and retain original format
	                

                
	A

A
	B

B
	C

C
	D

D
	E

E
	                                    

                                    

	86. Ability to Download Agenda Items to Micro-Computers
	                
	A
	B
	C
	D
	E
	                                    

	VENDOR:

	87. Electronic Vendor documentation updates
	                
	A
	B
	C
	D
	E
	                                    

	88. Training on New Software Upgrades
	                
	A
	B
	C
	D
	E
	                                    

	89. On-going Workshop/Educational Programs
	                
	A
	B
	C
	D
	E
	                                    

	90. User Group Membership for R&D Representation
	                
	A
	B
	C
	D
	E
	                                    

	91. Application Support

· Mon-Fri, 0800-1700, PST

· After Hours Support

· Remote Support

· Web Based Support
	                

________

________

________
	A

A

A

A
	B

B

B

B
	C

C

C

C
	D

D

D

D
	E

E

E

E
	                                    

__________________

__________________

__________________

	92. Interface with AtPac “Document Advantage” document imaging system
	                
	A
	B
	C
	D
	E
	                                    

	93. Vendor analysis expertise for applying product throughout CCC
	                
	A
	B
	C
	D
	E
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