CITY OF SUGAR LAND

RFP NO. 2012-09


[image: image3.jpg]CONFLICT OF INTEREST QUESTIONNAIRE FORM CIQ

For vendor or other person doing business with local governmental entity

This questionnaire reflects changes made to the law by H.B. 1491, 80th Leg., Regular Session. OFFICEUSE ONLY

This questionnaire is being filed in accordance with Chapter 176, Local Government Code | pate Received
by a personwho has a business relationship as defined by Section 176.001(1-a) with a local
governmental entity and the person meets requirements under Section 176.006(a).

By law this questionnaire must be filed with the records administrator of the local governmental
entity not later than the 7th business day after the date the person becomes aware of facts
that require the statement to be filed. See Section 176.006, Local Government Code.

A person commits an offense if the person knowingly violates Section 176.006, Local
Government Code. An offense under this section is a Class C misdemeanor.

1| Nameof person who has a business relationship with local governmental entity.

2]

I:' Check this box if you are filing an update to a previously filed questionnaire.

(The law requires that you file an updated completed questionnaire with the appropriate filing authority not
later than the 7th business day after the date the originally filed questionnaire becomes incomplete or inaccurate.)

Name of local government officer with whom filer has employment or business relationship.

Name of Officer

This section (item 3 including subparts A, B, C & D) must be completed for each officer with whom the filer has an
employment or other business relationship as defined by Section 176.001(1-a), Local Government Code. Attach additional
pages to this Form CIQ as necessary.

A. Is the local government officer named in this section receiving or likely to receive taxable income, other than investment
income, from the filer of the questionnaire?

[ ]ves [ o

B. Is the filer of the questionnaire receiving or likely to receive taxable income, other than investment income, from or at the
direction of the local government officer named in this section AND the taxable income is not received from the local
governmental entity?

[ ]ves [ Jn

C. s the filer of this questionnaire employed by a corporation or other business entity with respect to which the local
government officer serves as an officer or director, or holds an ownership of 10 percent or more?

[ ]ves [ o

D. Describe each employment or business relationship with the local government officer named in this section.

Signature of person doing business with the governmental entity Date

Adopted 06/29/2007




PURCHASING OFFICE
REQUEST FOR PROPOSAL


DESTINATION MANAGEMENT SYSTEM
RFP 2012-09
I. DEFINITIONS

Respondent means the person or entity that submits a Submittal in response to this RFP.

Proposal means the documents required to be submitted under Section II (a).

II. SUBMITTAL


Documents must be submitted as follows:
(a) At least one (1) original, two (2) copies of the following documents must be submitted:

(1) Proposal;

(2) Questionnaire

(3) Vendor Acknowledgement

(4)  Respondent’s Information Form;

(5)  Respondent’s Client List; and

(6)  Conflict of Interest Questionnaire.

(b) The Proposal must be completed in ink or be typewritten.

(c) The Respondent’s Client List must list all clients for the previous five (5) years where their firm has supplied like products or services. 
(d) The Proposal must be submitted in a sealed envelope or container that is marked on the outside of the envelope or container with the RFP Number and Name, as shown on the first page of this document, the Respondent’s name and mailing address, and the date of the proposal deadline.

(e) The Proposals may be:

HAND DELIVERED:


or

MAILed to:

City of Sugar Land 




City of Sugar Land

City Secretary Office, 1st Floor



City Secretary Office

2700 Town Center Boulevard North 


P.O. Box 110

Sugar Land, Texas 77479




Sugar Land, TX 77487

FACSIMILE TRANSMITTALS WILL NOT BE ACCEPTED.
(f) Proposals will be received on or before. 11:00 a.m., Friday, November 11, 2011. Proposals received after the Proposal date and time will not be considered.

III. ADDITIONAL INSTRUCTIONS AND INFORMATION

(a) If a Respondent finds a discrepancy in or omission from, or has a question about the meaning of, this RFP or other related document, the Respondent should immediately notify the Purchasing Office at the e-mail address listed below or at www.bidsync.com. Questions regarding this proposal must be received by the Purchasing Office on or before 3:00 p.m., Thursday, November 3, 2011. After the Purchasing Office has been notified of a discrepancy or omission, or has been asked a question, the Purchasing Office will post an amendment or addendum on www.bidsync.com for all Respondents to view.

(b) A Respondent may withdraw a Proposal by giving the Purchasing Office written notice of the withdrawal before the Proposal deadline. If a Respondent submits written notice of the withdrawal after the Proposal deadline, a Respondent must receive the City’s written consent to withdraw a Proposal.

(c)
Proposals received in response to this RFP will be reviewed and evaluated by City staff.

(d) 
Additional documents, amendments, and addendums relating to this RFP are available at the City of Sugar Land’s City Secretary Office and at www.bidsync.com.
(e) If you have any questions, please contact:

Questions regarding this proposal may be sent to:
City of Sugar Land 

Penny Johnson – Project Analyst

Telephone: 281-275-2374
E-mail: pjohnson@sugarlandtx.gov
Contact with any personnel of the City other than Penny Johnson, regarding this request for proposal may be grounds for elimination from the selection process.

The City does not assume responsibility for not receiving questions from the Bidder or the Bidders’ receipt of any answers, addenda, or amendments placed on that website.
THE SELECTED RESPONDENT WILL BE REQUIRED TO ENTER INTO THE CITY OF SUGAR LAND STANDARD CONTRACT AND PROVIDE AND MAINTAIN THE MINIMUM INSURANCE COVERAGES REQUIRED UNDER THE CONTRACT (SEE INSURANCE REQUIREMENTS ATTACHMENT).  THE CONTRACT IS AVAILABLE AS AN ATTACHMENT TO THIS ITB OR BY CONTACTING THE INDIVIDUAL LISTED ABOVE.
IV. GENERAL INSTRUCTIONS

The City of Sugar Land will receive Proposals for: Destination Management System
IT IS UNDERSTOOD that the City Council of the City of Sugar Land reserves the right to reject any or all proposals for any or all products and/or services covered in this request for proposal and to waive informalities of defects in such proposals. Proposals must be valid for ninety (90) days after opening.

Proposals must be submitted on the pricing forms included for that purpose in this packet. Each proposal shall be placed in a separate sealed envelope and manually signed by a person having the authority to bind the Respondent in a contract and marked clearly on the outside as indicated in this RFP. Respondents should carefully examine all terms, conditions, specifications and related documents. Should a respondent find discrepancies in or omissions from the specifications or related documents, or should there be doubt as to their meaning, the City of Sugar Land Purchasing Office should be notified immediately for clarification prior to submitting the proposal. In the event of any conflict between the terms and conditions of these requirements and the specifications, the specifications shall govern. In the event of any conflict of interpretation of any part of this overall document, the City of Sugar Land’s interpretation shall govern.

DOCUMENTATION: Respondent shall provide with this response all documentation required by this RFP. Failure to provide this information may result in rejection of proposal.

DESCRIPTIONS: Specifications may reference any catalog, brand name or manufacturers’ model numbers. It is the intent of the City of Sugar Land to be DESCRIPTIVE - NOT RESTRICTIVE and to establish a desired quality level of service or products or to meet a pre-established standard of quality. Respondents may offer items of equal quality and the burden of proof of such quality rests with them. The City of Sugar Land shall act as sole judge in determining quality and acceptability of products offered.

TAX EXEMPTION: The City is not liable to Respondent for any federal, state, or local taxes for which the City is not liable by law, including state and local sales and use taxes (Section 151.309 and Title 3, Texas Tax Code) and federal excise tax (Subtitle D of the Internal Revenue Code). Accordingly, those taxes may not be added to any item. The city’s Tax Exemption Certificate will be furnished by the city on request of the Respondent. 

EVALUATION FACTORS: Evaluation factors outlined below shall be applied to all eligible, responsive Respondents in comparing proposals. Award of a contract may be made without discussion to one of the Respondents submitting a proposal after responses are received. Proposals should, therefore, be submitted on the most favorable terms.

Proposal Evaluation Factors:

10%
Financial health and stability

20%
Total cost of services

10%
References, to include but not limited to successful implementation of Destination /Customer Relationship Management Systems in Cities of comparable size.

10%
Interface with existing software and hardware

50%
Functionality and capabilities of the system
REVIEW COMMITTEE:  Proposals received in response to this RFP may be reviewed and evaluated by City staff. The City will select a finalist(s) through a review of proposals and/or interviews. The City will negotiate a contract with the final candidate. 

COSTS TO SUBMIT: The City of Sugar Land will not be liable for any costs incurred by any respondent in preparation of a submittal in response to this request, in conduct of a presentation, or any other activities related to response to this RFP. 

INSURANCE: The successful Respondent shall provide and maintain the minimum insurance coverages set forth below during the term of its agreement with the City.

· Commercial General Liability insurance at minimum combined single limits of $1,000,000 per-occurrence and $2,000,000 general aggregate for bodily injury and property damage, which coverage shall include products/completed operations ($1,000,000 products/ completed operations aggregate). Coverage must be written on an occurrence form. Contractual Liability must be maintained covering the Respondent’s obligations contained in the contract. The general aggregate limit must be at least two (2) times the each-occurrence limit. 

· Workers Compensation insurance at statutory limits, including Employer’s Liability coverage at minimum limits of $500,000 each-occurrence each accident/$500,000 by disease each-occurrence/$500,000 by disease aggregate.

· Commercial Automobile Liability insurance at minimum combined single limits of $1,000,000 per-occurrence for bodily injury and property damage, including owned, non-owned and hired car coverage.

Any Subcontractor(s) hired by the Respondent shall maintain insurance coverage equal to that required of the Respondent. It is the responsibility of the Respondent to assure compliance with this provision. The City of Sugar Land accepts no responsibility arising from the conduct, or lack of conduct, of the Subcontractor. 

A Comprehensive General Liability insurance form may be used in lieu of a Commercial General Liability insurance form. In this event, coverage must be written on an occurrence basis, at limits of $1,000,000 each-occurrence, combined single limit, and coverage must include a broad form Comprehensive General Liability Endorsement, products/completed operations, XCU hazards and contractual liability.

With reference to the foregoing insurance requirement, Respondent shall specifically endorse applicable insurance policies as follows:

· The City of Sugar Land and the Team shall be named as additional insureds with respect to General Liability and Automobile Liability. 

· All liability policies shall contain no cross liability exclusions or insured versus insured restrictions.

· A waiver of subrogation in favor of The City of Sugar Land shall be contained in the Workers Compensation and all liability policies.

· All insurance policies shall be endorsed to require the insurer to immediately notify The City of Sugar Land of any material change in the insurance coverage.

· All insurance policies shall be endorsed to the effect that The City of Sugar Land will receive at least sixty (60) days notice prior to cancellation or non-renewal of the insurance.

· All insurance policies, which name The City of Sugar Land as an additional insured, must be endorsed to read as primary coverage regardless of the application of other insurance.

· Required limits may be satisfied by any combination of primary and umbrella liability insurances.

· Respondent may maintain reasonable and customary deductibles, subject to approval by The City of Sugar Land.

· Insurance must be purchased from insurers that are financially acceptable to the City of Sugar Land.

All insurance must be written on forms filed with and approved by the Texas Department of Insurance. Certificates of Insurance shall be prepared and executed by the insurance company or its authorized agent and shall contain provisions representing and warranting the following:

· Sets forth all endorsements and insurance coverages according to requirements and instructions contained herein.

· Shall specifically set forth the notice-of-cancellation or termination provisions to The City of Sugar Land.

Upon request, Respondent shall furnish The City of Sugar Land with certified copies of all insurance policies.

A valid certificate of insurance verifying each of the coverages required above shall be submitted upon award. The certificate of insurance shall be sent to:



City of Sugar Land



Purchasing Office



P O Box 110



Sugar Land, TX 77487-0110

ADDENDA: Any interpretations, corrections or changes to this Request for Proposal and Specifications will be made by addenda. Sole issuing authority of addenda shall be vested in the City of Sugar Land Purchasing Office. Addenda will be available to all who are known to have received a copy of this RFP. Respondents shall acknowledge receipt of all addenda on the Certification/Addenda Acknowledgement form found in this document.

LATE PROPOSALS: Proposals received in the City after the submission deadline will be considered void and unacceptable. City of Sugar Land is not responsible for lateness or non-delivery of mail, carrier, etc. The date/time stamp in the City Secretary’s office shall be the official time of receipt.

ALTERING PROPOSALS: Proposals cannot be altered or amended after submission deadline. Any alterations or erasures made before opening time and must be initialed by the signer of the proposal, guaranteeing authenticity. 

REJECTION OF PROPOSALS: The City Council may choose to reject all proposals and not award any contract. 

AWARD: The City has the right to award a contract upon the conditions, terms and specifications contained in a proposal submitted to the City for a period of up to ninety (90) days following the date specified for the opening of proposals. 

V. MANDATORY TERMS AND CONDITIONS

Because the City is a governmental entity that must follow State and Federal laws and has an obligation to protect its taxpayers, the City requires that certain terms be included in the contract that results from this solicitation. Your response to this solicitation is an offer to contract with the city based on the terms, conditions, and specifications contained in this solicitation. If any of the mandatory contract terms are unacceptable to you, please do not respond to this solicitation. 
CONFLICTING PROVISIONS: The contract consists only of the city-prepared contract and any additional city or Respondent contract documents incorporated by reference as a part of the contract. If a conflict or inconsistency exists between the city-prepared contract and a document incorporated by reference, the city-prepared contract controls. If a conflict or inconsistency exists between an additional contract document incorporated by reference, the city’s additional contract document takes precedence over the respondent’s additional contract document.

PAYMENT PROVISIONS: The City’s payments under the Contract, including the time of payment and the payment of interest on overdue amounts, are subject to Chapter 2251, Texas Government Code.

MULTIYEAR CONTRACTS: If City Council does not appropriate funds to make any payment for a fiscal year after the City’s fiscal year in which the contract becomes effective and there are no proceeds available for payment from the sale of bonds or other debt instruments, then the Contract automatically terminates at the beginning of the first day of the successive fiscal year. (Section 5, Article XI, Texas Constitution)

LIABILITY AND INDEMNITY: Any provision of the Contract is void and unenforceable if it: (1) limits or releases either party from liability that would exist by law in the absence of the provision; (2) creates liability for either party that would not exist by law in the absence of the provision; or (3) waives or limits either party’s rights, defenses, remedies, or immunities that would exist by law in the absence of the provision. (Section 5, Article XI, Texas Constitution) 

CONFIDENTIALITY: Any provision in the Contract that attempts to prevent the City’s disclosure of information subject to public disclosure under federal or Texas law or regulation, or court or administrative decision or ruling, is invalid. (Chapter 552, Texas Government Code)

TAX EXEMPTION: The City is not liable to Respondent for any federal, state, or local taxes for which the City is not liable by law, including state and local sales and use taxes (Section 151.309 and Title 3, Texas Tax Code) and federal excise tax (Subtitle D of the Internal Revenue Code). Accordingly, those taxes may not be added to any item. The city’s Tax Exemption Certificate will be furnished by the city on request of the Respondent. 

CONTRACTUAL LIMITATIONS PERIOD: Any provision of the Contract that establishes a limitations period that does not run against the City by law or that is shorter than two years is void. (Sections 16.061 and 16.070, Texas Civil Practice and Remedies Code)

GOVERNING LAW AND VENUE: Texas law governs this Contract and any lawsuit on this Contract must be filed in a court that has jurisdiction in Fort Bend County, Texas.

TERMINATION FOR CONVENIENCE: The contract may be terminated, without penalty, by either party by providing 30 days’ written notice to the other party. 
VI. OTHER TERMS AND CONDITIONS

CONFLICT OF INTEREST: No public official shall have interest in this contract except in accordance with Vernon’s Texas Codes Annotated, Local Government Code Title 5, Subtitle C, Chapter 171.

ETHICS: The Respondent shall not offer or accept gifts or anything of value or enter into any business arrangement with any employee, official or agent of City of Sugar Land. More than one proposal on any one contract from a Respondent or individual under different names shall be grounds for rejection of all proposals in which the Respondent or individual has an interest. One or all proposals will be rejected if there is any reason to believe that collusion exists between Respondents.

Respondents must make every effort to comply Chapter 176 of the Texas Local Government Code. Chapter 176 mandates the public disclosure of certain information concerning persons doing business or seeking to do business with the City of Sugar Land, including affiliations and business and financial relationships such persons may have with City of Sugar Land officers. 

By doing business or seeking to do business with the City of Sugar Land, including submitting a response to this Request for Proposals, you acknowledge that you have been notified of the requirements of Chapter 176 of the Texas Local Government Code and you are representing that you are in compliance with them.

Conflict of Interest questionnaire found on the last page of this document must be filled out and turned in with each proposal.

PURCHASE ORDER: City of Sugar Land shall generate a purchase order to the successful Respondent. The purchase order number must appear on all invoices, packing lists and all related correspondence. City of Sugar Land will not be responsible for any orders placed and/or delivered without a valid purchase order number.

DELIVERY: Any delivery and freight charges (FOB City of Sugar Land designated location) are to be included in the proposal price.

PACKING SLIPS or other suitable shipping documents shall accompany each shipment and shall show:

(a) Respondent company name and address;

(b) Name and address of the City of Sugar Land department the shipment is being made to;

(c) City of Sugar Land purchase order number;

(d) Descriptive information as to the items delivered, including quantity and part numbers.

INVOICES submitted for payment shall be addressed to: 

City of Sugar Land

Accounts Payable

P.O. Box 110

Sugar Land, TX 77487 

and shall reference the City of Sugar Land approved purchase order number. Periodic payments will be made within 30 days of invoice date or satisfactory delivery of the product or service, whichever is later, provided that all other requirements as detailed in the contract have been fulfilled.

WARRANTY: Successful Respondent shall warrant that all items or services shall conform to the proposed specifications and all warranties as stated in the Uniform Commercial Code and be free from all defects in material, workmanship and title.

PATENTS/COPYRIGHTS: The successful Respondent agrees to protect City of Sugar Land from claims involving infringements of patents and/or copyrights.

TERMINATION OF CONTRACT: The City of Sugar Land reserves the right to terminate the contract immediately in the event the successful Respondent:

1. Fails to meet delivery schedules;

2. Defaults in the payment of any fees;

3. Otherwise fails to perform in accordance with this contract;

4. Becomes insolvent and/or files for protection under bankruptcy laws.

Such termination is in addition to and not in lieu of any other remedies that City of Sugar Land may have in law or equity. Respondent, in submitting this proposal, agrees that City of Sugar Land shall not be liable to prosecution for damages in the event that the City declares the Respondent in default.

NOTICE: Any notice provided by this RFP or required by law to be given to the successful Respondent by City of Sugar Land shall be deemed to have been given and received on the next business day after such written notice has been deposited in the U. S. mail in Sugar Land, Texas, by Registered or Certified Mail with sufficient postage affixed thereto, addressed to the successful Respondent at the address so provided; provided this shall not prevent the giving of actual notice in any other manner.

ASSIGNMENT: The successful Respondent shall not sell, assign, transfer or convey this contract, in whole or in part, without the prior written consent of City of Sugar Land.
INTERLOCAL AGREEMENT:  Successful proposer agrees to extend prices and terms to all entities who have entered into or will enter into joint Purchasing Inter-local Cooperation Agreements with the City of Sugar Land.

VII. SPECIFICATIONS:

OVERVIEW

The City of Sugar Land is seeking a state of the art technology purchase of a Destination / Customer Relationship  Management System (DMS). The selected contractor will be responsible for providing a “turnkey solution” and provide pricing for various options, under the direction of the Information Technology Department.

PURPOSE OF THIS PROJECT

The purpose of this project is to obtain information from vendors that have successfully implemented DMS, with a preference for successful implementation in the State of Texas.  The City seeks a Vendor that has, and will have, the skills, qualifications, expertise and experience necessary to deliver the services described in this requirements document in an efficient, cost-effective manner and with a high degree of quality.  The intention of this document is to communicate to the vendor, the known requirements of the City. 

OBJECTIVE

To obtain a high quality DMS and to form a flexible relationship with the Vendor that will be responsive to the requests of the City to deliver the product and services required.

SOURCE CODE

Upon completion of this purchase, the contractor is required to place the “source code” in escrow until released from this obligation by the City of Sugar Land ceasing to use all of the contractor’s software or the contractor releasing the code to the City.

TOTAL SOLUTION REQUIREMENT

The successful vendor will be responsible for providing Sugar Land with a total installed solution.  For the purposes of this RFP, a total solution means that the successful vendor will be responsible for providing all hardware, software, training, shipping, installation, preparation, setup, testing, integration and/or interfaces to existing systems, documentation and other services necessary for the successful installation of a fully functional electronic computer system that satisfies the requirements stated, at a minimum, as outlined within this RFP.  

As part of the requirement, the successful vendor will make every effort to utilize existing Sugar Land hardware and software currently in place that is compatible and usable with the system provided as “turn-key” in order to reduce the total cost of the project. Although all hardware acquisition should be included in the specifications and pricing, the City of Sugar Land may elect to purchase hardware independently from this proposal.

Omissions of essential or necessary items by the successful Vendor will result in the vendor providing the omitted item(s) at no cost to Sugar Land as part of the total solution system.  Optional equipment should be listed as such, as well as exceptions.



Destination / Customer Relationship Management System 
Functional Requirements

Basic Requirements

1. System shall be capable of storing and retrieving sensitive visitor personal information.

2. System shall provide customized reporting opportunities for all departments to better track visitor impact. 

3. The system shall correctly accommodate and process information that contains dates in current, previous and future centuries. The system shall store years in a 4-digit format.

Section I:
Minimum Information to Comply with Evaluation Factors

      
A.
 Company Qualifications and Experience




A.1
Exhibit 5 years or more experience in Destination / Customer Relationship Management System software. 




A.2
Company organizational chart must be included in response.




A.3 
If any part of the system is hosted off-site, provide a description of respondent’s policies regarding storage, retention, backup and distribution of data.  




A.4
If any part of the system is hosted off-site, describe the utilization of a business continuity plan, including failover to a primary disaster site and including the time period for resumption of normal client activities.  




A.5
If any part of the system is hosted off-site, describe their ongoing maintenance and system testing procedures.  




A.6
Include Service Level Agreements (SLAs) with other agencies.




A.7
Provide an implementation plan with a timeline from contract signature through user training with clearly identified roles and responsibilities for both respondent and client.  



A.8
The respondent must offer printed, and / or online training manuals as well as suggestions for use and best practices as part of the training process.  A minimum of five (5) hardcopies of the training materials will also be provided.




A.9
Include Maintenance Agreements with other agencies.
      B.

Financial Health and Stability - 10% Evaluation Criteria



Respondent must demonstrate proof of company financial stability by submitting audited 

financial statements from previous 3 years. Financial statements may be submitted in a 


separate, sealed envelope
      C.

Pricing - 20 % Evaluation Criteria

C.1
All pricing should be inclusive of all hardware, software and services to provide a total solution.  Each of these categories should be broken down to allow the City to evaluate the response.

C.2
Outline all additional fees, if any, and fees should be indicated for support, training, travel, maintenance, or any other costs.

C.3
Identify any recurring costs.

C.4
Price should include an annual maintenance and support contract automatically renewable each year unless either party gives written notice within 30-days of the contract expiration that it wishes to terminate the agreement. There may be no more than a 5% increase in the contract annually and written notification of any increase must be given to the City of Sugar Land within 30-days of the existing contract expiration date. The written notification of increase must include the amount of the increase.

D.

References - 10% Evaluation Criteria




D.1
Provide a list of all current customers in Texas.




D.2
Provide at least 3 references, preferably in the state of Texas.  All references included must be current, non-promotional clients who have had the system in production for a minimum of twelve (12) months.  The agency, contact name, email address and phone number of the contact is required.

E.   
Ability to Interface - 10% Evaluation Criteria

E.1
Novell GroupWise Email System: Provide a list of other customers that have interfaces with this email system.

E.2
Texas Meetings Database: System can interface with the TX Met database. Provide a list of other customers that have a similar interface with this system.

F.  Functionality and Capabilities of the System – 50% Evaluation Criteria
Detailed Requirements: (note: these are minimum requirements)

	
	 
	Included in the Proposal
	Can Be Added At No Cost
	Can Be Added At a Cost
	Comments

	
	VISITOR INQUIRY
	
	
	
	

	1. 
	System shall track collateral online, in-person & phone requests from individual visitors.
	
	
	
	

	2. 
	System has ability to import leads from reader-response (ads).
	
	
	
	

	3. 
	System has ability to create visitor origin reports based on point of origin (zip code, city, etc.)
	
	
	
	

	4. 
	System can maintain e-newsletter list subscription.
	
	
	
	

	5. 
	System can track brochure distribution to area visitor centers. 
	
	
	
	

	6. 
	System has the ability to export data into usable format for research / tracking.
	
	
	
	

	7. 
	System can track visitor interests for targeted marketing.
	
	
	
	

	8. 
	System can generate mailing labels.
	
	
	
	

	9. 
	System can generate reports on visitor traffic and behaviors based on origin.
	
	
	
	

	10. 
	System integrates with website or allows inquiries to easily be imported into the database.
	
	
	
	

	
	CONVENTION / SPORTING EVENT / TOURISM - SALES, SERVICING & MARKETING
	
	
	
	

	1. 
	System has the ability to record detailed meeting / convention leads / information and client information
	
	
	
	

	2. 
	System must include detail fields such as market segments, meeting dates, attendees, meeting set-up, number of rooms per night, peak night, meeting specifications, notes, etc. Details should be specific to group type – meeting planners, travel planners, sporting event planners.
	
	
	
	

	3. 
	System has the ability to generate traces to remind of key dates and needed follow-up. 
	
	
	
	

	4. 
	System has the ability to link all correspondence to client file for easy tracking.
	
	
	
	

	5. 
	System has the ability to generate reports to show meeting status – confirmed, lost, pending, etc. 
	
	
	
	

	6. 
	System has the ability to create letters, mail merges and mailing labels from database.
	
	
	
	

	7. 
	System integrates with website or allows inquiries to easily be imported into the database.
	
	
	
	

	8. 
	System can be accessed from a remote location.
	
	
	
	

	9. 
	System integrates with email/calendar system (Novell Groupwise / Microsoft Exchange).
	
	
	
	

	10. 
	System has the ability to import leads from databases such as TX MET, Empower Mint and Sales Missions.
	
	
	
	

	11. 
	Client servicing – Track what was promised & when (meeting/ convention, sports, travel planner, etc.)
	
	
	
	

	12. 
	System maintains e-newsletter list subscription – specific to client types (meeting planner, travel planner, sports event planner) 
	
	
	
	

	13. 
	System keeps up-to-date information about events; tracks the services needed for the event, sends and tracks sales leads and much more. 
	
	
	
	

	14. 
	System identifies local event facility specifications to help meet the needs of the client. 
	
	
	
	

	15. 
	System includes separate modules for meetings / conventions and sports & travel, or has the ability to focus on specific needs of each group type. 
	
	
	
	

	
	MEDIA INQUIRIES
	
	
	
	

	1. 
	System has the ability to record detailed media leads / information and client information. System must include detail fields such as deadline dates, specific needs, photos provided, press releases issued, FAM attendance, market segments, etc.
	
	
	
	

	
	DMO PROJECTS
	
	
	
	

	1. 
	System has the ability to track the progress of specific projects such as familiarization tours, tradeshows, sales missions, etc. (Timeline, costs, partnerships, attendees, etc.)
	
	
	
	

	2. 
	System links to client / partner databases.
	
	
	
	

	
	CALENDAR OF EVENTS
	
	
	
	

	1. 
	System maintains a calendar of upcoming events with the ability to link to planning organizations and/or attractions. 
	
	
	
	

	2. 
	System has the ability to easily export for inclusion in publications. 
	
	
	
	

	3. 
	The Calendar of events can be printed.
	
	
	
	

	4. 
	System gives the ability to search by event name, date range, etc. 
	
	
	
	

	
	INDUSTRY PARTNERS
	
	
	
	

	1. 
	System has the ability to record detailed information about industry partners (hotels, attractions, events). 
	
	
	
	

	2. 
	System maintains e-newsletter list subscription – specific to industry partners.
	
	
	
	

	
	ALL MODULES
	
	
	
	

	1. 
	System has the ability to distribute leads to partners (hotels, attractions, events) via email and track distribution/participation.
	
	
	
	

	2. 
	System has the ability to link records across databases.
	
	
	
	

	3. 
	System includes note & reminder system.
	
	
	
	

	4. 
	System has the ability to pull reports based on multiple fields.
	
	
	
	

	5. 
	System has the ability to measure impact / ROI for all clients and visitors.
	
	
	
	

	6. 
	System records activities for follow up and reports. 
	
	
	
	


Supplemental Requirements

1. Ease of use. User can log in from any PC that has internet browser.

2. Security is paramount. The security policies and procedures must be followed strictly for this project. 

3. The system solution must incorporate strict security and access tools to prevent unauthorized access to data.

4. Web-based browser application for all users.

5. Interfaces with existing systems such as GroupWise (Email Agent) **

Technical Infrastructure

· Multi-User Database: Microsoft SQL Server 2005 64bit 
· Windows Server 2003/2008

· XP and Windows 7 Operating System **
· Novell Network

· Using Microsoft Active Directory
Based on a review of the City’s environment and knowledge of vendor’s product, the vendor should produce the best solution for utilizing the City’s existing hardware/software.  If City’s existing environment does not meet the vendor’s product needs, then the vendor is required to recommend a new turnkey solution for hardware/software requirements.

Project Timeline

Expected amount of time to complete Project from contract signing to Project Manager Approval will be determined by the City of Sugar Land and vendor.  

1. Vendor must provide a project manager, trainer, and on-site staff during go live and required technical support.  

2. Vendor is required to meet weekly on project and provide the City with weekly project updates.  

3. Installation, implementation and training must be finished within 90 days.

4. Any changes or delays in the project timeline must be approved by the City of Sugar Land.

5. On-site or on-line demonstration of a working system will be required prior to awarding the contract.
**By April 2012, we would have migrated to a full Windows 7 environment, utilizing Microsoft exchange.
Training and Support

1. List all training options, to include onsite and offsite.  Also provide options for reoccurring and ongoing training.  This includes required end user, administrator, and technical training.

2. Provide information regarding training on new releases and system updates.

3. Provide all options for support for end users, administrators, and technical staff.  To include onsite, phone, email, web, and VPN support of the system.


SECTION II:  Format for Proposal Content
1. Cover Letter

a. Name of Company 

b. Provide Contact Person during proposal process

c. State Proposal good for 120 days

d. Must be signed by authorized company representative

2. City Required Forms

a. Price Schedule

b. Bidder Certification and Addenda Acknowledgement

c. Contractor Information 

d. Conflict of Interest Questionnaire

3. Designated Account Representative

a. Document their role in providing support to the City

b. Detail experience required by company for Account Representatives

4. Company Organization and Financial Status information as outlined in Section I, B.

5. Pricing information as outlined in Section I, C.
6. References as outlined in Section I, D.

7. Ability to interface information as outlined in Section I, E.

8. A completed, Section I F, Functionality and Capabilities of the System including appropriate comments. 
SECTION VIII
REQUIRED FORMS

The following forms must be filled out and turned in with bid in order for submitting vendor to be considered responsive.  Failure to include the following forms, signed and dated, may result the bid being rejected.  

1. Bidder Certification and Addenda Acknowledgment 
2. Bidder Information 
3. Conflict of Interest Questionnaire (CIQ Form) 
4. Debarment Form
	SCHEDULE of KEY EVENTS

	NO.
	ACTIVITY
	DATE – TIME

	1
	RFP Posted to bidsync.com
	Thursday, October 27, 2011

	2
	Questions Deadline
	Thursday, November 3, 2011 @ 3:00 p.m.

	3
	Questions Answered 
	Friday, November 4, 2011 @ 3:00 p.m.

	4
	Proposals  Due 
	Friday, November 11, 2011 @ 11:00 a.m.


RFP  C H E C K L I S T

CHECK OFF EACH OF THE FOLLOWING AS THE NECESSARY ACTION IS COMPLETED:

[   ] 1. THE PROPOSAL HAS BEEN SIGNED AND DATED.

[   ] 2. ANY PRICE EXTENSIONS AND TOTALS HAVE BEEN CHECKED.

[   ] 3. ADDENDUM (IF ANY) HAS BEEN ACKNOWLEDGED AND INCLUDED.

[   ] 4. CLIENT AND CIQ FORM COMPLETED

[   ] 5. THE CORRECT NUMBER OF PROPOSAL COPIES ENCLOSED
[   ] 6. COMPLETED DEBARMENT FORM

[   ] 7. THE MAILING ENVELOPE HAS BEEN ADDRESSED TO:

THE CITY OF SUGAR LAND  

CITY SECRETARY OFFICE, 1ST FLOOR, ROOM 122

2700 TOWN CENTER BLVD. NORTH

SUGAR LAND, TEXAS 77479

[   ] 8. THE MAILING ENVELOPE HAS BEEN SEALED AND MARKED WITH THE:

RESPONDENT’S NAME, ADDRESS, RFP NUMBER, TITLE, AND DUE DATE
BIDDER CERTIFICATION AND ADDENDA ACKNOWLEDGEMENT

By signature affixed, the bidder certifies that neither the bidder nor the firm, corporation, partnership, or institution represented by the bidder, or anyone acting for such firm, corporation, or institution has violated the anti-trust laws of this State, codified in Section 15.01, et seq., Texas Business and Commerce Code, or the Federal antitrust laws, nor communicated directly or indirectly the bid made to any competitor or any other person engaged in such fine of business.

Bidder has examined the specifications and has fully informed themselves as to all terms and conditions.  Any discrepancies or omissions from the specifications or other documents have been clarified with City representatives and noted on the bid submitted.

Bidder guarantees product offered will meet or exceed specifications identified in this RFP.  

Bidder must initial next to each addendum received in order to verify receipt:

Addendum #1_______________     Addendum #2_______________     Addendum #3_______________

Bidder Must Fill in and Sign:
NAME OF FIRM/COMPANY:

__________________________________________________

AGENTS NAME:


___________________________________________________

AGENTS TITLE:


___________________________________________________

MAILING ADDRESS:


___________________________________________________

CITY, STATE, ZIP:


___________________________________________________

PHONE & FAX NUMBERS:

___________________________________________________

E-MAIL ADDRESS:


___________________________________________________

AUTHORIZED SIGNATURE:

___________________________________________________

DATE:




___________________________________________________

CONTRACTOR INFORMATION

FULL LEGAL FIRM/COMPANY NAME:_________________________________________________

BUSINESS STREET ADDRESS:_________________________________________________________

BUSINESS MAILING ADDRESS:_______________________________________________________

BUSINESS TELEPHONE NUMBER:_____________________________________________________

BUSINESS FAX NUMBER:_____________________________________________________________

COUNTY:___________________MINORITY OWNED:_________# OF EMPLOYEES_____________

************************************************************************************

CORPORATION:___ PARTNERSHIP:____  PROPRIETORSHIP:____  L.L.C. ____  L.L.P. _____

YEAR EST. _____     NO.  OF YEARS IN BUSINESS _____   FEDERAL ID NO. _________________

NATURE OF BUSINESS:______________________________________________________________

PRINCIPALS:

NAME:________________________________________________TITLE:________________________

NAME:________________________________________________TITLE:________________________

NAME:________________________________________________TITLE:________________________

************************************************************************************
BANK REFERENCE: __________________________________________________________________

CHECKING ACCOUNT NO. ____________________________________________________________

ADDRESS / CITY / STATE / ZIP :________________________________________________________

____________________________________________________________________________________

PHONE NO. _________________________________________________________________________

 Past Experience with Similar Projects/Government Projects/Texas Projects based on customized reporting with specialized criteria 

1. PROJECT/CONTRACT NAME: 
________________________________________


DESCRIPTION OF PROJECT: 
______________________________________________


________________________________________________________________________

WAS CUSTOMIZED REPORT CREATED FOR THIS CUSTOMER- YES_____NO____

IF YES, PLEASE EXPLAIN OR PROVIDE SAMPLE OF REPORT UTILIZED:  ______

_________________________________________________________________________

CONTACT NAME: 
_____________________________________________________

CONTACT PHONE NUMBER:    _____________________________________________

CONTACT EMAIL ADDRESS:   _____________________________________________

DISPOSITION OR STATUS OF CONTRACT: __________________________________

2. PROJECT/CONTRACT NAME: 
________________________________________


DESCRIPTION OF PROJECT: 
______________________________________________


________________________________________________________________________

WAS CUSTOMIZED REPORT CREATED FOR THIS CUSTOMER- YES_____NO____

IF YES, PLEASE EXPLAIN OR PROVIDE SAMPLE OF REPORT UTILIZED:  ______

_________________________________________________________________________

CONTACT NAME: 
_____________________________________________________

CONTACT PHONE NUMBER:    _____________________________________________

CONTACT EMAIL ADDRESS:   _____________________________________________

DISPOSITION OR STATUS OF CONTRACT: __________________________________

3. PROJECT/CONTRACT NAME: 
________________________________________


DESCRIPTION OF PROJECT: 
______________________________________________


________________________________________________________________________

WAS CUSTOMIZED REPORT CREATED FOR THIS CUSTOMER- YES_____NO____

IF YES, PLEASE EXPLAIN OR PROVIDE SAMPLE OF REPORT UTILIZED:  ______

_________________________________________________________________________

CONTACT NAME: 
_____________________________________________________

CONTACT PHONE NUMBER:    ____________________________________________

CONTACT EMAIL ADDRESS:   _____________________________________________

DISPOSITION OR STATUS OF CONTRACT: __________________________________

BIDDER CUSTOMER / CLIENT REFERENCES

(THESE REFERENCES MUST BE DIFFERENT THAN THOSE USED FOR PAST EXPERIENCE ABOVE)
1.  COMPANY NAME: ______________________________________________________________

ADDRESS: ________________________________________________________________________

CITY / STATE / ZIP: ________________________________________________________________

PHONE NO.  ______________________________________________________________________

NAME OF CONTACT: ______________________________________________________________

EMAIL ADDRESS:       ______________________________________________________________

2.  COMPANY NAME: ______________________________________________________________

ADDRESS: ________________________________________________________________________

CITY / STATE / ZIP: _________________________________________________________________

PHONE NO.  _______________________________________________________________________

NAME OF CONTACT: _______________________________________________________________

EMAIL ADDRESS:       ______________________________________________________________

3.  COMPANY NAME: _______________________________________________________________

ADDRESS: _________________________________________________________________________

CITY / STATE / ZIP: _________________________________________________________________

PHONE NO.  ________________________________________________________________________

NAME OF CONTACT:________________________________________________________________

EMAIL ADDRESS:       ______________________________________________________________
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	CONTRACTOR  INFORMATION

Name: ________________________________________________________________________________________

	Address:           _____________________________________________________________________________________

                          _____________________________________________________________________________________

                          _____________________________________________________________________________________

	Principal Contact:  ______________________________________________________________________________



	Tax ID Number:  ________________________________________

	Project Number:  _______________________________________

	Project Name:      _______________________________________


	Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion

Indicate in the appropriate box which statement applies to the covered potential contractor: 

·  The potential contractor certifies, by submission of this certification, that neither it nor its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this contract by any federal department or agency or by the State of Texas. 

·  The potential contractor is unable to certify to one or more of the terms in this certification. In this instance, the potential contractor must attach an explanation for each of the above terms to which he is unable to make certification. Attach the explanation(s) to this certification 
The undersigned certifies that the potential contractor will not knowingly enter into any subcontract with a person who is excluded, debarred, suspended, declared ineligible or voluntarily excluded from participation in this covered transaction, unless authorized by the city of Sugar Land, Texas.  The undersigned further certifies that the potential contractor will include this section regarding exclusion, debarment, suspension, ineligibility and voluntary exclusion without modification in any subcontracts or solicitations for subcontracts.
The undersigned swears that he/she is authorized to legally bind the prospective contractor to the above-described certification and is fully aware that this certification is made under penalty of perjury under the laws of the State of Texas.
___________________________________          ______________________________

Signature/Authorized Certifying Official

Typed Name and Title

___________________________________ 
 ______________________________

Prospective Contractor/Organization

Date Signed

___________________________________

State Contractor License No. (if any)
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