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INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

Follow the format required in the RFP when preparing your response. Provide point-by4poin
responses to all sections in a clear and concismena

Provide complete answers/descriptionsRead and answell questions and requirements. Do not
assume the School District or evaluator/evaluattmmmittee will know what your company

capabilities are or what items/services you carvige even if you have previously contracted with
the School District. The proposals are evaluatesetasolely on the information and materials
provided in your response.

Use the forms provided i.e., cover page, cost proposal, certificatiom®, etc.
Submit your response on timeNote all the dates and times listed in the SchedflEvents and

within the document, and be sure to submit all meguitems on time. Late proposal responses are
neveraccepted.

The following items MUST be included in the resporsto be considered responsive.
Failure to include any of these items may result i nonresponsive determination.

Signed Cover Sheet
Signed Addenda (if appropriate)

Point-by-Point response to all sections and subséms — use statement: “Understood and Will
Comply” beginning with section 1 on page 5 or prowde narrative as listed.

Complete answers to all requirements of Sections 3, and 5

Correctly executed School District “Affidavit for T rade Secret Confidentiality” form if claiming
information to be confidential or proprietary (per Section 2.2.1)

Sections 4 have page limitations.



SCHEDULE OF EVENTS

EVENT DATE
REP ISSUE DALE.......eviiiiiiiiiieii ittt e et s November 6, 2009
Deadline for Receipt of Written QUESLIONS............oeiiiiiiiiiiiiiiaeee e eeeeeeee e November 16, 2009
Deadline for Posting Written Responses to the Schb@/ebsite.............cccovvvvviiiiiiccceennn. Noveml2éx, 2009
RFP ReESPONSE DUE DALE.......iiiiiiiiiiiee et e et e e e ea e e @adber 4, 2009 2 pm
Notification of Offeror Interviews/Demonstrations/Discussions, if required............. week of December 11th
Intended Date for Contract Award by Board of Trustees ..........ooevvveviviiiiiiiiiiee e January 12, 2010



SECTION 1: PROJECT OVERVIEW AND INSTRUCTIONS

1.0 PROJECT OVERVIEW

General Information:

The Helena School District #1 (hereinafter refet@ds “the School District “) is seeking propodal$or

a comprehensive accounting software package faraschstrict financial and human resources function
A more completedescription of the software specifications is pdad in Sections 3 and 4. Proposals
submitted in response to this solicitation must plynwith the instructions and procedures contained
herein.

1.1 SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP)sised until an offeror is selected and the seleason
announced by the procurement officefferors are not allowed to communicate with any Swool
District staff or officials regarding this procurement, except at the direction of Kim Harris, Busines
Manager, who is the procurement officer in charge of tleiciation. Any unauthorized contact may
disqualify the offeror from further consideratid@ontact information for the single point of cont&ctas
follows:
Procurement Officer: Kim Harris
Address: 55 S. Rodney, Helena MT 59601
Telephone Number: 406 324-2040
Fax Number: 406 324-2045
E-mail Address: kharris@helena.k12.mt.us

1.2 REQUIRED REVIEW

1.2.1 Review RFP. Offerors should carefully review the instructiomsandatory requirements,
specifications, standard terms and conditions, @rdract set out in this RFP and promptly notifg th
procurement officer identified above in writing wia e-mail of any ambiguity, inconsistency, unduly
restrictive specifications, or error which theyatiger upon examination of this RFP. This shoulduide
any terms or requirements within the RFP that eigineclude the offeror from responding to the RFP o
add unnecessary cost. This notification must beorapanied by an explanation and suggested
modification and be received by the deadline faengt of written or e-mailed inquiries set forthide.

The School District will make any final determir@atiof changes to the RFP.

1.2.2 Form of Questions. Offerors with questions or requiring clarificati@r interpretation of
any section within this RFP must address thesetigmssin writing or via e-mail to the procurement
officer referenced above on or before November2D®9 no later than 4:00 pm. Each question must
provide clear reference to the section, page, terd in questionQuestions received after the deadline
may not be considered.

1.2.3 School District 's ResponseThe School District will provide an official writteresponse
by November 20, 2009 4 pm. to all questions reckivg November 16, 2009. The School District’'s
response will be by formal written addendum. Anlgestform of interpretation, correction, or change t
this RFP will not be binding upon the School DigtriAny formal written addendum will be posted be t




School District's website alongside the postingtled RFP atvww.helena.k12.mt.usr mailed by the
close of business on the date list&fferors must sign and return with their RFP resporse an
Acknowledgment of Addendum for any addendum issued.

1.3 GENERAL REQUIREMENTS

1.3.1 Acceptance of Standard Terms and ConditionSbntract. By submitting a response to
this RFP, offeror agrees to acceptance of the steshterms as set out beginning on page 16 of thiB.R
Much of the language included in the standard teants conditions and contract reflects requiremehts
Montana law. Requests for additions or exceptienthé standard terms and conditions, contract terms
including any necessary licenses, or any addedigpoms must be submitted to the procurement officer
referenced above by the date for receipt of writenailed questions. Any request must be accorepani
by an explanation of why the exception is beinggbduand what specific effect it will have on the
offeror's ability to respond to the RFP or perfaime contract. The School District reserves thetrigh
address nonmaterial requests for exceptions wehhtghest scoring offeror during contract negatiati
Any material exceptions requested and granteddatiindard terms and conditions and contract layggua
will be addressed in any formal written addendusuesl for this RFP and will apply to all offerors
submitting a response to this RFP. The School iDistill make any final determination of changedhe
standard terms and conditions and/or contract.

1.3.2 Resulting Contract. This RFP and any addenda, the offeror's RFP nsspancluding any
amendments, a best and final offer, and any datibn question responses shall ibeluded in any
resulting contract. The School District's contraointains the contract terms and conditions whict wi
form the basis of any contract between the Schastritx and the vendor. In the event of a dispagedo
the duties and responsibilities of the parties urdis contract, the contract, along with any ditaents
prepared by the School District, will govern in g@me order of precedence as listed in the contract

1.3.3 _Understanding of Specifications and Requineents. By submitting a response to this
RFP, offeror agrees to an understanding of and tange with the specifications and requirements
described in this RFP and any addenda and agreemeahed as a result of negotiations.

1.3.4 Prime Contractor/Subcontractors. Neither this Agreement nor any duties or obligagion
hereunder shall be assigned, transferred, or stfacded by the Provider without the prior written
approval of the School District, which approval nieeywithheld in the sole and absolute discretiothef
School District.

1.3.5 Offeror's Signature. The proposals must be signed in ink by an indiaidauthorized to
legally bind the business submitting the proposhg offeror's signature on a proposal in respooghis
RFP guarantees that the offer has been establisltedut collusion and without effort to precludesth
School District from obtaining the best possiblp@y or service. Proof of authority of the persamsg
the RFP response must be furnished upon request.

1.3.6 Offer in Effect for 120 Days. A proposal may not be modified, withdrawn, or @aed by
the offeror for a 120-day period following the dkael for proposal submission as defined in the Sake
of Events, or receipt of best and final offer,a@fjuired, and offeror so agrees in submitting tloppsal.




1.3.7 Status _as _Independent Contractor This Agreement shall not constitute, create, or
otherwise imply an employment, joint venture, parship, agency or similar arrangement. The Provide
is engaged in an independently established busemdsavor, is free to contract with other entifi@s
other services while under contract with the ScHaietrict, and its status relative to the Schodtbct is
that of an Independent Contractor.

a. Ineligible for Employee BenefitsThe Provider and its employees shall not bakéédgor
any benefit available to employees of the Schoddtrigt, including, but not limited to, workers
compensation insurance, state disability insurancemployment insurance, group health and life
insurance, vacation pay, sick pay, severance paydplans, pension plans, savings plans andkée li

b. Payroll Taxes No income, social security, state disabilityothmer federal or state payroll
tax will be deducted from payments made to Provideter this Agreement. The Provider agrees to pay
all state and federal taxes and other levies aadgels as they become due on account of moniesgaid
the Provider hereunder, and to defend, indemnitylamid the School District harmless from and agains
any and all liability resulting from any failure tlo so.

1.3.8 Insurance Reguirements.The Provider agrees to carry, for the term of tkgreement, the
following insurance with the School District listed an additional insured in the amounts indicated.

Primary Insurance: The Contractor's insurance coverage shall be pyinmaurance as respect to
the School District, its officers, officials, emplees, and volunteers and shall apply separately to
each project or location. Any insurance or selfinasce maintained by the School District, its
officers, officials, employees or volunteers shal in excess of the Contractor's insurance and
shall not contribute with it.

Specific Requirements for Commercial General Liabity: The Contractor shall purchase and
maintain occurrence coverage with combined singhed for bodily injury, personal injury, and
property damage of $1,000,000 per occurrence ar@D@D00 aggregate per year to cover such
claims as may be caused by any act, omission, gligeace of the Contractor or its officers,
agents, representatives, assigns or subcontractors.

Additional Insured Status: The School District, its officers, officials, empgkes, and volunteers
are to be covered as additional insureds; for lltgbarising out of activities performed by or on
behalf of the Contractor, including the insuredengral supervision of the Contractor; products
and completed operations; premises owned, leasedpi®d, or used.

Specific Requirements for Professional Liability: The Contractor shall purchase and maintain
occurrence coverage with combined single limits &mch wrongful act of $1,000,000 per
occurrence and $2,000,000 aggregate per year & coeh claims as may be caused by any act,
omission, negligence of the Contractor or its effs; agents, representatives, assigns or
subcontractors. Note: if "occurrence" coveragernavailable or cost prohibitive, the Contractor
may provide "claims made" coverage provided thdowahg conditions are met: (1) the
commencement date of the contract must not faBidetthe effective date of insurance coverage
and it will be the retroactive date for insuranoeerage in future years; and (2) the claims made
policy must have a three year tail for claims tha¢ made (filed) after the cancellation or
expiration date of the policy.



Deductibles and Self-Insured RetentionsAny deductible or self-insured retention must be

declared to and approved by the School Districth&trequest of the agency either: (1) the insurer
shall reduce or eliminate such deductibles orisslired retentions as respects the School District,
its officers, employees, and volunteers; or (2) @entractor shall procure a bond guaranteeing
payment of losses and related investigations, dadministration, and defense expenses.

Certificates of Insurance/Endorsementsinsurance must be placed with an insurer with &'8es
rating of no less than A-. This insurance mustrizéntained for the duration of the contract. The
Helena School District #1 Business Office, 55 Sdrtiuney, Helena, MT 5960Must receive all
required certificates and endorsements within & dieom the date of the Request for Documents
notice before a contract or purchase order wilissaed. Work may not commence until a contract
or purchase order is in place. The Contractor masty the School District immediately, of any
material change in insurance coverage, such asggeban limits, coverage, change in status of
policy, etc. The School District reserves the rightequire complete copies of insurance policies
at all times.

1.4 SUBMITTING A PROPOSAL

1.4.1 Organization of Proposal.Offerors must submit a signed copy of the RFP cebheet in
addition to other required forms.

1.4.2 Failure to Comply with Instructions. Offerors failing to comply with these instructions
may be subject to point deductions. The Schoolridtstnay also choose to not evaluate, may deem
nonresponsive, and/or may disqualify from furthemsideration any proposals that do not follow ®RiP
format, are difficult to understand, are diffictdtread, or are missing any requested information.

1.4.3 Multiple Proposals. Offerors may, at their option, submit multipleposals, in which case
each proposal shall be evaluated as a separatendatu

1.4.4 Price Proposal. Offerors must respond to this RFP by utilizing the RFP priceethe
directions found in Section page 16. This priceettserves as the primary representation of edelods
cost/price, and will be used extensively duringposal evaluations. Additional information should be
included as necessary to explain in detail theroffe cost/price.

1.4.5 Copies Required and Deadline for Receipt d?roposals. Offerors must submibne
original proposal and nine copies.The School District reserves the right to requestlactronic copy of
the RFP respons€ROPOSALS MUST BE SEALED AND LABELED ON THE OUTSIDE OF
THE PACKAGE to clearly indicate that they are in responséi® RFP. Proposals must be received at
the receptionist’s desk of the Business Offiggor to 2:00 pm, local time, December 4, 2009. dsanile
responses to requests for proposals will not beegted.

1.4.6 _Late Proposals. Regardless of cause, late proposals will not be epted and will
automatically be disqualified from further considation. It shall be the offeror's sole risk to assure
delivery at the receptionist's desk at the deseghaffice by the designated time. Late proposalknet
be opened and may be returned to the offeror aetipense of the offeror or destroyed if requested.
Faxed proposals are not acceptable.




1.5 COST OF PREPARING A PROPOSAL

1.5.1 School District Not Responsible for Prepaten Costs. The costs for developing and
delivering responses to this RFP and any subsequesentations of the proposal as requested by the
School District are entirely the responsibility thle offeror. The School District is not liable fany
expense incurred by the offeror in the preparatind presentation of their proposal or any othetscos
incurred by the offeror prior to execution of a tract.

1.5.2 All Timely Submitted Materials Become SchdoDistrict Property. All materials
submitted in response to this RFP become the propéthe School District and are to be appended to
any formal documentation, which would further defor expand any contractual relationship between th
School District and offeror resulting from this RpRcess.

SECTION 2: RFP STANDARD INFORMATION

2.0 AUTHORITY

This RFP is issued under the authority of secti®m-1304, MCA (Montana Code Annotated) and ARM
2.5.602 (Administrative Rules of Montana). The R¥#fBcess is a procurement option allowing the award
to be based on stated evaluation criteria. The 8&fs the relative importance of all evaluatiateda.
Only the evaluation criteria outlined in this RFR Wwe used.

2.1 OFFEROR COMPETITION

The School District encourages free and open catiggeamong offerors. Whenever possible, the School
District will design specifications, proposal reqtee and conditions to accomplish this objective,
consistent with the necessity to satisfy the ScHostrict's need to procure technically sound, eost

effective services and supplies.

2.2 RECEIPT OF PROPOSALS AND PUBLIC INSPECTION

2.2.1 Public_Information. All information received in response to this RRR¢luding
copyrighted material, is deemed public informataord will be made available for public viewing and
copying shortly after the time for receipt of prepts has passed with the following three exceptifi)s
bona fide trade secrets meeting the requirementiseobniform Trade Secrets Act, Title 30, chaptéy 1
part 4, MCA, that have been properly marked, sepdraand documented; (2) matters involving
individual safety as determined by the School Mistr and (3) other constitutional protections. See
section 18-4-304, MCA. The School District will neala copier available for interested parties to atse
$0.10 per page. The interested party is respon&iblbe cost of copies and to provide personnelaohe

copying.

2.2.2  Procurement Officer Review of Proposals.Upon opening the proposals received in
response to this RFP, the procurement officer ergd of the solicitation will review the proposaisd
separate out any information that meets the refectrexceptions in Section 2.2.1 above, providirg th
following conditions have been met:




» Confidential information is clearly marked and sgped from the rest of the proposal.

» The proposal does not contain confidential matenighe cost or price section.

» An affidavit from an offeror's legal counsel attegtto and explaining the validity of the trade regc
claim as set out in Title 30, chapter 14, part £4,All is attached to each proposal containing trade
secrets. Counsel must use the State of Montanada\it for Trade Secret Confidentiality” form in
requesting the trade secret claim. This affidaeitf is available on the General Services Division's
website athttp://gsd.mt.gov/procurement/forms.ampby calling (406) 444-2575.

Information separated out under this process wilatailable for review only by the procurement afi

the evaluator/evaluation committee members, andddrother designees. Offerors must be prepared to
pay all legal costs and fees associated with dé@fgralclaim for confidentiality in the event of aght to
know” (open records) request from another party.

2.3 CLASSIFICATION AND EVALUATION OF PROPOSALS

2.3.1 Initial Classification of Proposals as Respsive or Nonresponsive.All proposals will
initially be classified as either “responsive” onchresponsive,” in accordance with ARM 2.5.602.
Proposals may be found nonresponsive at any timaglthe procurement process if any of the required
information is not provided; the submitted pricefasind to be excessive or inadequate as measured by
criteria stated in the RFP; or the proposal iswitiiin the plans and specifications described awpiired
in the RFP. If a proposal is found to be nonrespens will not be considered further.

2.3.2 Determination_of Responsibility. The procurement officer will determine whether an
offeror has met the standards of responsibilitacecordance with ARM 2.5.407. Such a determination
may be made at any time during the procurementegsod information surfaces that would result in a
determination of non-responsibility. If an offerisrfound non-responsible, the determination musinbe
writing, made a part of the procurement file, aralled to the affected offeror.

2.3.3 Evaluation of Proposals.An evaluator/evaluation committee will evaluate remaining
proposals and recommend whether to award the &skggttions of the proposals for further ranking, an
if necessary, to seek discussion/negotiation. &tezutive evaluation committee and superintenddéht w
review these recommendations and determine to malest and final offer. All responsive proposailé w
be evaluated based on stated evaluation criteriscdring against stated criteria, the School Ristnay
consider such factors as accepted industry stasdard a comparative evaluation of all other queifi
RFP responses in terms of differing price, qualilygd contractual factors. These scores will be tsed
determine the most advantageous offering to theo@chistrict. If an evaluation committee meets to
deliberate and evaluate the proposals, the publy attend and observe the evaluation committee
deliberations.

2.3.4 Completeness of Proposals.Selection and award will be based on the offerproposal
and other items outlined in this RFP. Submittedpoases may not include references to information
located elsewhere, such as Internet websites cariés, unless specifically requested. Information
materials presented by offerors outside the forragponse or subsequent discussion/negotiationsar be
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and final offer, if requested, will not be consieléy will have no bearing on any award, and mayltrésu
the offeror being disqualified from further congialgon.

2.3.5 Opportunity _for __Discussion/Negotiation _and/o Oral _Presentation/Product
Demonstration. After receipt of all proposals and prior to theetatination of the award, the School
District may initiate discussions with one or marerors should clarification or negotiation become
necessary. Offerors may also be required to makeranpresentation and/or product demonstration to
clarify their RFP response or to further defineirtluéfer. In either case, offerors should be preparo
send qualified personnel to the Business officelelena School District #1, Helena, Montana, to ulsc
technical and contractual aspects of the propdSedl presentations and product demonstrations, if
requested, shall be at the offeror's expense.

2.3.6_Best and Final Offer. The Best and Final Offer is an option availabl¢hi® School District
under the RFP process, which permits the Schodfi€ligo request a best and final offer from one or
more offerors if additional information is requiréa make a final decision. Offerors may be conthcte
asking that they submit their best and final offehich must include any and all discussed and/or
negotiated changes. The School District reservesigiit to request a best and final offer for RSP, if
any, based on price/cost alone.

2.3.7 ___Evaluator/Evaluation Committee Recommendatio_for _Contract Award. The
evaluator/evaluation committee will provide a verttrecommendation for contract award to the exeeuti
evaluation committees that contains the scoresfigagion, and rationale for the decision. The extve
committee will review the recommendation with tleeensure its compliance with the RFP process and
criteria before concurring and assign final poinits the evaluator's/evaluation committee’s
recommendation of the responsive and responsibdeonfthat achieves the highest score and is, filvere
the most advantageous to the School District. chmanendation will be made to the Board of Trustees.

2.3.8 Request for Documents Notice. Upon concurrence with the evaluator's/ evaluation
committee's recommendation, and approval by theopppte Federal agency, the Superintendent will
recommend an award to the Board of Trustees ofrtfdeBehool District #1. The procurement officer wil
issue a “Request for Documents Notice” to the Isghscoring offeror to obtain the required
documents/information, such as insurance documeatdract performance security, an electronic copy
of any requested material, i.e., RFP responsepnsgpto clarification questions, and/or best andlfi
offer, and any other necessary documents. Recéifihieo“Request for Documents Notice” does not
constitute a contract antb work may begin until a contract signed by all pdies is in place The
procurement officer will notify all other offeroos the School District’s selection.

2.3.9 Contract Execution. Upon receipt of all required materials requestethe “Request for
Documents Notice," a formal contract incorporatihg Standard Terms and Conditions attached as
Appendix A, as well as the highest scoring offeraesponse to the RFP, negotiations, and written
agreements will be provided to the vendor deterthittebest meet the needs of the school district for
signature. If the highest scoring offeror doesammtept all material requirements, the School Ristnay
move to the next highest scoring offeror, or canlcelRFP. Work under the contract may begin when th
contract is fully executed, i.e., when the contiadigned by all parties.

11



2.4 SCHOOL DISTRICT 'S RIGHTS RESERVED

While the School District has every intention toaagha contract as a result of this RFP, issuand¢beof
RFP does not constitute a commitment by the Scb@ttict of Montana to award and execute a contract
Upon a determination such actions would be in é@st linterest, the School District, in its sole cesion,
reserves the right to:

» Cancel or terminate this RFP (section 18-4-307, MCA

* Reject any or all proposals received in responskisoRFP (ARM 2.5.602);

» Waive any undesirable, inconsequential, or inceestsprovisions of this RFP which would not have
significant impact on any proposal (ARM 2.5.505);

* Not award if it is in the best interest of the SghDistrict not to proceed with contract execution
(ARM 2.5.602); or

» If awarded, terminate any contract if the Schodtiit determines adequate School District funés ar
not available (section 18-4-313, MCA).

SECTION 3: SCOPE OF PROJECT

3.1 GENERAL INFORMATION:

Helena School District #1, a public school distiicthe State of Montana, is seeking proposalsaifor
integrated software package for school district lamehan resources functions. Beginning approximgatel
in the spring of 2010, the districts expect to amheurrent financial and human resources dataneva
comprehensive software package and begin operatiodsly 1, 2010 with this software. Helena desire
to move into technology that will utilize the Intext for applicant processes, employee services,
purchasing, personnel actions, and the paymenepses.

The key factors used in selecting the vendor wél éxperience, customer service, expertise, data
conversion experience, pricing, functionality andew features of the software, internet access,
redundancy, service, and training. The abiliteff@ectively communicate and provide customer serwic

the district is also an important aspect of thissagent.

Background/Narrative

Helena School District #1 is a AA size school lechin the state capitol of Montana. The Comprelens
Information Management System (CIMS) from NCS igraped on an IBM iSeries mainframe computer.
The following modules of that system are operated:

» Financial Management » Budged Development
> Fixed Assets » Warehouse
» Human Resource Management » Employee Management

The Helena School District (HSD) includes 1 speedication preschool; 11 elementary schools (K25);
middle schools (6-8); and 3 high schools, includingaditional and 1 non-traditional for studenthw
specific needs (9-12). There are additional sepatacations for administration, transportation,
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maintenance, and adult education. The 17 scheol® fibout 8,000 students with staff of approxilyate
1,000. The district issued 1,637 w-2’s for the 2@8lendar year.

Currently, schools enter purchase orders, warehotsers, and direct payment requests. Staff at the
schools have access to view account informationdouthot generate school or departmental specific
reports. Accounts payable are generated cenaliije Business Office. The district utilizes Subér,
Applitrack (including Teacher and Principal Insightnd Meal Time in conjunction with the CIMS
software. The student management software is PSaleool and the district does not expect to integra

it with any functions of this proposal. The fingadcsoftware for student activities is called EP&EShool
accounting software and is utilized at the two rfedahd two high schools. The district desiresribe
software to have a school student club accountystem, if possible. Proposers are encouragesstb vi
our website:www.helena.k12.mt.usand view the human resource applications.

3.2 GOALS

Helena desires to install a fully integrated, extedy reliable software package that is designeddétiool
districts containing the following:
= Human resources — integrate with payroll, positontrol and employee ID system with employee
internet access to pay stub information, applicatracking, benefits, leave request management
and tracking systems, and on-line training.
= Financial systems — completely developed finangiatkage that includes remote entry of
purchase orders, payments, warehouse requisitioidgiet and accounting information.
= Site based reports — as read only or full hard c@morting for all applications for financial,
warehousing, purchasing, budgeting, GASB fund foreporting
Fixed asset system and reports — user friendlyitim¢, and GASB compliant
Download capabilities to file transfer to a variefyother systems such as Excel, Word,
24/7 support and maintenance
On site and post installation training, online aridten documentation
Data conversion and testing
User friendly with help menus
Automatic encumbrance and encumbrance liquidatitim wvaimediate transfer to budgeting
Interface with current supplemental district s@ftessuch as rSchoolToday, Subfinder, etc
Tailored security

SECTION 4: OFFEROR QUALIFICATIONS/INFORMATIONAL
REQUIREMENTS

4.0 DISTRICT'S RIGHT TO INVESTIGATE AND REJECT

The District may make such investigations as deenaegssary to determine the ability of the offecor
provide the services specified. The District ressrthe right to reject any proposal if the evidence
submitted by, or investigation of, the offeror $ailo satisfy the District that the offeror is prdpe
qualified to carry out the obligations of the cawtr This includes the District's ability to reject the
proposal based on negative references.
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4.1 OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMEN TS

In order for the District to determine the capdia$ of an offeror to provide the supplies and/erfgrm
the services specified in Section 3 above, theraffenust respond to the following requests for
information regarding its ability to meet the Distis requirementsTHE RESPONSE, “(OFFEROR'S
NAME) UNDERSTANDS AND WILL COMPLY,” IS NOT APPROPRI ATE FOR THIS
SECTION.

NOTE: Each item must be thoroughly addressed. Offers taking exception to any requirements listed in
this section may be found nonresponsive or be sulgjeto point deductions.

4.1.1 References.(5 points) Offeror shall provide a minimum of three referentiest are of the
type proposed in this RFP. The references shonlg iaclude school districts. At a minimum, the
offeror shall provide the company name, the locatidere the services were provided; contact pes3on(
customer's telephone number, e-mail address, awinglete description of the software purchased and
dates of purchase. These references may be cedtcverify offeror's ability to perform the coatt.

The District reserves the right to use any infororator additional references deemed necessary to
establish the ability of the offeror to perform tbenditions of the contract. Negative referencey ma
grounds for proposal disqualification

4.1.2 Resumes/Company Profile and Experience ( ®ipts) Offeror shall specify how long the
individual/company submitting the proposal has bieetine business of providing School Distri¢timan
Resource and Financial software and/or servicedagino those requested in this RFP and under what
company name. Offeror should provide a completergaton of any relevant past projects; including
installations, conversions, the service and ddtesservices were provided. A resume or summary of
gualifications, work experience, education, skiég;., which emphasizes previous experience inataa
should be provided for all key personnel who wélibvolved with any aspects of the contract Prefese
will be given for references that include schoditucts of a size similar to the Helena School ist#1.
Page limitation: 3 pages

4.1.3 Minimum Hardware Technology Reguirements (_ 5pints) The evaluator shall provide a
narrative in the RFP explaining the hardware opamatand equipment that the district will need to
purchase to operate the software. The distrigtelethat all centrally installed hardware be ledaat 55
S. Rodney and operate independently of the distretisite and LAN. Page limitation: 5 pages

1. The district will entertain a variety of platformsainframe or PC based. If the proposed system is
PC based, it must be 100% redundant. If the predposludes a remote service provider services,
explain this. A vendor may submit more than or@ppsal with different equipment. The vendor
may utilize the district EServer 15 model 9405 buist meet all other requirements. Explain the
proposed system and redundancy. The entire coghdéosolution must be included in the cost
proposal in section 5. The district will purchase/ PC’s, printers or other equipment to be used
by employees.

2. Employee access — the software must have optiooalder based user access by employees for
personnel and payroll purposes and by managerdirfancial, workflow, management and
reporting purposes. Explain web based accessgirttposal.

3. Site based financial reporting with a variety oksgaord or other security protected access to
different levels of information. Explain each segulevel and management.
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4. Third Party Integration with rSchoolToday, MealTintubfinder, various time clock systems.
Explain which third party systems the proposedveaie can integrate.
5. List the related warranty information for therdéiware and software included in this proposal.

4.1.4 Software System Requirements or Services @ Boints) Each proposal shall included a
completed system description (below) with a “Y” f@s and ‘N” for no if the proposed software doet n
include the items listed. Comments may be incluibedany response. The “Provided” column below
means that software pricing includes this item. ciE@roposal may include an additional four page
narrative describing the various modules. The cdatamwill not read or consider additional information
beyond this document and the addition informatiwet is limited to four pages. Links to websitedl wi
not be considered in evaluation and can not be submnitbor committee consideration. Do not use
acronyms.

General/ All Modules

Description Provided Comments

Microsoft Office Integration

Customizable Web Portal

Fully Integrated Package for all modules

All software specifically designed for K-12

Customizable user defined desk top menu

Import/Export to Excel, Office, etc

N@|a R~ wiNE

. Custom and standard reports including
predetermined reports for various applications (such
as for schools, departments, personnel etc)

8. Unlimited storage of previous years activities

9. Automated email notices within system, scan and
attach documents, pictures in any module

10. Automatic workflow access within application or via
portal and ability to locate items within process

11. Tiered approval process and queues within all
modules including ability to override approval process

12. User defined fields and utilities

13. Detail or graphical reports

14. Transaction view (access to who sees what)
security, report security

15. Archive of information from all modules

16. Compatible with Subfinder, Applitrak,MealTime,
rSchool Today.

Financial

Description Provided Comments

General Ledger

1. 100% Governmental GAAP compliant. Modified
accrual and full accrual accounting

2. Compliant with Department of Education and
Montana Office of Public Instruction accounting
structure

3. Generate standard governmental reports and
ability to quickly prepare annual report compliant
with Montana OPI Trustee report format

4. CAFR combining financial reports

5. Full Encumbrance Accounting Including
- Purchase orders
- Warehouse requisitions
- Positions and vacant positions
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- Benefits

6. Encumbrance System recalculates for changes in
PO'’s or positions

7. Full slate of standard and customizable reports

8. Standardized accounting and report function for
journal entries including copy, reverse and import

9. Multiple bank accounts and reconcilement

10. Reconcilement using cleared checks from file
from county or bank via Internet, tape etc

11. Multiple check formats (payroll, AP)

12. Electronic signature on checks

13. Ability to process manual, expense, payroll
checks, void and reprint them

14. Change check and GL posting date

15. Generate checks in batch or single

16. Reverse vouchers, create non-check vouchers

17. Ability to have at least two years open
simultaneously

18 Grant Management including different fiscal
years

19 Financial and statistical modeling and reporting

20. Report scheduler

21. Positive pay with bank

22. Account, vendor, item drill down

23. Integrated student activities accounting software

Accounts Receivable

1. Select and trace invoices by name, number

2. Apply credits with automatic interface to control
accounts

3. Recurring invoicing

4. Online payments with e-checks, credit card with
automatic account update or interface (specify)

Payment notice link to website or email

Add, edit, suspend , view payment information

Print receipts, invoices, customers

o N0

Optional cash drawer

9. Support different billing periods

10. Statements with account detail

11. Ability to carry credit balance

12. Simultaneous view of account while billing

13. Ability to close zero balance invoice

14. Modify account code in posted invoice prior to
payment

15. Statement history by account

Accounts Payable

1. Site Entry of requisitions, and direct payments
with automatic over budget notice, tiered
management approval process, return rejected
documents, ability to attach document to PO’s

2. Automatic budget check and encumbrance entry
for requisitions, purchase orders, and any changes
to them

3. Identify individuals responsible for entry, approval
and location in process, approval log

4. Scan or attach documents
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5. Email capability on entire process

6. Different order and remit address for vendors

7. Standard A/P, requisition, PO, and vendor
reports — summary, detail, aging, unpaid etc

8. Purchase order by account report

9. Void, copy, close, open a closed PO

10. Control various “ship to” locations

11. Online or report ability of vendor history

12. Add or edit pre-requisitions, requisition,
purchase orders

13. Copy, un-post, suspend invoices

14. Full 1099 flagging, summary, edit and printing

15. Change vendor/invoice number without
recreating direct pay prior to posting

Budget System

Description

Provided

Comments

1. Unlimited number of budget scenarios and
forecasting including vacant positions, supplemental
pay, benefits

2. Transfer budget to encumbrances in finance
system with full integration of personnel and
financial modules

3. Sort function to apply different pay or benefit
budget scenarios

4. Position budgeting

5. School or department budget entry for non-
payroll expenditures

6. Maintain position changes between years

Warehouse/Receiving, Inventory

Description

Provided

Comments

1. Full integration with all other financial modules

2. Site Entry of requisitions, and direct payments
with automatic over budget notice, tiered
management approval process, return rejected
documents, ability to attach document to
requisitions

3. Add or edit pre-requisitions, requisition, purchase
orders

4. Bar code inventory capability

5. Inventory valuation options (FIFO, AVERAGE,
etc)

6. Online vendor catalog (not green bar)

7. Automatic update of inventory levels when
warehouse received, issued, transferred or returned

8. Multiple warehouse locations

9. Standard inventory item information

10. Backorder, reorder notice

11. Markup ability

12. Reports — orders by requestor, shipped items,
stock history, inventory stock, usage, receiving

13. Bid/Quote Management System with automatic
purchase orders and bid documents

14. Contract Management System

17




Fixed Assets

Description

Provided

Comments

1. GASB 34 compliant

2. Optional depreciation methods, estimated lives

3. GASB reports: Capital Assets used in the
operation of governmental funds by source, by
function and activity and by change by function and
activity.

4. Depreciation by activity and changes during the
year

5. Serial number, location, categories, date
acquired

6. Full integration with receiving, finance modules,
inventory

7. Enterprise fund capital assets compliant

8. Import/export capabilities

9. Track split funding without errors

10. Transfer, retire and delete capabilities

Personnel/ Employee Management

Description

Provided

Comments

1. Position templates for all positions

2. Account code restriction to avoid coding to non-
payroll account codes

3. Allocations to account codes by amount or
percentage

4. Track position by accounting unit, site, budget
code, and full time equivalency (FTE)

5. Hire/start/transfer employees at any time during
the pay period

6. Maintain position history with changes

7. Employees assigned to multiple positions

8. Multiple pay schedules including no pay schedule

9. System calculated contract amounts for late
hires, part time employees, and wage employees

10. Process to calculate and award salary/wage
increased during fiscal year or any pay schedule and
increases based on percentage and/or amount

11. Various pay and benefit budgeting scenarios

12. Step advancement on pay schedules based on
FTE, employee category and/or hire date

13. Calculate step advancement into new fiscal
year contract records

14. Create new fiscal year contract records from
current year

15. Print employee contacts with required
signatures

16. Import, export functions

17. List multiple pay amounts for extra pay on
contracts

18. Employee leave tracking by hour/day

19. Unlimited leave types with balances with user
defined limits

20. Define leave categories that reduce/increase
balance of another leave

21. Easy adjustment of any leave

22. Interface with time clock systems

23. Permanent employee history

24. District defined fields
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25. Full integration with all other appropriate
modules

26. Employee portal to view leave, benefits, salary,
and personal and tax information and change
management defined items

27. 403(b) and 457(b) deduction and calculations

28. User defined fields

29. Full integration with cafeteria plan elections,
enrollment

30. Global update of salary tables, new pay
assignments, steps and contracts, benefits rates

31. Report generation with query type system not
requiring customized programming

32. Change history in account code/employee

Payroll

Description

Provided

Comments

1. Fully integrated with finance, HR systems

2. Support multiple positions, pay codes

3. Unlimited direct deposit to more than one bank
per employee

Position control

Import timecard data from 3" party or

Auto calc retroactive pay for any position

Time and Attendance system

Unlimited deductions

S

. Post after printing

10. Full encumbrance accounting for pay and
benefits with automatic correction with change

11. Audit trail

12. Interface with SubFinder including GL account

13. Standard payroll reports which mask social
security numbers

14. Complete social security protection

15. Auto dock

16. Email pay information to employees

17. Various templates

18. Multiple leave plans, salary schedules

19. Standard employee maintenance fields

20. EEOC, 941, w-2, contribution/ deduction/
earnings registers, labor distribution and posting
reports, check register, Montana state and
retirement reports

21. The following abilities:

Negative amount addenda

Gross up via negative deduction

Edit payroll for individuals in a full payroll run
Net zero check

22. Ability to combine leave banks

23. Printing abilities:

Batch separate special run checks into one run
Verify printing alignment

Report writer

24. Automatic adjustment for pennies differences

4.2 Mandatory Presentations (10 points)

For the highest scoring proposal(s), the distrititnequire the following:
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4.2.1 Mock Payroll Run For selected employee positions (such as educp#vg-educator,
administrator, hourly employee, and salaried cuatgg the vendor will work with designated Helena
staff to enter the positions into the Human Reseunodules and a process a mock payroll and produce
both a paper check and direct deposit stub. Topgsers should expect errors will occur and willdhto
be corrected. Deductions will include FICA, Med&aretirement systems, cafeteria plans. Various
reports will be required to be generated from theppsed software. The system must general paper
checks, stubs, standard payroll reports, genetaeleentries. The district also, desires to viéwe t
information via an employee portal.

Proposers will be notified if they have been selemd. Joe Baechtel from the Helena School District #1
Information Technology team will be available foroposers regarding any aspects of Helena district
technology.

4.3 Schedule of Training (5 points)

The district requires the following schedule ofiinag be submitted with the proposal. This schedu
should identify each module, the time allocatedbt on-site training after conversion is completed 2)
after the system goes “live” on July 1. The caator may begin in February 1, 2010 and have
conversion completed by July, 2010. The distregices to run the system in test system mode foil Ap
through June, 2010 and go live with the new soféwaeginning fiscal year July 1, 2010. The phone,
email, and other methods of contact for traininggjions with availability hours should be listeth
addition, the district may phase in portions of med — for example since educators do not begin
working until late August, the district desires dayee training to be conducted in September. The
following schedule lists the schools and departseiihose groups marked ‘N/A’ below are not avadab
for training until after August 25, 2010. Geneyatimployee training at schools sites will be atenool
hours and begin approx at 3:45 pm. The timesdiste face to face time with staff. Travel costd a
time are the responsibility of the vendor and stiadt be listed or included below.

Helena School District #1 HR and Financial Sofeva@chedule of Training

School/Department/Module February through Junep201 After July 1, 2010

Human Resources - all

Financial (General Ledger, AP, Al
Revenue, Fixed Assets)

AJ

Warehouse

Payroll

All District Bookkeeping Staff — AP, N/A
Warehouse, Reports, Financial

Transportation, Maintenance, Misc N/A

departments or remediation

Administrative Training

Employee Portal Training

Broadwater School N/A
Bryant School N/A
Central School N/A
Hawthorne School N/A
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Jefferson School N/A
Four Georgians School N/A
Smith/Ray Bjork Center N/A
Rossiter School N/A
Jim Darcy N/A
Warren School N/A
Helena Middle School N/A
CR Anderson School N/A
Helena High School/PAL N/A
Capital High School N/A
All others including Administrative

offices N/A
Unassigned 24 hours training Jointly determined intodetermined

Prior to the training for the administrative le\principals and department managers) and their@tipp
staff (bookkeepers) and in order to facilitate tfagning, the vendor shall supply sample reports @imer
information for the customization process. Paggtéition: the schedule above and 1 additional page

4.4 Maintenance ( 5 points)

Proposal should include a narrative that desciibesnaintenance agreements for the proposed seftwar
The 800# call center and hours, email, Internepstpsite and hours, and other methods of contact f
training questions with availability hours shoulel listed. Page limitation: 1 page.

4.5 Installation and Conversion ( 5 points)

The proposal must include all costs for hardwarefigaration and installation, the applications and
system software installation, implementation plagnand coordination and onsite training. Proposals
shouldinclude a time line for conversionof District software to the proposed software tijiges a clear
understanding how and when conversion will take@laith time allocated to each task. The district
desires to run the system in test system mode foil #rough June, 2010 and go live with the new
software beginning fiscal year July 1, 2010. Tisdrict shall use system commissioning as the atkth
to determine if the project was completed per thietract documents. Commissioning is a process of
documentation to ensure that the hardware and addtvweystems have been designed, installed,
functionally tested, and capable of being operadaaed maintained in accordance with the contract
documents. The system will be expected to perfonaer all designed conditions such as normal, power
outage, equipment surge protection, battery backelpphone company services, voice quality, report
generation, emergency response, features and duaatity, and catastrophic failure. Elements of the
process will include, but not be limited to, reviemd evaluation of the following:

Functionality tests and monitoring

System documentation and database documeniatioling record drawings
System performance and acceptance documentation

Training Requirements

Equipment submittal approval

Quality of installation and standards compliaQe&A/TIA, BICSI, etc.)

~poooTw
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g. Compliance with local, state and federal cotsQ, etc.)
h.  Operations and Maintenance materials

i.  Warranty issues
J- Maintenance schedules

The vendor shall have the sole responsibility torezti any design deficiencies or equipment
failures found during the commissioning procesg #ra part of the Contract Documents. The
vendor will document in writing that the correct®onave been made.

The testing program will objectively verify thatetkentire financial and human resources hardware
and software system performs in accordance with@Qbetract Documents._ The vendor shall
provide a published list of features, standardscsigations, options and similar items for each
component of the system which will be used as tasisbfor functional testing and contract
compliance. System commissioning shall be accomplished dutegfinal phase of installation.
The systems performance and equipment acceptamcengatation will define final completion
for this project._The system warranty will begiittwthe granting of final completion. The district
will withhold 5% of the identified installation ctssand final payment will not be made until the
vendor achieves final conversion and operati®&age limitation: 3 pages.

SECTION 5: COST

(30 points) page limitation: 1 page

The costs listed below are inclusive of all hardwasoftware modules, training, conversion, and
maintenance included in the proposal under thentoliabeled “Provided.” If there are options, they
must be labeled and submitted under a separatgsisal labeled “Options and Cost”

1) Hardware costs for all equipment (the distvitt purchase local PC’s etc) that will be installeo
operate the software.

2) Software — list the various modules includedha section 4 ‘Provided” above and the related.cos
Any modules not included in the “Provided” colummsection 4 must be identified as “Not Included in
Proposal — Optional” and pricing listed.

3) Training — costs are inclusive of all itemgdas in the proposal. Travel and miscellaneousscfust
vendor staff to travel can not be billed separately

4) Maintenance — cost is all inclusive. In aduitlist renewal costs for maintenance.
5) Conversion — cost is all inclusive and mustude all costs related to commissioning.
6) Per hour fee for custom programming.

The proposal must include all costs for hardwarefigaration and installation, the applications and
system software installation, implementation plagrand coordination and onsite training.

22



Standard Terms and Conditions

By submitting a response to this invitation for satitation, request for proposal, limited solicitation,
or acceptance of a contract, the vendor agrees te@ptance of the following Standard Terms and
Conditions and any other provisions that are spedi to this solicitation or contract.

ACCEPTANCE/REJECTION OF BIDS, PROPOSALS, OR LIMITED SOLICITATION RESPONSES: The

School District reserves the right to accept oesepny or all bids, proposals, or limited solitda responses,
wholly or in part, and to make awards in any marthegmed in the best interest of the School DistBats,

proposals, and limited solicitation responses Wl firm for 30 days, unless stated otherwise intéheé of the
invitation for solicitation, request for proposat,limited solicitation.

ACCESS AND RETENTION OF RECORDS: The contractor agrees to provide the departmemo@ddistrict
Auditor, or their authorized agents, access toracprds necessary to determine contract compliévioat. Code
Ann. 8§ 18-1-118). The contractor agrees to creatkratain records supporting the services renderesiipplies
delivered for a period of three years after eitiwercompletion date of the contract or the conolusif any claim,
litigation, or exception relating to the contraakén by the School District or third party.

ALTERATION OF SOLICITATION DOCUMENT: In the event of inconsistencies or contradictibesveen
language contained in the School District’s sdditi@n document and a vendor’s response, the laegoaigtained
in the School District’s original solicitation dament will prevail. Intentional manipulation and/alteration of
solicitation document language will result in trendor’s disqualification and possible debarment.

COMPLIANCE WITH LAWS: The contractor must, in performance of work unider contract, fully comply
with all applicable federal, School District, orcld laws, rules and regulations, including the Mwmat Human
Rights Act, the Civil Rights Act of 1964, the Agasbrimination Act of 1975, the Americans with Didiles Act
of 1990, and Section 504 of the Rehabilitation AEt1973. Any subletting or subcontracting by thentcactor
subjects subcontractors to the same provisioncéoralance with section 49-3-207, MCA, the contraatyrees that
the hiring of persons to perform the contract Wwél made on the basis of merit and qualificatiordsthere will be
no discrimination based upon race, color, religimeed, political ideas, sex, age, marital stgthgsical or mental
disability, or national origin by the persons penfiong the contract.

CONFORMANCE WITH CONTRACT: No alteration of the terms, conditions, delivegyrice, quality,
quantities, or specifications of the contract shwlgranted without prior written consent of thén@ud District
Business Office. Supplies delivered which do ratform to the contract terms, conditions, and dmations may
be rejected and returned at the contractor’s expens

DEBARMENT: The contractor certifies, by submitting this siditon or proposal, that neither it nor its pripais
are presently debarred, suspended, proposed farmdeht, declared ineligible or voluntarily exclud&dm
participation in this transaction (contract) by aggvernmental department or agency. If the cordgracannot
certify this statement, attach a written explamatar review by the School District.

DISABILITY ACCOMMODATIONS: The School District does not discriminate on thsibaf disability in
admission to, access to, or operations of its gt services, or activities. Individuals, who naglk, alternative
document formats, or services for effective comroations or other disability-related accommodatianghe
programs and services offered, are invited to ntak& needs and preferences known to this offibeerested
parties should provide as much advance notice ssile.

FACSIMILE RESPONSES: Facsimile responses will not be accepted for troppsal.
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FAILURE TO HONOR SOLICITATION/PROPOSAL: If a bidder/offeror to whom a contract is awarded
refuses to accept the award (PO/contract) or, faildeliver in accordance with the contract termd aeonditions,
the school district may, in its discretion, suspéme bidder/offeror for a period of time from emey into any
contracts with the Helena School District #1.

FORCE MAJEURE: Neither party shall be responsible for failurdlill its obligations due to causes beyond its
reasonable control, including without limitatiortt®or omissions of government or military authgrécts of God,
materials shortages, transportation delays, fitesds, labor disturbances, riots, wars, terroaists, or any other
causes, directly or indirectly beyond the reasama&ointrol of the non-performing party, so long ashsparty is
using its best efforts to remedy such failure daye

HOLD HARMLESS/INDEMNIFICATION: The contractor agrees to protect, defend, and #aweSchool
District, its elected and appointed officials, aigemnd employees, while acting within the scopéheir duties as
such, harmless from and against all claims, demamaises of action of any kind or character, inclgdhe cost of
defense thereof, arising in favor of the contrastemployees or third parties on account of bodifypersonal
injuries, death, or damage to property arising @fuservices performed or omissions of servicesnoany way
resulting from the acts or omissions of the comtia@nd/or its agents, employees, representatiassigns,
subcontractors, except the sole negligence of the@® District , under this agreement.

LATE BIDS AND PROPOSALS: Regardless of cause, late bids and proposals willbe accepted and will
automatically be disqualified from further consilimn. It shall be solely the vendor’s risk to assdelivery at the
designated office by the designated time. Late hitld proposals will not be opened and may be retuta the

vendor at the expense of the vendor or destroyestjifested.

PAYMENT TERM: All payment terms will be computed from the dafedelivery of supplies or services OR
receipt of a properly executed invoice, whichewelater. Unless otherwise noted in the solicitatiocument, the
School District is allowed 30 days to pay such inge. All contractors will be required to providanking
information at the time of contract execution id@rto facilitate School District electronic furtdansfer payments,
if requested.

REFERENCE TO CONTRACT: The contract or purchase order number MUST appeall invoices, packing
lists, packages and correspondence pertainingetodhtract.

SEPARABILITY CLAUSE: A declaration by any court, or any other bindingdiesource, that any provision of
the contract is illegal and void shall not affdut {egality and enforceability of any other proeisiof the contract,
unless the provisions are mutually dependent.

TAX EXEMPTION: The Helena School District #1 is exempt from Fedeéragise Taxes (#81-6000557).

TERMINATION OF CONTRACT: Unless otherwise stated, the School District maywhitten notice to the
contractor, terminate the contract in whole orant@t any time the contractor fails to perform toetract.
UNAVAILABILITY OF FUNDING: The contracting agency, at its sole discretion, meagninate or reduce the
scope of the contract if available funding is reztliéor any reason. (Mont. Code Ann. § 18-4-313(4).)

U.S. FUNDS:AIl prices and payments must be in U.S. dollars.
VENUE: This solicitation is governed by the laws of Morgafhe parties agree that any litigation concertinng
solicitation, request for proposal, limited solatibn, or subsequent contract, must be broughtenFirst Judicial

District in and for the County of Lewis and Clafktate of Montana, and each party shall pay its oests and
attorney fees. (Mont. Code Ann. § 18-1-401.)
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