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Dear Interested Consultants:

Subject: Request for Proposals for Procurement Process Review and Analysis

The Santa Clara Valley Water District (District) located in San Jose, California, is soliciting proposals from qualified individuals or firms with expertise in public procurement to assist with implementing comprehensive procurement process improvements.  The selected proposer will utilize District’s past internal assessments and reports as well as their own expertise and professional judgment to make process improvement recommendations and revise District-wide procedures as per Attachment A – Scope of Services. 
All proposals must be submitted electronically through the District's Contract Administration System (CAS) by April 7, 2009 at 3 pm.  Prior to submitting proposals, all firms must be registered in CAS. This can be achieved by going to http://cas.valleywater.org and following the instructions for creating an account. During account creation, select the expertise code “MC10” and “MC10.B” and, then add contact information as necessary.  If you need assistance with creating a CAS account, please call (408)265-2607 x2992 or email your questions to contractadministration@valleywater.org.  In addition to submitting proposals electronically through the District’s web portal, 5 hardcopies of the proposal must be received by April 7, 2009 at 3 pm.  Please refer to the Proposal Content Instructions (Attachment B) for detailed hardcopy delivery instructions. 

A pre-proposal meeting will be held on March 26, 2009 from 9 am–10:30 am. at 1020 Blossom Hill Road, San Jose, CA 95123. Consultants are strongly encouraged to attend the pre-proposal meeting. 
General questions regarding this solicitation should be received by Steve Yum at syum@valleywater.org by March 26, 2009. Responses to all questions will be uploaded as an addendum to the RFP Package on March 30, 2009. 

Sincerely,

Steve Yum

Procurement Unit Manager

Santa Clara Valley Water District

Enclosure List - The following documents are enclosed as part of the RFP package:

Attachment A:
Scope of Services

Attachment B:
Proposal Content Instructions

Attachment C:
Business Program Information

Attachment D:
General Insurance Requirements

Attachment E:
Limitations
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	ATTACHMENT A: SCOPE OF SERVICES
Procurement Process Review and Analysis



PURPOSE

The Santa Clara Valley Water District (District) is seeking proposals from qualified consulting firms or individuals with expertise in public procurement to assist in the development and implementation of procurement best practices throughout the entire organization.  The selected proposer (“Consultant”) will utilize the findings of an external audit conducted in 2008, any internal assessments available, identified District procurement practices and Consultant’s research and professional judgment, to evaluate District’s current policies and procedures, and to provide process improvement recommendations reflective of best management practices at comparable agencies.  In accordance with proposed recommendations, Consultant will develop a procurement manual comprise of ISO Level II and Level III work procedures for District’s Procurement & Inventory Management Unit (PIMU) and Consulting Services Unit (CSU).  Consultant will also submit to the District an Implementation Plan detailing any organizational changes, procurement practice changes, and enterprise system improvements necessary for successful implementation of the the procedures contained in the procurement manual. 


WORK STATEMENT


Task 1 - Review and Benchmark

Consultant should review current District PIMU and CSU policies and procedures, current organizational configuration, the existing external audit conducted in 2008, and any other information that is necessary to gain a solid understanding of the District’s purchasing practices. Additionally, Consultant should meet with the District’s major internal customers (Warehouse, Information Management Division, Capital Services, Water Utility, Facilities, and Watershed Operations) to assess and document their desired purchasing needs and requirements. The Consultant should also benchmark District’s policies, procedures, organizational structure, electronic procurement systems, and its other purchasing practices against the purchasing practices of at least 5 comparable public agencies. 

Task 2 - Provide Process Improvement Recommendations and Implementation Plan

Based on the benchmarking study of comparative agencies, issues identified in the audit report, its review of relevant policy and procedures, identified District procurement practices, and input from major internal customers, Consultant should draft a comprehensive written report of its analyses and recommendations that identify Process Improvement Recommendations and an Implementation Plan to effectively implement best procurement practices District-wide.   Improvement recommendations will include, but not be limited to, the following:
· Appropriate staffing levels for the various types and volume of District purchases

· Performance metrics for units and staff that indicate where performance targets are being met and where improvement efforts should be focused 
· Type of procurement mechanisms (i.e. RFP, RFQ, Invitation to Bid, Lowest Bid, P-Card, sole source, piggybacking on other public agency contracts, etc.) that are appropriate for each type (or category) of services or goods being procured.

· Appropriate threshold levels detailing the level of management approval necessary for the estimated amount of the purchase and for each type (or category) of goods or services (i.e. goods, computer hardware and software, general services, consultant services, etc.)

· Appropriate sole source, or selection process exception, requirements

· Appropriate protest administration

· Coordination of procurement functions with shipping and receiving functions.

· Appropriate procurement written reports to be produced

· Strategic sourcing practices (i.e. processes used to purchase future goods and services more effectively, efficiently, and economically.)

Process Improvement Recommendations should be identified as those which can be implemented internally within the PIMU and CSU, independent of other District Units, those which would require the cooperation of other District Units, and those that would require significant organizational investments of additional staff and/or financial resources. The Consultant should also provide a separate written report that identifies its rationale for the Process Improvement Recommendations. Consultant must provide the District with an opportunity to review, comment, and revise the Process Improvement Recommendations and Implementation Plan. Consultant should then present the contents of the Process Improvement Recommendations and Implementation Plan to the District’s Upper Management (CEO, Chiefs, CFO, etc.) in a meeting to solicit their input and make any final changes, as necessary.
Task 3 – Develop a Procurement Manual with Procedures Formatted according to ISO Requirements
Based on the approved and finalized written reports developed in Task 2, the Consultant should develop a procurement manual containing draft procedures formatted in Level II & III ISO procedures that promote fair and open competition, and procure quality goods and services that meet District’s procurement needs, while adhering to District policies and applicable laws. The procurement manual must include, but not be limited to, those that address the following:

· Purchasing policies and procedures

· Staff roles and responsibilities

· Threshold levels

· Purchasing mechanisms

· Protest administration

· Procurement reporting requirements

· Strategic sourcing processes

· Purchasing templates (i.e. forms, contracts, etc.) 

· Workflow efficiency

· Internal controls, including oversight and accountability

· Record retention and historical archive procedures

· Training procedures and responsibility

· Key performance measurement procedures
· Recording vendor performances and incorporating past performances in future selections
The Consultant must provide the draft procurement manual to solicit their input and make any final changes, as necessary, before providing the District with a final version of the procurement manual.
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	ATTACHMENT B: PROPOSAL CONTENT INSTRUCTIONS
Procurement Process Review and Analysis



General instructions for use of the SCVWD CAS System

1. Detailed RFP response instructions are available on the Contract Administration System (CAS) home page http://cas.valleywater.org. Technical questions about submitting proposals electronically should be directed to the CAS helpline at 408-265-2607 x2992 or to ContractAdministration@valleywater.org. 

2. Any files attached as part of your proposal must be in PDF format.  You can attach as many files as necessary however each file must not exceed 5MB.
Definitions.

 District 


Santa Clara Valley Water District

Proposer or You

The person or firm submitting a proposal 

       RFP 


Request for Proposal

Proposal


The proposal submitted by you in response to this RFP

Successful Proposer

The person or firm awarded the contract

Project


Procurement Process Review and Analysis
Specific Instructions for the Subject RFP
1. The response deadline for this RRP is included in the RFP Schedule as shown on the CAS Portal (April 7, 2009 at 3pm).  You must submit via the District’s CAS portal prior to this deadline.

2. In Addition to submitting proposals electronically through the District’s web portal, 5 hard copies of the proposal must be received by April 7, 2009 at 3pm. Hardcopies should be sent to the following address:

SCVWD

Winfield Warehouse

5905 Winfield Blvd.

San Jose, CA 95123-2428

Attn: Steve Yum

3. Proposal content questions should be directed to Project Manager, Steve Yum, at syum@valleywater.org in accordance with Section 9 below.

4. Upload resumes and other documents as attachments to the proposal submittal in PDF format.  Each attachment cannot be more than 5MB. 

5. Responsible Firms & Qualifications. Proposals will be considered only from responsible firms who have, in the sole judgment of the District, the financial ability, experience, resources, skills, capability, reliability and business integrity necessary to provide the services described in the scope of work portion of this RFP. The District may also consider references, and financial stability in determining a responsible firm, and any other additional information that will assist the District in determining responsibility.

6. Proposals must contain the following specific information: 
a. Executive Summary - The executive summary shall include a brief description of your company, including experience performing similar work in the water utility or other public sector agencies. Summarize your approach for a successful implementation.  Limit this section under two pages.

b. Work Plan/Technical Approach/Project Management – Submit a work plan for each task for carrying out the scope of work described in this RFP, including strategy, tools and techniques, which reflect an understanding of the District’s requirements.  Assumptions and desired outcomes should be included as part of your approach to each major task area.

Your approach to project management should also be discussed, including proposed meetings, coordination, and communication with District staff. Your internal review procedures and QA/QC processes should be discussed, such as methods used to control costs, schedule, project staff, timely delivery of project deliverables, recovery procedures, and methods, and procedures to deal with unexpected changes in scope.  
When responding to the RFP, you must ensure that the format of your proposal follows the organization of major tasks outlined in the RFP preliminary scope of work. You may suggest modifications to the preliminary scope of work, which may be incorporated into the final scope at the discretion of the District.  Modifications should be included as subtasks to the most appropriate tasks in the present outline.  

Limit your Work Plan to no more than 15 pages (excluding resumes).
c. Project Team and Resumes - Indicate the Project Team by name and title, i.e., the individual(s) who would be assigned overall responsibility for performing the services, including sub-consultants, if needed.  The Proposal should clearly associate specific staff to work tasks, estimate the percentage time they will be available to the project and their qualifications.  Submit resumes for each identified individual (two page limit per individual). Any Successful Proposer selected by District is partly based on the qualifications of the Project Team identified in that Successful Proposer’s Proposal. Every effort must be made to ensure that staff resources identified in your proposal will be available for the project in the event a contract is awarded.  Any requested staffing changes must be agreed upon by the District.  This information may be submitted as a proposal attachment since it is not associated with a particular task.  Please note that the District reserves the right to schedule separate phone or face-to-face interviews with any of the proposed key project team members named in the Proposal.
d. Schedule – Specify the proposed project schedule that identifies important milestones and specifies estimated completion durations for tasks. 
e. Client References - A list of, at minimum, three former clients and representative projects undertaken demonstrating experience relevant to this RFP. It is preferable that these be relatively recent projects and, preferably, one will be a water utility or agency with engagement experience similar to this project. Provide each contact person’s name, title, address, phone number and email address.  Reference contacts must be available to the District to discuss the scope of work and quality of the work completed by your firm.  If team members proposed for this project were not part of the above engagements, you must provide separate references for those individuals.  Reference information may be presented as an attachment, since it is not associated with a particular task.

Also please provide a list of all projects your firm has performed for the District in the past five (5) years.  Indicate the date(s), if you were the prime or a sub, the amount of the contract, and the name of the District Project Manager.  If any of the projects listed were performed under a different business name, or through a firm acquired by merger or purchase/acquisition, please so indicate.

f. Cost/Pricing Information – Please note that a best value selection approach is used by the District, which means that your firm will be evaluated using vendor selection criteria listed in Section 14 below. One of the areas you will be evaluated in is your cost estimate for completing the scope of work. This cost estimate must be stated as a fixed fee amount. Therefore, please specify the total fixed fee amount for completing the scope of work. Additionally, for each task, please specify: (i) the total cost for completing that task, (ii) the number of person-hours for each labor category required to complete the task, (iii) the hourly rate of each labor category, and (iv) other expenses, if any (i.e. travel, supplies, mark-up cost, etc). Please note, given the uncertainty of the final scope of work at this juncture, the final agreed upon total fixed-fee amount will be negotiated with the Successful Proposer using as a basis the cost estimate provided in the Successful Proposer’s Proposal.

g. Small Business Consideration - The District encourages consideration of small businesses within the nine San Francisco Bay Area counties surrounding and adjacent to the County of Santa Clara and, more specifically, consideration to those small businesses which are in the local area. Please refer to the Business Program information document (Attachment C) for details about small business requirements. 

As part of your submittal, please indicate your current status as a small business and/or the small businesses you propose to include on your team for this project, and the approximate percent of work you anticipate they will provide.

7. Proposals excluding any one of the items noted above will be considered incomplete and may be rejected.

8. Please note that the successful Proposer will be expected to execute the District’s Standard Consultant Agreement and to provide evidence of the required insurance. A sample Standard Agreement and Insurance Requirements are attached as part of this RFP package. A completed W-9 form may also be required. These do not need to be attached to your proposal at this time.
9. Addendums and Interpretations. No interpretation of the meaning of any provision in this RFP will be made to any firm or person orally.  Every request for such interpretation should be in writing and addressed to Project Manager, Steve Yum, at syum@valleywater.org and, to be given consideration, it must be received by the submittal deadline specified in the RFP Schedule as shown on the CAS Portal.  Any and all such interpretations and any supplemental instructions will be in the form of written clarification to the RFP which, if issued, will be emailed to all prospective bidders (at the respective email addresses furnished for such purposes), by the response deadline specified in the above RFP Schedule.  
10. Limitations. Please refer to the Limitations document included in the RFP package for detailed limitations governing this document.
11. Proposer’s Obligations. Your failure to examine any portion of this RFP (including all addenda) does not in any way relieve your firm of any obligation it committed to in its Proposal that is submitted to the District.

12. California Public Records Act. Although the California Public Records Act (“CPRA”) recognizes that certain confidential trade secret information may be protected from disclosure, the District may not be in a position to establish that the information your firm submits is a trade secret. If a request is made for information marked “Confidential,” “Trade Secret,” Proprietary”, or any other similar designation,  the District will provide a Proposer who submitted the information with reasonable notice to allow the Proposer to seek protection from disclosure by a court of competent jurisdiction. Generally each Proposal and all documentation, including financial information, submitted by a Proposer to the District is not disclosed until the contract is awarded, after which such documents become public records under the CPRA. If a Proposer contends that a portion of the Proposal is confidential even under the CPRA, the Proposer: 1) must clearly label each document deemed a trade secret, 2) must actively defend against any request for disclosure of information which the Proposer has determined should not be released, and 3) must indemnify and hold harmless the District from any loss, claim or suit, including attorneys’ fees, brought by an person challenging the District’s refusal to release the documents. The District will not, under any circumstances, incur any expenses, or be responsible for any damages or losses incurred by a Proposer or any other person or entity, because of the release of such information.  The District will not return the original or any copies of the Proposals or other information or documents submitted to the District as part of this RFP process.
13. Protests. The District will provide written, email notice to all Proposers submitting Proposals prior to recommending award of contract. Proposers have 5 District business days from the date this email to protest the award. To file a protest, Proposer must provide written notice to Dolores Baker, Senior Management Analyst – Contract Administration Unit, at 5750 Almaden Expressway, BHA, San Jose, California 95118. The protest notice must include a summary of the basis for contesting the award. If the Proposer does not appeal within this 5 District business day period, Proposer waives all further rights to have the District consider or reconsider its decision.
14. Vendor Selection Process. The objective is to choose a firm capable of providing quality services to meet our procurement process improvement objectives at a reasonable price. The District will rank all vendor responses, including your vendor proposal, and invite the 3-4 highest ranked vendors to an interview at a designated District location.  Each invited vendor must limit the number people attending the interview to five people. Each interview will comprise of a presentation from the vendor and a period in which your firm’s representatives will answer questions from the designated Review Board. Ranking criteria for both the initial and post-interview evaluation will be based on the vendor’s project approach, company strength including evidence of successful project implementation, team skills and expertise, cost of services, and Small Business Enterprise participation.
15. Award Process. After the vendors have been evaluated and ranked, the District may choose one of the following two options:
1. None of the Vendors will be selected, reject all proposals.

2. Initiate negotiations with the Vendor that ranked highest based upon combined written and oral evaluations. If an agreement with the top rated vendor cannot be reached, District will initiate negotiations with the next highest Vendor.  If an agreement cannot be reached with the second highest ranked vendor, the District may initiate negotiations with the third highest ranked vendor.
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	ATTACHMENT C: BUSINESS PROGRAM INFORMATION
CO323fc

Rev. 10/17/07


It is the goal of the District to increase the use of small and local businesses in awarding and subcontracting its consultant and procurement contract awards.  The District encourages all individuals interested in submitting proposals for this project to conduct an extensive outreach program.  This will allow small and local business firms the opportunity to participate in the work that will be provided by this contract.

 

The District encourages small business and micro-business as defined by Section 1436-37 of the CA Government Code to apply.  Consistent with the District’s small business outreach program, 5% of selection rating points will be awarded to Small Business prime consultants certified by the California Department of General Services uniform certification program.  Partial credit can be earned by including small businesses as part of your project team.  Credit is awarded at 3% for at least 30% SBE participation, 4% for at least 40% SBE participation, and 5% for at least 50% SBE participation.  As part of your proposal, please indicate the small businesses you propose to include on your team and the approximate percent of work value in dollars you anticipate they will be providing to your firm.

The Santa Clara Valley Water District is an equal opportunity employer and requires its contractors to have and adhere to a policy of equal opportunity and non-discrimination.  In the performance of the Contract, the Consultant will comply with all applicable federal, state, local laws and regulations, and will not discriminate against any sub-consultant, employee, or applicant for employment, in the recruitment, selection for training including apprenticeship, hiring, employment, utilization, promotion, layoff rates of pay, or other forms of compensation, or against any other person, on the basis of race, color, religion, ancestry, gender, national origin, age (over 40), marital status, medical condition (including cancer), pregnancy, parental status, the exercise of family care leave rights, political affiliation, sexual orientation, gender identity, special disabled veteran status, Vietnam Era veteran and all other Veteran status, or because of a physical or mental disability (including HIV and AIDS).  The Consultant’s policy must conform with applicable state and federal guidelines including the Federal Equal Opportunity Clause, “Section 60–1.4 of Title 41, Part 60 of the Code of Federal Regulations,” Title VII of the Civil Rights Act of 1964 as amended; the American’s with Disabilities Act of 1990; the Rehabilitation Act of 1973 (Sections 503 and 504); California Fair Employment and Housing Act (Government Code Section 12900 et seq.); California Labor Code Sections 1101and 1102.
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	ATTACHMENT D: GENERAL INSURANCE REQUIREMENTS

 & STANDARD AGREEMENT

CO003 (02-28-06)


The proposed insurance requirements to be incorporated in the final contract with the individual/firm selected for this work is shown in the attached file, titled Appendix Four.  If your firm does not currently have the type/limits of insurance stipulated in this appendix, please submit your proposal with any differences clearly noted. Indicate whether your firm would be able to obtain the proposed insurance and at what (if any) change to the proposed costs.  Finally, please indicate any other problems your firm or your insurers may have with the proposed requirements and why this is so.  

It is recommended that you provide a copy of these insurance requirements to your insurance broker(s) for review.  Should either you or your broker have questions regarding any of the provisions, please contact the District’s Risk Manager at (408) 265-2600.  The insurance provisions proposed may or may not be modified, based on factors unique to this Request for Proposals and the proposals received.  It is suggested that your firm submit a proposal whether or not you currently carry the proposed insurance.  In order for the District to give fair consideration to all proposals, please be specific about what insurance can/cannot be provided and any other concerns.

Specific terms and conditions shall be in accordance with the District’s Standard Consultant Agreement.  Your attention is directed to the body of the agreement for audit compliance and is not subject to negotiation.  
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	ATTACHMENT E: LIMITATIONS

CO004 (06-17-08)




1. The District reserves the right to reject any and all proposals, as well as the right to cancel or change the schedule for this procurement at any time. Consultants will not be reimbursed for any costs associated with the preparation or submittal of responses to this RFP. 

2. The District is under no obligation to award this project to the proposal that presents the lowest cost. Selection of a proposal for award will be based, at a minimum, on the consultant’s overall qualifications as determined by an evaluation of proposals based on the company’s qualifications and relevant experience of the individual and/or individuals who will be performing the consulting services. Proposed costs will be considered firm and the work shall be done under a fixed-cost contract agreement. 

3. The District reserves the right to waive any minor irregularities or informalities in any proposal, and/or to request clarification of information from any consultant.
4. In order to streamline the selection process, the District reserves the right to conduct interviews with qualified consultants by conference call.
5. Consultant personnel considered essential to the successful completion of the work must be available for its duration unless the District approves substitutions in writing. Failure to provide the specific team members proposed for this project, or changing staff without providing substitution requests in writing, will be just cause for canceling the contract.

6. All electronic proposals, inquiries, and other materials associated with this RFP will become the property of the District when received from the consultant. 

7. Consultants will at no time issue any advertising and/or news releases and/or provide media interviews in association with this project without the prior written approval of the District’s Project  Manager.
8. The District does not guarantee the completeness or accuracy of the data provided, and any need for complete or accurate data as a condition of any aspect of the Proposal should be addressed in the Proposal.
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