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[bookmark: _Toc1376576]Scope of Services
The City is soliciting proposals from qualified providers of Legislative Management Systems (“LMS”) for web based solutions whose product offering meets or exceeds current City requirements and whose complete product offering provides a robust solution that will allow the City to continue to leverage this investment well into the future as the needs of the City continue to grow. 
[bookmark: _Toc1376577][bookmark: _Toc432683588]Background
In 1999, City of Pittsburgh (“City”) acquired the current legislative management provider’s system as the City was seeking to implement a fully integrated comprehensive legislative tracking and information management system, which would facilitate access to and processing of legislative document and actions.  Listed below were the 7 main business processes in which the system is to be able to perform:
1. Meeting Notices
1. Legislative Meeting Minutes
1. Publication of Weekly Minute Books
1. Indexing and Publication of Annual Municipal Record Book
1. Standing Committees Meeting Minutes
1. Live Video Streaming
1. Production of Ordinances and Resolutions
The current provider later on acquired a separate company to supplement the existing system. However, the current provider was unsuccessful in fully integrated the two systems. Currently, the City is still using two different systems to manage the legislative process. The City has not been able to fully implement this complex system, and the goal to go totally paperless has not been met after 20 years of having the current system. 
The City’s current Legislative Management System contract is set to expire in December of 2019. In order to maintain excellent customer service, the City seeks to replace the aging Legislative Management System. The City is now in need of a more advanced system that can be utilized and used by the entire City, the technology is now available that will allow the City to go totally paperless using cutting edge technology which will make our agenda management process more efficient and effective.
The City is seeking the following with a new system:
1. 100% browser based - completely web based. All a user needs is a device with a modern browser and an internet connection.
1. Can be used on any mobile device.
1. Allows documents to be created and shared in multiple languages (bilingual)
1. Responsive public portal - the public can access any document or video from any device and cover all ADA requirements.
1. Ability to live video stream using an acceptable HD level.
1. 24 hour customer support with a short response time to resolve problems.
The City strives to create a system that will accomplish all of the City’s goals to be paperless, efficient, and effective and to have our records available at all times to the public.

The City requires a fully functional system by October 2019 with a Go Live date of December 2019. 
[bookmark: _Toc1376578]Scope Detail
The successful bidder will be required to furnish, install and train City staff to maintain the requisite equipment and/or services to comply with the specifications detailed herein. Said bidder will also be required to develop and implement such system to the extent described, host said system (if proposed as such) and provide access to the site and detailed reports providing the information required. All costs for these services will be per the terms provided herein at the prices bid hereunder. The City will pay only those charges specifically detailed herein.
[bookmark: 2.1_Contractor’s_General_Obligations.][bookmark: _Toc190162][bookmark: _Toc277100][bookmark: _Toc1376579]Contractor’s General Obligations
The following are work tasks assumed necessary to procure, install, and implement a LMS. Proposers may suggest a modified scope as part of their proposal. The Contractor shall furnish the following items and services as well as any additional items and services described in this document, and is required to perform the described functions:
1. Propose project schedule with significant milestones.
2. Meet with key City staff to develop detailed system specifications.
3. Identify minimum and desirable hardware requirements for City workstations and server(s).
4. Identify all needed hardware and software components required to implement the Legislative System solution.
5. Test all functional capabilities of LMS.
6. Install and configure LMS in City’s environment.
7. Train City’s Acceptance Testing Group in use and administration of LMS.
8. Initialize LMS to include all data converted from current legislative system.
9. Assess computer literacy levels of various LMS trainee groups.
10. Train local system administrators, and departmental and selected interdepartmental users, tailoring delivery of training to trainees’ computer literacy levels.
11. Complete user and administrator documentation.
12. Meet with City project staff to provide progress reports and resolve issues.
13. Maintain and support the LMS during and after implementation.
14. Ensure ability to update and/or migrate system.
15. Propose proof of concept for user-acceptance testing. Proof of concept shall reflect customizations and workflow to be provided by the City of Pittsburgh.
16. Provide a TEST environment for training and testing of future upgrades.
[bookmark: _Toc190163][bookmark: _Toc277101][bookmark: _Toc1376580]City General Obligations
The City will work with the Contractor to:
1. Provide workstations and servers meeting the minimum specifications provided by the Contractor.
2. Provide access to key departmental staff as needed.
3. Provide a department project manager and subject matter experts.
4. Review and approve the project plan.
5. Review and approve the Contractor’s detailed system specifications submission
6. Review and approve the system’s generated displays and reports.
7. Form departmental Acceptance Testing Group.
8. Participate in and approve design of user acceptance plan.
9. Review and approve the training plan.
10. Review and approve the system documentation.
[bookmark: 1.5_Business_Goals][bookmark: _Toc190164][bookmark: _Toc277102][bookmark: _Toc1376581]Business Goals
The City needs a new Legislative Management System to:
1. Install a reliable and stable legislative management system that handles all the tasks of the current system.
2. Allow complete and seamless conversion of existing data from the current system.
3. Generate meeting agendas from defined criteria and preserve formatting requirements.
4. Generate meeting minutes from the agendas that are updated online during public meetings, and preserve formatting requirements.
5. Improve fault tolerance and disaster recovery speeds.
6. Enable better automated data transfer through APIs, XML, etc.
7. Create a user-friendly, web-based or web-enabled system that provides a better mobile experience.
8. Give consumers of the legislative information better tools to search and track items.
9. Facilitate open and transparent City government operations.
10. Generate a variety of reports relating to the status of legislative matters, Council member attendance and votes at various meetings, and pre-set and ad hoc queries.
11. Successful support of the City Charter required “Legislation Introduced” report be produced shortly after each City Council meeting. This is separate from, and in addition to, adding these items to the meeting minutes.
12. A solution for legislation drafting and collaboration, including versioning and editing of legislative documents before introduction of the final version as a legislative item.
13. Workflow management capability for handling documents before and after introduction.
· Before introduction, workflow management capability is needed for concurrent approvals to ensure coherence to submission standards, and all necessary attachments and follow up items are submitted.
· After introduction, workflow management capability is needed to track deadlines and follow up on items and/or actions. For example, a report due in a year could have notifications automatically sent out to the author and the recipient.
· Integrating e-signature capability where practical.
· Extending the ability to make legislative data available in the spirit of open government.
14. Ensure the ability to integrate the entire legislative history into a document repository. This project should interface with and allow the public to search through all documents, both historical and current.
15. Provide a contract that includes a perpetual license to use the product, and any updates included.
16. Provide a document repository, which may be delivered as part of this solution or as a part of an integration with a third-party product, either as part of this or a future project.
[bookmark: _Toc190165][bookmark: _Toc277103][bookmark: _Toc1376582][bookmark: _GoBack]Project Management
Project management shall be a key responsibility of the Contractor and a continuous function. The Contractor’s project manager assigned to the City’s LMS project shall have the authority to make commitments and decisions that are binding on the Contractor. All communications between the City and the Contractor shall be coordinated through their respective project managers.
[bookmark: _Toc190161][bookmark: _Toc277104][bookmark: _Toc1376583]Data Migration
Per the current contract, the awarded responder will work together with the current provider to migrate historical data. The City and awarded responder shall collaborate on the method to obtain the historical data per the options below:
Option 1: Video/Audio files make available through an external hard drive or FTP site in its raw non-proprietary format. A CSV file will be included providing file name mapping and date. This option shall be provided to client at current provider’s actual cost, which shall not be unreasonable. 
Option 2: Provide the Content via download from the application UI. This option shall be provided free of charge and is available anytime. 
Option 3: Provide the means to pull the content using the current provider’s Application Programming Interface (API). This option is provided free of charge and is available anytime.
Option 4: Professional services can be contracted for a fee to customize the retrieval of content from the system.
The City of Pittsburgh & contracted provider shall work with the current provider to transfer the content within the sixty (60) day termination period. The current provider has the right to delete content from its services after sixty (60) days, or whenever transfer of content is completed, whichever is later.
Successful bidder shall include detailed pricing for migration of the historical data listed from current provider: Database ~2.5 GB, Files ~4 GB, Video Files ~650 GB.
[bookmark: 2.3_Project_Management][bookmark: 2.4_Implementation][bookmark: _Toc190166][bookmark: _Toc277105][bookmark: _Toc1376584]Implementation
The Contractor must determine the City’s preferred terms and abbreviations for screens and reports, common modes of operation and preferred procedures. The selected software must be installed in parallel with the current system without interfering in any way with daily operations. Since all current workstations are in use on a daily basis, an upgrade/changeover plan must be developed to minimize downtime on existing workstations.
[bookmark: 2.5_Acceptance_Testing][bookmark: _Toc190167][bookmark: _Toc277106][bookmark: _Toc1376585]Acceptance Testing
On-site acceptance testing will include appropriate Contractor and City staff, and will occur at a time agreeable to both the Contractor and the City. System acceptance tests will test all system components according to the test plan section of the work plan and will be designed to simulate the City’s actual work environment. Toward this end, the City’s historical data should be available – thus acceptance testing cannot begin until initial conversion and system configuration tasks are complete.
As a result of the City’s deadlines for creating and publishing meeting agendas, minutes and other information, it is highly likely that most testing will, out of necessity, occur during the work week and occasionally weekends. Tests conducted on the City’s environment shall not prevent the operation of existing systems or cause system interruptions unless previously approved by the City. 
[bookmark: 2.6_Test_Records][bookmark: _Toc190168][bookmark: _Toc277107][bookmark: _Toc1376586]Test Records
The Contractor will maintain records of all acceptance testing results. The records shall be keyed to the steps listed in the test procedures. The following items will be included in the test records:
1. Reference to the appropriate section of the test procedures.
2. Test results for each test segment, including a passed/failed indication and any modifications made to the procedures during the test.
3. Identification of the Contractor’s test engineer and of the City’s staff conducting the test.
4. Date of the test.
5. Provision for comments by the City’s tester.
6. Copies of any variance reports generated.
7. System logs or printouts saved as part of the test.
[bookmark: 2.7_Variance_Reports][bookmark: _Toc190169][bookmark: _Toc277108][bookmark: _Toc1376587]Variance Reports
A variance report shall be prepared by either the City’s project manager or the Contractor’s staff each time a deviation from specification requirements is detected. The report shall include a complete description of the variance, including date and time, and how it was found.
Each variance shall be assigned to one of the following three classes, depending on its severity and impact on the testing. Variances will be classified by the City’s Project Team.
Class 1: Severe variance that prevents, invalidates, or significantly impairs further testing. Testing will stop for immediate evaluation and correction.
Class 2: Significant variance. Testing will continue. Variance will be corrected as soon as possible.
Class 3: Minor, isolated variance that does not impact or invalidate other testing. Testing will continue. Variance will be corrected and tested at a mutually agreed upon time.
[bookmark: 2.7.1_Disposition_of_Variances]Disposition of Variances
The Contractor shall document actions taken to correct variances. Sufficient information shall be furnished by the City’s project manager to determine the need for retesting the function, for testing interaction with any previously tested function, and for updating appropriate documentation as a result of the corrective action. The City must approve variance corrections that would result in a change to an approved document prior to their implementation. The variance report shall be completed when the Contractor and City project managers both acknowledge, by signatures, that the variance has been corrected or otherwise resolved.
[bookmark: 2.7.2_Final_Acceptance]Final Acceptance
The City’s shall give final acceptance of software, customization, configuration, data transfer, training and other services following the Contractor’s completion of all such work in accordance with the contract and after thirty (30) calendar days of continuous successful and error-free operation of the system in the City’s actual work environment.
If any portion of the system or services are deemed unacceptable, the City shall notify the Contractor within ten (10) calendar days following such operation period. The Contractor will repair or replace unacceptable hardware or software, customizations or services within a mutually agreed upon time period at no additional charge to the City. Another thirty (30) calendar day’s successful operation period will follow any corrections or replacements.
The City will issue a Letter of Acceptance after this period is complete and all variances are resolved.
The final contract terms and conditions will mark the beginning of the Contractor’s initial one-year warranty and technical support period and approval process for the City to make the appropriate milestone payment. 
[bookmark: 2.8_Training][bookmark: _Toc190170][bookmark: _Toc277109][bookmark: _Toc1376588]Training
All training required for successful implementation and operation of the new system must be provided as a part of the package price. Classes shall be held at the City.  Approximately eighty (80) City employees will need training. In the response, please address your training approach and capacities. Details concerning the frequency and location will be mutually agreed upon by both parties after award of contract. 
The chart below is an example of possible training sessions. Please modify to accommodate your approach and our goals.

	Trainee Level
	Functions

	Project Team & Stakeholders
	Acceptance Testing 

	 
	Variance Report

	System Administrators
	Assign security to all users

	 
	Make additions/changes/deletions

	 
	Interpret and respond to all system messages 

	 
	Monitor system usage, audit tracking

	 
	Install application software for new users 

	 
	Install software patches and system updates

	 
	Use software configuration management tools

	 
	Perform sophisticated data queries

	 
	Maintain system integrity

	Legislative Staff
	Create/Modify Legislative actions

	 
	Agenda/Minutes preparation

	 
	System search functions

	 
	Query/Reporting

	 
	Document management

	Legislative Aides
	System search functions

	 
	Query/Reporting

	Operations Staff
	System search functions

	 
	Query/Reporting 

	 
	Document management


[bookmark: _Toc432683624][bookmark: _Toc1376589]Appendix Items

Appendix A – MWDBE and Veteran-Owned Solicitation and Commitment Form
Appendix B – LMS Functional & Technical Requirements
Appendix C – Standard SLA with Remedy
Appendix D – Cost Proposal








The City reserves the right to modify the scope of services at any time before execution of a contract to add, delete, or otherwise amend any item(s), as it deems necessary, in its sole judgment, and in the best interest of the City.
[bookmark: _Toc1376590]System Requirements Overview
[bookmark: 3.1_Functional_and_Technical_Expectation][bookmark: _Toc1376591]Functional and Technical Expectations
Refer to Appendix B – LMS Functional & Technical Requirements for a list of LMS functional and technical expectations.
[bookmark: 3.2_Documentation][bookmark: _Toc1376592]Documentation
Complete documentation of the software for system use and system administration shall be provided. Documentation for system use shall explain how to use the system to perform business functions, in addition to explaining the screens and components. Documentation shall be prepared to at least meet the Contractor’s documentation standard apparent in their technical proposal. The City may reject documents not adhering to that standard.
[bookmark: 3.2.1_User_Documentation]The Contractor shall provide a list of all documents to be provided with the system. The list shall describe each document and the document’s purpose, to help the user locate the appropriate document as needed.
[bookmark: _Toc277114][bookmark: _Toc1376593]User Documentation
All primary users must be provided with printed or .pdf and on-screen electronic system documentation, both a users’ guide (in tutorial format) and a reference guide. All future system updates and changes must be accounted for in revised pages of manuals or complete updated manuals, as appropriate. This must occur simultaneously with a distribution of a software patch, system update or version release.
[bookmark: 3.2.2_Administrator_Documentation][bookmark: _Toc277115][bookmark: _Toc1376594]Administrator Documentation
All primary users must be provided with printed or .pdf and/or on-screen electronic system documentation, in a reference guide and quick start format. All future system updates and changes must be accounted for in revised pages of manuals or complete updated manuals, as appropriate. This must occur simultaneously with a distribution of a software patch, system update or version release.
[bookmark: 3.2.3_Support][bookmark: _Toc277116][bookmark: _Toc1376595]Support
All Proposers must also be able to provide technical support during the City’s working hours, Monday through Friday from 7:00 a.m. to 6:00 p.m. Eastern Standard Time, have an after-hours call center number, and a Service Level Agreement specifying appropriate response times that the City can agree to for different levels of problems including penalties if target times are missed.
[bookmark: 3.3_Program_Source_Code][bookmark: _Toc1376596]Program Source Code
The City recognizes the potential proprietary nature of a Contractor’s system and potential concerns over providing source code to customers. The City, however, must be assured that its investment in the system will be protected in the event that the Contractor becomes unwilling or is unable to support it.
For all delivered components, the software manufacturer shall provide the City with a machine-readable copy of all source code, build and support files under their control. This includes code and Help source files, batch and project files, libraries and other compile/link components. The Contractor shall provide updated source files as program updates are released during the initial and subsequent warranty and technical support periods. Any non- disclosure agreement would be subject to federal, state, and local laws requiring disclosure of public documents.
The City expects intellectual property ownership of any customization designed specifically for the City under the contract, and for a perpetually free license to be provided.
[bookmark: 3.4_Processes_and_Requirements][bookmark: _Toc1376597]Processes and Requirements
The purpose of the replacement is to move to a more technologically advanced platform and program, while retaining all existing functionality and providing additional applications. The new system must be sufficiently flexible in functional and technical design to accommodate future technological changes and any re-engineering of the business environment.





















[bookmark: _Toc1376598]Equal Opportunity
[bookmark: _Toc432683611][bookmark: _Toc1376599]MWE/DBE
[bookmark: _Toc432683612]The City of Pittsburgh is committed to the ideal of providing all citizens an equal opportunity to participate in City and its Authorities’ contracting opportunities.  It is therefore the City’s goal to encourage increased participation of women and minority groups in all City contracts.

The City requires that all bidders demonstrate good faith efforts to obtain the participation of Minority-Owned Business Enterprises (MBE’s) and Women-Owned Business Enterprises (WBE’s) in work to be performed under City contracts.  The levels of MBE and WBE participation will be monitored by the City of Pittsburgh’s Equal Opportunity Review Commission (EORC).

In order to ensure that there are opportunities for historically disadvantaged minority groups and women to participate on Covered Contracts, and consistent with the City’s current equal employment opportunity practice and goals, the EORC will review contracts to include an evaluation of a developer/contractor’s employment of minority groups and women, and encourages goals of eighteen (18) percent and seven (7) percent participation respectively. 
[bookmark: _Toc1376600]Veteran-Owned Small Business
It is also the City’s goal to encourage participation by veteran-owned small businesses in all contracts.  The City of Pittsburgh shall have an annual goal of not less than five (5) percent participation by veteran-owned small businesses in all contracts.  The participation goal shall apply to the overall dollar amount expended with respect to the contracts.

The City requires that all bidders demonstrate good faith efforts to obtain the participation of veteran-owned small business in work to be performed under City contracts.  The levels of veteran-owned participation will be monitored by the City of Pittsburgh’s EORC.
[bookmark: _Toc1376601]Required Good Faith Commitment
[bookmark: _Toc432683613]In order to demonstrate good faith commitment to these goals, all bidders are required to complete the attached MBE/WBE/Veteran-Owned Solicitation and Commitment Form (which details the efforts made by the bidder to obtain such participation).  Failure to submit this form along with all documented correspondence to potential MDE/WBE/Veteran-Owned subcontractors may result in rejection of the proposal.

Bidding participants must complete the following requirements for this section:

· Solicit certified MBE/WBE/Veteran-Owned companies for various service categories where opportunities exist to subcontract within their company’s business model.
· Complete Appendix A – MBE/WBE/Veteran-Owned Solicitation and Commitment Form to document good faith effort. Please provide scope of services to be delivered by each subcontractor. If a subcontractor is not chosen, a justification is required describing why services could not be rendered by a sub-contractor.
· Provide email documentation of solicitation correspondence with MBE/WBE/Veteran-Owned companies.
For further information, including definitions and additional requirements, please see Chapter 177A (Sections 177A.01 et. seq.) of the City Code and Section 161.40 of the City Code.































[bookmark: _Toc1376602]Tentative Schedule of Events
The following represents the tentative schedule for this project.  Any change in the scheduled dates for the Pre-Proposal Conference (if applicable), Deadline for Submission of Written Questions, or Proposal Submission Deadline will be advertised in the form of an addendum to this RFP.  The schedule for the evaluation process and other future dates may be adjusted without notice.
	RFP released:
	February 22, 2019

	Cut-off for questions:
	March 15, 2019 at 4:00 PM

	Proposal submission deadline:
	March 29, 2019 at 4:00 PM

	Proposal review & scoring:
	April 2019

	Contract award:
	April 2019

	EORC submission:
	May 2019

	Council approval
	May 2019

	Project start date:  
	Date of Contract Execution

	System implementation:
System go live:
	October 2019
December 2019

	
	

	
	











[bookmark: _Toc1376603]Proposal Format
[bookmark: _Toc1376604]Format Requirements
Each response to this RFP shall include the information described in this section. Provide the information in the specified order in a single Word or PDF document format. Failure to include all of the elements specified may be cause for rejection. Additional information may be provided, but should be succinct and relevant to the goals of this RFP. Excessive information will not be considered favorably. 

If additional hard copies are requested in Section 5.3 Submittal Requirements, the proposal should be bound or contained in a loose leaf binder. Document pages shall be 8-1/2 inches by 11 inches in size or folded to such a size. Use section dividers, tabbed in accordance with this Section as specified below. All proposals will need to be provided electronically so the following format will apply for the electronic submittal through the Beacon website.

Proposals shall contain the following:
· Cover Letter and Executive Summary
· Section A: Firm’s Qualifications, Experience & References
· Section B: Qualifications of Team
· Section C: Project Approach and Plan
· Section D: Cost Proposal
· Section E: Demonstration of Good Faith Effort
[bookmark: _Toc1376605]Project Specifics
Cover Letter and Executive Summary
Submit a letter of introduction and executive summary of the proposal package, signed by a person authorized by your firm to obligate your firm to perform the commitments contained in the proposal. Submission will constitute a representation by your firm that your firm is willing and able to perform the commitments contained in the proposal.

The executive summary should include the following: (1) a brief overview of the proposal’s principal elements; (2) demonstrate an understanding of the City’s LMS requirements; and (3) describe approaches the Proposer may employ to meet the needs of the City.
[bookmark: _Toc190181][bookmark: _Toc277126][bookmark: _Toc1376606]Section A: Firm’s Qualifications, Experience & References
Describe the firm and provide a statement of the firm’s qualifications for providing the scope of services. Identify the services which would be completed by your firm’s staff and those that would be provided by sub-consultants, if any. Identify any sub-consultants you proposed to utilize to supplement your firm’s staff.

Provide a summary of the firm’s experience in providing these or similar services. Provide a minimum of three references for related projects, including dates, contact person, phone number, email, and a brief description of the project or scope of work.
[bookmark: _Toc190182][bookmark: _Toc277127][bookmark: _Toc1376607]Section B: Qualifications of Team
Provide a brief summary of the qualifications and experience of each team member assigned to this project, including length of service with the firm and resume/bio, and the qualifications /experience of any sub-consultant staff on your project team.
[bookmark: _Toc190183][bookmark: _Toc277128][bookmark: _Toc1376608]Section C: Project Approach and Plan
Provide a detailed discussion of your firm’s approach to the successful completion of the scope of services outlined in this RFP. Include thorough discussions of methodologies you believe are essential to accomplishing this project or completing the scope of services. Please detail the software solution being proposed, complete Appendix B – Functional and Technical Requirements and include the completed workbook in this section. Include a proposed work schedule to accomplish all of the required tasks within the desired timeline. Identify the staff roles who would be assigned to each major task, including sub-consultants. Please provide detail on how your firm will comply with Appendix C – Standard Service Level Agreement. Please provide a test environment for training and testing of future upgrades. 
[bookmark: _Toc190184][bookmark: _Toc277129][bookmark: _Toc1376609]Section D: Cost Proposal
Provide a total cost proposal for all services to be delivered, and a breakdown of costs delineated by major phase and/or deliverable in Exhibit D – Cost Proposal as described in your project plan. Proposer may submit a cost proposal in their own format, but Proposer must submit Appendix D – Cost Proposal.

PLEASE NOTE:  The City does not agree to late fees, penalties, interest, attorney’s fees or other contingent liability.  In no event shall the City be liable for special, indirect, incidental, reliance, lost profits or other business interest damages.
[bookmark: _Toc190185][bookmark: _Toc277130][bookmark: _Toc1376610]Section E: Demonstration of Good Faith Effort 
Include statements of assurance regarding the following requirements detailed in Section 3 Equal Opportunity of this document:

· Solicit certified MBE/WBE/Veteran-Owned companies for various service categories where opportunities exist to subcontract within their company’s business model.
· Complete Appendix A – MBE/WBE/Veteran-Owned Solicitation and Commitment Form to document good faith effort. Please provide scope of services to be delivered by each subcontractor. If a subcontractor is not chosen, a justification is required describing why services could not be rendered by a sub-contractor.
· Provide email documentation of solicitation correspondence with MBE/WBE/Veteran-Owned companies.
[bookmark: _Toc1376611]Submittal Requirements

All applicants must register on Beacon to submit a bid for this opportunity. The registration link can be found here: http://pittsburghpa.gov/beacon/registration.html
Once registered, applicants must login and find the RFP that they intend to apply to. The list of RFPs can be found here: http://pittsburghpa.gov/beacon/bid-opportunities.html
If additional assistance is needed with registration or submitting a proposal in response to the RFP, please email support webprocure-support@proactis.com or call the support line at 866-889-8533.
Bidding participants must submit their proposals electronically within the eProcurement tool located on Beacon by the submission deadline.
Bidding participants are required to provide one (1) electronic copy of their proposal in either MS Word or PDF by the submission deadline.
Questions regarding proposals should be delivered ONLY to the OMB RFP Coordinator: 
Cody Winiesdorffer
Sourcing Specialist
Office of Management and Budget
City-County Building, Room 502
414 Grant Street
Pittsburgh, PA  15219
cody.winiesdorffer@pittsburghpa.gov  
If the RFP Coordinator above is not available, please email vendors@pittsburghpa.gov
Additional submission considerations:
a. Late proposals will not be accepted or considered. Bidding participants should allow enough time to register company on Beacon, search the solicitation they wish to respond to and complete the submission process online before the deadline.
b. The City of Pittsburgh shall not be responsible for proposals delivered to a person or location other than that specified herein.
c. All submittals, whether selected or rejected, shall become the property of the City of Pittsburgh and will not be returned.
d. All costs associated with proposal preparation shall be borne by the applicant.


[bookmark: _Toc1376612]Evaluation & Selection
[bookmark: _Toc432683617][bookmark: _Toc1376613]Selection Procedure
A. Your Proposal will be evaluated by a Proposal Committee comprised of the Director or other supervisor of the Using Department, one or more members of the Director’s staff, at least one member of the Office of Management & Budget and any other Department representatives as deemed necessary.

B. Submittals will be reviewed for responsiveness, and responsive submittals will further be screened by a selection committee in accordance with the criteria listed below. The firm(s) submitting the highest rated proposal may be invited for interviews. 
[bookmark: _Toc432683618][bookmark: _Toc1376614]Criteria
All proposals will be evaluated using the following criteria:

· Firm’s Qualifications, Experience and References (10 points)
· Qualifications of Team (15 points)
· Project Approach and Plan (35 points)
· Cost Proposal (30 points)
· Demonstration of Good Faith Effort (10 points)

















[bookmark: _Toc1376615]Award & Contract
[bookmark: _Toc432683621][bookmark: _Toc1376616]Award
After the City has received all Proposals and conducted its initial Evaluation, described above, the Proposal Committee may invite one or more Respondents to a follow-up interview to further discuss their Proposal(s).  

The Proposal Committee may decide to accept the Proposal of one or more Respondents.  It may decide to reject all proposals.  Once a Proposal is accepted, the contract negotiation process will commence.  This RFP and your response to it, in the form of your entire Proposal, will become part of the Contract.  If a real or apparent conflict should arise between this RFP/Proposal and other language contained in the final Contract, the language of the final Contract shall control. 
[bookmark: _Toc432683622][bookmark: _Toc1376617]Contracting Process
Successful Respondents will be required to enter into a Contract with the City of Pittsburgh, contingent upon the approval of City Council.  This Contract will be directed and managed by the issuing Department and the Office of Management & Budget.
 
Work cannot commence on the Scope of the RFP until it a contract is fully executed.  The City cannot process invoices nor approve payments until this Contract has been fully executed by the Respondent and all required City signatories, including the issuing Department, the Law Department, and the City Controller.  

City laws and policies mandate the incorporation of various custom terms and conditions into all City contracts (see Appendices).  For this reason the City will not sign any standard contract proffered by the Respondent.  

An agreement shall not be binding or valid with the City unless and until it is fully executed by authorized representatives of the City and of the Proposer.   Once the Contract is fully executed the City will notify Respondent in writing and give the order to proceed.  












[bookmark: _Toc1376618]General Terms & Conditions
[bookmark: _Toc1376619][bookmark: _Toc432683590]Examination of Proposal Documents  
The submission of a proposal shall be deemed a representation and certification by the Respondent that they:
[bookmark: _Toc190195][bookmark: _Toc277140][bookmark: _Toc1376620]Have carefully read and fully understand the information that was provided by the City to serve as the basis for submission of the proposal
[bookmark: _Toc432683592][bookmark: _Toc190196][bookmark: _Toc277141][bookmark: _Toc1376621]Have the capability to successfully undertake and complete the responsibilities and obligations of the proposal being submitted.
[bookmark: _Toc432683593][bookmark: _Toc190197][bookmark: _Toc277142][bookmark: _Toc1376622]Represent that all information contained in the proposal is true and correct. 
[bookmark: _Toc432683594][bookmark: _Toc190198][bookmark: _Toc277143][bookmark: _Toc1376623]Did not, in any way, collude; conspire to agree, directly or indirectly, with any person, firm, corporation or other proposer in regard to the amount, terms or conditions of this proposal.
[bookmark: _Toc432683595][bookmark: _Toc190199][bookmark: _Toc277144][bookmark: _Toc1376624]Acknowledge that the City has the right to make any inquiry it deems appropriate to substantiate or supplement information supplied by a proposer, and proposer hereby grants the City permission to make these inquiries, and to provide any and all related documentation in a timely manner.

No request for modification of the proposal shall be considered after its submission on the grounds that the proposer was not fully informed to any fact or condition. 
[bookmark: _Toc1376625]RFP Term
Respondent’s proposal shall remain firm and effective, subject to the City’s review and approval, for a period of one hundred twenty (120) days from the closing date for the receipt of proposals.  

The City may enter into negotiations with one or more Respondents during the one hundred twenty (120) day period during which all proposals will stay effective.  The purpose of such negotiations will be to address questions and identify issues as the parties move towards the execution of a final contract or contracts.  
[bookmark: _Toc1376626][bookmark: _Toc432683597]RFP Communications
[bookmark: _Toc432683598]Unauthorized contact regarding this RFP with employees or officials of the City of Pittsburgh other than the RFP Coordinator named in Section 5.3 of this document may result in disqualification from this procurement process.

Neither Respondent(s) nor any person acting on Respondent(s)’s behalf shall attempt to influence the outcome of the award by the offer, presentation or promise of gratuities, favors, or anything of value to any appointed or elected official or employee of the City of Pittsburgh, their families or staff members. All inquiries regarding the solicitation are to be directed to the designated RFP Coordinator identified in Section 5.3 of this document. Outside of pertinent RFP questions directed to the City of Pittsburgh as specified above, any other attempts to contact any City of Pittsburgh personnel regarding this RFP, without prior approval by the contact listed in Section 5.3, will be considered grounds for dismissal and immediate disqualification from the RFP process. This includes, but is not limited to, all verbal, voice, text, e-mail, and social media (e.g. – LinkedIn) contact.
[bookmark: _Toc190202][bookmark: _Toc277147][bookmark: _Toc1376627]Interested parties must direct all communications regarding this RFP as outlined in this document.
[bookmark: _Toc432683599][bookmark: _Toc190203][bookmark: _Toc277148][bookmark: _Toc1376628]The City shall not be responsible for nor bound by any oral instructions, interpretations or explanations issued by the City or its representatives. 
[bookmark: _Toc432683600][bookmark: _Toc190204][bookmark: _Toc277149][bookmark: _Toc1376629]Each proposer shall assume the risk of the method of dispatching any communication or proposal.
[bookmark: _Toc432683601][bookmark: _Toc190205][bookmark: _Toc277150][bookmark: _Toc1376630]The RFP Coordinator must receive all written comments, including questions and requests for clarification, no later than the Deadline for Submission Questions listed in the tentative project schedule.
[bookmark: _Toc432683602][bookmark: _Toc190206][bookmark: _Toc277151][bookmark: _Toc1376631]The City reserves the right to determine, at its sole discretion, the appropriate and adequate responses to written comments, questions, and requests for clarification. The City’s official responses and other official communications pursuant to this RFP shall constitute an addendum of this RFP.
[bookmark: _Toc432683603][bookmark: _Toc190207][bookmark: _Toc277152][bookmark: _Toc1376632]The City will publish all official responses and communications pursuant to this RFP to the City of Pittsburgh procurement website. It is the responsibility of each proposer to check the site and incorporate all addenda into their response.
[bookmark: _Toc190208][bookmark: _Toc277153][bookmark: _Toc1376633]All addenda for this RFP will be distributed via the City of Pittsburgh procurement website at procurement.pittsburghpa.gov/beacon/opportunities. 
[bookmark: _Toc432683604][bookmark: _Toc190209][bookmark: _Toc277154][bookmark: _Toc1376634]Only the City’s official, written responses and communications shall be considered binding with regard to this RFP.
[bookmark: _Toc1376635][bookmark: _Toc432683596]Addenda/Clarifications
Should discrepancies or omissions be found in this RFP or should there be a need to clarify this RFP, questions or comments regarding this RFP must be put in writing and received by the City as outlined in Section 5.3 of this document.
[bookmark: _Toc1376636][bookmark: _Toc432683605]Withdrawal of Proposals
A proposer may withdraw its proposal at any time before the expiration of the time for submission of proposals as provided in this RFP by delivering a written request for withdrawal signed by, or on behalf of, the proposer.
[bookmark: _Toc1376637]Public Record
Respondent, by submittal of a proposal, acknowledges that all proposals may be considered public information in accordance with the Commonwealth of Pennsylvania Right to Know laws.  Subject to award of this RFP, all or part of any submittal may be released to any person or firm who may request it. Therefore, proposers shall specify in their proposal response if any portion of their submittal should be treated as proprietary and not releasable as public information. Proposers should be aware that all such requests may be subject to legal review and challenge.
Any information considered proprietary should be indicated as such or not included in the response.
[bookmark: _Toc1376638]Non-Conforming Proposal
A proposal shall be prepared and submitted in accordance with the provisions of these RFP instructions and specifications. Any alteration, omission, addition, variance, or limitation of, from or to a proposal may be sufficient grounds for non-acceptance of the proposal, at the sole discretion of the City. 
[bookmark: _Toc1376639]Disqualification
Factors such as, but not limited to, any of the following may be considered just cause to disqualify a proposal without further consideration:
[bookmark: _Toc190215][bookmark: _Toc277160][bookmark: _Toc1376640]Evidence of collusion, directly or indirectly, among proposers in regard to the amount, terms or conditions of this proposal;
[bookmark: _Toc190216][bookmark: _Toc277161][bookmark: _Toc1376641]Any attempt to improperly influence any member of the evaluation team;
[bookmark: _Toc190217][bookmark: _Toc277162][bookmark: _Toc1376642]Existence of any lawsuit, unresolved contractual claim, or dispute between the proposer and the City;
[bookmark: _Toc190218][bookmark: _Toc277163][bookmark: _Toc1376643]Evidence of incorrect information submitted as part of the proposal;
[bookmark: _Toc190219][bookmark: _Toc277164][bookmark: _Toc1376644]Evidence of proposer’s inability to successfully complete the responsibilities and obligation of the proposal; and
[bookmark: _Toc190220][bookmark: _Toc277165][bookmark: _Toc1376645]Proposer’s default under any previous agreement with the City, which results in termination of the agreement. 
[bookmark: _Toc1376646]Restrictions on Gifts and Activities
The City of Pittsburgh Ethics Code and Chapter 198 of the City Code (Code of Conduct) was established to promote public confidence in the proper operation of our local government. These resources outline the requirements for disclosure of interests and restricted activities as related to public procurement processes. Proposers are responsible to determine the applicability of these requirements to their activities and to comply with its requirements. 
[bookmark: _Toc1376647]Rights of the City of Pittsburgh
This RFP does not commit the City to enter into a contract, nor does it obligate the City to pay for any costs incurred in preparation and submission of proposals or in anticipation of a contract. The City reserves the right to:

A. Reject any and all proposals;
B. Issue subsequent Requests for Proposals;
C. Cancel this RFP with or without issuing another RFP;
D. Remedy technical errors in the Request for Proposals process;
E. Approve or disapprove the use of particular sub-consultants;
F. Make an award without further discussion of the submittal with the proposer (therefore, the proposal should be submitted initially on the most favorable terms that the firm or individual might propose);
G. Meet with select proposers at any time to gather additional information;
H. Make adjustments to the scope of services at any time if deemed by the Office of Management and Budget to be in the best interest of the City;
I. Accept other than the lowest offer.
J. Waive any informality, defect, non-responsiveness, or deviation from this RFP that is not material to the Respondent’s proposal;
K. Reject the proposal of any Respondent who, in the City’s sole judgment, has been delinquent or unfaithful in the performance of any contract with the City;
L. Reject the proposal of any Respondent who, in the City’s sole judgment, is financially or technically incapable of performing in accordance with this RFP;
M. Negotiate with any, all, or none of the Offerors and to enter into an agreement with another Offeror in the event that the originally selected finalist defaults or fails to execute an agreement with the City.
N. Award a contract to the firm(s) that presents the best qualifications and whose proposal best accomplishes the desired results; and/or
O. Enter into an agreement with another proposer in the event the originally selected proposer defaults or fails to execute an agreement with the City.
P. Require a performance bond and/or other “failure to deliver” agreement by the awardee at time of contracting.








[bookmark: _Toc1376648]Miscellaneous Requirements
[bookmark: _Toc432683609][bookmark: _Toc1376649]Acknowledgements
A. Conflict of Interest   
By submission of a proposal to this RFP, Respondent agrees that it presently has no interest and shall not have any interest, direct or indirect, which would conflict in any manner with the performance of the services required under this RFP.
B. Code of Ethics 
By submission of a proposal to this RFP, Respondent agrees to abide by the Code of Ethics of The City of Pittsburgh.  The full Ethics Handbook can be found here:  http://pittsburghpa.gov/personnel/files/policies/10_Ethics_Handbook.pdf   
C. Fair Trade Certification   
By responding to this RFP, the Respondent certifies that no attempt has been made, or will be made, by the Respondent to induce any other person or firm to submit or not to submit a submission for the purpose of restricting competition.
D. Non-Disclosure 
By responding to this RFP, the Respondent acknowledges they may be required to sign a Non-Disclosure Agreement during the contracting process if they are the successful bidder.
E. Debarment 
This RFP is also subject to Section 161.22 of the City of Pittsburgh Code related to debarment from bidding on and participating in City contracts.
F. Financial Interest
No proposal shall be accepted from, or contract awarded to, any individual or firm in which any City employee, director, or official has a direct or indirect financial interest in violation of applicable City and State ethics rules. Entities that are legally related to each other or to a common entity which seek to submit separate and competing proposals must disclose the nature of their relatedness.
G. Full Fee Disclosure
Pursuant to Section 161.36 of the Pittsburgh City Code, a Respondent must include a disclosure of any finder’s fees, fee splitting, firm affiliation or relationship with any broker-dealer, payments to consultants, lobbyists, or commissioned representatives or other contractual arrangements of the firm that could present a real or perceived conflict of interest.

	
	Page 2
	

	
	
	



image1.png




image2.gif
CITY OF
PITTSBURGH




image20.gif
CITY OF
PITTSBURGH




