
REQUEST FOR PROPOSAL 

Software and Implementation Services for an  

Asset & Workorder Management System with Citizen Engagement 

Date: March 1, 2021 

Response Deadline:  

April 2, 2021 at 3:00pm, EST 

CITY OF GAHANNA, OHIO 

200 South Hamilton 

Gahanna, OH 43230 

(614) 342-4000

Request for Proposal: 0100 

All Proposals must be received by the City of Gahanna (City) at the specified location by the date and time 

cited above. Late Proposals will not be considered. The mere fact that the Proposal was dispatched will not 

be considered; the Respondent must ensure that the Proposal is delivered timely. Regardless of cause, late 

qualifications will not be accepted and will automatically be disqualified from further consideration. It shall 

be at the Respondent’s sole risk to assure delivery at the designated office by the designated time. Late 

proposals will not be opened and may be returned to the Respondent at the expense of the Respondent or 

destroyed if requested. 

Solicitation packages can be obtained by downloading from the City’s website: http://www.gahanna.gov. 

Should you experience problems downloading the solicitation, contact (Kevin Schultz, IT Manager via email at 

kevin.schultz@gahanna.gov). All communications concerning this solicitation must be directed to the person 

identified within this solicitation in Section 4. Communications with other City staff may disqualify you from 

the evaluation process. 

(ATTENTION RFP RESPONDENT – COMPLETE AND RETURN THIS COVER PAGE WITH PROPOSAL) 

Respondent’s Name: _____________________________________________________  Phone No.:  ________________________  

 (Please print or type company name) 

E-Mail Address: __________________________________________________________  FAX No.: ____________________________

Address  _______________________________________________  City _______________  State _______  Zip _______________  

By:  ________________________________________________________________  Title:  ______________________________________  

 (Name of Authorized Agent) 

Signature:  ________________________________________________________  Date:  _____________________________________  

 Respondent makes firm offer and is not revocable within one-hundred-twenty (120) days after 

response deadline. 

 Respondent does not make an offer in response to this invitation.  Why did you not make an offer? 

 ___________________________________________________________________________________________________________________  

NOTE:  ALL PROPOSALS ARE SUBJECT TO THE TERMS AND CONDITIONS HEREIN. 
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The City of Gahanna (City) invites interested firms to submit a proposal for software and implementation 

services as described herein.   
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Software and Implementation Services for an  

Asset & Workorder Management System with Citizen Engagement 

 

Request for Proposal: 0100 

 

1. INTRODUCTION 

1.1  Request for Proposals: The City of Gahanna, Ohio, (City) requests the submission of proposals 

from qualified firms capable of satisfying the City’s needs for software and professional services to 

implement an Asset & Workorder Management System with Citizen Engagement. Respondent Proposals 

will be evaluated and ranked based on the criteria described in this RFP. If a system is available that meets 

the City’s needs, the City may then enter into contract discussions with the selected Respondent. This 

document provides information to assist Respondents in preparing their responses and facilitates the 

subsequent evaluation and comparison process. In that regard, this RFP: 

• Provides information essential to soliciting meaningful proposals and realistic commitments 

from the respondent; 

• Specifies the desired format and content of proposals in response to this RFP; 

• Outlines the City’s evaluation and selection procedures; 

• Establishes a schedule for the preparation and submission of proposals; and, 

• Establishes a performance standard for the selected respondent. 

This RFP and the selected Proposal, in response to this RFP, will be incorporated into the contract resulting 

from this solicitation; provided, however, that the contract may contain terms different from or in addition 

to this RFP and the successful Proposal as may be deemed necessary or advisable by the City. 

2. BACKGROUND 

2.1 About Gahanna: The City of Gahanna, population 35,551, is a dynamic and vibrant community. 

Gahanna’s population is diverse, well-educated, and involved in community, school, and faith activities. 

Residents enjoy a wide variety of community amenities, including the shops and restaurants available 

throughout the city, walking and biking trails adorning the city and the second largest amount of park and 

open space acreage owned by a municipality in suburban Franklin County.  

The City has a strong Mayor-Council form of government. The Mayor is popularly elected by the Citizens 

of Gahanna and serves a four-year term. The Mayor serves as the Chief Executive Officer of the City. As the 

City’s chief administrator and official representative, the Mayor is responsible for the general management 

of the City and for seeing that all laws and ordinances are enforced. The Mayor appoints professional 

directors and managers to the City’s departments, which administer the day-to-day operations of the City. 

The City’s organizational structure has been designed to support quality services to the citizens and 

taxpayers of the community. The day-to-day operations of the City are overseen by the Mayor and 

appointed department directors and managers. The City is staffed by a mix of full-time, part-time, and 

seasonal employees whose compensation and benefits are authorized through three bargaining-unit 

contracts and multiple separate annual salary and benefit ordinances. 

From the 60 sworn members of the Police force who serve and protect the citizens of Gahanna to the Parks 

& Recreation staff who maintain over 791 acres of award-winning parks and open spaces throughout the 
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City, Gahanna employs 155 full-time and 40 part-time and seasonal employees who keep the City running. 

An additional 40 elected and appointed officials serve on City Council, various boards, and commissions. 

The City provides a host of public services to its citizens such as: water and sewer utilities, transportation 

services, lighting, public safety including 911 dispatching, parks and recreation programming, and a host 

of administrative services that support the functioning of a local government.  This Assets and Workorder 

management system are anticipated to be configured for use in the City’s Mayor’s Office (Citizen 

Engagement), Public Services, and Parks & Recreation Departments.  Other stakeholders would include 

departments such the City Finance Department and Information Technology. 

2.2 Current Environment: The city uses several resources to manage assets, workorders and to 

engage with our citizens.  While these tools are implemented to address many needs, they are not capable 

of leveraging a multi-user environment, cloud computing standards, or being considered an enterprise 

solution.  Custom Microsoft Access Databases have been developed that address many of the functional 

areas listed in Table 01 below.  There is one individual database addressing the specific needs for each of 

these functional areas.  They are not integrated among the larger Public Services unit and are not integrated 

with other technical resources managed by the city.  These are largely used to manage a manual process 

or workflow.  Parks and Recreation does utilize Vermont Systems RecTrac but primarily for department 

programing and not for the management of assets and or work orders.  In addition, traditional methods 

are utilized for the City to receive and communicate with its citizenry.  Service requests are taken primarily 

via phone call, email, and through contact information provided on the City website.  Social medial is 

managed and is being used in an increasing manner to engage with the public. 

Table 01: Current Applications by Functional Area 

No. Functional Area Applications 

1 Mayor’s Office MS Outlook 

2 Public Service: Administration MS Access Database & GIS 

3 Public Service: Utilities MS Access Database, Outlook & GIS 

4 Public Service: Streets MS Access Database & GIS 

5 Public Service: Lighting MS Access Database & GIS 

6 Public Service: Fleet MS Access Database & GIS 

7 Public Service: Waste Collection MS Access Database, Outlook & GIS 

8 Public Service: Facilities MS Access Database & GIS 

9 Parks & Recreation: Maintenance VS RecTrac; MS Lists; SharePoint 

10 Parks & Recreation: Facilities 
Vermont Systems RecTrac; MS Lists; 

SharePoint 

11 Finance Tyler Technologies MUNIS, MS Excel 

12  IT\GIS Enterprise Geodatabase 
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2.3 Primary Objective: The City is planning to replace its current environment(s) with a single 

integrated system, and to adopt system functionality that supports our core processes.  In doing so, the 

City seeks to address several challenges in the current environment(s), and meet certain goals and 

objectives in a potential future environment, including but not limited to: 

• Centralize systems to reduce the number of disparate processes, duplicate data entry, and manual 

(although electronic) workflows. 

• Automate the workflow processes between employees, departments, and divisions for the 

functional areas. 

• Reduce the reliance on secondary software systems, improving data integration and exchange 

between various systems. (i.e. into our ERP solution). 

• Eliminate the City’s management of custom software code to keep existing environment(s) 

functional, secure, and in proper working order. 

• Give field maintenance crews the ability to access technical resources via a simple internet 

connection without being connected to the City’s computer network.   

• Meet the needs of the organization and support the City’s goals for performance measurement, 

transparency, and communication. 

In order to address these challenges and meet future needs, the City has initiated a project to adequately 

plan for, select, and implement an Asset & Workorder Management System with Citizen Engagement. 

Section 3.0 Software and Services, outlines the features and functionality desired in a future system, as well 

as the professional services necessary to implement that system.  

The primary goal is to procure, implement, and maintain a system or systems that mitigate the challenges 

listed above, allow for streamlined collection and processing of information, and to facilitate 

standardization and timely access to information by maximizing the use of the new software system(s) 

capabilities. 
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3. SOFTWARE AND SERVICES  

Functional Areas: The City requires functionality in an Asset Management & Workorder system with Citizen 

Engagement. The List of Functional and Technical Requirements contained in Attachment B contains the 

detailed functionality the City requires within each functional area in a future system(s).  

Table 02: Functional Areas 

No. Functional Area Project Role 

1 Mayor’s Office 

The Mayor oversees all city-wide operations including 

the management of Public Service, Parks & 

Recreations, and Administrative Services.  Many citizen 

requests originate within the Mayor’s office and would 

benefit from a managed workflow of communication, 

assignment, completion, and reporting.  These 

requests can touch any sector of the City not just the 

departments identified here in.  In addition, in some 

instances these service requests are not tied to an 

asset but do generate workorders. 

2 Public Service: Administration 

Public Service Administration manages all operational 

aspects of the department including; water & sewer 

utilities, streets, fleet, refuse, and facilities.  Engineering 

services including project management is managed in 

this division.  Public Service is the key stakeholder of 

the desired system and will benefit from the 

organization, management, and workflow that will be 

implemented as part of this system. 

3 Public Service:  Utilities 

The city manages and maintains a public water system, 

a sanitary sewer system, and stormwater management 

facilities within the geographical boundaries of the city.  

These systems include the typical assets seen as part of 

these utilities.  It should be noted that the city does not 

operate a wastewater treatment facility. 

4 Public Service: Streets 

The city manages over 325 lane miles of roadways 

within the geographical boundaries of the city.  This 

management includes the maintenance of all traffic 

control devices from lane markings, to street signs, to 

the intersection cameras monitoring traffic at key 

locations throughout the city.  The city performed 

condition assessments and has a proactive street 

program. 

5 Public Service: Lighting 

Public Service manages all of the lighting structures 

located throughout the city.  There are a variety of 

structures located throughout the city from decorative 

light poles located on main street to traditional 

overhead residential structures.   
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No. Functional Area Project Role 

6 Public Service: Fleet 

The Fleet Division is responsible for the maintenance of 

all City owned fleet vehicles, from police cruisers to 

snow plows to general operation vehicles.   

7 Public Service: Waste Collection  

Refuse, recycling, and yard waste are services the city 

contracts out to a third-party vendor.  However, the 

Public Services department is the point-of-contact for 

resident issues related to the service. 

8 Public Service: Facilities 

The Public Service Department manages all facilities 

not located within a City operated Parks & Recreation 

Facility.  Facilities include City Hall, Police Department, 

Senior Center, Service Complex, Public Parking Garage 

and other facilities owned by the City.   

9 Parks & Recreation: Maintenance 

The city Parks & Recreation Department maintains 18 

playgrounds, 32 parks including a state nature 

preserve, a 9-hole municipal golf course, two 

swimming pools and a Senior Center.  The 

Maintenance division is responsible for all activities 

associated with each of these facilities.  Each of these 

facilities has a wide variety of assets, similar to Public 

Service, but are managed under a separate business 

unit and the system should be treated as such.   

10 Parks & Recreation: Facilities 

The city Parks & Recreation Department maintains 18 

playgrounds, 32 parks including a state nature 

preserve, a 9-hole municipal golf course, two 

swimming pools and a Senior Center.  Each of these 

facilities has a wide variety of assets, similar to Public 

Service, but are managed under a separate business 

unit and the system should be treated as such.   

11 Finance 

The city Finance Department manages and maintains 

the financial reporting requirements for all City wide 

fixed and intangible assets.  The system will be utilized 

in conjunction with the core financial package to 

ensure the most effective and efficient management, 

reporting, and compliance of city-wide assets. 

12 IT\GIS 

The city IT Department will oversee this RFP process 

and the implementation of the project in conjunction 

with the other project stakeholders.  In addition, this 

project will have requirements related to the 

Geographic Information System which is maintained by 

the IT Department and GIS Administrator.  Technical 

requirements contained in this RFP are tailored 

towards the existing IT environments and infrastructure 

in place at the City. 
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City Staffing: The City will assign a project manager that will serve as a single point of contact for all project 

related issues during implementation.   Functional and technical resources along with subject matter experts 

will also be assigned.  Additional resource planning will be done based upon the selected vendor’s proposal. 

Number of Users: The user counts provided below represent the estimated future users of the system and are 

provided for planning purposes. It is anticipated that some users will use multiple modules, causing overlap in 

each functional area. The counts were broken down by functional area to allow vendors to formulate responses 

based on each. The City estimates that total number of licensed users would be around 100, and the total number 

of concurrent users to be around 50. 

Table 03: Number of Users 

No. Functional Area 

Total Users 

(per 

functional 

area) 

Concurrent 

Users 

View-Only 

Licenses 

1 Mayor’s Office 4 2 0 

2 Public Service: Administration 50 50 0 

3 Public Service: Utilities Pool Above 0 

4 Public Service: Streets Pool Above 0 

5 Public Service: Lighting Pool Above 0 

6 Public Service: Fleet Pool Above 0 

7 Public Service: Waste Collection Pool Above 0 

8 Public Service: Facilities Pool Above 0 

9 Parks & Recreation: Maintenance 15 7 0 

10 Parks & Recreation: Facilities 15 7 0 

11 Finance 5 2 0 

12 IT\GIS 5 2 0 

 

Asset Types by Functional Area:  Table 04 contains a sample of asset types managed by each of the 

functional areas outlined in this RFP. In many instances these assets are represented as features inside of the 

Geographic Information System.  Each of these features has a differing set of attributes associated and should 

be considered a source of data conversion into this system.   

Table 04: Asset Types 

No Functional Area 

1 

Mayor’s Office 

Resident\Business Service Requests 

 

2 

Public Service: Administration 

Record Plans, Fiber Optics, Sidewalks, Curb Ramps, Bridges, Wetlands, Reserves 

 

3 

Public Service: Utilities 

Distribution Valves, Mains, Hydrants, Collection Mains, Manholes, Cleanouts, Pump 

Stations, Lift Stations, Curb Box, Meter Pits, Water Lines & Laterals, Water Towers, Traps, 
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No Functional Area 

Sanitary Lines & Laterals, Catch Basins, Taps, Storm Lines, Reducing Valves, Drainage 

Inlets-Outlets, Drainage Channels, Stormwater Facilities, Outfalls, Wetlands, Reserves 

4 

Public Service: Streets 

Streets, Bridges, Condition Assessment, Traffic Signals, Traffic Signs, Traffic Markings, 

Traffic Cabinets, Traffic Cameras, Lines, Poles, Pull Boxes, Guiderail, Sidewalks, Curb Ramps, 

Mowing Areas 

5 

Public Service: Lighting 

Lights, Cable, Control Sites, Cable Junctions, Pull Boxes, Poles 

 

6 

Public Service: Fleet 

Pool Vehicles, Lift Trucks, Snow\Salt Trucks, Police Vehicles 

 

7 

Public Service: Waste Collection 

Contract Service, Routes, Waste Bins, Recycling Containers 

 

8 

Public Service: Facilities 

City Hall, Police Department, Senior Center, Service Complex, Fleet Garage, Parking Garage  

 

9 

Parks & Recreation: Maintenance 

Parking Areas, Mowing Areas, Fields, Trails, Paths, Playgrounds, Benches, Bleachers, 

Irrigation Systems, Retention Ponds, Planting Beds, Trees 

10 

Parks & Recreation: Facilities 

Parks, Ball Fields, Courts, Fencing, Pools, Splash Pads, Playgrounds, Pavilions, Restrooms, 

Concessions, Memorials, Signs, Cameras 

11 

Finance 

Asset Reporting  

 

12 

IT\GIS 

GIS Features: Streets, Addresses, Parcels, Building Footprints, Flood Zones 

 

 

Deployment Model: Through this RFP process, the City intends to solicit offers that best meet the functional 

and technical requirements and evaluation criteria presented in this RFP. The City will consider, in no particular 

order, offers for:  

• On Premise (locally hosted at the City, must be SQL) 

• Software as a Service (SaaS or Subscription-based models) 

Cost sheets have been provided under Attachment C for pricing each of the deployment models. 

 

Go-Live and Schedule: The City is interested in feedback and experience of the vendor on both an 

implementation schedule that has all modules going live at the same time or a phased approach. Respondents 

are encouraged to include any detailed assumptions related to these approaches in the response to Tab 5 of 

Proposals (See Section 5.9).  
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Partnerships and Respondents of Subsets of Functionality: An integrated solution is the key to this project. 

As part of this process the City will be allowing Respondents to submit point solutions (best in class) and 

encourages Respondents to participate in this process in order to consider and evaluate a range of 

marketplace offerings.  The City does have a preference towards an end-to-end solution but is willing to 

consider a best-in-class solution with strong integration with other components (i.e. ESRI GIS technologies). 

Offerors are also encouraged to propose on a subset of functionality if the proposed software cannot provide 

functionality for all requested modules.  

 

The City will consider offerors of a subset of functionality on the relative merit of the functionality proposed 

based on the evaluation criteria laid forth in this RFP, and reserves the right to enter into negotiations for one 

or more proposers in order to achieve a “best-in-class” solution. 

 

Offerors are encouraged to establish partnership relationships to fully provide all requirements defined by the 

RFP. Offerors engaged in a partnership relationship shall submit a single proposal in response to this RFP, 

clearly identifying the primary vendor versus secondary vendors, or sub-contractors. 

 

Partnership relationships shall be clearly defined by proposal responses. Such definition shall identify the entity 

in the partnership relationship deemed to be the Prime Vendor. It is expected that any item in the proposal 

response guidelines that relates to an individual vendor’s capabilities shall be responded to for each vendor in 

the partnership relationship.  

 

Implementation Project Plan: As part of the resulting project scope, the successful respondent(s) must 

develop and provide the City with a detailed Implementation Project Plan. The City’s expectation of the form 

and content of the Implementation Project Plan has been detailed in Section 5.7. 

 

Training Plan: As part of the resulting project scope, the successful respondent will develop, provide, and 

manage a detailed plan for training. This Training Plan must include the information described below.  

• The role and responsibility of the software vendor and/or any sub-contractors in the design and 

implementation of the training plan. 

• The role and responsibility of City staff in the design and implementation of the training plan. 

• Overview of proposed training plan/strategy, including options for on-site or off-site training services, for 

the core project team, end users, system administrators and technology personnel.  

• Proposed training schedule for City personnel of various user and interaction levels.  

• Descriptions of classes/courses proposed in the training plan. (The vendor should specify the unit of 

measure for its training, e.g., units, classes, days, etc., and define the hours associated with these units of 

measure.)  

• Vendors must be very clear about exactly what training courses are included in the cost of the proposal 

and what training materials will be provided. 

• The knowledge transfer strategy proposed to prepare City staff to maintain the system after it is placed 

into production.  

• Detailed description of system documentation and other resources that will be included as part of the 

implementation by the successful respondent including, but not limited to, detailed system user manuals, 
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“Quick Reference” guides, online support, help desk support, user group community resources, videos, 

and others as available. 

• Continuing education opportunities supported by the vendor, including conferences, webinars, on-

demand topical sessions should also be detailed in the training plan.  

It is the City’s intention that the successful respondent will coordinate the training of City personnel in the use 

of its application and that satisfactory implementation of an approved training plan will be a key component of 

this project’s deliverables. Electronic documentation, including training manuals and agendas, should be 

provided by the successful respondent before each training session with City staff. 

 

System Interface Plan: As part of the resulting Project Scope, the selected Vendor will develop and provide a 

detailed System Interface Plan that contains the proposed strategy for interfacing to all applications described 

in Attachment B, Functional and Technical Requirements.  

 

Testing and Quality Assurance Plan: As part of the resulting project scope, the successful respondent will 

develop and provide a testing and quality assurance plan that describes all phases of testing that may be used, 

including any or all of the following: unit, system, interface, integration, regression, parallel, and user 

acceptance testing. It is the City’s expectation that the testing and quality assurance plan govern all phases of 

the project and that the successful respondent will also provide assistance during each testing phase involving 

City users. The City does not require that the successful respondent facilitate the user acceptance testing 

process but would expect vendor input leading up to user acceptance testing and assistance with reconciling 

any errors/configurations to the system as a result of the testing.  

 

Pre and Post-Implementation Level of Support: As part of the resulting project scope, the successful 

respondent will develop and provide a pre and post-implementation support plan that describes the approach 

to software support during the implementation and after go-live.  

 

System Documentation: As part of the resulting project scope, the successful respondent will develop and 

provide electronic documentation that describes the features and functions of the proposed application 

software. The City does not require that the system documentation be developed specific to the City’s 

configuration unless no such documentation exists for the respondent’s client base. The documentation shall 

be provided for both users and the technical personnel who will administer and maintain the system. It is 

desirable that differing levels of documentation (user documentation and technical documentation) exist. The 

successful respondent shall provide documentation in web-based and\or PDF forms for each application 

module.   

 

Warranty: A comprehensive warranty in form and content satisfactory to City is sought by the City for all 

software and implementation services covered by this RFP. Respondents shall price the software and services to 

recognize these warranty provisions. The extent of, and proposed terms of, the warranty coverage may be 

evaluated by the City as a part of the overall procurement process.  

 

Source Code: The preference is that an escrow option be made available, but the City understands that it may 

not be available for some deployment methods. If a Vendor is unable to provide for making escrow available to 

the City, this should be noted in the Exceptions taken to the RFP and an explanation shall be offered.  
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Selected Vendors shall place source code for the software modules licensed by the City in escrow with an 

independent, mutually acceptable third-party escrow service provider (with whom a separate escrow 

agreement will be entered into by City with all related costs paid by the Vendor). The source code shall be kept 

current with the releases/version of the software in live use at the City. The source code shall revert to the City 

for the City’s use if the Vendor goes out of business, files for bankruptcy or protection from creditors in a court 

of law, or otherwise fails to satisfy its obligations relating to such software. The City shall then have full rights to 

use source code for any purposes other than resale. 

 

Within thirty (30) calendar days of the Vendor going out of business or no longer supporting the software 

being licensed, the Vendor shall provide appropriate source code to the City. The same applies if the Vendor is 

merged or acquired by another entity and the software is no longer supported. Once the City obtains the 

source code, it shall be the property of the City, and there shall not be any additional fees due. 
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4. QUESTIONS 

Questions shall be submitted in writing to Kevin Schultz (kevin.schultz@gahanna.gov). All questions 

concerning the RFP must reference the page number, section heading, and paragraph, if applicable. Oral 

communications will not be accepted.   

Vendors shall not contact City staff directly with any questions or inquiries. Unauthorized contact with any 

personnel of the City may be cause for rejection of the Respondent’s response. The decision to reject a 

Proposal is solely that of the City.  

4.1 Amendments and Addenda: All clarifications and RFP revisions will be documented in an 

addendum, which will be published to the City website. The City will attempt to publish periodic addenda 

on a timely basis between the RFP Publish Date and following the deadline for questions. Only questions 

and answers documented in an addendum shall be considered as part of the RFP. Each addendum issued 

will contain an acknowledgement form which shall be signed and returned with proposers’ responses. The 

City reserves the right to revise the RFP prior to the deadline for proposal submissions.  

4.2 Pre-Proposal Web-teleconference: A pre-proposal web-teleconference will be held on March 

10, 2021 @ 1 pm (EST).  Respondents that are interested in participating in the pre-proposal respondent 

teleconference shall contact the City in writing using the contact email listed above to request to be added 

to the web-teleconference invitation.  

The format of the pre-proposal respondents web-teleconference will be an overview presentation of the 

RFP, its contents, the RFP schedule of events, and additional topics. Following the presentation, respondents 

will be able to ask questions related to the RFP or the overall process. The City will attempt to answer all 

questions at that time, but answers will be documented and posted to our website in a timely manner.  

Answers provided shall not be binding. Following the pre-proposal web-teleconference, the City may post 

on its website an addendum with material questions asked and their respective answers. 

 

It is NOT MANDATRY to Participate in the pre-proposal web-teleconference. 
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5. PROPOSAL SUBMISSION REQUIREMENTS 

The following instructions must be followed by respondents submitting proposals:  

5.1 Submissions: All proposers shall submit 3 hard copies and 1 electronic versions of the proposal 

on a removable thumb drive.  

• All hard copies will follow reqierments & organization but in printed hard copy form. 

• All Worksheet Attachments provided as part of this RFP shall be returned in MS Excel format.  

• All Forms Attachments provided as part of this RFP shall be returned in Adobe PDF format.  

• All other materials submitted shall be returned in searchable Adobe PDF format.  

5.2 File Name Convention: Proposal files submitted electronically shall have file names that follow 

the convention herein:  

• “(Vendor Name) Proposal Response to RFP #######”; 

• “(Vendor Name) Proposal Response to Attachment A”;  

• “(Vendor Name) Proposal Response to Attachment B”; 

• “(Vendor Name) Proposal Response to Attachment C”; 

• Any additional documentation provided shall be provided as Appendices and similarly titled (e.g. 

“(Vendor Name) Proposal Response - Appendix A – (Appendix Document Title)”. 

5.3 Delivery/Mailing Instructions: Mailed Proposals shall be clearly labeled on the outside of the 

packaging with the RFP Title and RFP Number. The mailing address for Proposals is contained in the 

following table. 

Table 05: Proposal Mailing Addresses 

Mailing Address 

Information Technology 

City of Gahanna 

200 South Hamilton 

Gahanna, OH 43230 

5.4 Proposal Organization Guidelines: The following table contains the organization guidelines for 

proposal responses. In preparing proposal responses, respondents are instructed to insert the 

completed tab forms (Attachment A) in the corresponding Tab Sections. 

Table 06: Technical Proposal Organization Guidelines 

Proposal Tab 

No. 
Technical Proposal Section 

RFP      

Sec. No. 

Tab 1 Company Introduction 5.5 

Tab 2 Software Solution 5.6 

Tab 3 
Project Approach and Implementation 

Methodology 
5.7 

Tab 4 Key Proposed Personnel and Team Organization 5.8 

Tab 5 Project Schedule 5.9 

Tab 6 System and Application Architecture 5.10 

Tab 7 Software Hosting 5.11 

Tab 8 Training Plan 5.12 
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Proposal Tab 

No. 
Technical Proposal Section 

RFP      

Sec. No. 

Tab 9 Testing and Quality Assurance Plan 5.13 

Tab 10 Data Conversion Plan 5.14 

Tab 11 Ownership of Deliverables 5.15 

Tab 12 References 5.16 

Tab 13 Response to Narrative Questions 5.17 

Tab 14 Exceptions to Terms and Conditions 5.18 

Tab 15 Functional and Technical Requirements Response 5.19 

Separate Cover Price Proposal and Payment Terms 5.20 

 

There is no express or implied obligation for the City to reimburse responding firms for any costs or 

expenses incurred in preparing proposals in response to this Request for Proposal, and the City will not 

reimburse responding firms for these costs or expenses, nor will the City pay any subsequent costs 

associated with the provision of any additional information or presentations, or to procure a contract for 

these Services. The City is not responsible for any cost(s) incurred by a respondent in preparing and/or 

submitting a proposal in response to this RFP. The City will also not be responsible for any costs associated 

with preparing and/or participating in any systems demonstrations requested of the respondent’s products 

and services. Accusation  

5.5 Tab 1: Company Introduction – Should contain the following information: 

1. The Transmittal letter: printed on letterhead, shall be signed by an authorized representative of the 

Respondent such as the owner, partner, or in the case of a corporation, the President, Vice President, 

Secretary, or other corporate officer(s).  

2. Company Background and History: Vendors shall include a comprehensive narrative history of the 

firm, including the development of its experience in providing services similar to those described in 

Section 3.0, Project Scope.  

3. Sub-Contractors: If a Proposal with subcontractors is submitted, the respondent must provide the 

following information concerning each prospective subcontractor:  

• Complete name of the subcontractor  

• Complete address of the subcontractor  

• Type of work the subcontractor will be performing  

• Percentage of work the subcontractor will be providing  

• Evidence, as set out in the relevant section of this RFP, that the subcontractor is registered or 

qualified to do business in Ohio and, if applicable, holds a valid business license  

• A written statement, signed by each proposed subcontractor, that clearly verifies that the 

subcontractor is committed to render the services required by the contract, that such 

subcontractor is able to satisfy the applicable insurance, confidentiality, conflict of interest, and 

other applicable requirements  

4. Completed forms provided in Attachment A. 
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5.6 Tab 2: Software Solution - Should include a narrative description of the capabilities of the system 

to meet the functional needs of this RFP.  How the system meets the needs of each functional area identified 

in Table 02 should be developed in the narrative to clearly convey the abilities of the system. The purpose 

of this section is to give the City a comprehensive overview of the proposed functional solution(s). The 

narrative should be written for an audience of the end-user community. Marketing materials should not be 

submitted on the proposed functionality and would be deemed non-compliant if submitted in this section. 

In addition, respondents shall include completed forms from Attachment A. 

5.7 Tab 3: Project Approach and Implementation Methodology – Should include a comprehensive 

description of the proposed implementation methodology and approach for the project.  

As part of the third tab, Respondents shall submit: 

• Attachment A Forms:  Completed responses to the corresponding Forms in Attachment A. 

• Deployment:  If the respondent is proposing a traditional city-hosted (on-prem) model or a 

vendor-hosted and/or SaaS solution, a detailed narrative of the proposed solution shall be 

provided.  On-prem solutions should include detailed hardware specifications. If the proposal is 

for an either\or solution (on-prem or SaaS) the narrative should include a discussion of how these 

approaches vary.  Any functional differences between deployments should also be discussed. 

• Resource Management Plan: Respondents should submit a resource management plan that 

identifies the assigned project manager and any specialists (i.e. data conversion specialists) along 

with their qualifications as part of the response to this tab.  It should be clear to the reader that 

the proposer has sufficient resources to meet the implementation needs and schedule proposed 

by the City. 

• Project Plan: Respondents shall also include a detailed Project Plan which outlines the proposed 

path for implementation and Go-live. The following information provides the expectation for the 

City. The Project Plan that shall be developed as part of this proposal with the selected response 

including the following;  

o Project Objectives: The Project Plan should include overall project objectives.  

o Project Deliverables and Milestones: The Project Plan should include a list of deliverables 

and/or milestones for the project. Each deliverable and/or milestone should describe exactly 

how and what will be provided to meet the needs of the City.  

o Project Schedule (Project Management Software): The Project Plan should identify the 

dates along with the number of days associated with each deliverable and/or milestones.  In 

addition, this section should reflect project predecessors, successors, and dependencies. The 

City requires the use of industry standard project management software to develop and 

maintain the project schedule, resource plan, and gantt chart.  

o Status Reports: The Project Plan should describe the approach the Contractor will use to 

provide status reports throughout the course of the project. This section should include an 

example of the weekly or biweekly status report and identify the expected delivery 

mechanism that will be used to provide the report to the City. This report must include a 

summary of the overall project health, any roadblocks, impacts to schedule, and potential 

remedies. 
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o Project Management Processes, including:  

▪ Resource Management: This section should describe City resources, Contractor 

resources, and the overall Project team structure, including an organizational chart. Roles 

identified for the Contractor, its subcontractors, and the City should also include a 

detailed description of the responsibilities related to the identified role, as well as the 

communication process for each party. The escalation path beyond the assigned project 

manager should also be described and shown in the organizational chart. 

▪ Scope Management: The approach the Contractor will use in order to manage Project 

Scope and the process used to request changes to Project Scope. It is the City’s desire 

to use the proposed software system “as is” and, as such, any changes must be reviewed 

and approved by the City’s Implementation Project Team.  

▪ Schedule Management: The approach the Contractor will use in order to manage the 

Project schedule and the process used to submit requested changes to the schedule. 

The Contractor must ensure that the Project schedule is kept current and report any 

missed milestones to the City.  

▪ Risk Management: The approach the Contractor will use to document existing Project 

risks, provide recommendations for mitigating the risk, and how this will be 

communicated to the City Implementation Team. As part of the Project Scope, the 

Contractor(s) will develop and maintain a documented Risk Register. Such Risk Register 

will be maintained in a centrally accessible location (e.g., Project portal) and be regularly 

updated. For each risk identified, the Contractor shall be responsible to develop an 

impact summary and a mitigation strategy in a timely fashion.  

▪ Quality Management: The approach the Contractor will use to assure that all written 

deliverables have received appropriate reviews for quality before being submitted to the 

City.  

▪ Communication: The Contractor will provide a detailed communication plan that 

includes discussion of key implementation metrics that will be used to track progress; 

types of communication methods (e.g., memo, email, one-on-one meetings, Project 

team meetings, stakeholder group meetings, online web progress reporting tools, etc.) 

that the Vendor will use; frequency of these communications; and key Vendor points-of-

contact with overall responsibility for ensuring these communications are provided as 

scheduled. The City also expects that the Contractor will make key personnel and staff 

available for certain meetings, either on-site or via teleconference or web-conference, 

that may be required should major issues arise during the implementation that 

significantly impact the schedule, or budget, of the selected system.  

▪ Organizational Change Management: This section should describe the process, tools, 

and techniques the Contractor will use to manage their human capital critical to a 

maintaining the overall Project Plan. 

• Go-Live Support: Respondents should describe what level of pre and post go-live support is 

available under the proposed fee structure. If varying levels of support are available, this section 

of the respondent should clarify these potential support services and highlight the level of 

support that has been proposed.  
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• Draft Contract: This tab shall include a sample software and licensing agreement and/or 

professional services agreement.  

 

5.8 Tab 4: Key Proposed Personnel and Team Organization: The Proposal should include the 

structure of the proposed Project Team as well as completing the Forms in Attachment A. The City reserves 

the right to require that background checks be conducted on any and all individuals conducting work as 

either employees or independent contractors of the Respondent, or who are otherwise providing services 

on the Respondent’s behalf in connection with the Project including, without limitation, employees and 

independent contractors of any third-party companies or firms included in a Respondent’s Proposal. 

This tab shall include detailed information on the anticipated level of effort required of the City Team during 

the implementation process. This shall include any assumptions surrounding the number of staff involved 

in the project on a day-to-day basis, as well as the amount of time staff may expect to spend committed 

to the implementation effort during various phases. 

5.9 Tab 5: Project Schedule: Respondents shall include a proposed project schedule, including their 

recommended implementation plan.  

• The proposed project schedule should include major milestones, activities, and timing of 

deliverables.  

• The project schedule shall be in a Gantt chart format developed in a project management software 

compatible with Microsoft Project.  

Respondents shall also provide anticipated start and go-live date(s), using the Forms document attached 

to this RFP. 

5.10 Tab 6: System and Application Architecture: The Proposal shall include a description of the 

proposed system and application architecture for either on-prem or SaaS solutions. The Proposer shall 

include responses to the questions for Tab 6 listed in Attachment A, in addition to any other information 

that may be relevant and useful to the City.  For on-prem solutions the respondent shall include detailed 

specifications of all required hardware and a diagram of where each of these resources would reside on the 

City computer network.  For SaaS solutions an overall architecture plan should be provided and sufficient 

technical details provided that describe security and other IT related concerns.   

5.11 Tab 7: Software as a Service: The Proposal shall include a full description of the Respondent’s 

technical and operational capabilities for software hosting. This should include details on where the service 

is hosted and how the service is accessed by end users. Respondent shall provide responses to the 

questions for Tab 7 listed in Attachment A. 

5.12 Tab 8: Testing and Quality Assurance Plan: The Proposal should include the proposed Testing 

and Quality Assurance Plan as well as completing the Forms in Attachment A. This Plan should be based on 

the Proposer’s standard approach for achieving a successful project implementation. 

5.13 Tab 9: Data Conversion Plan: The Proposal should include a Data Conversion Plan that will 

ensure the City’s data is transferred to the new system. The plan shall include estimated work levels as well 

as roles and responsibilities related to data conversion, for both the City and the successful respondent, 

organized by module. 
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The City would like to understand how the Respondent will approach implementing the data conversion 

plan, and what processes will be undertaken by the project team to convert all existing data, as well as to 

interface with identified core systems. The City expectation is that data conversion shall occur when 

migrating to the new application.  The successful respondent is expected to assist the City in the conversion 

of both electronic and manual data to the new system. It is expected that the City will be responsible for 

data extraction from current systems and data scrubbing and that the Successful Respondent shall be 

responsible for overall data conversion coordination, definition of file layouts, and data import and 

validation into the new system(s). Respondents should plan to have converted data ready for the User 

Acceptance Testing phase of the project. 

5.14 Tab 10: Training Plan: The Proposal should include the proposed Training Plan and approach, in 

addition to completing the Forms in Attachment A. It is the City’s intention that the selected respondent 

will coordinate the training of City personnel in the use of its application and that satisfactory 

implementation of an approved training plan will be a key component of the project deliverables.   

5.15 Tab 11: Ownership of Deliverables: Proposals should identify the ownership of each project 

deliverable. Ownership should be identified using the roles described in the Forms document. The resource 

hours provided as part of Tab 4 should be appropriate based on the roles identified for each Project 

deliverable listed in Attachment A, Tab 11. 

5.16 Tab 12: References and Site Visit References: The Respondent shall provide references for 

projects with similar goals and objectives completed over the last 3 years.  These should be provided by 

completing the Forms in Attachment A. The response should also include the contact information for five 

(5) similarly sized City/municipal governments with which the City may conduct site visits.  Of particular 

interest, but not required, would be work completed in the State of Ohio. 

5.17 Tab 13: Response to Narrative Questions: The Proposal should include the Respondent’s 

response to the narrative questions listed in Attachment A.  

5.18 Tab 14: Exceptions to Terms and Conditions:  The Proposal should include any exception the 

Respondent takes to the RFP requirements as provided herein and Terms and Conditions of this RFP.  

The Respondent will describe exceptions and identify their impact to the City, including, but not limited to, 

workarounds, reductions in performance, capacity, flexibility, accuracy, and ultimately cost and value. The 

Respondent should identify the areas where they feel the requested service or product is not available, 

deviates from the specific requests, or is deemed to be an unwise or unwarranted approach. The City 

reserves the right to disallow exceptions it finds are not in the best interests of the City. Any and all 

exceptions must be identified and fully explained in the submitted proposal. It is the City’s intention to be 

made aware of any exceptions to terms or conditions prior to contract negotiations.  

Note: Exception to the payment and retainage schedule to be provided with the Pricing proposal. 

5.19 Separate Cover: Functional and Technical Requirements Proposal: The Respondent’s 

Functional and Technical Requirements Proposal should include the proposed capability to provide the 

City’s requirements as defined in Attachment B, Functional and Technical Requirements. When providing 

responses to the requirements in Attachment B, Respondents shall use the response indicators contained 

in the following table. Respondents are instructed to enter one response indicator in response to each 
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requirement. Responses to an individual requirement that contain more than one indicator (ex. C/T) will be 

treated as a response of “N”. The response to Attachment B shall be provided in MS Excel format. 

As part of the resulting Project Scope, the selected Respondent will develop and provide a detailed System 

Interface Plan that contains the proposed strategy for interfacing to all applications described in the 

Interfaces section of Attachment B, Functional and Technical Requirements. 

Table 07: Requirements Response Indicators 

Indicator Definition  Instruction 

S 

Standard:  The feature or function is included in 

the current software release and will be 

implemented by the planned phase go-live date as 

part of the proposal from respondent in 

accordance with agreed-upon configuration 

planning for the City. 

Respondents are encouraged, but not required, 

to provide additional information in the 

Comments column to further demonstrate the 

system’s ability to meet the requirement. 

F 

Future: The feature or function will be available 

in a future software release available to the City by 

January 1, 2022, at which point it will be 

implemented in accordance with agreed-upon 

configuration planning with the City. 

If a response indicator of “F” is provided for a 

requirement that will be met in a future software 

release, the Respondent shall indicate the 

planned release version, as well as the date the 

release will be generally available. 

C 

Customization: The feature or function is not 

included in the current software release and is not 

planned to be a part of a future software release. 

However, this feature could be provided with 

custom modifications. All related customization 

costs should be indicated in Attachment C – Cost 

Worksheet. 

If a response indicator of “C” is provided for a 

requirement that will be met through a custom 

modification, the Respondent shall indicate the 

level of effort required for the customization and 

itemize the cost of such a modification on the 

cost worksheet. 

T 

Third Party:  This feature or function is not part 

of the respondent’s core product but could be 

provided with integration with a third-party 

system. This system should be specific and 

specified in the comments. 

If a response indicator of “T” is provided for a 

requirement that will be met by integration with 

a third-party system, the Respondent shall 

identify this third-party system and include a 

cost proposal to acquire and integrate with 

chosen solution. 

N 

No:  The feature or function that meets this 

requirement cannot be provided or is not planned 

in any future releases at this time. 

 

 

5.20 Separate Cover: Price Proposal and Payment Terms: The Respondent’s Price Proposal should 

be provided under separate cover from all other tabs of the Respondent’s Technical Proposal. The Price 

Proposal shall consist of three sections:  
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1. The completed Cost Worksheets as contained in Attachment C. Respondents shall not modify 

the worksheets in any way.  

2. The Respondent’s standard travel and expense policy.  

3. The Respondent shall provide a brief statement of agreement with the Payment and Retainage 

terms identified below. If a Respondent does not agree with all items, a description should be 

provided of those items for which exception is taken.  

The City understands that there will be potentially four types of costs that are associated with procuring a 

new system: software licensing, implementation services, annual maintenance costs, and\or annual 

subscription costs. In the following subsections, each type of cost is defined and the City’s expectations for 

payments and retainage associated with these costs are described. 

 

a. Software Licensing Cost: Software license costs include all costs related to licensing the software 

application and include third-party software license fees, where applicable. In presenting software 

license fees, the respondent shall: 

• Explain all factors that could affect licensing fees in the comments field of Attachment C; 

• Make clear the extent of any implementation services that are included in the license fees 

(installation, configuration, training, support, etc.); 

• To the extent possible, show any applicable discounts separately from the prices for products 

and services.  

The City expects a milestone-based payment schedule for software licensing, with clearly defined 

acceptance criteria for each milestone.  

• Potential milestones including Project Kickoff, Initial System Implementation, System 

Configuration, Approval of Go-Live, and Acceptance of System.  

• Respondent shall also describe their typical milestone-based payment schedule for software 

licensing as part of their Price Proposal. 

b. Implementation Services Cost: Implementation service costs include all costs related to 

implementation, configuration, data conversion, customization, and training.  

• The City prefers that implementation service costs are proposed as “not to exceed” amounts 

and the City will be charged for services as-incurred up to the not to exceed amounts. 

Establishment of a not-to-exceed amount does not obligate the City to expend the full amount. 

• The City prefers that services be invoiced on a deliverable, phased, or milestone basis.  

• The City expects that ten  percent (10%) of the implementation service costs will be retained 

(as a “hold-back”) until successful completion, and the City’s written acceptance, of the Project. 

Costs for the proposed solution should be submitted on the Cost Worksheet (Attachment C). It 

is important to note the following: 

• The Respondent shall provide price information for each separate component of the proposed 

solution, as well as the costs of any modifications. 

• In the event the product or service is provided at no additional cost, the item should be noted 

as "no charge.” 

• In the event the product or service is not being included in the proposal, the item should be 

noted as "No bid.”  

• Proposer shall make clear the basis of calculation for all fees and costs. 
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• All estimated travel expenses and related out-of-pocket costs must be included in the 

respondent’s price cost. The City will not make a separate payment for reimbursable expenses. 

The City shall not be liable for additional travel costs or out-of-pocket costs incurred for any 

reason outside the City’s control. Travel expenses will be paid as incurred on a monthly basis. 

 

c. Annual Maintenance Cost: Annual maintenance costs include the annual maintenance and 

support fees for the application environment. The City expectation is that it will not pay maintenance 

fees on functional areas being implemented until formal City acceptance has been provided to 

approve live processing for the associated Project phase. For example, the annual maintenance fees 

associated with the asset management module will be paid upon City acceptance of the Project phase 

associated with the module. Upon final system acceptance, the City expects that maintenance fees 

will be invoiced on an annual basis for all system modules based on the anniversary of system 

acceptance. The City expects software maintenance costs will not increase in the first five (5) years 

upon go-live operation. All costs for any version updates, enhancements/patches are to be included 

and covered in the annual maintenance fees. 

d. Ongoing Software Subscription Cost (if SaaS deployment): Ongoing software subscription 

costs include the annual payments for access to the software, hosting costs, backup costs, and 

potentially disaster recovery provisions. The City expects to be informed of any rate of increases in 

these costs over the first10 years and also prescribe availability and performance metrics.  
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6. EVALUATION PROCESS AND CRITERIA 

6.1 Evaluation Process: The following subsection outlines the intended proposal evaluation process 

the City has identified. The City reserves the right to deviate from this process at its own discretion, and to 

(i) negotiate any and all elements of the RFP, (ii) amend, modify, or withdraw the RFP, (iii) revise any 

requirements under the RFP, (iv) require supplemental statements of information from any Respondent, (v) 

extend the deadline for submission of Proposals, (vi) cancel, in whole or part, this RFP if the City deems it 

is in its best interest to do so, (vii) request additional information or clarification of information provided in 

any Proposal without changing the terms of the RFP, (viii) waive any portion of the selection process in 

order to accelerate the selection and negotiation with the top-ranked Respondent; and/or (ix) award the 

contract without written or oral discussions with any Respondents. The City may exercise the foregoing 

rights at any time without notice and without liability to any Respondent, or any other party, for expenses 

incurred in the preparation of responses hereto or otherwise.  

The City reserves the right to reject any or all Proposals or parts of Proposals, to accept part or all of 

Proposals on the basis of considerations other than lowest cost, and to create a Project of lesser or greater 

expense than described in this RFP or the respondent's reply, based on the component prices submitted. 

The City reserves the right to cancel this solicitation or to change its scope if it is considered to be in the 

best interest of the City.  

6.1.1 - Vendor Shortlist: The City Evaluation Committee will initially review and evaluate each Proposal 

received to determine the Proposer’s ability to meet the requirements of the City. The evaluation criteria 

described in Section 6.3 will be the basis for evaluation. The Evaluation Committee will determine the 

Respondents best suited to meet the needs of the City based on the scoring of the evaluation criteria. 

These Vendors will form the Vendor Shortlist. 

6.1.2 - Vendor Demonstrations: The City, at its sole discretion, reserves the right to have system 

demonstrations with those Respondents on the Vendor Shortlist, or any other Vendor. Demonstrations 

will be conducted at City offices. Demonstrations will involve a scripted demonstration. The schedule, 

scripts, and demonstration requirements will be provided with the invitation to participate in 

demonstrations.  

A Pre-Demonstration Vendor Teleconference will take place for those Vendors that have been 

shortlisted, and Respondents will have an opportunity to review the format of the demonstrations and 

ask questions related to procedure and specific demonstration scenarios. Vendors that are invited to 

participate in demonstrations are advised that the provided scripts must be strictly adhered to while 

presenting. Optional modules or functionality shall not be presented if they fall outside the scope of 

requested functionality or that functionality which has been proposed by the Respondents. Evaluation 

Committee members will view the demonstrations, and additional City staff may also be in attendance 

to observe and provide informal feedback. The City may elect, at its sole option, not to conduct 

discussions or demonstrations with respondents.  

6.1.3 - Reference Checks: The City may employ a process of contacting references provided through 

Respondents’ proposals. This process may include teleconference meetings, web conferences, and in-

person meetings with references. The City reserves the right to conduct reference checks at any point 

in the evaluation process.  
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6.1.4 - Best and Final Offer and Request for Clarification: A Best-and-Final-Offer process may be 

initiated if it is determined to be in the best interest of the City. Such process may be initiated following 

the identification of the Vendor Shortlist or at any other evaluation process step. Additional processes 

of scope and cost clarification may be employed as part of the evaluation process if it is deemed to be 

in the City’s best interest.  

6.2 Clarification and Discussion of Proposals: The City may request clarifications and conduct 

discussions with any Respondent that submits a Proposal, including requesting additional information. The 

City reserves the right to select the Proposal or Proposals that it believes is the most responsive as 

determined by the City Evaluation Committee, which will best serve the City business and operational 

requirements, considering the evaluation criteria set forth below. Respondents shall be available for a 

system demonstration to City staff on dates specified in Table 12 or as otherwise requested by the City if 

selected for system demonstrations. Failure of a Respondent to respond to such a request for additional 

information, clarification, or system demonstrations may result in rejection of the Proposal. Clarifications 

may not result in a material or substantive change to the Proposal. The initial evaluation may be adjusted 

because of a clarification under this section. The City reserves the right to waive irregularities in the Proposal 

content or to request supplemental information from Respondents. 

6.3 Evaluation Criteria: As described in the preceding Evaluation process sub-section, the City 

intends to follow an iterative approach to scoring based on key evaluation activities. The City hereby 

reserves the right to evaluate, at its sole discretion, the extent to which each Proposal received compares 

to the stated criteria. Vendor proposals shall be evaluated in accordance with the following criteria, subject 

to variation at the sole discretion of the City: 

6.3.1 - Short-List Identification: The City intends to utilize the criteria presented in Table 08 following 

the Evaluation Team’s review of Proposals. Each Proposal will be eligible to be awarded up to 100 points 

at this stage.  

Table 08: Short-List Identification Criteria 

Criteria Description 
Max 

Points 

Functionality 

This criterion considers but is not limited to the following: 

• The vendor’s written responses to the Functional and 

Technical Requirements for proposed functional areas.  

• The ability for the proposed software to integrate with the 

City’s systems environment.  

45 

Technical 

This criterion considers but is not limited to the following: 

• Alignment of the proposed software to the City’s preferred 

technical specifications. 

• The vendor’s written response to each Potential Interface. 

• The level of integration among proposed functional areas.  

15 

Approach This criterion considers but is not limited to the following: 15 
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Criteria Description 
Max 

Points 

• The described approach to implement an enterprise system 

to achieve the City’s goals and objectives.  

• The alignment of the proposed implementation timeline to 

the City’s desired timeline milestones.  

• The distribution of implementation tasks among City and 

vendor teams. 

• The proposed resources hours among City and vendor 

teams.  

• The vendor’s approach to key implementation tasks 

including but not limited to data conversion, testing, and 

training.  

• The vendor’s planned ongoing support and maintenance 

services.  

Vendor 

Experience 

This criteria considers but is not limited to the following: 

• The vendor’s experience delivering the services requested in 

the RFP. 

• The vendor’s experience with similar implementations for 

comparable organizations.  

• The vendor’s experience deploying comparable interfaces to 

the City’s related applications. 

15 

Proposed 

Staff 

Experience 

This criteria considers but is not limited to the following: 

• The experience of named staff delivering the services 

requested in the RFP. 

• The experience of named staff with similar implementations 

for comparable organizations.  

• The qualifications of named staff to deliver the services 

requested in the RFP with a focus on business process 

optimization.  

10 

 

6.3.2 - Finalists Identification: The City intends to utilize the criteria presented in Table 09 following 

the demonstrations by Short-List vendors. Each Proposal will be eligible to be awarded up to 30 points 

at this stage.  

Table 09: Finalist Identification Criteria 

Criteria Description 
Max 

Points 

Functionality 

Demonstrated 

This criterion considers new information learned through vendor 

demonstrations including but not limited to: 
15 



City of Gahanna 

Request for Proposals 

 Page 26 of 85 Asset & Workorder Management System 

with Citizen Engagement 

 

 

Criteria Description 
Max 

Points 

• The demonstrated user interface.  

• The alignment of demonstrated functionality with preferred 

business processes. 

Technical 

Capabilities 

This criterion considers new information learned through the 

Technical Discussion as part of vendor demonstrations as well as 

other sessions.   

5 

Approach 

Discussion 

This criterion considers new information learned through the 

Implementation Approach Discussion as part of vendor 

demonstrations as well as other sessions. 

5 

Experience 

Discussion 

This criterion considers new information learned through the 

Company Overview Discussion as part of vendor demonstrations as 

well as other sessions. 

5 

 

6.3.3 - Preferred Vendor Identification: The City intends to utilize the criteria presented in Table 10 

following the completion of reference checks and any site visit. Each Proposal will be eligible to be 

awarded up to 30 points at this stage.  

Table 10: Finalist Identification Criteria 

Criteria Description 
Max 

Points 

Comparable 

References 

This criterion considers the relevance of references related to 

organization size, comparable scope, similar software version, and 

deployment model.  

10 

Reference 

Feedback 

This criterion considers the feedback received from references 

related to the vendor’s performance in the implementation 

including meeting project objectives and timelines, as well as the 

knowledge, skills, and experience of implementation staff; 

capabilities of the software; and ongoing vendor performance with 

support and maintenance.  

20 

 

6.3.4 - Cost Point Allocation: The City will evaluate cost proposals based upon these criteria. Cost 

points will be applied at the timing determined by the Evaluation Team. Cost points may be refined or 

replaced in the event of a subsequent Request for Clarification or Request for Best and Final Offer 

(BAFO). Each Proposal will be eligible to be awarded up to 40 points for cost.  

Table 11: Cost Point Criteria 

Criteria Description 
Max 

Points 

Cost 
This criterion considers the price of the software 

license/subscription schedule, services, and ongoing maintenance 
40 
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Criteria Description 
Max 

Points 

and support solicited by this RFP. Respondents will be evaluated on 

their pricing scheme, as well as on their price in comparison to the 

other proposers. Vendors of point solutions will be compared 

against other proposals for the respective functional area group.  

 

Note:  The respondent is cautioned that it is the respondent’s sole responsibility to submit information related 

to the evaluation categories.  The City is under no obligation to solicit such information, if it is not included in 

the respondent’s original proposal.  Failure to provide such information may have an adverse impact on the 

evaluation of the respondent’s proposal. 
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7. RFP SCHEDULE OF EVENTS 

The following RFP Schedule of Events represents the best estimate of the schedule the City will follow. Any 

significant change to the schedule will be published via an RFP Addendum. 

Table 12: RFP Schedule of Events – Tentative 

Event Estimated Date 

Request for Proposals Published Monday, March 1, 2021 

Pre-Proposal Respondent Teleconference  Wednesday, March 10 at 1pm EST 

Deadline for Questions from Respondents Wednesday, March 17 at 3pm EST 

Deadline for Proposal Submissions Friday, April 2 at 3pm EST 

Vendor Demonstrations Week of April 12, 2021 

Recommendation to Council Second Council Meeting in April 2021 
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8. TERMS AND CONDITIONS 

The following terms and conditions apply to this RFP solicitation process and will be incorporated into the 

resulting contract as applicable.  

8.1 Contract Type: The contract resulting from this RFP shall be in form and content satisfactory to 

the City and shall include, without limitation, the terms and conditions provided for in this RFP and such 

other terms and conditions as the City deems necessary and appropriate. The standard of performance for 

the contract resulting from this RFP shall be in accordance with the highest applicable standards in the 

software industry. The contract resulting from this RFP shall include professional/implementation services 

on a not to exceed basis, and the software licensing on a fixed fee basis. The initial contract price will be 

based on prices submitted by the successful respondent, subject to contract negotiations with the City, and 

shall remain firm for the initial term of the contract.  

8.2 Contract Term / Termination: The resulting contract shall be effective upon the date the contract 

is signed by both the City and the Respondent and shall expire upon completion of the Services covered 

by the contract. The resulting contract may be terminated by the City upon thirty (30) days written notice 

of such termination. In the event of the City’s termination of the resulting contract, there shall be no further 

obligation on the part of the City to the Respondent save and except for payment of sums due and owing 

for expenses and work incurred by the Respondent prior to the date of termination, minus any City incurred 

damages if such termination is for cause. In the event of any termination, Respondent shall agree to 

cooperate in connection with any necessary transition services and shall be reimbursed for such transition 

services at Respondent’s standard rates. The beginning of the term of any licensing or subscription fees for 

software may be subject to the negotiation of the City and the Respondent, such that they do not coincide 

with the contract execution date. 

8.3 Payment Terms: Respondents are directed to Section 5.20 for additional information related to 

the City’s preferred payment terms. 

8.4  No Obligation, Right of Rejection, and Multiple Award: The inquiry made through this RFP 

implies no obligation on the part of the City. This RFP does not constitute an offer or a contract with any 

Respondent or other party. The City reserves the right to reject any or all Proposals, in whole or in part, or 

to accept or reject all or any part of any Proposal. Proposals deemed to be received from debarred or 

suspended Vendors will be rejected. The City may reject any Proposal that is not responsive to all the 

material and substantial terms, conditions, and performance requirements of this RFP. The City further 

reserves the right to award all, part, or none of the components/functional areas included in this RFP. In 

addition, the City reserves the right to make one or more awards to competing Respondents for subsets of 

functionality as a result of this RFP.  

The City reserves the right to reject any Proposal determined to be nonresponsive. The City reserves the 

right to negotiate with any or all Respondents with respect to any or all terms of a Proposal or Contract, 

including but not limited to the fees. The City also reserves the right to refrain from making an award if it 

determines it to be in its best interest. The City reserves the right to abandon the Project and/or to re-

advertise and solicit other Proposals. 

8.5 Contract Changes: Written requests for price changes in a resulting term contract after the firm 

price period must be submitted in writing to the City at least one-hundred eighty (180) days prior to the 
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commencement of any extension period. Any proposed price increase will be based on the Contractor’s 

actual cost increase only, as shown in written documentation provided to the City. All requests for price 

increases must be in writing, must not constitute increases in profit, and must contain data establishing or 

supporting the increase in cost. In connection with any Contractor request for price increases in term 

contracts after the firm price period, at the option of the City, (1) the request may be granted; (2) the 

contract may be cancelled by either party; or (3) the contract may be extended without change with the 

consent of both parties. 

The City will accept or reject all such written requests within ninety (90) days of the date of receipt of 

Contractor’s request for price increase or receipt of proper written documentation, whichever is later. 

If a price increase is approved, the City will issue an amendment to the contract specifying the date the 

increase will be effective. The Contractor will be required to send notice to all users of the contract. All 

Services and related accessories are to be billed at prices in effect at the time the service was rendered, or 

order was placed. All contract changes will be effective only on written agreement signed by both parties. 

8.6 Contract Approval: Proposers understand that this RFP does not constitute an offer or a contract 

with the Respondent. This RFP does not, by itself, obligate the City to award a contract. The City’s obligation 

will commence only following the City Council’s approval of a contract and the parties’ execution of the 

contract. Upon written notice to the Respondent, the City may set a different starting date for the contract. 

The City will not be responsible for any work done or expense incurred by the Contractor or any 

subcontractor, even such work was done or such expense was incurred in good faith, if it occurs prior to 

the contract start date set by the City. 

8.7 Contract Dispute: In the event of contract dispute, dispute proceedings will be held in the State 

of Ohio. Mediation, subject to written agreement of the parties, will be a mandatory first step in the event 

of a dispute, prior to any legal action as set forth in the contract. 

8.8 Confidential Information: Any written, printed, graphic, electronic, or magnetically recorded 

information furnished by the City for the Respondent’s use are the sole property of the City. This proprietary 

information includes, but is not limited to, customer requirements, customer lists, marketing information, 

and information concerning City employees, products, services, prices, operations, security measures, and 

subsidiaries.  

The Respondent and its employees shall keep this confidential information in the strictest confidence, and 

will not disclose it by any means to any person except with City approval, and then only to the extent 

necessary to perform the work under the contract. These confidentiality obligations also apply to the 

Respondent’s employees, agents, and subcontractors and Respondent shall be liable for a breach of the 

confidentiality obligations by any such party. On termination of the contract, the Respondent, its 

employees, agents, and subcontractors will promptly return any confidential information in its possession 

to the City. 

8.9 Insurance Requirements: Respondent shall, at Respondent’s expense, secure and maintain in 

effect throughout the duration of the contract, insurance of the following kinds and limits set forth in this 

Section. The Respondent shall furnish a certificate of insurance and endorsements in a form acceptable to 

the City before starting work or within ten (10) days after the notice of award of the contract, which ever 

date is reached first.  All insurance policies, except professional liability insurance, shall be written with 
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insurance companies licensed to do business in the State of Ohio and having a rating of at least A-VII, 

according to the latest edition of the Best’s Key Rating Guide; and shall include a provision preventing 

cancellation of the insurance policy unless fifteen (15) days prior written notice is given to the City.   

The following provision shall also be stated on each applicable certificate of insurance: “Should any of the 

above described policies be canceled before the expiration date, the issuing company shall mail fifteen (15) 

days’ written notice to the certificate holder named to the left.”  Respondent shall require any of its 

subcontractors to secure and maintain insurance as set forth in this Section and indemnify, hold harmless 

and defend the City, its officers, employees, attorneys, and volunteers as set forth in this RFP. 

The limits of liability for the insurance required shall provide coverage for not less than the following 

amounts, or greater where required by law: 

 A.   Commercial General Liability: 

  i.   Coverage to include, Broad Form Property Damage, Contractual and Personal Injury. 

  ii.   Limits: 

   a.   General Aggregate  $5,000,000.00  

   b.   Each Occurrence   $1,000,000.00 

   c.   Personal Injury   $1,000,000.00 

  iii. Coverage for all claims arising out of the Proposer's operations or premises, anyone directly 

 or indirectly employed by the Proposer. 

 B.   Professional Liability: 

  i.   Per Claim/Aggregate   $5,000,000.00 

  ii.  Coverage for all claims arising out of the Proposer's operations or premises, anyone directly 

 or indirectly employed by the Proposer, and the Proposer's obligations under the 

 indemnification provisions of the contract to the extent same are covered. 

 C.  Workers’ Compensation: 

i.   Workers’ compensation insurance shall be in accordance with the provisions of the laws of the 

State of Ohio, including occupational disease provisions, for all employees who perform work 

pursuant to the contract, and in case work is subcontracted, the Proposer shall require each 

subcontractor similarly to provide Workers’ Compensation Insurance. All such policies of workers’ 

compensation insurance shall include a waiver of subrogation in favor of the City.  In case 

employees engaged in hazardous work under the contract are not protected under said worker’s 

compensation insurance, the Proposer shall provide, and shall cause each subcontractor to 

provide, adequate and suitable insurance for the protection of employees not otherwise provided. 

 D.  Comprehensive Automobile Liability: 

i. Coverage to include all owned, hired, non-owned vehicles, and/or trailers and other equipment 

required to be licensed, covering personal injury, bodily injury, and property damage. 

  ii.   Limits: 

   a.   Combined Single Limit  $5,000,000.00 

 E.   Umbrella: 

  i.   Limits: 
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   a.   Each Occurrence/Aggregate $5,000,000.00 

 F.   The City, its officials, officers, employees, agents, and volunteers shall be named as an additional 

insured on all insurance policies identified herein except Workers’ Compensation and Professional 

Liability. All such insurance shall be primary and non-contributory coverage as respects a covered loss. 

The Respondent shall be responsible for the payment of all premiums and deductibles for said insurance 

policies. The coverage shall contain no special limitations on the scope of protection afforded to the 

City, its officers, agents, and employees. 

Respondent understands and agrees that, except as to Professional Liability, any insurance protection 

required by the contract or otherwise provided by the Respondent, shall in no way limit the Respondent’s 

responsibility to indemnify, keep and save harmless, and defend the City, its officers, employees, agents as 

herein provided. 

8.10 Conflict of Interest: Respondents shall at all times observe and comply with all federal, state, and 

local laws, ordinances, and regulations including all amendments and revisions thereto, which in any 

manner affect Respondents or the services and/or items to be provided, specifically and not limited to any 

laws relating to conflicts of interest. Failure to comply with any applicable laws may result in: i) the 

termination of the contract; ii) the forfeiture by Respondents of all benefits of the Contract; iii) the retainage 

by City of all Services performed by Respondent and iv) the recovery by City of all consideration, or the 

value of all consideration, paid to Respondent pursuant to any awarded contract.  

8.11 Pending and Recent Litigation: Respondents must disclose any pending or recent litigation they 

are involved in as a company. Recent is defined as the past three (3) years. Information provided should 

include the timeline of the litigation history, the subject of the litigation, and the current status of the 

litigation. Proposals must also disclose any pending litigation of any third-party partners in the Proposal.  

8.12 Rights to Submitted Material: It shall be understood that all Proposals, responses, inquiries, or 

correspondence relating to or in reference to this RFP, and all reports, charts, and Proposals or referencing 

information submitted in response to this RFP, shall become the property of the City, and will not be 

returned. The City will use discretion with regards to disclosure of proprietary information contained in any 

response but cannot guarantee information will not be made public. As a government entity, the City is 

subject to making records available for disclosure.  

8.13 Contract Negotiation: After final evaluation, the City may negotiate with the offeror(s) of the 

highest-ranked Proposal. If any Respondent fails to negotiate in good faith, the City may terminate 

negotiations and negotiate with the offeror of the next highest-ranked Proposal or terminate negotiations 

with any or all Respondents. 

If contract negotiations are commenced, they may be held at City office locations or via teleconference at 

a date and time to be determined. If contract negotiations are held, the Respondent will be responsible for 

all of Respondent’s costs including, without limitation, its travel and per diem expenses and its legal fees 

and costs. 

8.14 Failure to Negotiate: If the selected Respondent: 

1. Fails to provide the information required to begin negotiations in a timely manner 
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2. Fails to negotiate in good faith 

3. Indicates it cannot perform the contract within the designated timeframes or within budgeted funds 

available for the Project 

4. If the Respondent and the City, after a good-faith effort, cannot come to terms; then 

The City may terminate negotiations with the Respondent initially selected and commence negotiations 

with the next highest-ranked Respondent. At any point in the negotiation process, the City may, at is sole 

discretion, terminate negotiations with any or all Respondents.  

8.15 Indemnity; Hold Harmless: The Respondent shall indemnify, defend, and hold and save the City 

and all officials, officers, agents, employees and volunteers of City harmless from and against any and all 

liabilities, claims, costs, or expenses whatsoever arising out of or resulting from this Agreement or any act, 

omission, or negligence of Respondent or any officers, agents, servants, employees, or subcontractors of 

Respondent, including without limitation, any liabilities, claims, costs or expenses arising directly or 

indirectly, from any patented or otherwise protected invention, software, intellectual property, process, 

article, or appliance implemented or used in the performance of the contract, including its use by the City. 

8.16 Statutory Information: Any contract or agreement resulting from this RFP shall be construed in 

accordance with the laws of the State of Ohio. Any litigation between the parties arising out of, or in 

connection with, the contract shall be initiated and prosecuted in any federal or state court in Ohio. 

Mediation, subject to written approval of both parties, will be a mandatory first step in the event of a 

dispute, prior to any legal action as set forth in the contract. 

All Project Vendors, participants, consultants, engineers, and subcontractors must comply with all 

applicable federal, state, and local laws pertaining to contracts entered into by governmental agencies, 

including, without limitation, non-discriminating employment. Contracts entered into on the basis of 

submitted Proposals are revocable if contrary to law.  

8.17 Non-Discrimination Clause: During the performance of the contract, the Contractor and all 

subcontractors will not discriminate against any employee or applicant for employment because of race, 

color, creed, religion, ancestry, national origin, sex, sexual orientation, disability, age, marital status, or status 

with regard to public assistance. The Contractor and all subcontractors will take affirmative action to ensure 

that all employment practices are free of such discrimination.  Such employment practices include, but are 

not limited to, the following: hiring, upgrading, demotion, transfer, recruitment or recruitment advertising, 

layoff, termination, rates of pay or other forms of compensation, and selection for training, including 

apprenticeship. 

8.18 ADA: The Contractor and all subcontractors agree to comply with the Americans with Disabilities 

Act and Section 504 of the Rehabilitation Act of 1973 and not discriminate on the basis of disability in the 

admission or access to, or treatment of, employment in its services, programs, or activities. The Contractor 

and all subcontractors agree to hold harmless and indemnify the City from costs, including but not limited 

to damages, attorney’s fees, and staff time, in any action or proceeding brought alleging a violation of ADA 

and/or Section 504 caused by the Contractor and any subcontractor. 

8.19 Laws: The Contractor and all subcontractors will comply with all applicable local, state, and federal 

laws, ordinances, and regulations in the performance of the contract. The contract will comply with and be 
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governed by all laws of the State of Ohio. Any violation shall constitute a material breach of the executed 

contract. 

8.20 Force Majeure: Neither Party shall be in default by reason of any failure in performance of the 

resulting contract if such failure is proximately caused by causes beyond their reasonable control and 

without the fault or negligence of said Party including, without limitation, unforeseeable acts of nature; 

terrorism or other acts of public enemy; war and epidemics or quarantine restrictions (“force majeure”). 

If either Party is delayed at any time in the progress of the work governed by the contract by force majeure, 

the delayed Party shall notify the other Party in writing of such delay, as soon as is practical, of the 

commencement thereof and shall specify the cause(s) of such delay in the notice. The notice shall be hand-

delivered or mailed certified-return receipt and shall make a specific reference to this provision. The delayed 

Party shall cause such delay to cease as soon as practicable and shall notify the other party in writing when 

it has done so. The time of completion shall be extended by contract modification for a period of time 

equal to the time that results or effects of such delay prevent the delayed Party from performing in 

accordance with this contract. 

8.21 Policy Compliance: The Respondent shall, as a condition of being considered for award of the 

contract, require each of its agents, officers, and employees to abide by the City’s policies prohibiting sexual 

harassment, firearms, and smoking, as well as all other reasonable work rules, safety rules, or policies 

regulating the conduct of persons on City property at all times while performing duties pursuant to the 

contract. The Respondent agrees and understands that a violation of any of these policies or rules will 

constitute a breach of the contract and will be sufficient grounds for immediate termination of the contract 

by the City. 

8.22 Public Information: It shall be understood that all Proposals, responses, inquiries, or 

correspondence relating to or in reference to this RFP, and all reports, charts and Proposals or referencing 

information submitted in response to this RFP, shall become the property of the City, and will not be 

returned. The City will use discretion with regards to disclosure of proprietary information contained in any 

response but cannot guarantee information will not be made public. As a governmental entity, the City is 

subject to making records available for disclosure pursuant to applicable public record disclosure laws, and 

Proposers, including the Respondent ultimately awarded the contract, shall cooperate in complying with 

such public disclosure laws at no additional cost to the City. 

8.23 Ownership of Data and Transition: Any and all City data stored on the Contractor’s servers or 

within the Contractors custody, is the sole property of the City. The Contractor, subcontractor(s), officers, 

agents and assigns shall not make use of, disclose, sell, copy or reproduce the City’s data in any manner, or 

provide to any entity or person outside of the City without the express written authorization of the City. 

In the event resulting Agreement is terminated for any reason, or upon expiration, and in addition to all 

other rights to property set forth, the Selected Offeror shall:   

a. Incur no further financial obligations for materials, Services, or facilities under the Agreement 

without prior written approval of the City; 

b. Terminate all purchase orders or procurements and any subcontractors and cease all work, 

except as the City may direct, for orderly completion and transition; and 
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c. Make available to the City, at no cost, all City data stored within the system, stored on the 

Contractor’s servicers, or within the Contractor’s custody, within fifteen (15) days of 

termination or City request. 

In the event resulting Agreement is terminated for any reason, or upon expiration, and in addition to all 

other rights to property set forth, the City shall: 

d. Retain ownership of all data, work products, and documentation, created pursuant to the 

resulting Agreement 
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Tab 1 – Company Introduction 
 

Transmittal Certification 
By signature on the Proposal, the Respondent certifies that it complies with: 

1. The laws of the State of Ohio and is licensed or qualified to conduct business in the State of Ohio  

2. All applicable local, state, and federal laws, codes, and regulations 

3. All terms, conditions, and requirements set forth in this RFP 

4. A condition that the Proposal submitted was independently arrived at, without collusion  

5. A condition that the offer will remain open and valid for the period indicated in this solicitation; and any 

condition that the firm and/or any individuals working on the contract do not have a possible conflict of interest 

6. The following Non-Collusion Affirmations 

• I affirm that I am the Respondent, a partner of the Respondent, or an officer or employee of the 

Respondent’s corporation with authority to sign on the Respondent’s behalf.   

• I also affirm that the attached has been compiled independently and without collusion or agreement or 

understanding with any other vendor designed to limit competition.   

• I hereby affirm that the contents of this Proposal have not been communicated by the Respondent or 

its agent to any person not an employee or agent of the City.   

If the Proposer fails to comply with the provisions stated in this paragraph, the City reserves the right to reject the 

Proposal, terminate the contract, or consider the Respondent in default. 

Table 1.1: Transmittal Certification and Primary Contact Information 

Field Response 

Name of Representative  

Title  

Name of Company  

Address  

Telephone Number  

Email Address  

Signature of Representative 

(authorized officer of the firm) 

 

A signature provides the City with the Respondent’s acknowledgement and acceptance of the RFP 

Terms, Requirements, and Conditions, and the execution of same during the discharge of any 

succeeding contract. 
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Company Background and History 
Respondents shall complete the Company Background and History Table below. If a partnership with third-party 

companies is a part of this proposal, the company background and history form shall be provided for all third-party 

companies. It is expected that all of these points shall be addressed for each company involved in the proposal, 

prime or third-party. 

Table 1.2: Company Background and History 

Metric Response 

Total number of employees  

Type and number of employees committed 

to the product and support being proposed 

 

Office locations  

Total number of active clients  

Total number of active municipal clients  

Total number of active Asset & Workorder 

Management clients 

 

Total years offering Asset & Workorder 

Management Systems   

 

Total number of Ohio City/Town clients  

Total number of Municipal clients  

Total number of completed implementations 

of the proposed product and version 

 

Total number of active municipal clients 

using the proposed product version 

 

Largest active installation including users and 

population 

 

Smallest active installation including users 

and population 

 

Other products offered by company   
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Use of Sub-Contractors 
The Proposal shall identify any of the required services that are proposed to be subcontracted, if any.  

Table 1.3: Sub-Contractor Questions 

Does your firm complete the 

implementations of the product being 

proposed or is this effort outsourced? 

 

Has or will any portion of the proposed 

work be completed by subcontractors? 

 

If sub-contractors will be used, please 

provide the following: 

 

Summary of service  

Reasons for subcontracting  

Proposed subcontractor  

(name, location, experience) 

 

Detailed subcontractor responsibilities  

Previous use of subcontractor  

Any additional relevant information  
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Tab 2 – Software Solution 

Proposed Software Modules Form 
Proposed modules that are required to satisfy the requirements associated with the functional areas identified in 

Table 2.1 cannot be proposed complementary or optional.  

Table 2.1: Proposed Functional Areas/Modules 

Proposed Software Information 

Product Component/Suite (Name and Version) 

Time on Market Release date of most current version 

Next Major Release Date Next Minor Release Date 

Licensing Model Named User Concurrent User Enterprise/Site 

☐ ☐ ☐ 
Deployment Model City Hosted Vendor Hosted Subscription 

☐ ☐ ☐ 
How often are releases made available? 

What is the process to test each release? 

Would the City be able to test releases in a test environment 

prior to pushing updates to a live environment? 

Does the system have the ability to roll back updates should 

challenges and\or bugs be encountered? 

What strategic decisions or direction is your firm taking or 

making related to the product being proposed today? 

What other applications will the product being proposed 

integrate with or have integrated with in the past? 
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No. Functional Area 

Name of Proposed 

Module(s) To Address 

Requested Functional Area 

Identification of any Third-

party Partnerships and/or 

Solutions Successfully 

Integrated* with 

1 Mayor’s Office   

2 Public Service: Administration   

3 Public Service: Utilities   

4 Public Service: Streets   

5 Public Service: Lighting   

6 Public Service: Fleet   

7 Public Service: Waste Collection   

8 Public Service: Facilities   

9 Parks & Recreation: Maintenance   

10 Parks & Recreation: Facilities   

11 Finance   

*Successful integration should include only those instances where both the software and the client are in 

production environments. 

 

Optional and Complementary Modules 

What other system modules or products would the respondent recommend to be complementary to the Project 

Scope as described in Section 3.0 of the RFP? 

Table 2.2: Optional and Complementary Modules 

No. Module Name Brief Narrative Description of Functionality Provided 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   
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Tab 3 – Project Approach and Implementation Methodology 

Resource Hours: 

Vendors shall include the estimated resource levels for the City Implementation Project Team and Selected Vendor Project Teams by completing the tables below. 

Table 3.1: Vendor Project Team Resource Hours 

Vendor Project Team 

Instructions: The vendor is asked to provide the amount of resources that will be committed to the project in terms of number of hours. These amounts 

should be based on the functionality the City desires, included in the detailed Functional and Technical Requirements (Attachment B). 

Functional Area 
Requirements 

& Design 

Data 

Conversion 

Configuration 

& Setup 

Implementati

on 
Testing Training Total 

Mayor’s Office 

Public Service: Administration 

Public Service: Utilities 

Public Service: Streets 

Public Service: Lighting 

Public Service: Fleet 

Public Service: Waste Collection 

Public Service: Facilities 

Parks & Recreation: Maintenance 

Parks & Recreation: Facilities 

Finance 

Total Hours by Project Phase: 
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Table 3.2: City Project Team Resource Hours 

City Project Team 

Instructions: The vendor is asked to provide the amount of resources that will be required from the City in terms of number of hours. These amounts should 

be based on the functionality the City desires, included in the detailed Functional and Technical Requirements (Attachment B). 

Assumptions: Any assumptions related to the number of City Implementation Project Team staff, roles of City staff, and duration of involvement used in the 

development of the resource hour estimates should be included here: 

Functional Area 
Requirements 

& Design 

Data 

Conversion 

Configuration 

& Setup 

Implementati

on 
Testing Training Total 

Mayor’s Office              

Public Service: Administration              

Public Service: Utilities        

Public Service: Streets        

Public Service: Lighting        

Public Service: Fleet        

Public Service: Waste Collection        

Public Service: Facilities        

Parks & Recreation: Maintenance        

Parks & Recreation: Facilities        

Finance              

Total Hours by Project Phase:        
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Table 3.3: Project Approach Questions 

Question Response 

Based on information provided in this RFP and 

experience in working with other localities, what is the 

Respondent’s perspective on the most significant risks to 

this Project and how do you plan to mitigate these risks? 

 

What is your process for monitoring, escalating, and 

resolving issues that will arise during the Project? 

 

Describe any assumptions made in the Proposal in detail. 

These should include any assumptions related to the 

current City technical environment, staffing, project 

management approach, and City resources available 

during implementation and support phases. 
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Tab 4 - Key Personnel & Team Organization 

 

Vendor Project Team Resumes  
Resumes shall be provided for the implementation team as well as any additional personnel involved in live 

operation and ongoing support and maintenance. Resumes shall be specific to the actual personnel to be assigned 

to this Project for all primary roles (Project Manager, Trainer, Conversion Lead, etc.) and shall be provided using the 

table format provided below.  

 

Name and Title:  

Role on the Proposed Project Team:  

Home office location:  

Educational Background:  

Professional registrations and memberships:  

Professional references:  

Description of Project Roles and 

Responsibilities: 

 

Listing of past projects where resource 

implemented the proposed product: 

 

Listing of past projects where resource 

implemented other software products: 
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Tab 5 – Project Schedule 
 

Project Schedule Questions 
Based on current obligations, 

what is the earliest 

implementation can begin after 

contract signing? 

 

What activities would the 

Respondent expect to occur 

within the first 30 days of contract 

signing? 

 

How long does the typical 

implementation of the product 

being proposed take for an 

organization of similar size to the 

City?  

 

The City is interested in going live 

with all functional areas\modules 

on the same date.  

 

Respondents are encouraged to 

provide any detailed 

considerations assumptions 

related to this approach versus a 

phased approach.  

 

The City plans to target 6-8 

month go-live date. Respondents 

are encouraged to indicate the 

ability to meet this target go-live 

date and to discuss the potential 

project start date. 

 

If Respondents are not able to 

meet the anticipated go-live date, 

Respondents should discuss 

suggested implementation 

timelines. Similarly, if 

Respondents are proposing 

alternative phasing or grouping of 

modules, this should be clearly 

specified.  
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Tab 6 – System and Application Architecture 
 

System and Application Architecture Questions 

What is the source language(s) of the product?  

How many environments are available with your 

proposed solution at no additional cost (e.g., test, 

training, production)? 

 

Describe how often major and minor software 

updates are provided, as well as the level of City 

resources required for a major update, and the level 

of resources required for a minor update. 

 

Please describe the major and minor upgrade 

process that is required if the solution requires a 

client-based installation.  How does this process 

differ from a SaaS solution? 

 

List all browsers that are certified for use with the 

application, and describe any required browser add-

ons, function enablement, etc.  
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Tab 7 – Software Hosting 
 

 

General Software Hosting Information 

Where are the data center and storage facilities?  

Total number of active clients currently served by 

hosted solutions provided by your company. 

 

How many years has your company provided hosted 

solutions? 

 

How are hosted software applications deployed for 

use by numerous customers? 

 

What availability and response time do you 

guarantee? 

 

How many instances of unplanned outages have any 

of your customers experienced within the past five (5) 

years?  

 

What has been the duration and scope of such 

unplanned outages? 

 

What are the standard relief schedules for unplanned 

system downtime/outages? 

 

In how many instances has your firm had to pay 

client relief for unplanned outages? 

 

What is your process for notification of standard 

maintenance and down-time? 

 

What data security and system redundancy 

capabilities are available at respondent’s data center 

and storage facilities? 
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Tab 8 – Testing and Quality Assurance Plan 
 

Describe your standard approach to testing and 

quality assurance. 

 

What levels of support are provided by your 

company during the City testing phases (e.g. parallel 

and user acceptance testing)? 
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Tab 9 – Data Conversion Plan 

 

Responsibility of Data Conversion Activities 
Respondents shall complete the below based on whether the roles identified are supported by the proposed data 

conversion methodology and approach. Any conflicts shall be noted with a comment. In the event additional activities 

are proposed, the Respondent shall identify the roles for both City and Implementation Vendor Project Teams.  

Table 9.1: Definition of Roles 

Role Summary 

Lead The party ultimately responsible for the activity. 

Assist The party provides active assistance for the activity. 

Participate The party provides passive assistance for the activity. 

Share Both parties share equal responsibility for the activity 

None The party has no role in the activity. 

 

Table 9.2: Summary of Response Indicators 

Indicator Response Description 

S Supports 
The proposal supports the prescribed responsibility roles with its proposed data 

conversion methodology and approach. 

C Conflict 
The proposal has a conflict with the prescribed responsibility roles and proposed 

alternate responsibility in its proposed data conversion methodology and approach 

 

Table 9.3: Responsibility of Deliverables 

No Data Conversion Activity Vendor Role City Role Response Comments 

1 Perform Conversion Analysis of Existing Legacy Data Lead Participate   

2 
Perform Crosswalk Development of Legacy Data from 

Legacy System to New System 
Lead Participate   

3 Provide Conversion Data None Lead   

4 Provide File Layouts/Data Maps of Existing System None Lead   

5 Proof Data Provided Assist Lead   

6 Analysis of Data to be Converted Lead Assist   

7 Developing and Testing Conversions Lead None   

8 Review and Correct Errors Share Share   

9 Load Converted Data into Training Database Lead Participate   

10 Confirmation of Converted Data in Training Database None Lead   

11 
Approval/Sign-Off of Converted Data in Training 

Database 
None Lead   

12 Load Converted Data into Live Database Lead Participate   
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No Data Conversion Activity Vendor Role City Role Response Comments 

13 Confirmation of Converted Data into Live Database None Lead   

14 Approval/Sign-Off of Converted Data in Live Database  None Lead   
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Tab 10 – Training Plan 

 

Proposed Training Approach Form 
Respondents shall complete the following Proposed Training Approach Form as part of the submittal. 

 

Proposed Training Approach Form 

What training model is 

being proposed? 
Train-the-

trainer 

End-User 

Training 

System 

Administrator 

Training 

Other (Describe): 

☐ ☐ ☐ 

How many staff are 

permitted to attend 

each training session? 

 

Does the Respondent 

have the ability to 

provide web-based 

training? 

Yes No 
Please provide details related to any web-based training 

offerings. 

☐ ☐ 
 

Please identify any optional training offerings such that have not been listed above.  

These may include train-the-training, end-user training, system admin training, etc. 

Response: 

 

What provision will the Respondent make for having a system environment available for training 

exercises, and when? What data (e.g., live, sample, etc.) will be used for training City staff on the use of 

the system? 

Response: 

 

What provision does the Respondent have for providing primary training for the proposed system? 

Training shall be adequate to the needs of the typical systems user and administrator. 

Response: 

 

What provision does the Respondent make for training the typical system user training to address those 

issues that will be encountered during day-to-day use?  Be sure to include training on all system 

functionality—including screen and report use—and ad hoc report creation and use. 
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Response: 

 

What provision does the Respondent make for Administrator training to address those issues involved 

with the administration of the system?  Should it be a separate training session? 

Response: 

 

What provision does the Respondent make to provide technical training to City IT staff, as necessary?  

Please address how the Respondent will address training on the responsibilities related to system 

operation and management, security, problem identification, and problem resolution. 

Response: 

 

Describe what training facility configuration and equipment requirements are sufficient to deliver the 

training being proposed. 

Response: 
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Tab 11 – Ownership of Deliverables 
 

Respondents shall complete Table 11.3 below based on whether the roles identified are supported by the proposed 

approach and implementation methodology. The roles defined in Table 11.1 and 11.2 contain the indicators 

Respondents shall use to report their support of the identified roles. Any conflicts shall be noted with a comment. In 

the event additional deliverables are proposed, Respondents shall identify the roles for both City and Respondent 

Project Teams.  

Table 11.1: Definition of Roles 

Role Summary 

Lead The party ultimately responsible for the development of the deliverable. 

Assist The party provides active assistance in development of the deliverable 

Participate The party provides passive assistance in the development of the deliverable. 

Owns The party is solely responsible for the development of the deliverable. 

Share Both parties share equal responsibility for the development of the deliverable. 

None The party has no role in the development of the deliverable. 

 

Table 11.2: Summary of Response Indicators 

Indicator Response Description 

S Supports 
The proposed supports the prescribed ownership roles with its 

proposed implementation methodology and approach. 

C Conflict 

The proposed has a conflict with the prescribed ownership 

roles and proposed alternate ownership in its proposed 

implementation methodology and approach 

 

Table 11.3: Ownership of Deliverables 

No Deliverable 
Respondent 

Role 
City Role 

Respondent 

Response 
Comments 

1 Implementation Project Plan Lead Assist   

2 System Interface Plan Lead Assist   

3 Data Conversion Plan Lead Assist   

4 
Testing and Quality Assurance 

Plan 
Lead Assist   

5 
Pre- and Post-Implementation 

Support Plan 
Lead Assist   

6 Training Plan Lead Participate   

7 System Documentation Owns None   

8 Risk Register Share Share   

9 Other:     
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No Deliverable 
Respondent 

Role 
City Role 

Respondent 

Response 
Comments 

10 Other:     

11 Other:     

12 Other:     

13 Other:     

14 Other:     

15 Other:     
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Tab 12 - References 
 

Respondent Reference Consent 

Respondents shall provide an affirmative statement that the Respondent grants its consent for the City to contact 

the Respondent’s references for purposes of evaluating the Respondent for this Project and acknowledges that any 

information obtained from the Respondent’s references will not be disclosed to the Respondent.  

Statement of Consent:  

 

 

Respondent Reference Form 

• Respondents shall provide at least five (5) municipal government clients with whom the Respondent has 

worked during the past three (3) years that are of similar size and complexity to the City. 

o Three (3) references shall be from municipal clients that have been live with the current\proposed 

system for a minimum of two (2) years, and 

o Two (2) references that have been live with the current system for less than one (1) year.  

• In the event the Respondent cannot provide the required five references, Respondent may substitute other 

organizations to ensure five (5) total references are provided. Respondents shall indicate how these 

substitute references deviate from the requested characteristics. 

• If possible, the City prefers references that utilized the same Project Manager as will be used for this Project, 

and the same scope of functional areas. 

• Respondents should also include the contact information for three (3) similarly sized municipal 

governments with which the City may conduct site visits. The City prefers sites be located within 150 miles. 
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Reference Form (please duplicate) 

1. General Background 

Name of Client:  Address:  

Number of Employees:   

Operating Budget:   

Project Manager/Contact:  Title:   

Phone Number:   E-Mail Address:  

Summary of Project and Current Status  

Include as a Site Visit Reference? (yes/no)  

 

2. Project Scope 
 

General Ledger and Reporting ☐ Purchasing, Bids, and Contract Management ☐ 

Budgeting ☐ Accounts Payable ☐ 

Human Resources ☐ Accounts Receivable ☐ 

Time Entry, Approval and Scheduling ☐ Cash Receipts ☐ 

Payroll ☐ Project and Grant Accounting ☐ 

Other: ☐ Other: ☐ 

 

3. Project Information 

Total Project Budget:  Software Version Implemented:  

Implementation Start 

Date: 

 Deployment Model:  

Project Go-Live Date:  System(s) Replaced:  

Vendor Project Manager:  
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Former Clients 

Respondents shall provide the name and contact information of three (3) former clients that have elected to leave 

the Respondent. The Respondent should describe why the client left, and what steps have taken to correct the 

issues that resulted in the client’s departure. 

 

Name of Client:  Date of Client Departure:  

Reason for Departure:  

 

 

Name of Client:  Date of Client Departure:  

Reason for Departure:  

 

 

Name of Client:  Date of Client Departure:  

Reason for Departure:  
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Tab 13 – Response to Narrative Questions 

Narrative Questions 

Please identify two recent project implementations that 

are most comparable to the City, and provide a project 

profile for each including; scope of modules, project 

duration, any unique requirements or circumstances 

that were a part of or came up during the project, the 

legacy system converted from, etc. 

Project 1: 

Project 2: 

What sets your firm’s product being proposed apart 

from your firm’s competitors? 

Please describe your organization’s recommended 

approach toward retention of legacy data. Please 

describe what options are available / supported within 

your proposed solution. Also, please provide any 

relevant references of organizations that have 

successfully addressed legacy data with your solution. 

Please identify any third-party software or hardware 

that may be required or suggested to be used in 

support of the solution you have proposed. This should 

include a description of the product and the way in 

which it supports the use of your system. 
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Attachment B – Function & Technical Requirements 
for a 

Asset & Workorder Management System with Citizen Engagement 
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Instruction 

When providing responses to the requirements in Attachment B, proposers shall use the response indicators contained in the 
table below. Failure to mark a specific requirement(s) will be assessed with an indicator of NO. 
Indicator Definition  Instruction 

S 

Standard:  The feature or function is included in the current software 
release and will be implemented by the planned phase go-live date as 
part of the proposal from respondent in accordance with agreed-
upon configuration planning for the City. 

Respondents are encouraged, but not required, to provide 
additional information in the Comments column to further 
demonstrate the system’s ability to meet the requirement. 

F 

Future: The feature or function will be available in a future software 
release available to the City by January 1, 2022, at which point it will 
be implemented in accordance with agreed-upon configuration 
planning with the City. 

If a response indicator of “F” is provided for a requirement that 
will be met in a future software release, the Respondent shall 
indicate the planned release version, as well as the date the 
release will be generally available. 

C 

Customization: The feature or function is not included in the 
current software release and is not planned to be a part of a future 
software release. However, this feature could be provided with custom 
modifications. All related customization costs should be indicated in 
Attachment C – Cost Worksheet. 

If a response indicator of “C” is provided for a requirement that 
will be met through a custom modification, the Respondent shall 
indicate the level of effort required for the customization and 
itemize the cost of such a modification on the cost worksheet. 

T 

Third Party:  This feature or function is not part of the respondent’s 
core product but could be provided with integration with a third-
party system. This system should be specific and specified in the 
comments. 

If a response indicator of “T” is provided for a requirement that 
will be met by integration with a third-party system, the 
Respondent shall identify this third-party system and include a 
cost proposal to acquire and integrate with chosen solution. 

N No:  The feature or function that meets this requirement cannot be 
provided or is not planned in any future releases at this time. 
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General Requirements 

1.1 General 
No. Requirement Priority Response Comment 

1.1.1 

The proposed solution is a commercially 
available product\turn-key-solution, that 
requires minimal customization to implement 
and maintain. 

Critical  

 

1.1.2 
Each module should be fully and seamlessly 
integrated between each other, including the 
Geographic Information System.  

Critical  
 

1.1.3 

The system has the capability to notify\alert 
users based on specific business rules, 
triggers, and\or complex workflows designed 
by the City. 

Critical  

 

1.1.4 

The user interface is designed to allow for 
simple data entry using common keyboard 
and mouse commands, such as tabbing 
between fields and utilizing a right click to 
access additional menu options. 

Critical  

 

1.1.5 

The system has the capability to create City 
specific list of values (LOVs) for use with 
multiple dropdown menus across multiple 
modules. 

Critical  

 

1.1.6 

The system has the capability of managing 
documents of various sizes and file types 
related to records managed by the systems 
(i.e. record maps, pictures, scanned 
documents, native office documents, pdfs 
etc.). 

Critical  

 

1.1.7 
The system has the capability to mask fields 
based on certain user input types. (i.e. dates, 
phone numbers, ids etc.). 

Medium  
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1.1 General 
No. Requirement Priority Response Comment 

1.1.8 
The system has the capability to export and 
import data using standard data formats 
including Excel, CSV, and SQL etc. 

High  
 

1.1.9 
The system has the capability of entering 
notes and\or comments on all assets, service 
requests, and workorders. 

Critical  
 

1.1.10 
The system has the capability to search notes 
and other free form fields for user defined 
keywords. 

High  
 

1.1.11 
The system applies a date/timestamp and 
identifies the users when records are created, 
modified, archived, or deleted. 

Critical  
 

1.1.12 
The system supports a complex paperless 
workflow within and\or between all divisions 
and departments. 

Critical  
 

1.1.13 The system has the capability to spell check all 
text fields. Medium   

1.1.14 The system has the capability to autocomplete 
entry on fields to allow for efficient data entry.   Medium   

1.1.15 
The system has the capability for users to 
customize the screen layouts across all 
modules, based on individual preferences. 

Medium  
 

1.1.16 The system has the capability to integrate with 
Tyler MUNIS financial package.   High   

1.1.17 The system has the capability to integrate with 
third-party document management systems. High   

1.1.18 

The system has the capability to produce a 
complete audit trail on all records maintained 
within the system.  This includes date created, 
date modified, user, type of change, etc. 

Critical  

 

1.1.19 
The system is capable of validating the data 
entered in specific fields prior to the record 
being committed to the database. 

Critical  
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1.2 Asset Management 
No. Requirement Priority Response Comment 

1.2.1 

The system has the capability of maintaining 
Asset attributes related to type of asset, 
maintenance history, cost of maintenance, 
lifecycle management, which can all be linked 
to specific workorder(s). 

Critical  

 

1.2.2 

The system has the capability to tie all 
managed assets to a geographical location 
contained within the City Geographic 
Information System. 

Critical  

 

1.2.3 
The system has the capability to document 
inspection results for any given asset and or 
group of assets. 

Critical  
 

1.2.4 
The system has the capability to alert staff to 
upcoming maintenance on an asset and\or 
group of assets. 

Critical  
 

1.2.5 
The system has the capability to add 
attachments, such as pictures or scanned 
images to an asset.   

Critical  
 

1.2.6 
The system has the capability to automatically 
enter run time, miles driven, idle time, and 
other metrics for all equipment assets. 

Medium  
 

1.2.7 
The system has the capability to retire assets 
while maintaining a complete history of all 
data points previously entered. 

Critical  
 

1.2.8 The system has the capability of tracking the 
location and movement of an asset. Critical   

1.2.9 
The system has the capability to update all 
attributes pertaining to an asset and\or group 
of assets. 

Critical  
 

1.2.10 
The system has the capability to produce a 
summary report of all work performed on an 
asset and\or group of assets. 

Critical  
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1.2 Asset Management 
No. Requirement Priority Response Comment 

1.2.11 
The system has the capability to produce a 
detailed report of all work performed on an 
asset and\or group of assets. 

Critical  
 

1.2.12 

The system has the capability to maintain 
warranty information, maintenance renewals, 
service level agreements, and inspection dates 
for all assets and\or groups of assets. 

Critical  

 

1.2.13 

The system has the capability of calculating 
the depreciation of an asset based on 
purchase date, installation date, cost, and is 
lifecycle replacement schedule. 

High  

 

1.2.14 

The system has the capability to check-out 
and\or check-in an asset to determine who, 
what, or where an asset is at any given point 
in time.   

High  

 

1.2.15 

The system has the capability to manage 
product\material\parts\consumable 
inventories based on a variety of standard 
metrics.   

High  

 

1.2.16 

The system has the capability to manage costs 
associated with individual assets such as 
materials, energy, parts, maintenance & 
installation labor.  

Critical  

 

1.2.17 

The system has the capability to link to 
purchase orders stored within the core 
financial system maintained by the City (Tyler 
MUNIS). 

Medium  

 

1.2.18 
The system has the capability of maintaining a 
complete history of all activities that have 
been performed on a particular asset. 

Critical  
 

1.2.19 
The system has the capability to copy an asset 
and select attributes to create a new asset 
record within the system. 

High  
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1.2 Asset Management 
No. Requirement Priority Response Comment 

1.2.20 
The system has the capability to generate 
inspection and/or maintenance dates based 
on a predefined schedule of activities.   

Critical  
 

1.2.21 
The system has the capability to link\recall 
record plans\as-builts related to an asset 
and\or group of assets. 

Critical  
 

1.2.22 The system has the capability to manage 
Record Plans as an asset. Medium   

1.2.23 

The system has the capability to search for 
record plans by Plan Type, Plan Number, Plan 
Name, Permit Number, Geographic Location, 
Keyword, etc.… 

Medium  

 

1.2.23 

The system has the capability to manage plan 
approvals.  Milestones would include Review, 
Approval, Construction, Inspection, 
Acceptance. 

Medium  

 

1.2.24 
The system has the capability to convert asset 
data from a multitude of systems to serve as 
the starting place for implementation services. 

High  
 

 
1.3 Service Requests 
No. Requirement Priority Response Comment 

1.3.1 
The system has the capability of generating 
service requests from both internal and 
external customers. 

Critical  
 

1.3.2 
The system has the capability for the general 
public to submit a service request without 
creating a system account. 

Critical  
 

1.3.3 
The system has the capability for the general 
public to see the status of their request in real 
time without having a system account. 

High  
 

1.3.4 The system has the capability of receiving 
requests via multiple platforms such as High   
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1.3 Service Requests 
No. Requirement Priority Response Comment 

website\portal, email, telephone, mobile 
devices, and mobile application. 

1.3.5 

The system has the capability of linking 
duplicate service requests together so that 
they may be managed and reported as a 
single workorder. 

Critical  

 

1.3.6 
The system has the capability of creating 
service requests that are tied to a specific 
asset and or group of assets.  

Critical  
 

1.3.7 
The system has the capability of creating 
service requests that are NOT tied to a specific 
asset and or group of assets. 

Critical  
 

1.3.8 
The system has the capability to import 
service orders generated from other user 
defined systems.  

High  
 

1.3.9 

The system has the capability to route service 
requests to specific departments, divisions, 
and/or employees based on complex 
workflow rules established by the city. 

Critical  

 

1.3.10 
The system should have the capability to 
generate workorders based on service 
requests entered into the system. 

Critical  
 

1.3.11 
The system should have the capability to alert 
City users if a service request has not been 
acknowledged within a specific period of time. 

High  
 

1.3.12 
The system has the capability to notify users 
of a newly created service request via email 
and\or text message.  

High  
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1.4 Workorders 
No. Requirement Priority Response Comment 

1.4.1 
The system has the capability of creating a 
workorder tied to a specific asset and or 
group of assets. 

Critical  
 

1.4.2 
The system has the capability of creating a 
workorder that is NOT tied to a specific asset 
and or group of assets. 

Critical  
 

1.4.3 
The system has the capability of assigning a 
workorder to a specific division, crew, and\or 
individual staff person. 

Critical  
 

1.4.4 
The system has the capability to create and 
manage a project which could be assigned to 
multiple divisions and\or crews. 

Critical  
 

1.4.5 
The system has the capability to create and 
manage workorders assigned to a specific 
project. 

Critical  
 

1.4.6 The system has the capability to allow for 
multiple labor rates. High   

1.4.7 
The system has the capability to track & 
expense time, mileage, and other metrics for 
equipment-based assets. 

High  
 

1.4.8 
The system has the capability for staff to 
document various pieces of information in 
free form text.  

High  
 

1.4.9 The system has the capability to assign a 
priority to each workorder. High   

1.4.10 
The system has the capability to manage 
related inventories and materials used to 
complete a specific workorder. 

High  
 

1.4.11 
The system has the capability to assign 
workorders based on pre-defined criteria 
and\or subtypes. 

High  
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1.4 Workorders 
No. Requirement Priority Response Comment 

1.4.12 
The system has the capability to override 
workorder assignments at any point 
throughout the life of the workorder. 

High  
 

1.4.13 
The system should have the capability to 
generate a workorder without a service 
request being created. 

Critical  
 

1.4.14 

The system has the capability to self-generate 
a workorder based on dates, maintenance 
schedules, usage statistics, and other common 
metrics. 

High  

 

1.4.15 
The system has the capability to store and 
assign task lists to workorders including 
inspections. 

Critical  
 

1.4.16 
The system has the capability to attach 
images, documents, drawing and other files to 
a workorder. 

Critical  
 

1.4.17 

The system should have the capability to 
associate the following with a workorder; 
Labor, Location, Asset, Department, Division, 
Employee, Date Requested, Date Due, Status, 
Cost Center, etc.… 

Critical  

 

1.4.18 
The system has the capability to establish cost 
centers to be associated with specific 
workorders. 

High  
 

1.4.19 

The system has the capability to search for a 
workorder based on a number of criteria 
including; address, workorder number, 
workorder type, priority, date due, date 
entered, requestor, assigned to, completed by, 
department, division, asset, asset group, date 
ranges, etc. 

Critical  

 

1.4.20 The system should have the capability to 
require certain fields be populated and other Critical   
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1.4 Workorders 
No. Requirement Priority Response Comment 

not required.  This should be specific to the 
City’s needs. 

1.4.21 

The system should have the capability to 
route workorders to specific departments, 
divisions, and/or employees based on 
workflow rules established by the city. 

Critical  

 

1.4.22 
The system has the capability to establish 
service level agreements based on workorder 
type and associated assets. 

High  
 

1.4.23 
The system has the capability to escalate a 
workorder when it falls outside of the 
established service level agreement.   

Critical  
 

1.4.24 The system has the capability to generate one 
workorder that is related to multiple assets.   Critical   

1.4.25 
The system has the capability to link\recall 
record plans\as-builts related to a workorder 
and\or group of workorders. 

Critical  
 

1.4.26 

The system has the capability to manage plan 
approvals.  Milestones would include Review, 
Approval, Construction, Inspection, 
Acceptance. 

Medium  

 

1.4.27 
The system has the capability to determine 
the projected cost of completing a workorder 
including parts, labor, and warranty. 

Critical  
 

1.4.28 
The system has the capability to determine 
the actual cost of completing a workorder 
including parts, labor, and warranty.  

Critical  
 

1.4.29 
The system has the capability to import 
historical workorder data currently stored in 
Access Databases by subject.    

High  
 

1.4.30 The system has the capability to attach\link 
historical workorder data to an asset. Medium   
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1.5 Geographic Information Systems 
No. Requirement Priority Response Comment 

1.5.1 
The system is tightly integrated, in real-time 
or near real-time, with esri Geographic 
Information System technologies. 

Critical  
 

1.5.2 

The system is capable of interfacing with Esri 
ArcGIS, ArcGIS Enterprise and other web 
based Esri offerings (i.e. Collector, Workforce, 
Field Maps, Survey 123 etc.). 

Critical  

 

1.5.3 
The system has the capability of consuming 
industry standard web mapping services up to 
and including REST endpoints. 

Critical  
 

1.5.4 

The system has the capability to create 
geographic features directly inside of the GIS 
database that represent specific records 
maintained within the system. 

Medium  

 

1.5.5 

The system has the capability to perform 
spatial queries for all records stored within 
both the systems database and the GIS 
database. 

Critical  

 

1.5.6 

The system has the capability of visualizing 
records stored within the database based on 
attributes stored within the system. (i.e. color 
ramps based on date installed, date 
maintenance). 

Critical  

 

1.5.7 

The system has the capability of populating 
the database based upon attributes contained 
within features within the GIS (i.e. address, 
parcel id, owner name etc.). 

High  

 

1.5.8 
The system has the capability to track vehicle 
locations based on the GPS location of the 
technology resources installed is each vehicle. 

Medium  
 

1.5.9 The system has the capability to geolocate an 
asset from the GPS signal of a tablet, Critical   
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1.5 Geographic Information Systems 
No. Requirement Priority Response Comment 

smartphone, MDT, and\or other capable 
device. 

1.5.10 
The system has the capability to create and/or 
modify attributes associated with new and/or 
existing GIS features. 

High  
 

1.5.11 
The system has bi-directional integration with 
GIS with data being maintained and\or synced 
with either system. 

Critical  
 

1.5.12 
The system has the capability of integrating 
with third-party aerial photo services such as 
Google Earth, EagleView or NearMap. 

High  
 

1.5.13 

The system has the capability of integrating 
with third-party street-level photography 
services such as Google Street View or 
Cyclomedia. 

High  

 

1.5.14 
The system has the capability to display 
orthogonal aerial photography from a web 
service. 

High  
 

1.5.15 The system has the capability to maximize the 
visible area of the map within the application. High   

1.5.16 
The system has the capability of customizing 
the symbology of geographic features being 
displayed within the application. 

Medium  
 

1.5.17 The system has the capability to have certain 
layers displayed by default. High   

1.5.18 
The system has the capability for users to 
configure how their map is displayed by 
default. (i.e. certain layers on or off) 

High  
 

1.5.19 
The system has the capability of printing 
and\or exporting the map to a city defined 
template(s) at various paper sizes and scales.  

Critical  
 

1.5.20 
The system has the capability to print the map 
to an even and accurate scale. Critical   
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1.6 Reporting & Analysis 
No. Requirement Priority Response Comment 

1.6.1 

The system has the capability of generating 
standard and custom reports directly from its 
interface for all data points contained within 
the system.   

Critical  

 

1.6.2 
The system has the capability of generating 
reports based on a specific project and its 
associated workorders. 

High  
 

1.6.3 
The system has the capability to export 
reports in a common file format such as CSV 
for import into MS Excel O365. 

Critical  
 

1.6.4 
The system has the capability to report and 
analyze labor, equipment, and material costs 
by asset, workorder, and\or project. 

Critical  
 

1.6.5 

The system has the capability to report the 
status of individual workorders based on who 
is assigned, how long it is assigned, date 
anticipated completion, and other important 
metrics.   

Critical  

 

1.6.6 The system has the capability to filter report 
data-based user defined criteria. High   

1.6.7 
The system has the capability to save custom 
reports within a user’s profile and/or specific 
user group and/or as a global template.  

High  
 

1.6.8 

The system should have the capability to 
produce user-based dashboards to display 
metrics specific to different user types and 
divisions. 

Critical  

 

1.6.9 
The system has the capability to generate 
standard reports that meet specific regulatory 
reporting requirements such as GASB. 

High  
 

1.6.10 The system has the capability to create report 
templates within a user’s profile and/or High   
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1.6 Reporting & Analysis 
No. Requirement Priority Response Comment 

specific user group and/or as a global 
template. 

1.6.11 
The system should have the capability to 
visualize all scheduled workorders in a 
calendar view. 

Critical  
 

1.6.12 
The system is capable of supporting third-
party reporting tools such as SSRS or Crystal 
Reports. 

Critical  
 

1.6.13 
The system is capable of being integrated 
with third-party data analytics and reporting 
tools such as PowerBI and\or Tableau. 

Critical  
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Functional Area Requirements 

2.0 Function Area Requirements 
No. Requirement Priority Response Comment 
2.1 Mayor’s Office 

2.1.1.1 
The system has the capability to accept, route, 
and manage 311 type service requests made 
by the public. 

Critical  
 

2.1.1.2 

The system has the capability to summarize 
the numbers and type of service request 
being made and the manhours needed to 
close each work order.  

Critical  

 

2.1.1.3 
The system has the capability to increase 
operational awareness among all 
management levels within the City. 

Critical  
 

2.2 Public Service: Administration 

2.2.1.1 
The system has the capability to manage the 
project approval process administered by the 
City Engineer(s). 

Critical 
  

2.2.1.2 

The system has the capability to integrate with 
a third-party project management systemsuch 
as Bit Express and other industry standard 
packages.  

Critical 

  

2.3 Public Service: Utilities 
2.3.1 Public Service: Water    

2.3.1.1 

The system has the capability to manage 
assets such as; valves, pipes, hydrants, flow 
meters, pump stations, storage facilities, traps, 
backflow preventers, supply sources, pressure 
regulating equipment, etc. 

Critical  

 

2.3.1.2 

The system has the capability to store 
information regarding testing, sampling, 
inspections, maintenance, and other common 
tasks related to water utility operations. 

Critical  
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2.0 Function Area Requirements 
No. Requirement Priority Response Comment 
2.3.2 Public Service: Sanitary 

2.3.2.1 

The system has the capability to manage 
assets such as; Collection Mains, Manholes, 
Cleanouts, Pump Stations, Lift Stations, Traps, 
Sanitary Lines & Laterals, etc. 

Critical 

2.3.2.2 

The system has the capability to store 
information regarding; testing, sampling, 
inspections, maintenance, and other common 
tasks related to sanitary sewer operations. 

Critical 

2.3.3 Public Service: Storm sewer 

2.3.3.1 

The system has the capability to manage 
assets such as; drainage ditches, culverts, 
bridges, MS4 regulated outfalls, 
retention\detention facilities, etc. 

Critical 

2.3.3.2 

The system has the capability to store 
information regarding; testing, sampling, 
inspections, maintenance, and other common 
tasks related to storm sewer operations. 

Critical 

2.4 Public Service: Streets 

2.4.1 

The system has the capability to manage 
assets such as; signs, pavement, pavement 
markings, traffic calming devices, sidewalks, 
traffic control devices, traffic cameras, traffic 
cabinets, bridges, mowing areas, etc. 

Critical 

2.4.2 

The system has the capability to store 
information regarding; testing, inspections, 
traffic counts, maintenance and other 
common tasks related to street maintenance 
operations. 

Critical 

2.5 Public Service: Lighting 

2.5.1 
The system has the capability to manage 
assets such as; Lights, Cable, Control Sites, 
Cable Junctions, Pull Boxes, poles 

Critical 
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2.0 Function Area Requirements 
No. Requirement Priority Response Comment 

2.5.2 

The system has the capability to store 
information regarding; testing, inspections, 
maintenance, and other common tasks related 
to street lighting operations. 

Critical  

 

2.6 Public Service: Fleet 

2.6.1 

The system has the capability to manage 
equipment and vehicle information such as; 
Eq Id, Eq type, year, make, model, color, VIN, 
description, date acquired, in service date, out 
of service date, disposal date, purchase price, 
depreciated value. 

Medium  

 

2.6.2 
The system has the capability to integrate with 
a third-party fleet management software 
system. 

Medium  
 

2.7 Public Service: Waste Collection 

2.7.1 
The system has the capability to manage 
assets such as Contract Service, Routes, Waste 
Bins, Recycling Containers etc. 

Critical  
 

2.8 Public Service: Facilities 

2.8.1 

The system has the capability to manage 
assets such as; buildings, elevators, HVAC 
systems & components, mechanicals, rest 
rooms, cameras, access-controlled doorways, 
handicap equipped doorways, fire 
suppression, fire hydrants etc. 

Critical  

 

2.8.2 

The system has the capability to store 
information regarding; testing, inspections, 
maintenance, and other common tasks related 
to facility maintenance operations. 

Critical  

 

2.8.3 

The system provides the ability to provide a 
framework to establish cost allocations by 
department based on square footage 
consumptions, utility usage, and other factors. 

Critical  
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2.0 Function Area Requirements 
No. Requirement Priority Response Comment 
2.9 Parks & Recreation: Maintenance 

2.9.1 

The system has the capability to manage 
assets such as; Parking Areas, Mowing Areas, 
Fields, Trails, Paths, Playgrounds, Benches, 
Bleachers, Irrigation Systems, Retention 
Ponds, Planting Beds, Trees 

Critical  

 

2.10 Parks & Recreation: Facilities 

2.10.1 

The system has the capability to manage 
assets such as; parks, buildings, shelters, 
pavilions, rest rooms, cameras, pools, 
recreation equipment, picnic facilities, bridges, 
fountains, splashpads, trash receptacles, 
mowing areas, irrigation controllers, courts, 
ballfields, benches, bleachers, concreate etc.  

Critical  

 

2.10.2 
The system has the capability to associate an 
individual asset with specific park and\or 
recreation facility.   

Critical  
 

2.11 Finance 

2.11.1 

The system has the capability to generate 
reports used by Finance to calculate 
depreciation of fixed and intangible assets as 
defined by the State & Federal government. 

Critical  

 

2.11.2 

The system has the capability to directly 
integrate with the City’s financial system for 
the consumption of fixed and intangible 
assets and related data elements.  

Critical  

 

2.12 IT\GIS 

2.12.1 See the Geographic Information Systems 1.4 
Section of specific requirements.    

2.12.2 See the Technical Requirements 3.0 Section of 
specific requirements.    
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Technical Requirements 

3.1 Technical Requirements 
No. Requirement Priority Response Comment 
3.1.1 The system is offered as a SaaS solution. High   
3.1.2 The system is offered as an On-prem solution. Medium   

3.1.3 The system is browser-based and compatible 
with industry standard (current) browsers. High   

3.1.4 The system is designed to be responsive in 
both the desktop and mobile environments. High   

3.1.5 
The system does not require the use of third-
party add-ons such as Java, Flash or 
Silverlight. 

Critical  
 

3.1.6 
Desktop application should all be compatible 
with Microsoft Windows 10 Professional 64-
bit. 

Critical  
 

3.1.7 The system is capable of running in a virtual 
environment.  VMWare ESXi 6.7 or greater Critical   

3.1.8 

The Application Server(s) are compatible with 
Microsoft Windows Server 2019 DC, and 
Microsoft IIS version 10 or greater for any 
Web Server requirements. 

Critical  

 

3.1.9 The system utilizes and is compatible with 
Microsoft SQL Server 2019. Critical   

3.1.10 
System should log security events, user 
activity, and provide a mechanism to review 
those logs and events. 

Critical  
 

3.1.11 

The system should support the creation and 
administrations of user roles and role 
hierarchies to properly assign authority based 
on business need/job function. 

Critical  

 

3.1.12 
The system supports Role based security to 
allow for the following: Inquiry only, 
Maintenance (change ability), 

Critical  
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3.1 Technical Requirements 
No. Requirement Priority Response Comment 

Manager/Supervisor (elevated access), Full 
Control (typically IT).  

3.1.13 

The system supports Role based security 
which can be applied based on roles for each 
module, department, division, group, menu, 
and field. 

Critical  

 

3.1.14 System integrates with LDAP for single sign 
on capabilities and password management. Medium   

3.1.15 

System contains an administrator module for 
user management up to and including 
creating users, assigning roles, managing 
passwords, unlocking accounts, importing 
users etc. 

Critical  

 

3.1.16 The system locks user accounts after a 
number of failed login attempts. Critical   

3.1.17 
The system gives the user the ability to 
manage their passwords and change a 
forgotten password.   

Medium  
 

3.1.18 
The system requires users periodically change 
their passwords in support of the City’s 
password policy. 

High  
 

3.1.19 
The stream supports a mix of single-factor 
and multi-factor authentication protocols 
which can be set by role, group, and\or user. 

High  
 

3.1.20 
System should log security events, user 
activities, and provide a mechanism to review 
those events, and activities. 

High  
 

3.1.21 

The system has the capability to expose and 
export data in standards-based file formats 
and APIs (Application Programming Interface) 
in support of third-party system integration. 

Critical  

 

3.1.22 The system has the capability to integrate 
Microsoft Exchange (O365) for sending Critical   
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3.1 Technical Requirements 
No. Requirement Priority Response Comment 

system generated notification emails and 
invitations. 

3.1.23 

The system supports a production, test, and 
development environment including the 
ability to track software changes applied to 
each environment and roll back as necessary. 

Critical  

 

3.1.24 
The system is capable of performing 
transactional level backups at a frequency 
determined by the city. 

High  
 

3.1.25 
In the comment box provided please list 
recommended\supported minimum desktop 
specifications. 

  
 

3.1.26 
In the comment box provided please list 
recommended\supported minimum laptop 
specifications. 

  
 

 
3.2 Mobility 
No. Requirement Priority Response Comment 

3.2.1 
They system is mobile compliant and 
accessible through mobile platforms such as 
Windows, iOS and Android tablets. 

Critical  
 

3.2.2 
The system has a dedicated mobile 
component that has all the capabilities of the 
full application.  

Critical  
 

3.2.3 
The user interface is designed to maximize the 
screen size and tablet computing capabilities 
specific to a mobile device. 

Critical  
 

3.2.4 
The system should have the capability to store 
data in the event that connectivity is lost 
and/or unavailable while in the field. 

Critical  
 

3.2.5 
The system has the capability to leverage the 
GPS technology of the tablet to capture and 
associate with the assets, workorders, 

Critical  
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3.2 Mobility 
No. Requirement Priority Response Comment 

inspections and other data elements managed 
by the system. 

3.2.6 

The system has the capability to leverage the 
camera technology of the tablet to capture, 
directly upload (without additional steps), and 
associate with assets, workorders, inspections, 
and other data elements managed by the 
system. 

Critical  

 

3.2.7 
In the comment box provided please list 
recommended\supported minimum tablet 
specifications. 

  
 

3.2.8 
In the comment box provided please list any 
other hardware specification to meet the 
mobility requirements of this solution. 

  
 

 
3.3 Maintenance & Support 
No. Requirement Priority Response Comment 

3.3.1 

The respondent has a documented process 
for Archiving, Purging, Backup, Recovery and 
Disaster Recovery for both On-prem and SaaS 
solutions. 

Critical  

 

3.3.2 

The City will have direct access to support 
during regular business hours via phone, 
email, chat, web portal, and other 
communication\submission methods. 

Critical  

 

3.3.3 The respondent maintains a support center 
located within the United States. Critical   

3.3.4 
The respondent maintains a help desk 
ticketing system where all inquiries for 
support are logged and tracked. 

Critical  
 

3.3.5 
System administrators and\or designated 
users will have access to all help ticket and 
help ticket histories for tickets submitted by 

Critical  
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3.3 Maintenance & Support 
No. Requirement Priority Response Comment 

the city.  This includes ticket status, notes, 
dates, and time of submission, etc. 

3.3.6 
The system provides users access to an on-
line help center that is searchable for complex 
keywords. 

Critical  
 

3.3.7 
The respondent has a documented Service 
Level Agreement broken out by specific 
support types. 

Critical  
 

3.3.8 
The respondent has a documented escalation 
path and procedure for all support and SLA 
related issues. 

Critical  
 

3.3.9 

SaaS: The respondent is responsible for all 
system maintenance, patching and upgrading 
of the system resources up to and including 
database administrative services.   

Critical  

 

3.3.10 

On-prem: The respondent is responsible for 
all system maintenance, patching and 
upgrading of the system resources up to and 
including database administrative services.   

Critical  
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Attachment C – Cost Worksheets 
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