City of Somerville 

RFP No.   05-34

REQUEST FOR PROPOSAL

REAL ESTATE AND PERSONAL PROPERTY 

TAX BILL SERVICES

CITY OF SOMERVILLE FINANCE DEPARTMENT

SOMERVILLE, MASSACHUSETTS  02143

RFP No.   05-34
Sealed proposals will be received at the Office of the Purchasing Director, Somerville City Hall, 93 Highland Avenue, until 11:00 a.m. Tuesday, May 17, 2005 for the furnishing of the following to the City of Somerville Finance Department:

The City of Somerville is soliciting proposals to provide a complete Real Estate and Personal Property Tax Bill Service from qualified, full-service providers with demonstrable experience in the municipal area.  The successful Proposer will be required to provide these complete tax bill services to the City commencing July 1, 2005.  The contract will be for a three-year period. 

Copies of the Request For Proposal may be obtained from the Office of the Purchasing Director on and after Thursday, April 28, 2005, between the hours of 8:30 a.m. and 4:30 p.m. Monday – Wednesday, 8:30 a.m. to 7:30 p.m. on Thursdays and 8:30 a.m. to 12:30 p.m. on Fridays.

The successful Proposer must be an Equal Opportunity Employer.

Questions concerning the RFP must be submitted in writing by 4:30 p.m. Tuesday, May 10, 2005, to the Purchasing Director, City of Somerville at the address above or by fax number (617) 625-1344 or through e-mail to ehayward@ci.somerville.ma.us. Answers will be sent to all vendors who received an RFP through the Purchasing Department.

The City of Somerville reserves the right to reject any or all proposals, waive minor informalities, and accept the proposal deemed to be in the best interest of the City.

Six sealed envelopes, four containing the non-price technical proposal marked "Proposal—Tax Bill Services (Non-Price)," and two containing the price proposal marked "Price Proposal—Tax Bill Services," must be received by the Purchasing Director, City of Somerville, City Hall, 93 Highland Avenue, Somerville, MA  02143 no later than 11 a.m. on May 17, 2005. (Note: If price proposal is included in the non-price envelope, the proposal will be automatically disqualified.)

CITY OF SOMERVILLE 


Notice of Request For Proposal For Complete Real Estate 


and Personal Property Tax Bill Services

RFP No.   05-34
The City of Somerville (the City) is soliciting proposals to provide complete Real Estate and Personal Property Tax Bill Services from qualified service providers with demonstrable experience in the municipal area.  The successful Proposer will be required to provide complete Real Estate and Personal Property Tax Bill Services to the City’s Finance Departments commencing July 1, 2005 and ending June 30, 2008. 

Prospective Proposers must demonstrate the ability to provide the full range of Real Estate and Personal Property Tax Bill Services (which includes converting raw data files into finished invoices that are mail-ready), described in this document, must meet all minimum criteria, and must submit a completed proposal. 

KEY DATES FOR THIS REQUEST FOR PROPOSALS

RFP Issued





Thursday, April 28, 2005


Deadline for submitting questions on RFP

Tuesday, May 10, 2005 – 4:30 PM


Proposals due, proposal screened, evaluation begins
Tuesday, May 17, 2005 – 11:00 AM


Anticipated Contract Award 



May 31, 2005

Services commence




July 1, 2005
SECTION I.  TERMS AND CONDITIONS 

1. TAXES

Purchases incurred by the City are exempt from Federal Excise Taxes, Massachusetts Sales Tax, and RFP prices must exclude any such taxes.  Tax Exemption Certificates will be furnished upon request.  City of Somerville’s Massachusetts Tax Exempt Number is MO46 001 414.

2. FREIGHT ON BOARD (F.O.B)  

All prices are to be firm F.O.B.delivered destination (Somerville, MA), to the address specified on the “Notice to Proposes” (Form #RFP1) or any other department location doing business for the City of Somerville in need of such services.

3. UNIT PRICE

In case of error in extension of prices quoted herein, the unit price will govern.

4. PRICE REDUCTION
It is understood and agreed that should any price reductions occur between the opening of this RFP and completion of this delivery. The benefits of all such reductions will be extended.

5. GUARANTEES

The proposer to whom a contract is awarded, guarantees to the City of Somerville all supplies, equipment, related services/maintenance, and labor for a period of at least one (1) year. Upon inspection, any defective or inferior equipment, supplies/materials shall be replaced without additional cost to the City.  The contractor will assume any additional cost accrued by the City.

6. INDEMNIFICATION
The vendor agrees to take all necessary precautions to prevent injury to any persons or damage to property during the term of this agreement and shall indemnify and save the City of Somerville harmless against all loss and expense resulting in any way, from any negligent or willful act or omission on the part of the Vendor, it’s agents, employees, or sub-contractors or resulting directly or indirectly from Vendor’s performance under this Agreement.
7. INSURANCE

Vendor’s liability insurance shall be purchased and maintained by the Vendor to protect him from claims under Worker’s Compensation Acts and other employee benefits acts, claims from damages because of bodily injury, including death, and from claims for damages, other than to the work itself, to property which may arise out of or result from the Vendor’s operation under this agreement, whether such operation by himself or anyone employed by them.  This insurance shall be written for not less than any limits of law, whichever is the greater and shall include contractual liability applicable to Vendor’s obligations.  The Vendor shall deposit with the City of Somerville standard certificates of insurance thereof for any insurance about to expire at least ten (10) days before such expiration.  All such insurance policies shall contain an endorsement or provision requiring thirty (30) days written notice to the City of Somerville prior to cancellations or material change in coverage, scope, or amount of any such policy or policies.  Compliance by Vendor with the insurance requirement, however, shall not relieve Vendor from liability under the indemnity provisions.  Vendor shall require subcontractors to provide and maintain the required insurance at subcontractors’ expense.  Subcontractors shall list the City of Somerville and Contractor as additional insured where applicable.

8. INDEPENDENT CONTRACTOR
Vendor is not an agent or employee of the City of Somerville and is not authorized to act on behalf of the City of Somerville.
9. COMPLETE AGREEMENT

This agreement supersedes all prior agreements and understandings between the parties and may not be changed unless mutually agreed upon in writing by both parties.

10. ASSIGNMENT
Vendor shall not assign the Agreement, or any interest therein, without prior written consent of the City of Somerville.

11. SUB CONTRACTORS
Vendor shall not engage any other company, sub-contractor or individual to perform any obligation hereunder, without the prior written consent of the City of Somerville.

12. GOVERNING LAW

This Agreement shall be governed by the laws of the Commonwealth of Massachusetts.

13. ENFORCEABILITY

In the event any provision of this Agreement is found to be legally unenforceable, such unenforceability shall not prevent enforcement of any other provision of the Agreement.

14. CONFLICT OF INTEREST
The Proposer certifies that no official or employee of the City of Somerville has a financial interest in this proposal or in the contract which the proposer offers to execute or in the expected profits to arise there from, unless there has been compliance with provisions of Massachusetts General Laws Chapter 43, sec. 27 (Interest in Public Contract by Public Employees), and Massachusetts General Laws, Chapter 268A, sec. 20 (Conflict of Interest), and that this proposal is made in good faith without fraud or collusion or connection with any other person submitting a proposal.
15. TERMINATION

a. For Cause:  The City of Somerville shall have the right to terminate this agreement if (i) Vendor neglects or fails to perform or observe any of these obligations hereunder and a cure is not affected by Vendor within fifteen (15) days next following its receipt of a termination notice issued by the City of Somerville, or (ii) if a judgment or decree is entered against Vendor approving a petition for any arrangement, liquidations, dissolution or similar relief relating to bankruptcy or insolvency and such judgment or decree remains unvacated for thirty (30) days; or (iii) immediately if Vendor shall file a voluntary petition in bankruptcy or any petition or answer seeking any arrangement, liquidation or dissolution relating to bankruptcy, insolvency or other relief or debtors shall seek or consent or acquiesce an appointment of any trustee, receiver of liquidation of any of Vendor’s property; or (iv) funds are not appropriated or otherwise made available to support continuation of performance in any fiscal year succeeding the first year of this Agreement.  The City of Somerville shall pay all reasonable and supportable costs incurred prior to termination, which payment shall not exceed the value of service provided.    

b. Return of Property:  Upon termination, Vendor shall immediately return to the City of Somerville, without limitation, all documents, plans, drawings, tools and items of any nature whatsoever, supplied to the Vendor by the City of Somerville or developed by the Vendor in accordance with this Agreement.  
16. DISCRIMINATION 

It is understood and agreed that it shall be a material breach of any contract resulting from this RFP for the contractor to engage in any practice which shall violate any provision of Massachusetts General Laws, Chapter 151B, relative to discrimination in hiring, discharge, compensation, or terms, conditions or privileges of employment because of race, color, religion, creed, national origin, sex, or ancestry.
17. INTERPRETATION OF SPECIFICATION/TERMS.

All interpretations of the RFP and supplemental instructions will be in the form of written addenda to the RFP specifications.  Requests for clarification or any questions about information contained in the RFP should be addressed in writing to The Purchasing Director, Purchasing Department, 93 Highland Avenue, Somerville, MA 02143.  Questions and answers will be compiled and sent to all proposers who requested a copy of the RFP, before the proposal deadline.  No requests or questions will be accepted after 4:30 P.M. Tuesday, May 10, 2005.     

18. CANCELLATION OF RFP
To withdraw, cancel or modify a RFP at any time prior to the RFP opening date, a proposer must submit such request in writing to the Purchasing Director.  Correction or modifications must be sealed when submitted and must indicate on the outside of the envelope whether the correction or modification pertains to the price proposal or the non-price proposal.
19. SAMPLES

All qualified proposers may be requested to submit samples.
20. FINANCIAL AND OPERATIONAL INFORMATION
By submitting a proposal, the proposer authorized the City of Somerville to contact any and all parties referenced by the proposer regarding financial and operational information.

21. PAYMENT

The City of Somerville shall make no payment for a supply or service rendered prior to the execution of the contract.

22. DOCUMENTATION
Please find attached exhibit copies of contract forms which the successful proposer will be required to sign.

23. EXTENSION OF CONTRACT
The City reserves the right to extend the time of any contract resulting from the bid as needed and/or to increase the value by 25% at the sole discretion of the Purchasing Director.

24. The Proposer's proposal will remain in effect for a period of 90 days from the deadline for submission of proposals or until it is formally withdrawn, a contract is executed or this RFP is canceled, whichever occurs first.

25. The contract will be for a period of three years, beginning on July 1, 2005, and ending on

June 30, 2008.

26. The City will have the option to cancel the contract provided that written notice is given 90 days prior to the effective termination date.  

27. The Procurement Officer shall cancel the contract if funds are not appropriated or otherwise made available to support continuation of performance in any fiscal year succeeding the first year.

SECTION II.  INSTRUCTIONS TO PROPOSERS
1. Six separate sealed envelopes, four containing the non-price technical proposal marked "Proposal Tax Bill Services (Non-Price)," and two containing the price proposal marked "Price Proposal—Tax Bill Services" must be received by the Purchasing Director, City of Somerville, City Hall prior to 11 a.m. Tuesday, May 17, 2005.  Chapter 30B requires that price proposals must be separate from technical proposals.  Therefore, please make no reference to pricing in the non-price technical proposal.  Failure to adhere to this requirement will result in disqualification.  It is the sole responsibility of the Proposer to insure that the proposal arrives on time at the designated place.

The City plans to award one contract to the responsive and responsible proposer offering the best

proposal.

2.
The signature of the authorized official(s) must be provided on all the proposal forms.

3.
All information in the Proposer's proposal should be organized and presented as directed in Section IV, Proposal Specification and Preparation.  Accuracy and completeness are essential.  The successful proposal will be incorporated into a contract; therefore, Proposers should not make claims that they are not prepared to commit themselves to contractually.  

4.
The Price Summary Form must be completed.  No substitute form will be accepted.  Pricing must remain firm for the entire contract period.

5.
Failure to answer any question, to complete any form or to provide the documentation required will be deemed non-responsive and result in automatic rejection of the bid unless the City determines that such failure constitutes a minor informality, as defined in Chapter 30B.  

6. All interpretations of the RFP and supplemental instructions will be in the form of written addenda to the RFP specifications.  Requests for clarification or any questions about information contained in the RFP should be addressed in writing to The Purchasing Director, Purchasing Department, 93 Highland Avenue, Somerville, MA 02143.  No requests or questions will be accepted after 4:30 P.M. Tuesday, May 10, 
2005.  Questions and answers will be compiled and sent to all proposers who requested a copy of the RFP, before the proposal deadline. 

SECTION III.   EVALUATION OF THE PROPOSALS
All proposals will be reviewed by the Selection Committee, and final selection will be based upon an evaluation and analysis of the information and materials required under the RFP.  The Selection Committee will be composed of employees of the City.  The City reserves the right to involve an outside consultant in the selection process.   Proposals that meet the minimum criteria will be reviewed for responses to the comparative evaluation criteria.  The Selection Committee will assign a rating of Highly Advantageous, Advantageous, Not Advantageous or Not Acceptable to the comparative evaluation criteria.  

The City will not award a contract or contracts except to responsive and responsible eligible proposer(s).  Before awarding the contract(s), the City may request additional information from the proposer to insure that the proposer has the resources necessary to perform the required services.  The City reserves the right to reject any and all proposals if it determines that the criteria set forth have not been met.              

SECTION IV.  PROPOSAL SPECIFICATION AND PREPARATION 
All information in the proposal should be organized and presented as directed below.  The proposal should provide a straightforward and concise description of the Proposer's commitment and ability to perform the Injured in the Line of Duty Workers’ Compensation Claims Administration described in this document.  To expedite the evaluation of proposals, it is essential that the Proposer strictly adhere to the instructions in this part.  A proposal may be deemed to be non-responsive, at the Evaluation Committee's discretion, if a Proposer fails to comply with the following instructions. 

4.1   Part One   Introduction

The introductory portion of the proposal must include a Letter of Transmittal signed by an individual authorized to bind the Proposer contractually.  The letter must include:  the name of the individual(s) who is authorized to negotiate and sign a contract on the Proposer's behalf; the name, title, address and telephone number of the individual(s) who can supply additional information; and a brief description of the overall services proposed.

4.2   Part Two   Quality Requirements Form
The Quality Requirements must be addressed by each proposer.  

4.3  Part Three  Responses to Comparative Evaluation Criteria     

This portion of the proposal is intended to present a description of the Proposer's qualifications.  The Proposer should respond briefly to each item listed in Section VII Comparative Evaluation Criteria, and included all requested documentation.  When preparing this portion of the proposal, the Proposer should clearly identify and respond to each comparative evaluation criteria.

4.4   Part Four   Standard Reports       

Please include samples of the proposer's standard reports.  At minimum, the following should be provided:

Bidders shall include copies of real estate, demand notices, and personal property tax bills currently being provided to five (5) like communities to example format, clarity and ease of understanding for the taxpayer.

4.5   Part Five    Price Summary Forms       

The Price Summary Forms must be completed.  No substitute form will be accepted.  Pricing must remain the same throughout the contract.  The Price Summary Forms must be submitted under separate cover in a separate sealed envelope to the Purchasing Department.  The Proposer should make no reference to pricing in its non-price proposal.  Failure to adhere to this will result in disqualification of proposal.

SECTION V.   QUALITY REQUIREMENTS

1. Five (5) years or more of experience in providing tax bill services to other municipalities.

2. No documented record of non-performance or significant unsatisfactory performance in the administration Tax Bill Services.

3. The City of Somerville may opt to utilize the services of an attorney not affiliated with the service provider.

4. Descriptions of service provider’s management information reporting system and samples of reports including but not limited to:

a. Listing of standard reports and delivery dates

b. Check registers (if required)

c. Special reports which may be required

d. All other reports available

5. Furnish names, addresses, and phone numbers of all client municipalities, along with appropriate contact information for tax bill services performed within the past two (2) years.

6. Description of fee schedules. (NOTE: This will only be included in the separate price proposal.)

7. Identification of earliest possible start date.

SECTION VI.   SCOPE OF SERVICES/SPECIFICATIONS
The City of Somerville is soliciting proposals from qualified vendors to provide Complete Real Estate and Personal Property Tax Bill Services. The contract shall be for three years.  The City expects the qualified vendor to receive a raw data file and convert the information into finished invoices that are mail-ready.  

Tax Bill Services Administration

Administration shall consist of accepting a data file transmission from the City via e-mail or magmedia.  Administration should include, but not be limited to: postal process the file down to enhanced carrier route presorts, laser print invoices, fold invoices, include courtesy reply envelope, insert into an outbound envelope, and prepare mailing for post office.  Deliver mailing to the post office.  Accept a data file transmission from the City via e-mail for Tax Services Companies.  The vendor will provide reports.  

The service provider will maintain frequent personal contact via telephone, fax, and visits with the Treasurer and Collector, or his designee as needed to coordinate all information, actions, and decisions.

Samples

Bidders shall include sample reports, such as NCOA scrubs and billings/invoices that have a potential for return to the City as undeliverable, others as determined.

Submittal must include sample invoices that the company may provide to the City of Somerville, such as real estate, demand notices currently being provided to at least (5) five other municipalities.  The samples should example format, clarity and ease of understanding for the taxpayer.
Information Required by Proposer

Bidders must explain what information will be required from the City of Somerville in order to implement the services to be provided.
Scope of Services

The City of Somerville is seeking a vendor to provide complete real estate and personal property tax bill services for the next 3 years, beginning with the 1st or 2nd quarter of FY2006.  The City seeks to contract with a vendor capable of converting raw data files into finished invoices that are mail-ready.

Specifications

In general, the standard mailing will be composed of:

1 #10 Outbound window envelope

1  
#9   Courtesy preaddressed reply envelope

1        8.5’’ x 11” Invoice micro perforated at remittance stub

The City expects the vendor to perform the following services:

1.      Accept a data file transmission from the City via e-mail or magmedia.

2.      Postal process the file down to enhanced carrier route presorts.

3.
Laser print invoice on 8.5” x 11” sheet of paper (with 0.5’ color brands along the top and bottom to distinguish each type of invoice) micro perforated at remittance stubs with OCR-A scan line.

4. Fold invoice and insert into a #10 outbound envelope.

5. Insert #9 courtesy reply envelope into #10 outbound envelope.

6. If required, insert extra stub into #10 outbound envelope.

7. If required, fold and insert information flyer into #10 outbound envelope.

8. Prepare mailing for post office.

9. Deliver mailing to post office.   The vendor will prepay postage and invoice the City for mailing costs and provide proof of mailing to the City.

10. Accept a data file transmission from the City via email for Tax Services companies, which are to be delivered to the Tax Service Companies and provide the City with the amount being charged to the Tax Services for this service.

11. Vendor to provide a report/duplicate copy of all billings that mail at full rate and have potential for return to the City of Somerville as undeliverable by USPS showing their CASS attempted mail delivery address and original address as provided by in export data file.

12. Provide a NCOA scrub and return names and addresses that have changes.

On the average, the City of Somerville generates the following volumes quarterly:

BILL




VOLUME PER RUN

WHEN_____

Real Estate Tax



15,700



Quarterly

Personal Property Tax


  
  1,100



Quarterly

Demands




  1,000



Annually

NON COST PROPOSAL  *Do not quote any prices in this section.

1.
Please include a letter of transmittal not to exceed two pages in length which bears the signature of an authorized representative of the prime contractor and designates not more than two (2) individuals who will execute the contract with the City of Somerville on behalf of the prime contractor.  The letter of transmittal shall also state that the proposal will remain in effect for a period of 30 calendar days after the deadline for submission of proposals.  The letter of transmittal may also briefly set forth any particular non-cost information the proposers want to bring to the City’s attention.

2.
Please include a narrative of two pages maximum discussing your current qualifications that should be considered by the City in reaching a decision.  

3.
Please include a list of at least five (5) municipal governments of equal or close size to Somerville in parcel count as references, including a contact person and telephone number.

4.
Please include a list of clients lost during the last 18 months including a contact person and telephone number.

5.
Please include a narrative discussing the various formats with which you accept data.

6.
Please discuss the quality control procedures your company employs to balance the bill totals to the data totals.

7.
Please include a narrative discussing your ability to achieve maximum postal savings via enhanced carrier route sorting.  Please note that the City does have the density to qualify.

8.
Please discuss the turnaround time that you are willing to contractually commit to.  Please be specific and use examples.  For example, if the City had the data file to your company by Monday at 10 AM, on what day would the finished product be delivered to the Post Office?

9.
Vendor must provide a Performance Bond that is 100% of the Total Contract Amount.  The Performance Bond must be provided to the City within ten (10) days of Contract Award.

10.
Please include copies of real estate, demand notices and water bills currently being provided to five (5) like communities to example format, clarity and ease of understanding for taxpayer.

11.
Vendor must comply with the City of Somerville’s Living Wage Ordinance (Copy Attached).

12.
Please list any exceptions you have taken to this document citing your alternate proposal and its benefits to Somerville.

SECTION VII.  COMPARATIVE EVALUATION CRITERIA
Proposals will be considered pursuant to MGL Ch 30B.  The City shall apply the criteria which follows in its evaluation of the proposals.

The Committee will rank the proposals received in the following categories: 

Vendor Quality Control Procedures

Highly Advantageous

Vendor will confirm bill count and total dollar value with City prior to running job and vendor will fax a statistical random sample of ten (10) invoices to City prior to running job.

Advantageous


Vendor will confirm bill count and total dollar

Unacceptable


Anything not covered above.

Postal Processing

Highly Advantageous

Vendor will postal process data files to enhanced carrier route rates.

Advantageous


Vendor will postal process data files to bar coded rates.

Not Advantageous

Vendor will postal process data files to presort rates 

(no bar code).

Unacceptable


Vendor is unable to postal process data files.

Turnaround Time

Turnaround time represents the amount of time in business days that elapse between the time the file is received by the vendor from the City and the time the finished product is delivered to the Post office for delivery.  If the delivery to the Post Office is after 2 P.M., this automatically counts as another business day.

Highly Advantageous

Delivery to Post Office by next business day.

Advantageous


Delivery to Post Office within 3 business days.

Not Advantageous

Delivery to Post Office within 5 business days.

Unacceptable


Delivery to Post Office greater than 6 business days.

Uniform Per Piece Rate

Advantageous


Vendor will agree to a uniform per piece rate across all bill types regardless of volume.

Not Advantageous

Vendor will bill a per piece rate that is dependent on the volume.

MINIMUM CRITERIA

Any negative response to the following questions will automatically disqualify vendor. 









YES

NO
1. Vendors Quality Control Procedures

Is vendor capable of confirming bill count

and total dollar value with City and faxing

a statistical random sample of ten (10)

invoices to City prior to running job?


____

____

2.
Postal Processing
Is vendor capable of postal processing

data files to enhanced carrier route rates,

or bar coded rates?

Please specify: ____________________

____

____

MINIMUM CRITERIA (Cont’d)

Any negative response to the following questions will automatically disqualify vendor. 









YES

NO
3.
Turnaround Time

Turnaround time represents the amount of time in business days that elapse between the time the file(s) is received by the Vendor from the City, and the time the finished product is delivered to the Post Office for delivery.  If the delivery to the Post Office is after 2 PM, this automatically counts as another business day.

Will Vendor deliver to Post Office by the

next business day, or no later than three

(3) days?  Please specify deliver time:

_________________________________

____

____

4. 
Remedies for Late Performance
Will Vendor agree to provide a Performance 

Bond, at 100% of the Contract Amount, to 

the City within ten (10) days after Contract

Award?





____

____

5.
Uniform per Piece Rate


Will Vendor agree to a uniform per


piece rate across all bill types


regardless of volume?




____

____

SECTION VIII. - OTHER INFORMATION

The City will find other information about the proposer useful.  The information supplied here does not lend itself to quantitative comparison analysis; however, it can be invaluable in understanding the proposer's business philosophy.

Plan of Services 

All bidders must submit a plan of services that they would provide under this contract in order to fulfill the service requirements shown.  Such “Plan of Services” must include:

1. Descriptions of the procedures to be used to receive, review, and process all Tax Bill Services.  The description should include how the vendor will receive the data transmission, process the invoices and prepare for mailing. The standards regarding when the immediate contact of the Treasurer and Controller, or his designee is required.

2. A description of the steps to be taken to ensure that decisions and actions on transmission problems and production issues are made in a timely manner.

3. A description of the automated system that will be used to fulfill the reporting and record-keeping functions required.

Financial Strength of the Proposer

The following financial reports should be submitted with Proposer's proposal: annual financial reports, including complete set of audited financial statements, auditor's opinion, and notes to the financial statements for the three most recently completed fiscal years, as well as quarterly financial reports for the incomplete current fiscal year (if any).

Conversion Plan
The contract for Tax Bill Services will commence July 1, 2005.  Proposer should outline a conversion timetable and work plan that allows Tax Bill Service Administration to commence 

July 1, 2005.  In addition, please provide the name of the project manager, the experience this individual has had in converting similar accounts, and the estimated amount of time that the project manager will dedicate to the project. 

Additional Information that Proposer wishes to provide:

The Proposer may provide additional information regarding services offered that go beyond the specific information requirements in this RFP.   Any additional information submitted should be specific as to the additional services that your company is prepared to offer the city. 

Other Requirements

Somerville Living Wage Ordinance – Proposer must agree to conform with Somerville’s Living Wage Ordinance and certify their compliance with this ordinance by completing attached Living Wage Ordinance Form.

Certificate of Good Standing – The selected Proposer must provide the City with a current “Certificate in Good Standing” from the Commonwealth of Massachusetts.  Additional information related to this requirement is included in this RFP.

Signature Form – must be completed by the proposer

The City of Somerville may opt to utilize the services of an attorney not affiliated with the service provider.

Insurance Requirements
l.  Prior to commencing performance of any work or supplying materials or equipment covered by these specifications, the contractor shall furnish to the Office of the Purchasing Director a Certificate of Insurance evidencing the following:

A.
General Liability - Comprehensive Form


Bodily Injury Liability


$1,000,000


Property Damage Liability

$1,000,000


Professional Liability/


Errors and Omissions


$1,000,000   
B.  
Coverage for payment of Worker’s Compensation benefits pursuant to Chapter 152 of the Massachusetts General Laws in the amount as listed below: 
    
WORKER'S COMPENSATION
$ Statutory
   

    
EMPLOYERS' LIABILITY

$ Statutory
2.  A contract will not be executed unless a certificate(s) of insurance evidencing above-described coverage is attached.

3. Failure to have the above-described coverage in effect during the entire period of the contract shall be deemed to be a breach of the contract.

4. All applicable insurance policies shall read:

    "CITY OF SOMERVILLE" AS A CERTIFICATE HOLDER AND ADDITIONAL INSURED ALONG WITH DESCRIPTION OF OPERATIONS IN SPACE PROVIDED ON CERTIFICATE.

5. Please comply with our requirement of a thirty (30) day notice of cancellation and note on certificate.

CERTIFICATE SHOULD BE MADE OUT TO:

CITY OF SOMERVILLE

PURCHASING DEPARTMENT

93 HIGHLAND AVENUE

SOMERVILLE, MA. 02143

Note:  If during the life of this contract, your insurance expires, you shall be responsible to submit a new certificate covering the period of the contract.  No payment will be made on a contract with an expired insurance certificate. 

Cancellation
A contract may be canceled at the Successful Proposer’s expense upon non-performance of the contract.
Rule for Award
1. The contract shall be awarded to the responsible and responsive proposer submitting the most advantageous proposal, taking into consideration all evaluation criteria as well as price.

2. The contract will be awarded within sixty (60) days after the bid opening. The time for award may be extended for up to 30 additional days by mutual agreement between the City and the apparent lowest responsive and responsible bidder (or, for a contract requiring payment to the City, the apparent highest responsive and responsible bidder).

Contract Term

The term of the contract shall be for three (3) years, from July 1, 2005 through June 30, 2008.

References
Vendors shall include a list of all municipal clients for whom Tax Bill Services have been provided for the past two years. This list shall include contact names and telephone numbers for such clients. 

The City of Somerville reserves the right to use ourselves as a reference.

PROPOSAL PAGE

COST PROPOSAL

Please include this document in a separate envelope clearly marked “Pricing Information” with 

RFP # 05-34  and Proposal for Real Estate, Personal Property, and Demand Tax Billing Services.  Including this document in the NON COST proposal will result in IMMEDIATE DISQUALIFICATION.

DESCRIPTION


UNIT



 BID PRICE
Invoice Design


Price Invoice Type

__________

#10 Outbound Envelope

per piece


__________

#9    Inbound Envelope

per piece


__________

Data Processing


per piece


__________

Invoice Print



per piece


__________

Invoice Fold



per piece


__________

Invoice Stuff



per piece


__________

#9  Envelope Stuff


per piece


__________

Extra Stub Stuff


per piece


__________

Info Flyer Fold


per piece


__________

Postal Preparation


per piece


__________

Delivery to Post Office

per trip



__________

Postage Cost 

(in state-out of state)


per piece


__________

Other




__________


__________

Other




__________


__________

Other




__________


__________

Total per piece:






___________




	BILL
	VOLUME PER RUN
	X   # OF RUNS

PER YEAR
	X  PRICE PER      PIECE
	= TOTAL PER

     ANNUM

	Real Estate Tax
	15,700
	4
	
	

	Personal Property Tax
	1,100
	4
	
	

	Demands
	1,000
	1
	
	

	
	
	
	TOTAL COST
	


The Contract will commence as soon as possible after evaluation and award and will run for three (3) years billing subject to annual appropriation.  All prices must be firm for the full contract period.  The contractor is expected to take all necessary steps to prepare for commencement of printing services upon awarding of contract.

Vendors are forewarned to include all costs in the pricing schedule as only those listed will be honored and remunerated.

Using the above schedule, please price out the cost to invoice 15,000 Real Estate bills and 1,200 Personal Property bills using a #10 outbound envelope, a #9 inbound envelope, a single invoice, and a delinquent tax stub.

Company Name: ________________________________________________________

Signature of Person Submitting Bid: _________________________________________

Address: ______________________________________________________________

Tel #: ____________________________ Fax #: _______________________________

E-Mail: ___________________________ Date: _______________________________

CERTIFICATE OF NON-COLLUSION

The undersigned certifies under penalties of perjury that this RFP has been made and submitted in good faith and without collusion or fraud with any other person. As used in this certification, the word "person" shall mean any natural person, business, partnership, corporation, union, committee, club, or other organization, entity, or group of individuals.

AFFIDAVIT OF TAX COMPLIANCE

Pursuant to M.G.L. c62, Sec. 49a, I certify under the penalties of perjury that I, to my best knowledge and belief, have filed all Massachusetts tax returns and paid all Massachusetts taxes required under law, as well as paid all contributions and payments in lieu of contributions pursuant to M.G.L. Chapter 151, Sec. 19A(b)

                                     
 Signature of Authorized Person

                               
 Name of Business or Corporation

                                     
 Federal Tax Identification Number

                                
 Date

SOMERVILLE LIVING WAGE ORDINANCE FORM

(Ordinance No. 1999-1*)


This form shall be included in all Invitations for Bids and Requests for Proposals which involve the furnishing of labor, time or effort (with no end product other than reports) by vendors contracting or subcontracting with the City of Somerville, where the contract price meets or exceeds the following dollar thresholds:

a) $50,000 for contracts commencing during the period 7-1-99 to 6-30-01

(Fiscal Years 2000 and 2001);

b) $30,000 for contracts commencing during the period 7-1-01 to 6-30-03

(Fiscal Years 2002 and 2003); and

c) $10,000 for contracts commencing during the period 7-1-03 and thereafter

(Fiscal Years 2004 and thereafter.);


The purpose of this form is to ensure that such vendors pay a “Living Wage” (defined below) to all covered employees (i.e., all employees except individuals in a city, state or federally funded youth program).  In the case of bids, the City will award the contract to the lowest responsive and responsible bidder paying a Living Wage.  In the case of RFP’s, the City will select the most advantageous proposal from a responsive and responsible proposer paying a Living Wage.  In neither case, however, shall the City be under any obligation to select a bid or proposal that exceeds the funds available for the contract.


 Definition of “Living Wage” For this contract or subcontract, as of 07-01-2004 “Living Wage” shall be deemed to be an hourly wage of no less that $9.91/hour.  From time to time, the Living Wage may be upwardly adjusted and amendments, if any, to the contract or subcontract may require the payment of a higher hourly rate if a higher rate is then in effect.


If the undersigned bidder or proposer is selected, this form will be attached to the contract or subcontract and the certifications made herein shall be incorporated as part of such contract or subcontract.


CERTIFICATIONS
1. The undersigned shall pay no less than the Living Wage to all covered employees who directly expend their time on the contract or subcontract with the City of Somerville.

* Copies of the Ordinance are available upon request to the Office of the City Clerk

2. The undersigned shall post a notice, (copy enclosed), to be furnished by the contracting City Department, informing covered employees of the protections and obligations provided for in the Somerville Living Wage Ordinance, and that for assistance and information, including copies of the Ordinance, employees should contact the contracting City Department.  Such notice shall be posted in each location where services are performed by covered employees, in a conspicuous place where notices to employees are customarily posted.

3. The undersigned shall maintain payrolls for all covered employees and basic records relating hereto and shall preserve them for a period of three years.  The records shall contain the name and address of each employee, the number of hours worked, the gross wages, a copy of the social security returns, and evidence of payment thereof and such other data as may be required by the contracting City Department from time to time.

4. The undersigned shall submit payroll records to the City upon request and, if the City receives information of possible noncompliance with the provisions the Somerville Living Wage Ordinance, the undersigned shall permit City representatives to observe work being performed at the work site, to interview employees, and to examine the books and records relating to the payrolls being investigated to determine payment of wages.

5. The undersigned shall not fund wage increases required by the Somerville Living Wage Ordinance by reducing the health insurance benefits of any of its employees.

6. The undersigned agrees that the penalties and relief set forth in the Somerville Living Wage Ordinance shall be in addition to the rights and remedies set forth in the contract an/or subcontract.

Executed this 


day of 



,2004
.






    Name of Vendor





By: 











   Name





Its: 











    Title







Signature

CERTIFICATE IN GOOD STANDING

RE:           CERTIFICATE IN GOOD STANDING

The Awarded Vendor must comply with our request for a CURRENT “Certificate in Good Standing”.

         If you require information on how to obtain the “Certificate in Good Standing” or Certificate of Registration (Foreign Corporations) from the Commonwealth of Massachusetts, please call the Secretary of State’s Office at (617) 727-2850 (Press #1) located at One (1) Ashburton Place, 17th Floor, Boston, MA  02133 or you may access their web site at: www.MA.GOV/SEC/COR
         If your company is incorporated outside of  Massachusetts and therefore is a “foreign corporation”, but is registered to do business in Massachusetts, please comply with our request for the Certificate of Registration from the Commonwealth of Massachusetts.  If your company is a foreign corporation, but is not registered to do business in Massachusetts, please provide the Certificate of Good Standing from your state of incorporation.

         Please note that without the above certificate (s), the City of Somerville cannot execute your contract. 

IMPORTANT NOTICE

Requests for Certificates in Good Standing by mail may take a substantial amount of time.  A certificate may be obtained immediately in person at the Secretary’s Office at the address above.  Also, at this time, the Secretary of State’s Office may not have your current annual report recorded.  If this is the case, and you are therefore unable to obtain the Certificate of Good Standing, please forward a copy of your annual report filing fee check with your signed contracts.  Please forward your original Certificate of Good Standing to the Purchasing Department upon receipt.
CITY OF SOMERVILLE

SIGNATURE FORM

NAME OF COMPANY:  








                                                              
ADDRESS: 












TELEPHONE #:                          
DATE:





                               
SIGNATURE OF AUTHORIZED CONTRACTING OFFICIAL:








TITLE:

      


                                 
RESIDENCE:












IF COMPANY IS A PARTNERSHIP:

FULL NAME AND RESIDENCE OF EACH PARTNER:

IF COMPANY IS A CORPORATION:
THE CORPORATE NAME IS: 








                                             

THE CORPORATION IS ORGANIZED UNDER THE LAWS OF: 





THE PRESIDENT IS: 









                                                               
THE TREASURER IS: 











THE CLERK/SECRETARY IS:










NAME OF CORPORATION THAT WILL APPEAR ON A POTENTIAL CONTRACTUAL AGREEMENT IF DIFFERS FROM ABOVE:








NAME AND TITLE OF PERSON WHO WILL BE RESPONSIBLE FOR THE SIGNING OF A POTENTIAL CONTRACTUAL AGREEMENT IF DIFFERS FROM ABOVE:
NAME:                                  TITLE: 





                            
NAME OF CLERK/SECRETARY WHO WILL ALSO BE SIGNING FOR A POTENTIAL CONTRACTUAL AGREEMENT IF DIFFERS FROM ABOVE:




� I am just trying to simplify the language a little here.  Feel free to take or leave my suggestion.
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