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[bookmark: _Toc396228483][bookmark: _Toc503309849][bookmark: _Toc369076333][bookmark: _Toc370391749][bookmark: a13][bookmark: _Toc461701098][bookmark: _Toc467979823]Schedule, Conference, Overview, Proposal Content, Proposer Qualifications
Tentative Schedule of Important Dates
This section provides a tentative schedule of the important milestone dates. Examine these dates carefully and plan accordingly. All times are 5:00pm unless stated otherwise [1. delete this sentence if not applicable or if there are numerous variances in times].
	
	DATE
	EVENT

	1
	Day, Month Day, Year (+0dys)
	Request for Proposals (RFP) issue date

	2
	Day, Month Day, Year (+14dys)
	Deadline to submit Pre-Proposal Conference questions

	3
	Day, Month Day, Year (+7dys)
	Pre-Proposal Conference (attendance is mandatory/optional [2. select one])

	4
	Day, Month Day, Year (+7dys)
	Final addendum issued

	5
	Day, Month Day, Year (+14dys)
	Proposal due date 

	6
	Day, Month Day, Year (+7dys)
	Evaluation of proposals completed

	7
	Day, Month Day, Year (+7dys)
	Best and Final Officers due (if requested by City)

	8
	Day, Month Day, Year (+7dys)
	Selection of Consultant & contract preparation

	9
	Day, Month Day, Year (+7dys)
	Contract Award(s) (estimated)

	10
	Day, Month Day, Year (+30dys)
	Start of Service


[bookmark: _Toc368921153][bookmark: _Toc369076334][bookmark: _Toc370391750]Mandatory/Optional Pre-Proposal Conference Instructions
Review entire request for proposal (RFP) package prior to attending conference.
Formulate your questions, submit prior to, and bring a list of those questions with you to the conference. Cite the page number, section, and paragraph number to permit it to be found quickly.
Arrive early. Check-in begins at 9:45 am.
The conference is on Day, Month Day, Year (+7dys), at 10:00 am.
It is expected to last about 90-minutes, but you will want to allow more time depending on the questions posed and answered.
Attend the entire conference. Proposers who abandon the conference prior to dismissal will be deemed to have not attended the entire conference and will not have their proposal considered. [3. delete paragraph if attendance is not mandatory]
Be aware this is an open meeting; any information conveyed is NOT confidential.
Note that information exchanged during the conference does not change any RFP requirements; only a duly authorized written addendum posted to the RFP will make any changes to the RFP requirements. Transcripts will not be made of the conversations and minutes will not be provided.
Note that City will not entertain additional questions after the dismissal has begun. You will need to submit additional questions through the Q&A tab for the RFP at WebAddressHere no later than three business days after Pre-Proposal Conference.
[bookmark: _Toc503309850]Overview and Background
1. [bookmark: _Toc368921155][bookmark: _Toc368923573][bookmark: _Toc370391751][bookmark: _Toc413768892]Overview of Requirements
City (City) has identified the need to [4. replace this with descriptions of the current needs. Include background of previous attempts at meeting the need: successful and unsuccessful. Add “See section on Background and Current Information below” if this explanation is more than one large paragraph].
City requires the following services to help meet the aforementioned need: [5. replace this with a short description of services] detailed in the Scope of Services section below at [6. replace this with location where services will be performed].
These services will require [7. replace this with a short list of the types of services required].
These services will be used to [8. replace this with a short description of the desired results and benefits the services will render].
Therefore, City requires the services of a well-qualified professional services provider (Provider) to provide the services [9. replace this with a short description of services] detailed in the Scope of Services section.
City is seeking to establish an agreement for [10. replace with the desired length or estimated length of the contract for example: a one-year initial contract, with up to four one-year optional renewals thereafter or twelve months or completion of the project on an agreed-upon date].
Background and Current Needs Information
City has met its past aforementioned needs by [11. Include background (historical) of previous attempts at meeting the need: successful and unsuccessful].
City is currently meeting/not meeting [12. select one] its needs due to [13. Include changes in internal and external conditions and/or a desire to improve the way City wants to meet the need].
Tables below show the past annual history of activity: [14. delete this line and these tables if not applicable or provide tables that are relevant to the requirement].
Table 1: Statistical: Population, Demographics, Historical Information
	Fiscal Year
	Statistic 1
	Statistic 2
	Total

	2015-16
	80,000
	25,000
	105,000

	2014-15
	75,000
	25,000
	100,000

	2013-14
	85,000
	25,000
	110,000

	3-year average
	80,000
	25,000
	105,000


Table 2: Activities: Actions, Descriptions, Quantities, Dollar Amounts
	Qty
	Unit
	Dollars
	Descriptions

	105,000
	EA
	$100,000
	Activity 1 (3 yr avg.)

	100,000
	EA
	$95,000
	Activity 2 (3 yr avg.)

	110,000
	EA
	$115,000
	Activity 3 (3 yr avg.)

	105,000
	EA
	$103,333
	Activities All (3 yr avg.)


(CONTINUED ON NEXT PAGE)

[bookmark: _Toc503309851]Proposal Procedures, Content, Format, Criteria, and Award
1. General
Proposal Format: A proposer must follow the instructions for preparing the proposal in the prescribed format. Section tabs must be utilized in the proposal following the same order of the RFP.
General Terms and Conditions: Except as otherwise indicated herein, City’s General Terms and Conditions govern rules and definitions of this RFP.
Right to Reject Proposals: City reserves the right to reject any and all proposals, to waive any non-material irregularities or informalities in any proposal, and to accept or reject any item or combination of items.
Execution of Agreement: If a Proposer is not able to execute an agreement within 10 days after being notified of selection, City reserves the right to select the next most qualified proposer or call for new proposals, whichever City deems most appropriate. (Sample template of agreement is attached).
Incorporation of RFP/Proposal: This RFP and the firm’s response, including all promises, warranties, commitments, and representations made in the successful proposal will become binding contractual obligations and will be incorporated by reference in any agreement between City and Proposer.
Authorized Signatories: Company personnel signing the cover letter of the proposal or any other related forms submitted must be authorized signers with the requisite authority to represent their firm and to enter into binding contracts.
Validity of Proposals: Proposed services and related pricing contained in the proposal must be valid for a period of 180 days after the due date.
Proposal Content and Format
Include the following sections containing the information requested below in your proposal. To enable ease of evaluation, please follow the sequence shown and upload the required documents into the vendor portal in the appropriate sections. [15. Add, change, or delete paragraphs below as desired]
Section 1: Executive Summary
Provide a cover letter of your company’s information including:
Company’s full legal name, address, phone, fax, email, website;
Prior company names (if any);
Organizational structure (corp., LLC, etc.);
Names and titles of the principal owner(s);
Person(s) authorized to make commitments for your company;
Company history, experience (brief), and years in business;
Current number of employees, key personnel;
Note any exceptions to any part of City’s scope, specifications, terms or conditions in this letter and explain the reason.
Limit this section to a maximum of one page.
Section 2: Supplemental Company Information (Optional)
Provide any supplemental information not specifically requested by City that you would like City to consider in evaluating your proposal.
Ensure information is relevant to City’s current or potential future needs.
Limit this section to a maximum of one page.
Section 3: Professional Team Assignments
Note any key personnel who are expected to remain in service until completion of the project.
Provide detail regarding the team to be assigned for these services.
Provide resumes of all team members.
Provide an organizational chart of all team members, titles, and a very brief description of their relevant responsibilities.
Limit this section to a maximum of two pages plus resumes and org chart.
Section 4: Proposal Costs
Submit all pricing on *Exhibit B using the form provided.
Provide pricing for each of the required line items.
Provide pricing for optional proposer recommendations.
See payment terms in Exhibit B for additional details.
*   These forms are provided by City in the submittal forms section.
Section 5: Response Template
Complete City-provided Response Template with your answers to City’s questions. Provide thorough responses with sufficient detail to enable City to evaluate your understanding of City’s requirements, the suitability of your services and/or product(s) to meet City’s requirements, the strength of your work plan, previous experience, and available resources.
Note these responses carry significant weight in City’s evaluation of your proposal to provide and implement requested services.
Limit this section to a maximum of ten pages.
Section 6: Required Forms and Samples
Special Provisions Form*
Client Reference List*
Non-Collusion Affidavit*
*   Note these forms are provided by City in the submittal forms section.
Section 7: Work Samples
Samples of work, queries, reports, and forms**
Sample of ongoing support and services agreements**
**   Note that these documents will not be returned to proposer.
Inadequate Content
Note that a proposal is non-responsive if the proposal does not contain all proposal requirements, is not complete, is not received at the right location, and is not received by the proposal deadline, has exceptional or excessive exceptions City may, at its sole discretion, waive minor non-material irregularities and informalities.
Do not submit extraneous marketing or promotional information.
Proposal Format
Electronic only: searchable document
White paper, 8-½ x 11, page numbered
Typed, black print, approximately 11-12 point font
Free from excessive graphics or excessive photos
[bookmark: _Toc503309852]Proposer Qualifications, Evaluation Criteria, and Award Process
1. Proposer Qualifications
The intent of this RFP is to evaluate the proposals, determine the Proposers that are in the competitive range, and select Proposers that will provide the most cost-effective and professional services for City.
Minimum Qualifications:
Have at least three years of experience conducting the specific type of services required herein and have experience with at least three other clients performing like services as described herein or have performed satisfactory work for City within the past three years.
Be capable of providing the required services beginning in Month Day, Year, work will be conducted during normal work hours, Monday to Friday 8:00 am to 5:00 pm.
Maintain current certification as a [16. Replace with desired type of officially recognized state or national certification or delete paragraph].
Maintain current certification as a [17. Replace with desired additional types of officially recognized state or national certifications or delete paragraph].
Maintain current license as a [18. Replace with desired type of officially recognized state or national license or delete paragraph].
Maintain current license as a [19. Replace with desired additional types of officially recognized state or national license or delete paragraph].
Have the necessary resources, knowledge, skills, experience, and the like to provide the required services.
Have financial stability and the necessary financial resources to provide the required services.
Demonstrate the requisite technical proficiency. Only Providers with verifiable [20. replace this with a short description of services, same as 5. above] experience will be considered for award.
Prequalification: [21. delete this requirement if not desired; note that some proposers may not wish to put the time and expense into a full response if they might otherwise be deemed disqualified from having their proposal considered].
A Prequalification Package must contain responses to the Minimum Qualifications, an abbreviated Executive Summary, and an understanding of and capacity to undertake the Scope of Services requirements.
Submit your Prequalification request to City Project Manager at least 21 calendar days before the proposal due date for City consideration prior to submitting their proposal.
Note that City will notify proposers within 10 working days after receiving their Prequalification Package regarding whether they meet or do not meet the Minimum Qualifications requirements for this RFP.
Note City-approved Prequalification is valid for 2 years from approval.
Evaluation Criteria
Minimum qualifications, Competitive Range, and Award Consideration
The minimum qualifications, competitive range, and award consideration based upon the following criteria
City will review the Proposers Qualifications to determine if the Proposer meets or betters the minimum requirements as detailed above.
Only Proposers that meet or better the minimum requirements will have their Proposals reviewed for consideration.
Only Proposers that are deemed in the competitive range will be considered for presentation, interview, and Best and Final Offer (BAFO) if so requested by City.
Only the best-qualified Proposer will be considered for final negotiations of fee/price, scope of services, contract, and award recommendation.
Evaluation Criteria
In accordance with the NNNN Municipal Code’s objective of selecting the most qualified consultant at a fair and reasonable cost, a Review Board, composed of appropriate staff representatives and/or qualified outside representatives, will review the proposals received and select the most qualified firms for interviews. The Review Board shall rank the proposers based upon the following criteria:
Ability to perform the specific tasks outlined in the RFP.
Qualifications of specific individuals who will work on the project.
Amount of time and involvement of key personnel who will be involved in respective portions of the project.
Reasonableness of the fee requested to do the work.
Demonstrated record of success on work previously performed.
Specific method and techniques to be employed on the project.
Any other criteria prescribed in this RFP for the required services including any presentations, interviews, and Best and Final Offer (BAFO) changes in Scope of Services requirements, if so required by City.
Fee/Price Evaluation
Reasonableness of fee requested to do the work, as originally proposed.
Reasonableness of any BAFO requests.
Final negotiations.
Award
After conclusion of the above Evaluations, a Notification of Intent to Award may be sent to any Proposer selected. City may make multiple awards.
Award is contingent upon the successful negotiation of final contract terms and the approval of City. Negotiations shall be confidential and not subject to disclosure to competing Proposers unless an agreement is reached. If contract negotiations cannot be concluded successfully, City may negotiate a contract with the next best qualified Proposer or withdraw the RFP. In the event City does not approve the recommendation to award, the RFP may be cancelled without any cost or obligation of City. 
[22. replace with the length or estimated length of the contract for example: The term is for a one-year, with up to four one-year optional renewals thereafter, or twelve months or completion of the project, or an agreed-upon date, same as 10. above]
Prices are firm fixed prices during each contract period. [23. Change or delete if not applicable]
Prices shall be negotiated for each mutually exercised optional renewal period. [24. delete if not applicable]
[bookmark: _Toc396228490][bookmark: _Toc503309853]Special Terms and Conditions
1. [bookmark: _Toc396228491]Audit Requirements
City reserves the right to periodically inspect and audit Provider’s accounting procedures and supporting documentation in conjunction with the performance of the required services.
City will notify Provider in writing of any such requested audit.
City will inspect and audit in a reasonable manner and at City’s expense.
Provider must fully cooperate with any such audit(s).
City will notify Provider in writing of any exception taken as a result of an audit.
If an audit, in accordance with this article, discloses overcharges (of any nature) by Provider to City of the value of that portion of the Agreement that was audited, the actual cost of City’s audit must be reimbursed to City by the Provider.
[bookmark: _Toc396228492]Termination
If, in the opinion of NNNN, Provider fails to perform or provide prompt, efficient service, NNNN must have the right to terminate or cancel the Agreement upon 5-day’s written notice, and pay Provider for the value of the actual work satisfactorily performed to the date of termination.
NNNN must have the right to terminate or cancel the Agreement upon 30-day’s written notice without cause and pay Provider for the value of actual work satisfactorily performed to the date of termination.
These rights are in addition to any other rights that City may have available.
Continued on Next Page

[bookmark: _Toc503309854]Exhibit A: Scope of Services
1. General
City is a municipal governmental agency which provides Police, Fire, Rescue and Emergency Medical Services to approximately 350,000 residents in City.  In addition, City maintains several hundred miles of public streets, City parks and libraries.  City also has its own Public Utilities Department which provides electric and water services to its businesses and residents.  City also manages and runs the NNNN Convention Center which is home to several large tradeshows, various sporting activities, and other large events. [25. Change as desired]
City’s [26. Enter department name or department names here] Department is committed to serving our community through teamwork and the constant pursuit of excellence. The [27. named] Department is responsible for providing [28. Enter types of] services to [29. Enter departments, citizens, businesses, patrons, etc. as applicable here].  These services include providing [30. Enter more detailed services here]. The [31. Named, same as 26. above] Department requires support in the following specialized areas and will be selecting a contractor to fulfill the scope of services. Contractors shall specify which of the services listed below they provide and which they do not provide.
The Contractor shall [32. replace this with a short description of services, same as 5. Above].  The outcome of these services will be used to [33. Enter something like: review current practices, review recommendations to improve services, decide on necessary changes, set measurable results, implement acceptable recommendations, measure results, and make necessary adjustments to achieve ever-improving future results].
Specific
Hypothetical Outline: [34. delete this line when outline is complete; the below outline will need to be replaced with the desired outline as this is only a placeholder and a thought stimulator]
Meet and Confer
To determine objectives, time lines, and desirable and achievable results (outcome), meet and confer with City Project Personnel.
Conduct Background Research
To determine the proficiencies and deficiencies currently used at City.
To determine the proficiencies and deficiencies currently used at or in recently used at other governmental entities or non-profit or not-for-profit entities for possible applications and replication of successes.
Analyze and Synthesize the Data
To determine the information that coincides with the desired outcome.
To assimilate the information in a presentable format.
Construct a Model
To provide City project personnel with best recommendations to the desired outcome.
To provide City project personnel with best options to help re-evaluate the desired outcome prior to implementation.
Test the Model
To monitor and record the process and outcomes of the model
To analyze and evaluate the efficiencies and effectiveness of the proposed model.
To troubleshoot any barriers or missing steps in the model.
Report Findings
To report findings relative to desired outcome.
To help add to the data collection necessary to re-evaluate the background data; analyze and synthesize the data; and to help construct a revised model.
Reconstruct the Model
To reconstruct the model for improved results.
Table 1- [35. delete this table if not applicable or insert desired table; this is only a placeholder and a thought stimulator]

	No.
	Description1
	Description2
	Description3
	Description4

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	



End of Scope of Services


[bookmark: _Toc503309855]Exhibit B: Pricing
1. Task Rates***
Include tasks required by Specifications and other related tasks to provide a complete proposal for the required services.
Propose Total Hours to complete each task and Total Cost for each task.
[36. Tasks below reflect City required tasks for proposal evaluation purposes only; actual costs will be based on their locked in hourly rates and the agreed-upon product]
	LN
	Task Rates
	Total Hours
	Total Cost

	1
	Task 1
	     
	$     

	2
	Task 2
	     
	$     

	3
	Task 3
	     
	$     

	4
	Task 4
	     
	$     

	5
	Task 5
	     
	$     

	6
	Task 6
	     
	$     

	7
	Task 7
	     
	$     

	8
	Task 8
	     
	$     

	9
	Task 9
	     
	$     

	10
	Task 10
	     
	$     

	A
	Task Costs
	
	
	250
	$     


Hourly Rates***
Include titles and rates for all staff that could provide services under the contract.
[37. change Standard Personnel Rates and Total Hours below to reflect a hypothetical amount for proposal evaluation purposes only; actual costs will be based on their locked in hourly rates and the agreed-upon product]
	LN
	Standard Personnel Rates
	Title of Person Performing Service
	Hourly Rate
	Total Hours
	Total Cost

	1
	Senior Project Manager
	     
	$     
	100
	$     

	2
	Project Manager
	     
	$     
	75
	$     

	3
	Technician 1
	     
	$     
	25
	$     

	4
	Technician 2
	     
	$     
	25
	$     

	5
	Clerical
	     
	$     
	25
	$     

	6
	
	     
	$     
	
	$     

	7
	
	     
	$     
	
	$     

	8
	
	     
	$     
	
	$     

	9
	
	     
	$     
	
	$     

	10
	
	     
	$     
	
	$     

	B
	Total Personnel Costs
	
	
	250
	$     


*** Attach additional sheets as necessary.
Fees: Per Diem***
Include all relative non-labor fees for all required services.
Note that rates may not exceed the rates below, but may be less.
	LN
	Fees
	Rate

	1
	Per Diem –Travel (per person, per one-way trip)
	[bookmark: Text154]$     

	2
	Per Diem –Hotel (per person, per day)
	[bookmark: Text155]$     

	3
	Per Diem –Meals (per person, per day)
	[bookmark: Text156]$     

	4
	     
	[bookmark: Text157]$     

	5
	     
	[bookmark: Text158]$     

	6
	     
	[bookmark: Text159]$     

	7
	     
	[bookmark: Text160]$     

	8
	     
	[bookmark: Text161]$     

	9
	     
	[bookmark: Text162]$     

	10
	     
	[bookmark: Text163]$     


Reimbursable Expenses***
Specifically describe all expenses for the required services and any related costs; 
if no cost, please state “Zero”; if at cost, please state “At Costs.”
	LN
	Describe Expense and Related Costs
	COSTS

	1
	     
	[bookmark: Text176]$     

	2
	     
	[bookmark: Text177]$     

	3
	     
	[bookmark: Text178]$     

	4
	     
	[bookmark: Text179]$     

	5
	     
	[bookmark: Text180]$     

	6
	     
	[bookmark: Text181]$     

	7
	     
	[bookmark: Text182]$     

	8
	     
	[bookmark: Text183]$     

	9
	     
	[bookmark: Text184]$     

	10
	     
	[bookmark: Text185]$     

	11
	     
	[bookmark: Text186]$     

	12
	     
	[bookmark: Text187]$     


*** Attach additional sheets as necessary.
(CONTINUED ON NEXT PAGE)

Pricing Terms and Conditions
Quantities: listed Line Items are annual estimates based on historical information or anticipated and may vary significantly.
City does not imply or make any commitment to purchase any specific quantity.
Term: is for a one-year base period with up to four one-year optional renewals.
Price Changes:
After the base period, price changes shall be negotiated, but shall not exceed the most recent available 12-month period for the Los Angeles-Riverside-Orange County, CA Consumer Price Index (CPI) for All Urban Consumers.
In the event market conditions cause a significant change in price, the Provider may request relief by providing verifiable documentation to CR at least 30 days in advance of the requested price change date.
Unit Price: include everything but sales tax.
Delivery Costs: must be included in unit price.
Sales Tax: City will add the appropriate sales tax to each order.
Additional Charges: none; do not charge any fees or charges not listed in the Price Sheets.
Fixed Prices: prices are fixed for each year of the agreement.
Proposal Price Sheet: The awarded Provider’s Price Sheet, as accepted by City, will be incorporated into the resultant Agreement.


[bookmark: _Toc413768907][bookmark: _Toc503309856][bookmark: _Toc341965971]Attachment A: Required Response Template
     
(Bidder’s Company Name)
Instructions:
Prospective proposers must provide the information requested below and include it in their proposal. City has provided the form as a separate Word document for bidder’s use.
Use this form or copy and paste it into your own document; in either case, please provide your responses under each of the number points. Do not omit or renumber any sections. Refer to attached documents sparingly and only as necessary; and ensure that any documents referred to are numbered according to the outline below.
1. Company Information: Name, Contacts, History, Scope of Services
Please provide the following information about your company:
Your company’s full legal name, address, phone, fax, email, website.
     
Prior company names (if any) and years in business; mergers, buyouts, etc.
     
Organizational structure (i.e. corp., LLC, sole proprietorship, etc.).
     
Names and titles of the principal owner(s).
     
Person(s) authorized to make commitments for your company.
     
Company history, experience, years in business for current company name.
     
Annual company revenues for the last three fiscal years.
     
Tax ID number.
     
The complete scope of services offered by your company.
     
The number of clients (including governmental) served in past and present.
     
Special qualifications, training, credentials, recognition, or awards.
     
Contracts terminated for cause, pending litigation or legal issues.
     
Resources: Staffing, Facilities, Equipment
Provide the following information relative to required services:
Names and titles of key management personnel.
     
Team to be assigned for these services.
     
Qualifications of specific individuals who will work on the project.
     
Amount of time and involvement of key personnel who will be involved in respective portions of the project.
     
Resumes of all team members; provide only names and titles only; 
attach current resumes to proposal.
     
Current number of employees: full-time and part-time employees.
     
Annual turnover rate of staff.
     
Names of any subcontractor’s you propose to use for our contract.
Provide only names here; fill in the details on City-provided Subcontractors List.
     
Facilities that would be utilized to perform the required work.
     
Equipment that would be utilized to perform the required work.
     
Required Services: Meeting or Bettering these Requirements
Provide the following information relative to required services:
Ability to perform specific tasks as outlined in the RFP.
     
Reasonableness of your fee to do the work.
     
Current resources to meet or better all task and timeline requirements herein.
     
Additional resources that might be needed to meet or better all task and timeline requirements of this request.
     
How quickly could you provide additional, extra trained staff if requested by City for additional work beyond the original scope of services?
     
How quickly can you begin providing services if awarded the contract?
     
Details of any improvement or upgrades your firm has designed or implemented.
     
Demonstrated and Technical Experience
Please describe your company’s:
Demonstrated record of success on work previously performed.
     
Specific method and techniques to be employed on the project or problem.
     
Work Plan:
Taking all circumstances, current conditions, and required preparations into consideration, describe in detail, your proposed work plan for delivering the services required by this RFP, including, but not limited to;
How you will schedule professional and staff to ensure milestones and deadlines are met?
     
Provide required response time to the urgent service requests.
     
How you will make up for work-hours lost (and resulting backlog that may occur) due to various unforeseen situations that may prohibit work on a specific day.
     
Provide any other relevant information that you believe would benefit City for the requested services.
     
Submitted by:
	Company Name
	     

	Contact Name
	     

	Title
	     

	Signature
	

	Email
	     

	Phone
	     

	Date
	     


[bookmark: _Toc503309857]Attachment B: Special Provisions
All items below apply to this bid proposal:
Hold Harmless and Indemnification: The successful bidder hereby agrees to indemnify, defend, and hold harmless City (including its officials, officers, agents, employees, and representatives) from and against any and all claims of any kind or nature presented against City arising out of vendor's (including vendor's employees, representatives, and subcontractors) performance under this agreement, excepting only such claims, costs or liability which may arise out of the sole negligence or willful misconduct of City.
Insurance Provisions: Unless otherwise stated in the RFP specifications, the following insurance requirements apply:
0. Comprehensive General Liability Insurance: (include products liability) $1,000,000 per occurrence.
0. Auto Liability Insurance: $1,000,000 per occurrence, combined single limit (CSL).
0. Workers' Compensation Insurance: as required by State statutes.
0. Employer’s Liability Insurance: $1,000,000 per accident; $1,000,000 policy limit for disease.
0. All policies of insurance must provide for a minimum of thirty (30) days written notice of any change or cancellation of the policy.
0. Insurance policies to be in a form ad written through companies acceptable to City; and must include those endorsements which are necessary to extend coverage which is appropriate to the nature of the agreement.
Affirmative Action: In support of Affirmative Action, City requires all suppliers to comply with Title VII of the Civil Right Act of 1964, as amended, the Civil Rights Act of 1992, and all federal, state, and municipal laws and regulations pertaining thereto. In addition, successful bidders must certify prior to award of contracts in excess of $50,000 that they have a written affirmative action plan in compliance with the above laws and regulations, and such plan may be reviewed by City. Said Certification may be made by signing below:
	Certified to above - FIRM:
	     

	SIGNATURE:
	[bookmark: Text104]

	[bookmark: Text105]PRINT NAME:
	     

	TITLE:
	     


Exceptions: If your company is taking exception to any of the specifications, terms or conditions (including insurance, indemnification and/or proposed contract language) stated in this Request for Proposal, please indicate below and describe details: (check any that apply).
	     
	No exceptions taken

	     
	Exception taken to the scope of work or specifications

	     
	Exception taken to indemnification and insurance requirements

	     
	Exception to proposed contract language

	     
	Other


Please explain any of the checked items:
	     

	     

	     


Note: Taking exception to City’s requirements without approval of City prior to submission of your proposal may be cause for rejection of the proposal.

	[bookmark: Text112]PROPOSING FIRM:
	     
	[bookmark: Text124]DATE:
	     

	[bookmark: Text113]BUSINESS ADDRESS:
	     

	[bookmark: Text114]SIGNATURE OF REPRESENTATIVE:
	

	[bookmark: Text115]BY:
	     
	TITLE:
	     


INSTRUCTION REGARDING SIGNATURE: If bidder is an individual, state "Sole Owner" after signature. If bidder is a partnership, signature must be by a general partner, so stated after "Title". Names of all other partners and their business addresses must be shown below. If bidder is a corporation, signature must be by an authorized officer, so stated after "Title", and the names of the President and Secretary and their business addresses must be shown below:
	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     



(CONTINUED ON NEXT PAGE)

[bookmark: _Toc503309858]Attachment C: Client References
     
(Bidder’s Company Name)
	1. Client’s Company Name:
	     

	Client Address:
	     

	Contact’s Name:
	     

	Contact’s Title:
	     

	Contact’s Telephone & FAX:
	     

	Contact’s Email:
	     

	Scope of Services/Products Provided:
	     

	Project Completion Date & Value:
	     

	2. Client’s Company Name:
	     

	Client Address:
	     

	Contact’s Name:
	     

	Contact’s Title:
	     

	Contact’s Telephone & FAX:
	     

	Contact’s Email:
	     

	Scope of Services/Products Provided:
	     

	Project Completion Date & Value:
	     

	3. Client’s Company Name:
	     

	Client Address:
	     

	Contact’s Name:
	     

	Contact’s Title:
	     

	Contact’s Telephone & FAX:
	     

	Contact’s Email:
	     

	Scope of Services/Products Provided:
	     

	Project Completion Date & Value:
	     

	4. Client’s Company Name:
	     

	Client Address:
	     

	Contact’s Name:
	     

	Contact’s Title:
	     

	Contact’s Telephone & FAX:
	     

	Contact’s Email:
	     

	Scope of Services/Products Provided:
	     

	Project Completion Date & Value:
	     


Duplicate this form as necessary to complete list.

[bookmark: _Toc413768909][bookmark: _Toc503309859]Attachment D: Non-Collusion Affidavit
Note: To be executed by Proposer and submitted with proposal.

	State of
	     

	
	(the State of the place of business)



	County of
	     

	
	(the County of the place of business)



	     
	, being first duly sworn, deposes and 

	(name of the person signing this form)
	

	says that he/she is
	     
	of

	
	(title of the person signing this form)
	

	     
	, the party making the foregoing bid

	(name of bidding company)
	


that such bid is not made in the interest of or on the behalf of any undisclosed person, partnership, company, association, organization or corporation; that such bid is genuine and not collusive or sham; that said bidder has not directly or indirectly  induced or solicited any other bidder to put in a false or sham bid and has not directly or indirectly colluded, conspired, connived, or agreed with any bidder or anyone else to put in a sham bid, or that anyone shall refrain from bidding; that said bidder has not in any manner directly or indirectly sought by agreement, communication, or conference with anyone to fix the bid price of said bidder or of any other bidder or to fix any overhead profit, or cost element of such bid price, or of that of any other bidder, or to secure any advantage against the public body awarding the contract of anyone interested in the proposed contract; that all statements contained in such bid are true, and further, that said bidder has not directly or indirectly submitted his bid price or any breakdown thereof, or the contents thereof, or divulged information or data relative thereto, or paid and will not pay any fee in connection therewith, to any corporation, partnership, company, association, organization, bid depository, or to any member or agent thereof, or to any other individual except to any person or persons as have a partnership or other financial interest with said bidder in the general business.
	By:
	

	
	(signature)

	Printed Name:
	     

	
	(name of the person signing this form)

	Title:
	     

	
	(title of the person signing this form)


Notary is required for this bid.
[bookmark: _Toc413768910]

[bookmark: _Toc503309860]General Terms & Conditions for Proposals
Add your entity’s own general terms & conditions for proposals here.
-- End of General Terms and Conditions –
