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TAC 834 - Addendum 6
CSP for HRIS Time and Attendance System   

_______________________________________________________________________________
12/05/2011
Addendum # 6
Please note the following changes which have been made for clarification to this Competitive Sealed Proposal.  This addendum must be listed as Addendum #6 on Form #6 attached hereto and made a part of the CSP package as verification that you have received and are aware of the information contained herein.
_______________________________________________________________________________

Addendum 6 CSP packet is what must be used to submit your proposal.

The Utilization Goals for this CSP request are as follows:

For the Business Category: Other Services - the goal percentages are: 
MBE Goal 6%, FBE Goal 3%, Total Goal 9%

The total Goal of 9% is acceptable and does not have to be broken out as individual MBE and FBE Goals.

_______________________________________________________________________________
11/22/2011
Addendum # 5
Please note the following changes which have been made for clarification to this Competitive Sealed Proposal.  This addendum must be listed as Addendum #5 on Form #6 attached hereto and made a part of the CSP package as verification that you have received and are aware of the information contained herein.
_______________________________________________________________________________

Addendum 5 CSP packet is what must be used to submit your proposal.

The Proposal Due Date has been extended to December 14, 2011 at 5:00 PM (CST) at City Clerk’s Office, 175 E. 2nd St., S# 260, Tulsa, OK. 74103.

A 2nd Pre-Proposal Meeting has been scheduled for December 1, 2011 at 2:00 PM (CST) by Teleconference Only. 
Any vendors wishing to attend the pre-proposal meeting should call 918-596-7010, at 1:50 PM to 2:00PM to be signed in as attending the meeting. This is a mandatory meeting, if you have previously attended the 1st Pre-Proposal meeting; you have already complied with the requirement of the attendance of one the meetings and do not need to call in. If you choose to attend by teleconference again on December 1, 2011, you are more than welcome to call in and listen to the meeting and any questions and answer that may be asked.

Only vendors attending the 1st Pre-Proposal Meeting, in person or by teleconference or the 2nd Pre-Proposal Teleconference Meeting will be allowed to submit a proposal.
                    _________________________________________________________

AMENDMENT #3 TO THE CITY OF TULSA FINANCE DEPARTMENT REQUEST FOR COMPETITIVE SEALED PROPOSAL TAC- 834 -  HRIS TIME AND ATTENDANCE SYSTEM NIGP CODE(S): 195-67

This AMENDMENT #3 TO THE CITY OF TULSA FINANCE DEPARTMENT REQUEST FOR COMPETITIVE SEALED PROPOSAL TAC-834 HRIS TIME AND ATTENDANCE SYSTEM NIGP CODE(S): 195-67 dated October 18, 2011. 


Delete Section 10, PROJECT SCHEDULE, Procurement Schedule and Target Dates under CSP Requirements on page 34 and 35; insert in place of Section 10. Paragraph 1, Procurement Schedule and Target Dates the following language 

10. PROJECT SCHEDULE 

The tentative procurement schedule and project milestones are listed below.  The City reserves the right to change the procurement schedule and project milestones as necessary.  Notification of the schedule change will be provided to those who respond to this CSP. 

Procurement Schedule and Target Dates 

09/23/2011 				CSP released
10/06/2011	Pre-proposal questions deadline (5:00 PM CST) for answers to be handed out at the pre-proposal conference
10/13/2011				Pre-proposal conference – 9:00 AM CST
10/20/2011				Last day to accept questions on the CSP – 4:00 PM CST
10/31/2011 				Answers to submitted questions will be provided
12/01/2011 				Pre-proposal teleconference – 2:00 PM CST
12/14/2011				Proposals due – 5:00 PM CST
11/30/2011				Proposals due – 5:00 PM CST
12/12/2011 12/21/2011			Vendors selected and notified for software demonstrations
01/09/2011				Vendors selected and notified for software demonstrations
Week of:
12/19/2011 to 12/30/2011 
01/09/2012 to 01/18/2012		Software demonstrations (1 day for each vendor)		
01/23/2012 to 01/31/2012	Software demonstrations (1 day setup and interview.  Half day demo for each selected vendor) 
02/01/2012 to 02/03/2012		Software demonstration evaluation 
02/01/2012 to 02/06/2012		Vendor reference check
02/10/2012	Bid selection recommendation 
2/13/2012	Vendor notified of contract award
02/16/2012 	Develop vendor statement of work and business terms for contract
03/01/2012				Contract approved and signed by all parties			
03/20/2012				Project kickoff
_______________________________________________________________________________
11/14/2011
Addendum # 4
Please note the following changes which have been made for clarification to this Competitive Sealed Proposal.  This addendum must be listed as Addendum #4 on Form #6 attached hereto and made a part of the CSP package as verification that you have received and are aware of the information contained herein.
_____________________________________________________

Addendum 4 CSP packet is what must be used to submit your proposal.

AMENDMENT #2 TO THE CITY OF TULSA FINANCE DEPARTMENT REQUEST FOR COMPETITIVE SEALED PROPOSAL TAC- 834 -  HRIS TIME AND ATTENDANCE SYSTEM NIGP CODE(S): 195-67

This AMENDMENT #2 TO THE CITY OF TULSA FINANCE DEPARTMENT REQUEST FOR COMPETITIVE SEALED PROPOSAL TAC-834 HRIS TIME AND ATTENDANCE SYSTEM NIGP CODE(S): 195-67 dated October 18, 2011. 

Insert the following language on Page 20, Paragraph 1 of Section 4. INFRASTRUCTURE, Infrastructure Requirements of the Request for Sealed Competitive Proposal: 

Service-level requirements and system availability are critical during peak time-and-attendance periods.  One such period is the three day period prior to each pay-period-processing cutoff which varies from month to month.  As an example, a calendar reflecting the pay-period-processing cutoff dates for 2012 is attached as Attachment 1.  The successful vendor will be provided a similar calendar for each year covered by the term of the agreement at least three months before January 1 of each year.  During the three day period prior to each pay-period-processing cutoff date system availability must be 100%.  Vendor-hosted, SaaS and BPO systems will be expected to provide 100% system availability during such times.  In the event the vendor’s systems are not available in conformance with the terms of the agreement during the three day period prior to each pay-period-processing cutoff date, an administrative charge may be imposed on vendor by City in the amount of $1000 per day or partial day that the vendor’s system is not available.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.

The ZT transaction file transfer schedule for the INFOR/GEAC payroll system is listed in the attached payroll schedule.  In the event the vendor cannot deliver the ZT transaction file on the specified date per the payroll schedule in conformance with the terms of the agreement, an administrative charge may be imposed on vendor by City in the amount of $1000 per day.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.

All implementation models proposed by vendor must meet, at a minimum, the same infrastructure standards as the on-premise model as set forth in Section 4 Infrastructure of the CSP Requirements.  The maximum real-time response must not exceed 10 to 15 seconds per transaction, excluding network and internet bandwidth speed.  Application response measurements will be used to determine real-time response performance.  In the event that vendor’s proposed implementation model exceeds the maximum real-time response set forth above for a minimum period of 30 days, an administrative charge may be imposed on vendor by City in the amount of $500 to $1000 per day, beginning the 31st day of the occurrence.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.

Delete Section 10, PROJECT SCHEDULE, Procurement Schedule and Target Dates under CSP Requirements on page 34 and insert in place of Section 10. Paragraph 1, Procurement Schedule and Target Dates the following language 

10. PROJECT SCHEDULE 
The tentative procurement schedule and project milestones are listed below.  The City reserves the right to change the procurement schedule and project milestones as necessary.  Notification of the schedule change will be provided to those who respond to this CSP. 

Procurement Schedule and Target Dates 
09/23/2011 				CSP released
10/06/2011	Pre-proposal questions deadline (5:00 PM CST) for answers to be handed out at the pre-proposal conference
10/13/2011				Pre-proposal conference – 9:00 AM CST
10/20/2011				Last day to accept questions on the CSP – 4:00 PM CST
10/31/2011 				Answers to submitted questions will be provided
11/30/2011				Proposals due – 5:00 PM CST
12/12/2011 12/21/2011	Vendors selected and notified for software demonstrations

Week of:
12/19/2011 to 12/30/2011 1/09/2012 to 1/18/2012	Software demonstrations (1 day for each vendor)
01/03/2012 to 01/19/2012		Software demonstration evaluation 
01/09/2012 to 01/23/2012		Vendor reference check
01/16/2012 to 01/30/2012	Develop vendor statement of work and business terms for contract
01/30/2012 to 02/10/2012		Bid selection and recommendation of contract award
03/01/2012				Contract approved and signed by all parties			
03/20/2012				Project kickoff



[bookmark: _GoBack]Delete Section 10, PROJECT SCHEDULE, Paragraph 1, Implementation Schedule under CSP Requirements on page 35 and insert in its place the following language: 

The target implementation for this project is the fourth quarter of 2012.  However, the project schedule will be agreed upon and finalized by the vendor and City by March 01, 2012, for both time and attendance and recruitment/applicant-tracking components.  In the event that any delay in meeting the formally approved project schedule is the result of the vendor’s action or inaction, an administrative charge may be imposed on vendor by City in the amount of $1,000 per business day that the project schedule is delayed.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.  

________________________________________________________________________________
________________________________________________________________________________
10/25/2011
Addendum # 3
Please note the following changes which have been made for clarification to this Competitive Sealed Proposal.  This addendum must be listed as Addendum #3 on Form #6 attached hereto and made a part of the CSP package as verification that you have received and are aware of the information contained herein.
_____________________________________________________

Addendum 3 CSP packet is what must be used to submit your proposal.

This is a clarification of Question 11 in Addendum 2 - Answers are in blue

Q1. Can you please clarify if there is a stated goal or objective for F/MBE participation for this procurement?  Although I understand it was not binding, I was under the impression at the bidder’s conference that there was not a stated goal for this procurement.  Given the highly specialized nature of the solutions to be proposed from each of the vendors, it could be challenging to find local F/MBE’s will the requisite skill sets.


A1.  The Utilization Goals for this CSP request are as follows:

For the Business Category: Other Services - the goal percentages are: 
MBE Goal 6%, FBE Goal 3%, Total Goal 9%

________________________________________________________________________________
10/19/2011
Addendum # 2
Please note the following changes which have been made for clarification to this Competitive Sealed Proposal.  This addendum must be listed as Addendum #2 on Form #6 attached hereto and made a part of the CSP package as verification that you have received and are aware of the information contained herein.
_____________________________________________________

AMENDMENT #1 TO THE CITY OF TULSA FINANCE DEPARTMENT REQUEST FOR COMPETITIVE SEALED PROPOSAL TAC-834 -  HRIS TIME AND ATTENDANCE SYSTEM NIGP CODE(S): 195-67


This AMENDMENT #1 TO THE CITY OF TULSA FINANCE DEPARTMENT REQUEST FOR COMPETITIVE SEALED PROPOSAL TAC-834 HRIS TIME AND ATTENDANCE SYSTEM NIGP CODE(S): 195-67 dated October 18, 2011 deletes the ninth paragraph of Section 2 Objective under CSP Requirements on page 18 of the Request for Sealed Competitive Proposal and adds the following language in place thereof: 

“The CSP evaluation process will validate vendor proposals that provide a total-integrated-HRIS model.  Proposals will be evaluated for all models.  Due to the importance of seamless integration, the selected system must be branded, sold and maintained by one vendor.  For example, a package submitted by a vendor which includes products from an entity which is legally related to the submitting vendor as a subsidiary of the submitting vendor’s parent company, as the parent company of the submitting vendor or similar legal relationship is acceptable.  Additionally, software branded, sold and maintained by the submitting vendor is acceptable.  Submission of proposals which include products from one or more companies which are not legally related to the submitting vendor, or proposals that include software that is not branded, sold and maintained by the submitting vendor are not acceptable.”

Questions from the Pre-Proposal Meeting – Answers are in blue

1. Is best of breed software a consideration? 

The City is seeking an integrated HRIS system which may exclude the best of breed software. 

2. Please see Amendment #1 – Would the City consider a proposal for an ERP/HRIS package which is hosted and supported by one vendor with the time and attendance component developed by another vendor?  

No.  The City of Tulsa will not consider proposals which include a time and attendance component offered by a separate vendor.  The vendor must brand, host, and package the integrated HRIS under one company name. 

a. Even if the product is hosted and supported together? 

No.  The product must be branded and sold by the proposing vendor.  

b. Would the City consider an exception to this? 

No, the City will not consider an exception. 

3. What do you mean by fully integrated system/package?  Please see Amendment #1  

An integrated HRIS, branded, sold, and maintained by one vendor.  For example, a package submitted by a vendor which includes products from an entity which is legally related to the submitting vendor as a subsidiary of the submitting vendor’s parent company, as the parent company of the submitting vendor or similar legal relationship is acceptable.  Submission of proposals which include products from one or more companies which are not legally related to the submitting vendor, or proposals that are not part of the branded software suite supported by the submitting vendor are not acceptable.”

4. When you say fully integrated solution do you mean you are looking for one vendor product to provide all HRIS under one package?  Please see Amendment #1 

Yes, that is precisely what we are asking. 

a. With integration out of the box? 

Yes, components must be integrated as an out of the box solution. 

5. What about black label third party software that is supported by the same vendor?  Please see Amendment #1  

The software must be branded, sold, and maintained by one vendor as part of the integrated HRIS suite of products. 

a. Would that be acceptable?

Yes, this is acceptable. 

6. Are we technically disqualified if two different vendors partner, each having their own software label? Please see Amendment #1

Yes, you will be disqualified. 


7. Are we technically disqualified if we have a third party time and attendance system?  Please see Amendment #1 

Yes, a third party time and attendance system which is not branded by the submitting vendor disqualifies the proposal. 

a. Will the City consider a primary vendor that would oversee the partnership? 

No, the City will not consider a primary partnership between two vendors. 
One company must brand, host, package, and maintain the integrated HRIS.  Third party agreements with primary vendor oversight will not be accepted. 

8. The real test of the integration is being branded by one company? Please see Amendment #1  

Yes, the scope and requirements is one vendor with a complete integrated HRIS suite of products.    

9. With a fully integrated HRIS package, if the vendor includes the payroll module in the first phase of the project, along with HRIS, would they City allow that? 

Any module outside of the time-and-attendance component, recruitment/applicant-tracking component, and any core HRIS components which must be implemented for time and attendance, and recruitment/applicant-tracking must be included in the future proposed solution.  You may indicate your recommendation to include the payroll module in the first phase implementation; however the City must have a clear and fair process to evaluate each model and vendor proposal.  Proposals which bundle outside the scope of the first phase are doing so at their own risk and must be clearly marked to allow for a fair comparison and evaluation. 


10. Are you looking for just the HR package alone?  

Yes.  The proposal is requesting an HRIS strategy.  The City has approval to purchase the time and attendance component, and the recruitment/applicant-tracking component in phase one.  Other modules will be planned, purchased and implemented in future phases as funding becomes available. 


11. What are the requirements of the MFB deliverables? 

a. Are there goals, objectives, and requirements?  

b. What are the specific requirements to this CSP? 

Solicitation of BRIDGE.DBE and/or M/FBE

The vendor will be required to agree that (i) s/he shall utilize, or make good-faith efforts to utilize, minority business enterprises (MBE), female business enterprises (FBE) and other disadvantaged businesses, (ii) s/he shall state, in solicitations or advertisements for employees, that applicants will receive consideration for employment without regard to race, color, religion, national origin, ancestry, sex, age or disability, and (iii) that s/he shall provide written information to the compliance officer with the Human Rights Department of the City of Tulsa regarding her/his utilization of MBEs, FBEs and other disadvantaged businesses  in conformance with the provisions of the contract.

A goal for utilization of M/FBE’s will be established by the Human Rights Department of the City of Tulsa in consultation with the Purchasing, IT and Finance Departments, based on availability and capacity of M/FBE’s in the service areas included in this CSP.  Vendor will be expected to submit a statement indicating that this goal will be achieved, or with documentation adequate to support the vendor’s statement that s/he has made good-faith efforts to achieve the goal but was unable to do so.   Vendor shall review and complete forms setting forth information regarding the efforts of the vendor to solicit BRIDGE.DBE and/or M/FBE subcontractors or that vendor itself qualifies as a BRIDGE.DBE and/or M/FBE.    

The vendor receiving the award of contract will be in breach of the contract which may result in termination of the contract by City if (i) vendor fails to follow through on the goals, (ii) it is determined that the good-faith efforts submitted by the vendor are not accurate, or (ii) the vendor’s efforts to meet the goals stated herein after the award of the contract to vendor are determined to be inadequate.

12. Given the fact that the City will allow proposing the payroll component in phase one, how do you suggest price quoting the other components without knowing the scope and the requirements of the other modules?  There is not enough information in the proposal, therefore we would not know how to quote the professional services pricing without knowing the requirements. 

Please provide licensing cost for future modules proposed with a best estimation for professional services costs. 

13. Are you looking for a one to two sentence explanation in the column, describe how the system meets this requirement, within Attachment 2, Requirements document. 

Yes. 

14. This procurement process/initiative is focused on the HR side?  Will the City look at replacing the financial system?  Is it advantageous for the vendor to have an ERP solution? 

Yes, it is favorable for the vendor to offer an ERP; however, it is not a mandatory requirement. 

15. Our system has a module/option which provides position budget projection and future analysis based on salary projection, is that something the City is interested in? 

Position budgeting and salary projection is not a phase one objective.  The City suggests proposing the component for a future phase. 

16. When will we hear back from you? 

The amendment response will be no later than Wednesday, October 19, 2011. 

17. Please explain the process of evaluating the four models against the other.  Each one is priced differently.  Some are heavy front end, and some are heavy back-end.  With the way the sheets are setup now, the traditional models are at a disadvantage.  How can we compare each model against the other?  The BPO offering  upfront costs are low with the transactional costs which are ongoing. 

The evaluation will take into account the future cash flows, which will be discounted back to the cost evaluation for each module.  

18. Will costs savings be factored into the bid?  

Any cost savings will be factored into the cost of the project. 

19. Would you scale down the HR staff to reduce the budget for the HR department?

Reduction of full time employees will not result in staff cuts but rather redeployed of duties and responsibility.  

20. The vendor is not required to price interfaces for future modules?

That is correct.  The vendor is not asked to price interface and data load services for future modules and phases. __________________________________________________
10/02/2011

Addendum #1
Please note the following changes which have been made for clarification to this Competitive Sealed Proposal.  This addendum must be listed as Addendum #1 on Form #6 attached hereto and made a part of the CSP package as verification that you have received and are aware of the information contained herein.
_____________________________________________________

Pre-Proposal Meeting is scheduled for October 13, 2011 at 1:00PM (CDT) at OTC – City Hall, 175 E. 2nd St., 10th floor North Conference Room. This is a Mandatory meeting, if you or someone from your organization can not attend in person, a teleconference line will be set up on that day so that you may call in and attend the Pre-Proposal Meeting; this will also meet the requirement of attendance. Teleconference line is 918-596-7005. 



FORM #6 (PAGE 1 OF 1)
ACKNOWLEDGMENT OF RECEIPT OF ADDENDA/AMENDMENTS



I hereby acknowledge receipt of the following addenda or amendments, and understand that such addenda or amendments are incorporated into the Bid Packet and will become a part of any resulting contract.


List Date and Title/Number of all addenda or amendments:  (Write “None” if applicable).

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________



Sign Here ►											 

		                                                   Printed Name:		
														
		                                   Title:				
	
		                                    Date:	__________	













CITY OF TULSA
FINANCE DEPARTMENT

REQUEST FOR

COMPETITIVE SEALED PROPOSAL
TAC- 834

HRIS Time and Attendance System   
NIGP Code(s): 195-67








Submit proposals to:
Deputy City Clerk
City of Tulsa 
175 E. 2ND St.
Suite 260
Tulsa, OK 74103

I. STATEMENT OF PURPOSE:

With this Competitive Sealed Proposal (CSP) request, the City of Tulsa is seeking software and services to implement an HRIS Time and Attendance System and an HRIS Recruitment/Applicant-tracking System, as well as a proposed HRIS strategy for the City of Tulsa. 

This is a request to purchase, lease/subscribe, or otherwise acquire rights to use vendor-supplied or hosted software, vendor-supplied or leased time-tracking hardware, and professional services to implement an integrated HRIS.  

   We enthusiastically look forward to receiving your proposal.

II. DEFINITIONS:

1. Bid means a response to a Competitive Process.

2. Bidder means a company or individual submitting a response to a Competitive Process.

3. Competitive Process means the process by which offers are solicited and includes this request for Competitive Sealed Proposals. 

II. INSTRUCTIONS FOR SUBMITTING A PROPOSAL:

B. General Requirements

1. The proposal must be received by 5:00 p.m. on Wednesday, December 14, 2011, Central Standard Time. Please seal proposals in an envelope or box clearly labeled TAC 834 - HRIS Time and Attendance System.

2. Proposals must be delivered to:

	Deputy City Clerk
	City of Tulsa
	175 E. 2nd St.
	Suite 260
	Tulsa, OK 74103

3. All interested Bidders are required to register with the Senior Buyer, Cathy D. Evans, in order to receive updates, addenda or any additional information required.  The City is not responsible for any failure to register.

4. Inquiries to the Buyer below requesting clarification regarding this Competitive Sealed Proposal or the content therein must be made via e-mail and must be received prior to the end of the business day on October 20, 2011.


Cathy D. Evans, Senior Buyer
	Cdevans@cityoftulsa.org
	Phone:  918-596- 7561
	

Any questions regarding this CSP request will be handled as promptly and as directly as possible. If a question requires only clarification of instructions or specifications, it will be handled verbally. If any question results in a material change or addition to the CSP request, the changes or additions will be forwarded to all registered Bidders as quickly as possible by addendum.

5. Bidders shall designate a contact person, with appropriate contact information, to address any questions concerning a proposal. The Bidders shall also state the name and title of individuals who will make final decisions regarding contractual commitments and have legal authority to execute the contract on the Bidder's behalf.


C. General Notifications

1. As provided for in Tulsa Revised Ordinance (TRO) Title 6, Chapter 4, the City reserves the right to do the following with this request for Competitive Sealed Proposal:

	a.	To conduct oral or written discussions with Bidders, after proposals are received, concerning technical and Price aspects of the proposals and/or to allow Bidders to revise their proposals, including Price;

	b.	To evaluate, after proposals are received, the relative abilities of Bidders to perform, including their technical or professional experience and/or expertise;
	
	c.  	To conduct a comparative evaluation, after proposals are received, of the differing Price, service, quality, contractual factors, technical content and/or technical and performance capability of the proposals;
	
	d.  	To negotiate mutually agreeable terms in a contract;

2. The City has the right to modify the proposal and final selection of work product requirements as needed.

3. The City reserves the right to choose any number of qualified finalists for interview and/or final selection.

4. This Competitive Sealed Proposal does not commit the City of Tulsa to pay any costs incurred in the submission of a proposal or the costs incurred in making necessary studies and designs for preparation thereof, or contract for service or supplies.


III. SCOPE OF WORK AND TECHNICAL REQUIREMENTS:

1.  The Bidder shall provide a proposed solution for an HRIS Time and Attendance Management System as a component of a complete HRIS system. 
2. The Bidder shall provide a proposed HRIS Recruitment/Applicant-tracking System as a component of a complete HRIS system. 

3. The Bidder shall provide a proposed HRIS solution as a road map for future component implementation. 


IV. TIME FRAME FOR REVIEW:

See Section 10. Project Schedule in Technical Specification.


V. DELIVERABLES:

		The products, reports, and plans to be delivered to the City by Bidder will include:

	1)	A proposed HRIS Time and Attendance solution and Recruitment/Applicant-tracking solution. 

		2)	BRIDGE, DBE, and M/FBE expectations and details on how those expectations will be achieved.


VI. BIDDER AND PROPOSAL REQUIREMENTS:

        To be considered, interested firms should submit or address the following:

A. One (1) unbound original and five (5) bound copies of the proposal plus one (1) copy on electronic media (CD, DVD, flash drive).

B. A description of the firm’s qualifications and experience and that of key personnel assigned to this project (and that of each firm proposed as part of the team). It is noted that equipment, material and staff shall be provided by the Bidder.

C. A description of previous projects that your firm (and those of each firm proposed as part of the team) has conducted for organizations of similar size and complexity. Provide contact names and telephone numbers of references from these organizations.

D. Provide a project schedule, identifying beginning and ending dates of work, as well as project target dates.

E. At the discretion of the City, one or more Bidders may be invited to be interviewed for purposes of clarification or discussion of the proposal.

F. Any expenses incurred by the Bidder(s) in appearing for an interview or in any way in providing additional information as part of the response to this Competitive Sealed Proposals are solely the responsibility of the Bidder.  The City of Tulsa is not liable for any costs incurred by Bidders in the preparation of proposals or any work performed by the Bidder prior to the approval of an executed contract by the City of Tulsa.


VII. EVALUATION COMMITTEE:

A panel consisting of not less than 6 to 8 City of Tulsa employees will evaluate proposals. Selection shall be determined to be in the best interest of the City as evaluated by the City of Tulsa. The approval of the selected firm will be subject to the final determination of the City and will be contingent on the successful completion of a contract between the City and the successful Bidder.


VIII. EVALUATION AND AWARD:

1. The City evaluates proposals based on the general criteria identified in Tulsa Revised Ordinance (TRO) Title 6, Chapter 4, and listed below:

2. The ability, capacity and skill of the Bidder to perform the contract or provide the service required,

3. Whether the Bidder can perform the contract or provide the service promptly or within the time specified, without delay or interference,

4. The character, integrity, reputation, judgment, experience and efficiency of the Bidder,

5. The quality of performance by Bidder of previous contracts or services,

6. The previous and existing compliance by the Bidder with laws and ordinances relating to the contract or service,

7. The sufficiency of the financial resources and ability of the Bidder to perform the contract or provide the service,

8. The quality, availability and adaptability of the Supplies, Services, and Information Technology Systems offered by Bidder to the particular use required,

9. The ability of the Bidder to provide future maintenance, support and service related to Bidder’s Proposal, Where an earlier delivery date would be of great benefit to the Using Department, the date and terms of delivery may be considered in the Bid award,

10. The degree to which the Bid submitted is complete, clear, and addresses the requirements in the Bid specifications,


11. If a point system has been utilized in the Bid specifications, the number of points earned by the Bidder.

12. The total cost of ownership, including the costs of supplies, materials, maintenance, and support necessary to perform the item’s intended function.

13. If an evaluation committee performs the evaluation, the recommendation of such committee. 


IX. CITY OF TULSA GENERAL CONTRACT TERMS:

The City of Tulsa will enter into a contract with the selected Bidder for an initial term ending one (1) year from the date of its execution by the City’s Mayor, with five (5) one-year renewals available at the option of the City. All contracts entered into by the City of Tulsa normally include, but are not limited to, the following general terms:

1. Renewals.  Any future contracts or renewals are neither automatic nor guaranteed by award of the Agreement to Bidder.  The continuing purchase by City of the Services set forth in the Agreement is subject to City’s needs and to City’s annual appropriation of sufficient funds in City’s fiscal year (July 1st to June 30th) in which such Services are purchased.  In the event City does not appropriate or budget sufficient funds to perform the Agreement or chooses not to extend the Agreement, the Agreement shall be null and void without further action by City.  

2. No Indemnification or Arbitration by City.  City is a municipal corporation that is funded by its taxpayers to operate for the benefit of its citizens.  Accordingly, and pursuant to Oklahoma law, City shall not indemnify nor hold Contractor harmless for loss, damage, expense or liability arising from or related to this Agreement, including any attorneys’ fees and costs.  In addition, Contractor shall not limit its liability to City for actual loss or direct damages for any claim based on Contractor’s action or inaction in connection with the Agreement.  City reserves the right to pursue all legal and equitable remedies to which it may be entitled.  City will not agree to binding arbitration of any disputes.

3. Intellectual Property Indemnification by Contractor.  Contractor must indemnify, defend, and save harmless City and its officers, employees and agents from all suits and actions of every nature brought against them alleging that any products delivered to City under the Agreement infringe any intellectual property rights (patent, trademark and/or copyright).  Contractor shall pay all royalties and charges incident to such patents, trademarks or copyrights.

4. General Liability.  Contractor shall hold City harmless from any loss, damage or claims arising from or related to the performance of the Agreement herein.  Contractor must exercise all reasonable and customary precaution to prevent any harm or loss to all persons and property related to this Agreement.

5. Liens.  Pursuant to City’s Charter (Art. XII, §5), no lien of any kind shall exist against any property of City.  Contractor agrees to indemnify and hold the City harmless from all claims, demands, causes of action or suits of whatever nature arising out of the services, labor, and material furnished by Contractor or Contractor’s subcontractors under the scope of the Agreement.

6. No Confidentiality.  City is subject to the Oklahoma Open Records Act (51 O.S. §24A.1 et seq.) and therefore cannot assure the confidentiality of contract terms or other information provided by Contractor pursuant to this Agreement that would be inconsistent with City’s compliance with its statutory requirements there under.  Any information submitted by Bidder to City which Bidder deems to be a trade secret must be submitted in a separate envelope and clearly marked “Trade Secret Information”, the name of the Bidder and TAC number for this proposal.  Bidder must timely seek judicial action to protect such information from disclosure by City in the event of a request by an outside party to City for production of such information under the Oklahoma Open Records Act.

7. Compliance with Laws.  Contractor shall be responsible for complying with all applicable federal, state and local laws, including but not limited to federal, state and municipal laws relating to discrimination on the basis of race, religious creed, color, national origin, ancestry, physical disability, sex, age, ethnicity, or any other basis of discrimination prohibited by law;  Title 5 of the Tulsa Revised Ordinances relating to minority, female, disadvantaged and BRIDGE program business utilization and equal employment opportunity; the Americans with Disabilities Act; the Oklahoma Open Records Act (51 O.S. Sec. 24A.1 et. seq.); and Title 25 O.S. Sec. 1313 of the Oklahoma statutes regarding employer verification of employees and subcontractors.  The Status Verification System is defined in 25 O.S. Sec. 1313 and includes, but is not limited to, the free Employee Verification Program (E-Verify) available at www.dhs.gov/E-Verify. Contractor certifies that it and all of its subcontractors to be used in the performance of the Agreement are in compliance with 25 O.S. Sec. 1313 and participate in the Status Verification System.  Contractor is responsible for any costs of compliance with all applicable laws.

8. Right to Audit.  Books, records, documents, accounting procedures, practices, price lists or any other items related to the Services are subject to inspection, examination, and copying by City or its designees.  Contractor shall retain all records related to this Agreement for the duration of the contract term and a period of three years following completion and/or termination of the contract.  If an audit, litigation or other action involving such records begins before the end of the three year period, the records must be maintained for three years from the date that all issues arising out of the action are resolved or until the end of the three year retention period, whichever is later.

9. Governing Law and Venue.  This Agreement is executed in and shall be governed by and construed in accordance with the laws of the State of Oklahoma without regard to its choice of law principles, which shall be the forum for any lawsuits arising under this Agreement or incident thereto.  The parties stipulate that venue is proper in a court of competent jurisdiction in Tulsa County, Oklahoma and each party waives any objection to such venue.  

10. No Waiver.  A waiver of any breach of any provision of this Agreement shall not constitute or operate as a waiver of any other provision, nor shall any failure to enforce any provision hereof operate as a waiver of the enforcement of such provision or any other provision.

11. Entire Agreement/No Assignment.  The Agreement will constitute the entire agreement of the parties and supersede any and all prior agreements, oral or otherwise, relating to the subject matter of the Agreement.  The Agreement may only be modified or amended in a writing signed by both parties.  Contractor may not assign the Agreement or use subcontractors to provide the Goods and/or Services without City’s prior written consent.  Contractor shall not be entitled to any claim for extras of any kind or nature.

The submission of Bidder’s proposal signed by Bidder’s authorized representative represents Bidder’s agreement to the inclusion of the above provisions, among others, in a contract with the City of Tulsa for the services and goods set forth in this proposal.
X. 
TERMS AND CONDITIONS SPECIFIC TO THIS CSP:

N/A


XI. REVOCATION OF AWARD:

The Mayor may revoke the award of a Bid for reasons including but not limited to:  

1.	A properly signed contract is not submitted to the City within the time specified in the notice of recommendation of award by the Agent, or his designee; 

2. 	Bonds, proof of insurance, affidavits or other documents as required by the written specifications are not submitted to the City within the time specified in the notice of recommendation of award by the Agent, or his designee;

3. 	Bidder fails to submit, upon request, written agreement to comply with the provisions of Title 5 of the Tulsa Revised Ordinances relating to equal employment opportunity and the utilization of minority owned, female owned and disadvantaged business enterprises.

XII. MISCELLANEOUS:

A. At the sole discretion of City, some or all of your response to this CSP request and any subsequent correspondence related to this proposal process may be considered part of the contract, if one is awarded to you. 

B. All data included in this CSP request, as well as any attachments, are proprietary to the City of Tulsa. 

C. The use of the City of Tulsa’s name in any way as a potential customer is strictly prohibited except as authorized in writing by the City of Tulsa. 

D. Your proposal must clearly state the name of the bidding organization, including the firm’s e-mail address and web site information, if applicable, as well as the name, address, telephone number and e-mail address of the organization’s primary contact for this proposal.  Your proposal must include the name, address, telephone number and e-mail address of the Bidder and/or team of Bidders assigned to the City account.

E. The City assumes no responsibility or liability for any costs you may incur in responding to this CSP request, including attending meetings or contract negotiations.  

F.      Your company will be bound to comply with the provisions set forth in this CSP request unless any and all        deviations are explicitly stated in your proposal and agreed to in writing by City.   The City shall not be under any   obligation to return any materials submitted in response to this CSP request.  
 
 G.   The City expects to enter into a written Agreement (the “Agreement”) with the chosen vendor that will                                                       incorporate all or parts of this CSP request and your proposal.  In addition to any terms and conditions included in this CSP request, the City will include in the Agreement other terms and conditions..	
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CSP REQUIREMENTS


[bookmark: _Toc309728256]1. INTRODUCTION – ABOUT THE CITY OF TULSA

The City of Tulsa (City) is the second-largest city in the state of Oklahoma.  The 393,000 citizens of Tulsa are led by a mayor-council form of government, which has been in place since 1989.  Tulsa has nine council districts and nine city councilors, each elected by their respective district.  The City has 20 departments, which employs approximately 3,800 full-time positions and 37 part-time positions.  The workforce includes 762 sworn-police officers and 671 sworn-fire fighters.  Among the services provided by the City are the following: 

1. Police and fire protection
1. Public safety communications (911)
1. Water, sewer, and trash service
1. Flood control and street maintenance
1. Permits and licensing
1. Parks and recreation
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The City’s long-term strategy is to implement a fully integrated Human Resource Information System (HRIS).  The HRIS will address the manual processes of time-and-attendance tracking, recruiting, applicant tracking, talent-and-performance management, payroll-and-benefit administration, and employee self-service.  The HRIS solution will be implemented in multiple phases.  This document is a Competitive Sealed Proposal (CSP) that will be distributed to qualified service and solution providers.  This document will prompt vendors to provide a proposal for a complete HRIS system, with the understanding that the time-and-attendance-management system and recruitment/applicant-tracking system are the only components being purchased at this time.

The selected proposal will be utilized to plan the City’s HRIS strategy.  The key component of this strategy is the need to create an employee-master record that can be leveraged among multiple-integrated applications.  An HRIS will provide improved Human Resources (HR) services, such as time-and-attendance management, resume and application management, benefits management, payroll processing, employee-performance management, and employee compensation administration and classification. 

This CSP is a request to purchase, lease/subscribe, or otherwise acquire rights to use vendor-supplied or hosted software, vendor-supplied or leased time-tracking hardware, and professional services to implement an integrated HRIS.  

Based upon the requirements outlined in this CSP, proposals must be the best-fit for the City, such as on-premise, vendor-hosted, Software as a Service (SaaS), and Business Process Outsourcing (BPO). 

The City is interested in the possibility of BPO as part of an integrated HRIS initiative.  For the City to consider BPO, the solution must work within the boundaries of the proposed HRIS, as well as the models outlined in this proposal. 

Attachment 3 – Proposed Solution is provided for the vendor to document and explain why the proposed solution is the best fit for the City.  The City seeks a flexible solution that will meet mandatory requirements set by the City’s seven collective-bargaining agreements.

Attachment 4 – Future Implementation Strategy is provided for the vendor to propose a road-map for future module implementation and module phasing.  Explain the direction and why this is the best direction for the City to implement an HRIS.


The City requests pricing for the complete suite of integrated-HRIS components, with the option to purchase additional components, as funding becomes available.  Pricing must be honored for three years. The vendor is asked to provide pricing for their recommended solution.  The vendor may choose to provide pricing for one, two, or all implementation models:  (1) On-premise solution (2) Vendor-hosted (3) SaaS and (4) BPO.  Attachment 1 – Proposal Cost Sheet is provided for the vendor to include proposed pricing and cost information. 

The CSP evaluation process will validate vendor proposals that provide a total-integrated-HRIS model.  Proposals will be evaluated for all models.  Due to the importance of seamless integration, the selected system must be branded, sold and maintained by one vendor.  For example, a package submitted by a vendor which includes products from an entity which is legally related to the submitting vendor as a subsidiary of the submitting vendor’s parent company, as the parent company of the submitting vendor or similar legal relationship is acceptable.  Additionally, software branded, sold and maintained by the submitting vendor is acceptable.  Submission of proposals which include products from one or more companies which are not legally related to the submitting vendor, or proposals that include software that is not branded, sold and maintained by the submitting vendor are not acceptable.


[bookmark: _Toc309728258]3. HUMAN RESOURCE INFORMATION SYSTEM FUNCTIONS

An integrated HRIS must provide efficiencies through the use of electronic workflow and self-service.  The proposed HRIS solution may include a combination of the following integrated components (vendor component packaging may vary from the list, as stated below):

· Time-and-Attendance Management System 
· Leave and absence management
· Automated time collection and reporting
· Employee self-service
· Workflow
· Workforce scheduling for public-safety employees
· Mobile workforce for fire and police
· Reporting tools

· Recruitment/Applicant-Tracking System
· Position requisition workflow process
· Web-based application process (internal and external)
· Recruitment management
· Reporting tools
· Position management system

· Payroll Management
· Payroll process (calculation of gross to net)
· Employee inquiries and resolution
· Electronic pay stub
· Bank reconciliation
· Compliance and reporting
· Garnishment processing administration
· Payroll tax processing
· Year-end payroll processing (W-2’s)
· Payroll accounting
· Payroll accruals
· Reporting tools

· Benefits Administration
· Insurance management
· Retirement management
· Compensation management
· Pension administration management 
· Reporting tools

· Human Resources Management 
· Talent management
· Performance management
· Training/employee development
· Succession-planning 
· Employee self-service management
· Compensation and classification administration tools
· Reporting tools

[bookmark: _Toc309728259]4. INFRASTRUCTURE 

[bookmark: _Toc309728260]Infrastructure Requirements

The City leverages primary and backup-data centers to ensure critical application backup and redundancy.  Critical applications availability is required; recovery of the City’s critical applications cannot exceed a maximum of eight hours.  The time-and-attendance system is considered a critical business application, which requires a primary server and a failover server to meet uptime requirements. 

Service-level requirements and system availability are critical during peak time-and-attendance periods.  One such period is the three day period prior to each pay-period-processing cutoff which varies from month to month.  As an example, a calendar reflecting the pay-period-processing cutoff dates for 2012 is attached as Attachment 1.  The successful vendor will be provided a similar calendar for each year covered by the term of the agreement at least three months before January 1 of each year.  During the three day period prior to each pay-period-processing cutoff date system availability must be 100%.  Vendor-hosted, SaaS and BPO systems will be expected to provide 100% system availability during such times.  In the event the vendor’s systems are not available in conformance with the terms of the agreement during the three day period prior to each pay-period-processing cutoff date, an administrative charge may be imposed on vendor by City in the amount of $1000 per day or partial day that the vendor’s system is not available.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.

The ZT transaction file transfer schedule for the INFOR/GEAC payroll system is listed in the attached payroll schedule.  In the event the vendor cannot deliver the ZT transaction file on the specified date per the payroll schedule in conformance with the terms of the agreement, an administrative charge may be imposed on vendor by City in the amount of $1000 per day.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.

All implementation models proposed by vendor must meet, at a minimum, the same infrastructure standards as the on-premise model as set forth in Section 4 Infrastructure of the CSP Requirements.  The maximum real-time response must not exceed 10 to 15 seconds per transaction, excluding network and internet bandwidth speed.  Application response measurements will be used to determine real-time response performance.  In the event that vendor’s proposed implementation model exceeds the maximum real-time response set forth above for a minimum period of 30 days, an administrative charge may be imposed on vendor by City in the amount of $500 to $1000 per day, beginning the 31st day of the occurrence.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.

Attachment 3 – Proposed Solution is provided for the vendor to include information concerning the following models: 
· On-premise
· Vendor-Hosted
· SaaS
· BPO 

Please include copies of the vendor’s:
· American Institute of Certified Public Accountants (AICPA) service organization control (SOC2) or (SOC3) report
· Risk-management assurance procedures
· Privacy policy and procedures
· Security breach procedures and customer notification once security is breached

Standard Workstation Platform
1. Dell Computers
1. Microsoft Windows XP Professional or later
1. IE 6/7/8
1. Altiris client
1. McAfee agent

Standard Workstation Software
1. Microsoft Office 2003 or later
1. Facsimile service is Esker Software; FaxGate on the fax server and LanFax for client
1. EXTRA! X-treme (terminal emulation software)

Infrastructure Environment
1. Network hardware is Foundry/Brocade Networks routers and Ethernet Switches
1. Data center backbone and server connectivity is gigabit Ethernet (1000 mbps) 
1. Desktop connectivity is 100 megabit Ethernet
1. The network consists of a layer-3 backbone with two (2) fiber optic rings.  Each layer-3 switch connects to its layer-2 edge sites in a star topology
1. The network operates at approximately five percent of capacity, with average maximum response time of 16ms
1. The routed protocol is Transmission Control Protocol/Internet Protocol (TCP/IP) over Open-Shortest-Path-First (OSPF)
1. Microsoft Domain Name Service (DNS) and Dynamic Host Control Protocol (DHCP) are used
1. Microsoft Windows Server 2008 Active Directory for directory services
1. Lightweight Directory Access Protocol (LDAP) is used for non-Microsoft applications 
1. New servers are implemented with Microsoft Windows 2008 R2
1. Standard-server hardware is Hewlett Packard with a focus on Blade technology
1. VMWare ESX 4.0 with VMotion technology is used for server virtualization
1. Development and test environments are 95% virtualized
1. HP EVA 6400 is the standard SAN technology 
1. Fax environment is Faxgate 
1. Cluster MS-SQL environments
1. Juniper SSL Virtual Private Network (VPN) access
1. Sprint mobile wireless for direct connections to the City network 
1. Dual 100 megabit Internet connections, via separate Internet Service Providers (ISP)
1. Cisco Adaptive Security Appliance (ASA) for Internet firewall
1. BlueCoat Proxy for Internet proxy services

Infrastructure Software 
1. MS-SQL 2008 preferred MS-SQL platform with legacy systems still running
1. Oracle 11g preferred platform for Oracle applications with legacy systems still running
1. Windows 2008 R2 server platform with legacy systems on Windows 2003
1. Redhat Enterprise Linux 5.5, with legacy systems on earlier releases
1. HP-UX 11.3, with legacy systems on AIX and Tru64
1. Microsoft Exchange 2007 email platform or later
1. Deployment platform is Altiris 6.9
1. McAfee exists on all server and workstations for antivirus protection
1. Barracuda for email spam filtering and Trend Micro for email virus protection
1. Citrix for application deployment
1. Microsoft Windows Server Update Services (WSUS), used to push updates to clients and servers 

Backup, Redundancy, and Failover Platforms
1. CommVault – enterprise backup solution
1. VMWare ESX 4.0
1. Microsoft SQL Server 2008 clustering
1. HP EVA 6400 SAN Business Copy

GEAC/INFOR Software
GEAC/INFOR HR: E Series V10.15 – Software.  The City is currently testing V11.15.  Implementation is scheduled for January, 2012. 

GEAC/INFOR Hardware
1. IBM Transaction Server
1. IBM Z/800 eServer 2066-0A1 hosts GEAC/INFOR Global Solutions, Inc. IBM Z/800 eServer utilizes Hitachi Data Systems (HDS) NSC-55 Disk System

IBM System
1. IBM CICS TS 1.1.1 
1. IBM VSAM Z/VSE 3.1.2

Virtual Environment 
The City uses HP C-class blade, BL460c G1’s, connected to an HP EVA6400 – Storage Area Network (SAN).  VMWare (virtual machine) infrastructure is utilized for server virtualization.  The proposed system should run in the VM environment. 

5. INTERFACE AND DATA LOAD 
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Attachment 5 – ZT Transaction File Layout for Time and Attendance is provided for the vendor to include proposed-interface-pricing information.  The vendor is asked to propose an interface solution which transfers time-and-attendance data from the HRIS to the GEAC/INFOR Payroll System.  The vendor is not required to include costs for future interface requirements. Interfaces identified at a later date may include benefits, retirement, workers compensation, and GEAC/INFOR financial system. 

	Interface List for Current Systems
	

	Interface
	Attachment
	Functionality
	Application
	Direction of Interface

	Payroll
	5
	Time and attendance data imported to the Payroll System to process payroll.
	GEAC/INFOR V11.15
	Uni-directional from Time and Attendance to Payroll



The vendor is also asked to include one-time data transfer costs as part of the proposed solution.  Attachment 6 – Accrual File Layout for Time and Attendance and Attachment 7 – Employee Data File Layout for HRIS is provided to determine the level of effort required to map and transfer data.  The vendor is not required to include costs for future data load requirements. Data transfers identified at a later date may include benefits, retirement, workers compensation, and GEAC/INFOR financial system.  

The vendor should assume a one-time data transfer of the following data, indicated in the table below:

	Data Transfer
	
	
	
	

	Functional Area
	Attachment
	Data
	History
	Current System

	Time and Attendance
	6
	Time entry accruals and activity codes
	Current
	GEAC/INFOR

	Human Resources Payroll
	7
	Employee record, unique employee ID, job classification, position information, and salary tables
	Active and closed positions 
	GEAC/INFOR




6. PAY POLICY 
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The City complies with the Fair Labor Standards Act (FLSA), Oklahoma Department of Labor (ODOL), and Occupational Safety and Health Administration (OSHA) standards.  Employees not covered under the FLSA include elected officials and their immediate appointed staff.  

The City pays employees’ wages on a semi-monthly basis on the fifteenth day and the last day of the month.  If a payday falls on a holiday or a weekend, checks will be available on the last workday before the holiday or weekend.  It is the policy of the City to minimize the issuance of interim payroll checks.  Interim checks are issued when:
· An employee is terminated or dies
· A new employee is not on the payroll system and the compensation owed involves a minimum of forty (40) regular straight-time hours
· A clerical or processing error occurs
· Legal requirements must be met

Auto-deposit transactions (direct deposit), a process through the Federal Reserve, require delivery of the compiled payroll file to the City’s banking institution 48 hours prior to payday.  This process will ensure posting of direct deposit on payday.


Except for employees approved to work alternate work schedules or shift variations, the standard work week consists of forty (40) hours.  Regular time reporting begins at 12:01 a.m. Sunday morning and ends at 12:00 midnight, Saturday night.  

Most employees are paid current, based on 86.67 hours per pay period.  Sworn fire fighters are paid based on 112.67 hours per pay period.  Part-time employees and Labor and Trade (LT) employees are paid one (1) pay period behind based on the number of hours in the pay period.  Overtime is paid one (1) pay period behind, based on a full work week from Sunday through Saturday.  Leave is recorded one (1) pay period behind.  Only exceptions are recorded.


[bookmark: _Toc309728263]7. TIME AND ATTENDANCE 

[bookmark: _Toc309728264]Time-Reporting Process  
The integrated HRIS – Time-and-Attendance Management System will streamline current manual processes by automating the existing paper-based methods of tracking attendance, leave usage, and other related activities.   Printed time-sheet information is summarized and manually entered into a spreadsheet.  The information is re-entered into the GEAC/INFOR system, making it impossible to provide current leave and attendance information.  The proposed system must interface with GEAC/INFOR, which will eliminate the current manual and dual-entry process.

The proposed system must be built on current technologies and open systems architecture and must be scalable and robust enough to provide an interface with GEAC/INFOR[footnoteRef:1].  The proposed system must support Open Database Connectivity (ODBC) and open import and export into the source system.  The system data must be accessible for clients’ use.  The proposed system must function within a web-based environment and provide integrated support of automated-time-recording devices. The selected system must be highly configurable with minimal custom software development or customization and must comply with the requirements specified in this Competitive Sealed Proposal. [1: ] 


Time Reporting 
The City employs approximately 3,800 full-time and part-time employees, including non-sworn and sworn employees (police and fire), and three outside agencies:  Emergency Medical Services Authority (EMSA), Indian Nation Council of Government (INCOG), and River Parks Authority (RVPK).  With the wide array of employees, 24/7 operations and employee flexible working schedules, diverse set of rules, and union and wage agreements, there are variations in the City time-and-attendance process.  The proposed HRIS Time-and-Attendance Management System must provide web-based-time-tracking and reporting capabilities for users that are external to the City’s network. 

It is the responsibility of the designees of each department to keep full and accurate time and leave records consistent with the City’s policy and to report information to the Finance Department.  The time and leave records are the official records of the City.  
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The following pay types (standard and exception) must be supported.  Employees may have multiple-pay types within a single-pay period. 
· Alternate Holiday Leave 	Hours off, paid leave.
· Alternate Holiday Leave   	Accrued holiday hours.	
· Approved Unpaid Leave		Approved leave when the employee lacks available accrued time.
· Authorized Personal Leave  	Hours could be either paid hours or hours to be deducted.  
· Car Taxable 			Use of City vehicle, records number of days driven.
· Comp Accrued 			Overtime hours recorded
· Comp at Term   		Bank of comp hours paid out at termination.
· Comp Time Used   		Hours off, paid leave.
· Court Overtime 			If off duty, employee must be paid minimum of 3 hours of overtime.  Also,
should be paid overtime pay until dismissed by the court for the day.  If on duty, minimum doesn’t apply if appearance is 2 hours before or ½ hour after shift begins or ends.
· Divers Pay 			Hours recorded for special assignment.
· Fitness Pay 			Hours paid.
· Floating Holiday 		Hours off, paid leave.
· FMLA				Hours deduction for Family and Medical Leave Act.
· Funeral Leave 			Hours off, paid leave.
· Furlough Pay			Hours off, paid leave, or unpaid leave, depending on pay group. 
· Holiday 		  	Hours off, paid leave.
· Holiday Personal Leave 	Hours off, unpaid leave.
· Injury Leave 			Hours off, paid leave.
· Jury Leave 			Hours off, paid leave.
· Lead Man 			Hours paid at set rate of $.50/hour.
· Leave Without Pay (LWOP)	Hours off, unpaid leave which is not approved.
· Meal Allowance 		An amount paid after being on duty in excess of 12 continuous hours.
· Mileage 			Miles driven paid at IRS reimbursement rate.
· Military Leave 			Hours off, paid leave.
· Out of Class 			Hours or money paid at a different rate.
· Overtime 			Overtime paid at rate of pay in system.
· Overtime at Factored Rate 	Overtime paid at a different rate of pay.
· Overtime Fire 			Overtime paid for hours held over on shift.
· Overtime FLSA Fire 		HRS overtime.
· Overtime Holiday 		Hours worked on holiday.
· Overtime at Term 		Overtime paid on final check.
· Personal Leave 		Hours paid, approved paid leave or unpaid leave.
· Retro Pay			Hours paid at a retro pay rate.
· Severance Pay			Hours paid at lay-off.
· Shift Pay 			Hours paid at either $.40 or $.60 per hour.
· Short Term Sick Leave 		Hours off, paid leave.
· Sick Leave 			Hours off, paid leave.
· Sick at Term 			Sick hours paid at retirement.
· Standby Pay			Hours paid at set rate of $1.25/hour.
· Field Trainer 			Hours paid at double time their base rate.
· Trainer Pay 			Hours paid at 10% of base rate.
· Union Business 		Hours paid.
· Vacation 			Hours off, paid leave.
· Vacation at Term 		Final vacation hours paid at termination.
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Timecards (paper form)
· Weekly timecards or timesheets are used to record time worked by non-exempt employees.  
· Timecards track the employee’s name and a unique identifier; i.e. employee number. 
· Departments establish centralized controls for maintaining, distributing and labeling blank timecards.  
· Weekly timecards account for all hours worked.  
· The employee, supervisor, and department head (or designee) signs each timecard or timesheet.

Leave Report Form
· Leave taken by employees is recorded on Leave Report forms (TUL-4717-C). 
· The employee and the supervisor sign each Leave Report form.

Time Sheets (Excel spreadsheet)
· Timecards or timesheets and Leave Report forms are retained by the employee’s department.  Departments reconcile the total hours reported on timecards and leave slips to total hours recorded on time sheets.  
· Some departments record information from time sheets directly into the City’s Payroll System.  Payroll staff inputs time sheet data for other departments.  In all cases, time sheets are sent to City Payroll.
· The department records exceptions onto a timesheet.
· Either the departmental payroll clerk or Central Payroll enters the data into the payroll system.
· Batch tickets are entered to compare to the hours input into the GEAC/INFOR system against the time sheets.  Each section must balance before payroll can be processed.

Negative Leave
· Employees are not paid for vacation and sick leave they have not accrued or compensatory time they have not accumulated.
· Time taken in excess of available leave is recorded as “Leave Without Pay “ (LWOP) in the pay cycle it occurs, and is determined in money or hours by the pay classification. 
· Departments review leave reports supplied by Payroll every pay cycle for accuracy.  If there is an error, department payroll staff sends a leave correction to City Payroll before the next pay cycle.  Uncorrected negative leave is charged to the employee as LWOP.

Corrections
· Entries on timecard leave reports  and time sheets are made in ink.  
· Changes to the information are clearly noted and initialed by the same individuals who signed the original document. 
· Liquid paper correction fluid is not to be used for corrections. 


Payroll Processing
· Payroll is responsible for processing time and attendance in conformity with applicable laws, contracts, and policies.
· Payroll reviews exception report listings each pay cycle and alerts departments of possible errors, including instances indicating negative leave balances for employees.  
· Payroll works with department payroll staff to resolve errors, preferably in the current pay cycle.  
· Any unresolved negative leave should be resolved by next pay cycle with either a leave correction or LWOP.
· LWOP subsequently found to be taken in error will be reversed and the employee will be compensated in accordance with Interim Check policies and procedures. (See Section IV – City of Tulsa Payroll Policy.)

Public Safety Communications
[bookmark: _Toc309728267]
Public Safety Communications (PSC) is part of the Information Technology (IT) Department.  The PSC provides 911 call-taking and dispatching services to the Tulsa area, Tulsa County, and several other police and fire agencies. 

The normal work week consists of seven (7) consecutive, 24-hour periods beginning at 11:00 p.m. each Saturday.  PSC dispatch-call takers normally work four (4) consecutive work days, ten (10) hour shifts.  
The 10-hour shift schedule includes a one (1) hour lunch break and is established as follows: 

Shift A	2300-1000 hours 
Shift B	0300-1400 hours 
Shift C	0700-1800 hours 
Shift D	1100-2200 hours 
Shift E	1500-0200 hours 
Shift F	1900-0600 hours

An employee who works in excess of forty (40) hours in one (1) week is compensated for overtime at one and one-half times (1-1/2) the regular rate, which is an adjusted overtime rate.  When applicable, adjusted overtime has shift differential and/or out-of-class pay added before multiplying by one point five (1.5).  An employee may be paid overtime with vacation, injury leave or holiday pay within a given pay period, as stated in the PSC labor contract.  Shift differential of forty cents ($.40) is given to employees whose assigned shift begins on or after 2:30 p.m. but prior to 8:00 p.m.  A shift differential of sixty cents ($.60) is given to employees whose assigned shift begins on or after 8:00 p.m. but prior to 4:00 a.m.  Shift differential, based on the employee's regular assigned shift, shall be used in computing the adjusted overtime rate and shall apply to all approved paid leaves.

An employee who is required to work on a scheduled holiday is compensated with money at time and one-half (1-1/2) the straight time rate for the hours actually worked on the holiday, in addition to the normal rate of pay for all hours worked on that day through ten (10) hours.

Some PSC-exempt employees work a regular forty (40) hour work week that consist of five (5) consecutive work days, eight (8) hour shifts for each forty (40) hour work week.  The shift supervisor(s) and team supervisor(s) begins and ends their work shift one (1) hour earlier than the other shift work employees.

Management manually analyzes shift scheduling and needed overtime to accommodate minimal staffing levels.  

Sliding During a Shift 
Sliding may occur upon request by the employee and can only be granted by the supervisor when it does not cause a staffing detriment to operations.  Eligibility for sliding occurs when an employee has worked an overtime assignment prior to the start of the employee’s regular shift, and approval has been given to relieve the employee from duty after working a normal scheduled number of hours.  If an employee is allowed to slide, the employee will not be eligible for overtime or compensatory leave and the employee's name will be returned to its original position on the mandatory (forced) list (see Glossary).  If allowing an employee to slide creates another overtime assignment on that shift, the employee will not be allowed to slide.

Example of Sliding
1. A supervisor requests an employee to report to work two (2) hours early to maintain adequate coverage.
1. The employee agrees and reports in two (2) hours early. 
1. Two (2) hours before the employee’s normal shift is over, the employee reports to the supervisor that there is sufficient coverage and requests to slide the remainder of the work schedule by two (2) hours instead of receiving overtime. 
1. The supervisor verifies coverage and has the authority to approve or deny the employee’s request to slide the remainder of the work schedule.

[bookmark: _Toc309728268]Grants Administration 
Grants Administration provides coordination and oversight for the City’s grants administration process.  Primarily funded by Federal Grant, Grants Administration develops processes and secures grant programs designed to leverage city and community resources for the overall benefit of the City of Tulsa.  Grants Administration accounts for approximately twenty five (25) employees, with approximately twenty percent of its employees working in the field.  

Timekeepers use an in-house Microsoft Access application to track time.  Employees may work under multiple grant programs and/or multiple cost centers and must charge their time accordingly.  Agencies require grant recipients track work locations and addresses for reporting purposes, in addition to tracking time.  Currently, this information is manually kept on paper logs and reported at the end of the work week.

Tulsa Police Department
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Tulsa Police Department (TPD) has ten (10) divisional cost centers plus one (1) additional cost center used for Special Operations Team (SOT) overtime.  Each division has a timekeeper, for a total of ten (10).  The timekeepers keep an Annual Master Time Record of the entire year for each employee.  The timekeepers manually mark whether employees are present, on vacation, worked overtime hours, etc. after receiving employees’ leave slips, overtime/compensatory slips, and sign-in sheets.   

For each pay period, the timekeepers transfer information from the Annual Master Time Record into a payroll template.  The payroll template is an electronic spreadsheet that lists the division, pay date, pay period start, pay period end, prepared by, employee’s name, and all pay codes.  Upon completion, each divisional timekeeper sends the template to the Police Payroll Clerks to enter the information into GEAC/INFOR.  

Employees work either an eight (8) hour shift or ten (10) hour shift.  Leave (for example, floating holiday, vacation, etc) is either eight (8) or ten (10) hours, depending on employee’s shift schedule.

Regular earnings are paid current.  Overtime is paid one (1) pay period behind.  Leave is recorded one (1) pay period behind.

Partial Pay Period
Hours in a pay period fluctuate, depending upon the employee’s shift and their days off.  Partial pay periods require manual calculations for regular earnings and special earnings based on the hours in a pay period for a specific employee.

Multiple Rates of Pay
Police officers have two (2) rates of pay, regular and factored overtime rates.  

Regular Overtime
Overtime is one and one half (1½ ) of regular pay and is calculated in quarter hour (¼) hour increments.  Overtime that cannot be divided evenly by fifteen (15) is rounded to the nearest quarter ( ¼) hour.  For the purpose of computing overtime pay, all hours, including vacation, sick, comp day, etc. is counted as time worked.

Factored Overtime 
Hourly base rate plus longevity or premium pay.

Holiday Overtime
Holiday overtime is paid at two and one half (2 ½) times the factored rate of pay.

Field Trainer Overtime
Field Trainer overtime is paid at two (2) times the factored rate of pay.

Court Overtime
An off-duty officer is paid a minimum of three (3) hours overtime if called for court appearance outside of the regularly scheduled shift. This is not applicable if the appearance is two (2) hours before or one half (½) hour after employee’s shift begins or ends.

Phone Calls
Overtime work conducted via telephone is paid in one half (½) hour increments, but only if routed through police dispatch.
Compensatory Time
Compensatory time can be elected in lieu of pay for all overtime earnings except when funded through grants and special events.   

Shift Assignment
Shift assignments are assigned annually on the last Sunday in August.  However, approximately one hundred (100) officers change shifts throughout the year.  Officers bid for shifts.  If an officer promotes, that officer’s shift could change.  Shift can be changed throughout the year by the police chief at the chief’s discretion, with a ten (10) day notice to the officer.  

Hire Back 
To accommodate minimal staffing level, the supervisor reviews a list of officers to call back to work to cover a shift.  If the officer is not available, the process is repeated.

Bonus Vacation Hours
Officers can earn up to twenty four (24) hours bonus vacation based on marksmanship, physical fitness, and sick leave usage/accruals.  

Types of Premium Overtime
· BOK Event Center
· Call In
· FEMA Ice Storm
· High Intensity Drug Trafficking Areas (HIDTA)
· Interdiction IRS
· Joint Terrorism Task Force (JTTF) FBI
· Late Arrest
· Late Call
· Memorandum of Understanding (MOU) between the US Department of Justice, Bureau of Alcohol, Tobacco, Firearms and Explosives (ATF)
· Meth Lab Premium OT
· Organized Crime Drug Enforcement Task Force (OCDETF)
· Other OT
· Special Assignment
· Special Events
· Training

Types of Court Overtime
Court overtime includes:
· Department of Public Safety (DPS )
· Federal  
· Other Court 
· Security Court 
· State 

Comp Add
Comp Add includes:
· Comp BOK Event Center
· Comp Call In 
· Comp Extra Shift Uniform Division East (UDE)
· Comp Extra Shift Uniform Division North (UDN)
· Comp Extra Shift Uniform Division Southwest (UDSW)
· Comp FEMA Ice Storm
· Comp Late Arrest
· Comp Late Call
· Comp Other
· Comp Other Court
· Comp Security Court
· Comp Special Assignment
· Comp Training

Extra Shift
The extra shifts have separate distributions: 
· Extra Shift Special Investigations Division (SID)
· Extra Shift Uniform Division East (UDE)
· Extra Shift Uniform Division North (UDN)
· Extra Shift Uniform Division Southwest (UDSW)


[bookmark: _Toc309728270]Tulsa Fire Department
[bookmark: OLE_LINK2]The Tulsa Fire Department (TFD) consists of sworn-fire and non-sworn-fire personnel.  Sworn-fire personnel’s primary duties involve fire suppression and the delivery of other emergency services.  Non-sworn-fire personnel consist of administrative and specialized employees.

TFD is a twenty-four (24) hour, seven (7) days per week operation.  TFD has approximately six hundred ninety (690) employees, housed at several locations.  Sworn-fire personnel comply with the Fair Labor Standards Act issued by the Department of Labor and the International Association of Firefighters contract.  Non-sworn-fire personnel fall under the City’s policy and procedures.  

Sworn-fire personnel work twenty four (24) hours on-duty, followed by forty eight (48) hours off-duty.  The work period for all employees assigned to a twenty four (24) hour shift schedule is established as a twenty seven (27) day work cycle.  Each sworn-fire employee will receive an Hours Reduction Shift (HRS) within the current HRS schedule and will be off duty for one (1) twenty four (24) hour shift during each fourteen (14) shift HRS cycle, which results in a fluctuating number of hours worked within a given work period.

The work schedule for non-sworn-fire personnel consists of established and regularly recurring on-duty shifts, normally constituting forty (40) hours of work within a seven (7) day work period. 

[bookmark: OLE_LINK6][bookmark: OLE_LINK7]The Tulsa Fire Department has five (5) districts for emergency services.  Each morning, the district chiefs enter leave types into the Daily Attendance System, a Microsoft Access application, for firefighters as needed.  The information is captured electronically and sent to another system called Staff, another Microsoft Access application.  This system is primarily used for calculating leave and HRS overtime.  The timekeeper reviews the information and makes necessary adjustments.  In addition, the timekeeper manually tracks the non-sworn employees time, leave, and overtime.  This information is sent to payroll twice a month.  

Overtime
The City has the option to establish a different time standard for calculating overtime for sworn-fire personnel.   A yearly report called Vested Comp Absences is sent to City Payroll.  The current payroll system does not calculate Tulsa Fire Department leave. 

 Overtime is sent to payroll twice a month.  Leave time is entered into a Microsoft Access application and is reconciled annually in the City payroll system. 

The rate used for computing overtime compensation for twenty-four (24) hour shift sworn-fire personnel is based on the half-time method.  The method is computed as follows: 

· Work Period Salary = Annual Salary/Number of Work Periods 
· Regular Rate = Work Period Salary/Number of Hours Worked 
· Half-Time Premium = Regular Rate X one half (1/2)
· Half-Time Pay = Half-Time Premium X Number of Hours Worked Between two hundred and four (204) and two hundred and twelve (212) Hours Inclusive.

Off-duty sworn-fire personnel assigned to a twenty-four (24) hour shift schedule who are called in for unscheduled overtime work, will be compensated for the number of hours actually worked at the work site and paid a minimum of three (3) hours at a rate of time and one-half (1 1/2) of the employee's straight time hourly rate.

Sworn-fire personnel, who are non-fire suppression personnel will be paid a minimum of two (2) hours of overtime when assigned to work overtime based on recall, and they will be paid at a rate of time and one-half (1 ½) the employee's straight time hourly rate.  Overtime work will be rounded to the nearest one-quarter (1/4) hour.

Types of Overtime include
· HRS – Sworn-fire personnel shifts consist of twenty four (24) hours on duty followed by forty eight (48) hours off duty. After working a cycle of thirteen (13) shifts, the firefighter receives the fourteenth (14th) shift off.  If the firefighter works during the fourteenth (14th) shift, he receives overtime.
· Holdover – Overtime received by sworn-fire personnel when they continue to work after their shift is over.
· Call Back (Recall) – Overtime received by sworn-fire personnel when they are called into work on their day off.
· Regular Overtime – Time paid for hours worked over forty (40) hours within a work week. 

Incentives
· In accordance with the provisions of the Collective Bargaining Agreement, sworn-fire personnel are eligible to receive additional vacation and sick leave.  Sworn-fire personnel may sell back accrued sick leave based on their banked sick leave accruals and sick leave usage. 

Leave
Annual leave calculated as follows:
 
	Years of Service
	7 Day Work Period   
8-hour Shift Employees                 
 Month Accrual/Annual
	27 Day Work Period       
 24-hour Shift Employees      
Month Accrual/Annual
	INVESTIGATOR
17/23-hour Shift                     
 Month Accrual/Annual

	Less than 6
	9.67 hours/14.5 shifts
	23 hours/11.5 shifts
	19.36 hours/232.32 hrs

	6 through 15
	12.67 hours/19.0 shifts
	27 hours/13.5 shifts
	22.73 hours/272.76 hrs

	16 through 24
	17.34 hours/26.0 shifts
	33 hours/16.5 shifts
	27.82 hours/333.84 hrs

	25 and over
	19.00 hours/28.5 shifts
	35 hours/17.5 shifts
	29.47 hours/353.64 hrs



The Fire Department can enter multiple leave codes for a shift.

Fire Department Leave Types
· Administrative Leave
· Authorized Leave (other)
· City Physician – visits to the City Physician  
· Comp Time Used
· Duty Exchange – when two (2) firefighters exchange shifts
· Funeral Leave
· HRS – City Shift
· Injury Leave
· Leave Without Pay 
· Light Duty
· Military Leave
· Sick Hourly
· Sick Leave-1/4 shift
· Sick Leave-1/2 shift
· Sick Leave-3/4 shift
· Sick Leave-full shift
· Sick Returned – with medical release 
· Sick Returned – with no medical release
· Unauthorized Leave
· Vacation-Night Shift
· Vacation-Day Shift
· Vacation-Full Shift
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The Equipment Management Department (EMD) tracks labor cost within their Fleet Management System, AssetWorks M4, for inter-departmental billing.  The labor hours are manually tracked on time cards for entry into the payroll system. Future phases of the HRIS – Time-and-Attendance Management System will consider interfacing M4 with the proposed time-and-attendance system.  


[bookmark: _Toc288821508][bookmark: _Toc309728272]8. RECRUITMENT/APPLICANT-TRACKING REQUIREMENTS

An employee master file, payroll master file, and benefits master file is created and stored in the City’s GEAC/INFOR financial and payroll system, as well as City employee payroll and accrual data.  The data stored in the GEAC/INFOR system is linked between the master files by the employee ID number.

The job description and position control numbers are assigned by the HR Department, which is utilized during the internal and external manual-applicant-recruitment process. Position control is maintained within the GEAC/INFOR HR system, which currently tracks position by position number, employee name, position title, and other demographic data.  The Finance Department tracks the position-budgetary allowance for salaries by department, division, and section. 

The first phase of this project will replace the current Yahoo! Resumix 6.4.6.  The Resumix system is used by HR to support the HR job recruitment-processes.  Resumix is currently implemented as a standalone system with no integration to other automated HR functions, and is no longer supported by the vendor.

The proposed system must provide recruitment and applicant-tracking functionality, such as online applications, requisition processing, applicant-tracking management, and reporting. The City is interested in a system which provides costs accounting associated with the recruitment and hiring process, including use of external agencies.  Proposals offering a robust solution will be awarded higher points, and must be fully defined in Attachment 2 – Functional Requirements.  The functionality listed below should be available within the HRIS to address recruitment and applicant tracking management. The descriptions below are for reference purposes only and are provided as guidelines. They are not intended to be comprehensive, nor limiting. 

[bookmark: _Toc288821509][bookmark: _Toc309728273]General Recruitment Management
· On-boarding/new employee orientation capabilities
· Candidate-transition process from applicant status to employee status
· Workflow components, including interview process, testing, certification, and candidate notification
· Dashboards with recruitment summaries 
· Advance-search capabilities for vacancies
· Supports up to 10,000 applications per year
· Ten years of online-data retention for legal purposes
· Interfaces with Microsoft Outlook
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· Position requisitioning process for open and new positions
· Provides a position-control database
· Job postings
· Workflow capabilities that route the position requisition to HR for review and approval
· Post openings on-line
· Tracks applicant data for compliance purposes (EEO-OFCCP)

[bookmark: _Toc288821511][bookmark: _Toc309728275]Application/Resume Management 
· Captures, stores, and tracks electronic-applicant data in multiple formats
· Applicant self-service, to allow applicants to submit updated information
· Provides position status for applicant follow-up communications
· Accepts scanned and signed hard-copy application
· Accepts electronic application forms (internal and external) 
· Electronically time-and-date stamp applications
· Ability to accept more than one type of application (sworn and non-sworn)
· Matches applicants to available positions, using key-word criteria
· Internal posting procedure, per the HR open-position-posting process
· Accepts internal applications for external positions and denotes the applicant’s internal status
· Ability to view position information (number and description), position status, assigned HR analyst, and position-interview dates
· Ability to flag referrals and escalate the applicant to a higher-review status
· Automated application pre-screening process, based on keywords or position criteria
· The ability to paste from Microsoft Word to the application
· Applicant status and history (internal/external) and application record, including interview dates
· System-generated-application pre-screening, based on job-requirement criteria
· Applicant auto-acknowledgement/response email or letter

[bookmark: _Toc309728276]Workflow 
· Ability to track open-position process by date and time, opened internally, and/or externally, until the position is filled
· Open position time-based-escalation process
· Ability to pre-screen applications with applicant matching, routed to the appropriate HR analyst
· The ability to schedule pre-employment background checks and route to the appropriate HR analyst and hiring personnel
· The ability to schedule and route new hires to the City Medical Department for pre-employment medical checkup and drug testing
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· Global search by HR for all applicants interested in a specific job
· Qualifications search 
· Capability to support redactions on resumes and applications
· Management self-service for hiring managers to view status of open requisitions
· Position-search capabilities
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· Dashboard reporting tools
· Ad hoc query capabilities 
· Open position report (by position, days open, and position ratio to HR analyst
· Referrals and source of referral
· Local and state applicants
· EEO reporting (currently generated by the IT Department)


[bookmark: _Toc309728279]9. RESPONSES TO FUNCTIONAL REQUIREMENTS

[bookmark: _Toc309728280]Project Implementation Plan
The proposal must include the vendor’s detailed implementation plan. To ensure adequate knowledge transfer, the City will participate in the implementation effort
 
Please include a methodology for implementation, including estimated timeframe, overview of deliverables, assumptions, and assumed responsibilities.  Please include roles and responsibilities needed by the City and of the vendor staff.
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The City plans to dedicate the following positions listed below to the project team.  In addition to the project team, the City will rely on subject-matter-working groups to provide expertise throughout the project. Please provide the proposed vendor implementation and staffing plan in Attachment 3 – Proposed Solution.

City resources available for this project
· Project Manager
· Human Resources Subject Matter Expert (SME) 
· Payroll Manager SME
· Time and Attendance SME
· Technical Lead
· Technical Data Migration SME
· Technical Reporting SME
· Database Administrator
· Communications Coordinator

Attachment 2 – Functional Requirements sections include:
· Architecture and Security
· Integration, Application Administration
· Leave Management and FMLA Leave Management
· Attendance Management and Approvals
· Pay Rules and Time Cards
· Differentials and Premiums 
· Labor Scheduling and Performance Analytics
· Workflow And Employee Self-Service
· Reports and Audits
· Project Time Tracking and Costing
· General Recruitment Management Functions
· Position Requisition Management
· Application and Resume Management
· Implementation and Training (see Training section below)
· Maintenance and Customer Services
· Vendor/Company Information



[bookmark: _Toc309728282]Training
Attachment 2 – Functional Requirements is provided to include training information.  The proposal must include a training plan to provide technical, systems administration, and client-user training.  A description of all products and services proposed to train both the project team and end users must be included.

· Provide an overview of the proposed training plan and strategy
· Include course description and outline 
· Provide onsite training curriculum 
· Provide offsite training location, frequencies, length of training, and topics for ongoing training
· For the purpose of creating reports, training must be provided to technical and non-technical City staff

10. PROJECT SCHEDULE 

The tentative procurement schedule and project milestones are listed below.  The City reserves the right to change the procurement schedule and project milestones as necessary.  Notification of the schedule change will be provided to those who respond to this CSP. 

Procurement Schedule and Target Dates 

09/23/2011 				CSP released
10/06/2011	Pre-proposal questions deadline (5:00 PM CST) for answers to be handed out at the pre-proposal conference
10/13/2011				Pre-proposal conference – 9:00 AM CST
10/20/2011				Last day to accept questions on the CSP – 4:00 PM CST
10/31/2011 				Answers to submitted questions will be provided
12/01/2011 				Pre-proposal teleconference – 2:00 PM CST
12/14/2011				Proposals due – 5:00 PM CST
11/30/2011				Proposals due – 5:00 PM CST
12/12/2011 12/21/2011			Vendors selected and notified for software demonstrations
01/09/2011				Vendors selected and notified for software demonstrations
Week of:
12/19/2011 to 12/30/2011 
01/09/2012 to 01/18/2012		Software demonstrations (1 day for each vendor)		
01/23/2012 to 01/31/2012	Software demonstrations (1 day setup and interview.  Half day demo for each selected vendor) 
02/01/2012 to 02/03/2012		Software demonstration evaluation 
02/01/2012 to 02/06/2012		Vendor reference check
02/10/2012	Bid selection recommendation 
2/13/2012	Vendor notified of contract award
02/16/2012 	Develop vendor statement of work and business terms for contract
03/01/2012				Contract approved and signed by all parties			
03/20/2012				Project kickoff 


Implementation Schedule

The target implementation for this project is the fourth quarter of 2012.  However, the project schedule will be agreed upon and finalized by the vendor and City by March 01, 2012, for both time and attendance and recruitment/applicant-tracking components.  In the event that any delay in meeting the formally approved project schedule is the result of the vendor’s action or inaction, an administrative charge may be imposed on vendor by City in the amount of $1,000 per business day that the project schedule is delayed.  City may deduct the full amount of any administrative charges from any payment due to vendor.  This remedy shall be in addition to all other remedies City may have under law, at equity or pursuant to the terms of the agreement.  
[bookmark: _Toc309728283]
The City staff will have other responsibilities, in addition to the project. Staffing will continue to perform day-to-day operational assignments, which must be taken into account when preparing project schedules.

[bookmark: _Toc309728284]Time and Attendance 
03/19/2012				Review and approve staged-implementation plan 
03/20/2012				Project kickoff
04/15/2012				Acquire needed hardware	
05/30/2012				Integration development and testing
06/05/2012				Data migration
06/16/2012				Implement test system
12/01/2012				Acceptance testing 
12/07/2012				Training 
12/17/2012				Finalize staged implementation	
12/21/2012				Production system cutover
12/30/2012				Formal system acceptance 
[bookmark: _Toc309728285]Recruitment/Applicant Tracking
02/19/2012				Review and approve staged-implementation plan 
03/20/2012				Project kickoff
04/15/2012				Acquire needed hardware	
05/30/2012				Integration development testing
06/05/2012				Data migration
06/16/2012				Implement test system
12/01/2012				Acceptance testing 
12/07/2012				Training 
12/17/2012				Finalize staged implementation	
12/21/2012				Production system cutover
12/30/2012				Formal system acceptance 



[bookmark: _Toc240341919][bookmark: _Toc240341920][bookmark: _Toc167791295][bookmark: _Toc167792128][bookmark: _Toc167797768][bookmark: _Toc167791297][bookmark: _Toc167792130][bookmark: _Toc167797770][bookmark: _Toc240341921][bookmark: May][bookmark: _Toc57454134][bookmark: _Toc57518776][bookmark: _Toc59162223][bookmark: OLE_LINK1][bookmark: OLE_LINK3][bookmark: _Toc218768776][bookmark: _Toc218770281][bookmark: _Toc218775222][bookmark: _Toc218775295][bookmark: _Toc218787083][bookmark: _Toc218787258][bookmark: _Toc218827071][bookmark: _Toc218827822][bookmark: _Toc218828226][bookmark: _Toc218913503][bookmark: _Toc219081657][bookmark: _Toc219082614][bookmark: _Toc219082935][bookmark: _Toc219083541][bookmark: _Toc219105700][bookmark: _Toc219111363][bookmark: _Toc219113936][bookmark: _Toc219891520][bookmark: _Toc220148660][bookmark: _Toc220148773][bookmark: _Toc309728286]11. PROPOSAL-EVALUATION PROCESS 

All submitted proposals must comply with the following format:
· Clearly mark each attachment, 1 through 7, with the model proposed:  On-premise, vendor-hosted, SaaS, or BPO.  Attachment 1 through 7 must be submitted for each model proposed.  Every number, numbered section within attachment 1 through 7, including spreadsheet tabs, must be responded to completely.  Additional pages may be attached, but must be clearly marked to indicate attachment, question, and model proposed.  Do not include marketing material without clearly answering the question. 

· The City may request discussions with any and all vendors for the purpose of clarification, confirmation or to amplify the materials presented in any part of the sealed proposal.  However, vendors are cautioned that the evaluators are not required to request clarifications.  Therefore, all sealed proposals must be complete and concise and reflect the most favorable terms available from the vendors.

Sealed Proposal Validation
· Vendors’ sealed proposals will be reviewed to insure that all specifications have been properly addressed, and that the furnished information required to facilitate a proper technical, financial and background evaluation is included.  Vendors will be contacted on those sealed proposals found to require minor clarifications.  Vendors whose sealed proposals do not adhere to the specifications, contain consistently vague responses, or omit information may be disqualified from further evaluation.
· Complete sealed proposals will be assigned a point value by each member of the selection committee with a total possible value of 100 points. Vendors who score in the top percentage of the vendor qualifications, functional evaluation, and cost evaluation areas will be invited to perform a product demonstration. Listed is the breakdown of the total point value area.

Evaluation of Vendor Qualifications and References 						Valued at 20 points
Some of the factors that will be considered by the Selection Committee are as follows:
· Vendor’s organizational structure
· Company’s financial stability 
· Current deployments of the proposed automated time-and-attendance system, recruitment/applicant-tracking system
· Experience with City government implementations, specifically fire and police.  
· References 
· Customer Support/Rating
· Qualifications of proposed project staff 
· Perceived industry standing and market share

Functional Evaluation										Valued at 40 points
Some factors that will be considered by the evaluation team are as follows:
· [bookmark: _Toc57454136][bookmark: _Toc57454139]Proposed solution’s compliance with functional requirements
· Compelling argument that the proposed solution is the best fit for the City
· Warranty and maintenance support and Service Level Agreement for five years (one year extended warranty, renewable for up to four years).   
· Software version upgrades must be performed at the same time
· [bookmark: _Toc57454140]Project plan/implementation schedule
· Installation and implementation
· Pilot setup and testing
· GEAC/INFOR HR/Payroll bi-directional interface for the HRIS – Integrated Time-and-Attendance Management System
· Implementation plan
· Training
· Technical training
· System administrator training
· Client training
· [bookmark: _Toc57454143]Acceptance testing
· System cutover

Cost Evaluation 										Valued at 20 points
The software costs, hosting costs, time-clock hardware costs, total cost, warranty, service and maintenance costs and professional services costs will be considered by the Selection Committee.

System Demonstration									Valued at 20 points
At a minimum, the top three scoring vendors in the above three areas will be asked to host a demonstration of the proposed system within thirty (30) calendar days of notification.  The demonstrations are intended to give the City an opportunity to perform a firsthand evaluation of the features of the proposed system.  The demonstration for the City must be performed in Tulsa, Oklahoma at the vendor’s expense.  The IT Department project manager will coordinate the exact date, time and location of the demonstration. 

Final Quantitative Evaluation
Following the demonstrations, the selection committee will reevaluate any functional scores as necessary.  Finally, scores in the above categories will be combined to render the vendor’s final score that will determine to whom the contract will be awarded.


12. WARRANTY, SERVICE, AND MAINTENANCE REQUIREMENTS 
[bookmark: _Toc219082621][bookmark: _Toc219082942][bookmark: _Toc219083548][bookmark: _Toc219105707][bookmark: _Toc219111370][bookmark: _Toc219113943][bookmark: _Toc219891527][bookmark: _Toc220148667][bookmark: _Toc220148780][bookmark: _Toc309728287]
· The vendor must provide a one (1) year extended warranty, renewable for up to four (4) years, on all software, components, and time-clock terminal hardware following final acceptance of the system.

· The vendor must agree to warranty any and all application software proposed to be free of errors for a minimum period of one (1) year after final acceptance.  During this period, the vendor will agree to correct any errors discovered at his own expense and within a reasonable amount of time from notification of such discovery by the City.  The vendor must state and describe the full warranty offered during the warranty period on all system software proposed and state if it is longer than the minimum. 

· This warranty must cover all software components of the system, including all programs, screens, reports, subroutines, utilities, file structures, documentation, interfaces, or other items provided by the vendor.  This warranty will apply to the base package, plus any customized programs, screens, reports, subroutines, interfaces, utilities, file structures, documentation, or other items proposed and delivered by the vendor specifically for this procurement.

· The vendor must agree that all corrections made during the warranty period will be considered an integral part of the proposed system and will be available to the City under the normal license agreement at no additional charge.

· During the warranty period, the City’s designated staff will provide first-level user support by making a determination concerning the expressed nature of the problem and calling the vendor after user errors, power outages, and network problems have been ruled out.

· During both the warranty and post-warranty maintenance periods, vendor must, at a minimum, respond to any trouble call within two (2) hours during normal business hours (8-5 CST, Monday through Friday).  Response is defined as a qualified technician actively pursuing problem resolution either on-site or through off-site diagnostic capabilities.  

· [bookmark: a_Toc416094329]The vendor must describe the procedures for handling trouble calls and repairs from the discovery and reporting of the problem until it is cleared, including escalation procedures and escalation lists with executive management access.  The escalation lists must be updated and distributed quarterly by the vendor. The vendor must acknowledge that trouble logs will be made available to the City, if requested.

· The vendor must express responsibility for giving the City immediate high priority attention to all mission-critical processes, such as system-wide impedance of the time tracking function. Vendor’s statement must include that mission critical errors will be identified in the City’s sole judgment and that after five (5) working days without correction, the City shall have the right to announce non-performance for this contract.

· [bookmark: _Toc57454127]The vendor must furnish both application and system software support by supplying all updates to application and system software.  The vendor must indicate provisions for modifying, enhancing and supporting system and applications software proposed, whether there are any charges for this service and, if so, what those charges are on an hourly, daily, or monthly basis.  At minimum, this service must include updates and consultation on a call-in basis.  The vendor must guarantee that HRIS components are regression tested individually and completely within the integrated system. 

Service Level Agreement 
A Service Level Agreement must be provided by the vendor with the submission of this proposal listing at a minimum:
· A complete, specific explanation of how the vendor will satisfy all aspects of the warranty, maintenance and service requirements of the proposed system.
· The vendor must provide a change management process.
· The vendor must provide a problem escalation process. 
[bookmark: _Toc49239773]
Subcontractors
[bookmark: Subcontractor]The vendor’s proposal must identify any subcontractor/integrator that will be used and include the name of the company, telephone number, contact person, type of work subcontractor will perform, number of certified employees to perform said work, and three (3)three (3) references for whom the subcontractor has performed work that the City may contact. The vendor must note that the same requirements found in the references section apply to subcontractors.  The vendor/service provider will ultimately be responsible for the provision of all services, service levels, and must include all subcontractors’ costs in the proposal pricing. 

References
[bookmark: References]The vendor must provide at least three (3)three (3) references, with a minimum of two (2) municipal references, consisting of vendor accounts that the City may contact.  Required information includes name, address, telephone number, and length of time the account has been a reference.  The vendor must make arrangements in advance with the account references so that they may be contacted at the Project team’s convenience without further clearance or vendor intercession.  Failure to provide this information in the manner described may subject the vendor’s sealed proposal to being rated unfavorably relative to these criteria or disqualified altogether at the City’s sole discretion.
References should be based on the following profiles and be able to substantiate the following information from both management and technical viewpoints:

· The references must have installations similar in function and size as the City of Tulsa.
· The references must also have installation products/services configured similarly or identically to this IFB.
· [bookmark: Install]The installations must have been operational for at least one (1) yearone (1) year.
[bookmark: _Toc219105731][bookmark: _Toc219111397][bookmark: _Toc219113970][bookmark: _Toc219891554][bookmark: _Toc220148694][bookmark: _Toc220148807][bookmark: _Toc309728288]GLOSSARY OF TECHNICAL TERMS

AICPA – American Institute of Certified Public Accountants (CPA), a national professional association for CPAs in the United States.

ANNUAL MASTER TIME RECORD – Annual Master Time Record includes all information for each employee’s work time including holidays, vacation, compensatory time and overtime.  

ASSETWORKS M4 – The software application for fleet management.

BATCH TICKETS – Total groupings of similar transactions which are submitted to data entry for input into the computerized payroll system.

BONUS VACATION HOURS – Police Officers can earn up to 24 hours additional vacation based on marksmanship, physical fitness, and sick leave usage/accruals.

BPO = Business Process Outsourcing, a subset of outsourcing that involves the contracting of the operations and responsibilities of specific business functions (or processes) to a third-party service provider, replacing in-house services with labor from an outside firm.  BPO includes internal business functions such as information technology, human resources, finance and accounting. 

CALL/HIRE BACK – To accommodate minimal staffing level, supervisor reviews a list of police officers/firefighters to call back to work to cover a shift.  If the police officer/firefighter is not available, the process is repeated.

CENTRAL PAYROLL – City of Tulsa Payroll Department.

COMPENSATORY TIME – Leave in lieu of overtime pay.

COURT OVERTIME – Overtime occurs when a police officer is off duty and is called in for court purposes.  It primarily occurs when police officers must testify in cases in which they made an arrest.

CSP – Competitive Sealed Proposal is an invitation for vendors, through a bidding process, to submit a proposal on a specific commodity or service.

DOE – Deductions and Other Earnings.

DHCP – Dynamic Host Control Protocol dynamic assignment of Internet Protocol addresses to network devices.

DPS – Department of Public Safety.

EMD – Equipment Management Department, which maintains and repairs the City’s fleet of vehicles and equipment.

EMSA – Emergency Medical Service Authority, Oklahoma’s largest provider of pre-hospital emergency medical care.   

EXHIBIT A – Referenced pricing pages within the RFB and purchase agreement contract. 

EXTRA SHIFT – Any shift worked outside of an employee’s normally scheduled shift.

EXTRA! X-TREME – Terminal emulator product from Attachmate.  

FACTORED OVERTIME – Hourly base rate plus longevity or premium pay.

FIELD TRAINER OVERTIME – Overtime paid at 2 times the factored rate of pay.

FLSA – Fair Labor Standards Act.

FMLA – Family and Medical Leave Act.

FOUNDRY/BROCADE NETWORKS – Network switches and routers utilized by the City. 

GEAC – See INFOR. 

HOLIDAY OVERTIME – Overtime paid at 2 ½ times the factored rate of pay.
HOLDOVER OVERTIME – Overtime received by firefighters when they continue to work after their shift is over.
HOURS REDUCTION SHIFT (HRS) – A paid shift for sworn employees; shifts consist of 24 hours on duty followed by 48 hours off duty after working a cycle of 13 shifts, the firefighter receives a shift off.  This equates to 5 days off.  

INCOG – Indian Nation Council of Government which is a voluntary association of local governments.

INFOR – City’s Payroll/Financial Management System, also known as GEAC.

INTERFACE – The process whereby data is shared electronically between systems.

ITD – Information Technology Department, which was renamed in 2006 from Telecommunications and Information Services Department. 

LDAP – Lightweight Directory Access Protocol facilitates access to Microsoft Active Directory service for non-Microsoft applications and services.

LEAVE REPORTS – The form used to record leave activity.

LWOP – Leave without pay, a temporary non-pay status and absence from duty when the employee has insufficient annual leave, sick leave or compensatory time available to cover an approved absence.

MANDATORY (FORCED) LIST – An Employee shall be assigned 2 days per workweek when he/she may be assigned overtime for an additional 2 hours after his/her shift, and during 1 week out of every 4 weeks an employee may be assigned 1additional day of mandatory overtime for an additional 2 hours after his/her shift.

MEAL ALLOWANCE – An amount paid for meal after being on duty in excess of 12 continuous hours.

MS-SQL – Microsoft SQL Server is a relational model database server, produced by Microsoft.

MULTIPLE RATES OF PAY – Regular and factored overtime rates.

NON-SWORN PERSONNEL – Employees who provide general assistance to Police and Fire Departments.

ODBC – Open Database Connectivity.

ON-PREMISE – Installed applications on servers, which are located on the premises of the organization using the software, rather than a remote facility.
 
PARTIAL PAY PERIOD – Hours in a pay period that fluctuate depending upon employee’s shift and their days off.  

PAY CYCLE – Wages paid semi-monthly on the fifteenth day and the last day of the month.  Employees are paid from the 1st through the 14th and from the 15th through the end of the month.

PAYROLL SYSTEM – City Payroll System; see GEAC/INFOR.

PERSONAL LEAVE – Approved paid or unpaid leave based upon employee available accrued time.  The employee is not penalized for using authorized personal leave. 

PREMIUM OVERTIME – Wages paid over and above straight-time earnings for overtime hours.

REGULAR OVERTIME – Overtime pay at 1½ of regular pay, calculated in ¼-hour increments.

RVPK – River Parks Authority, a public trust created in 1974 to develop and maintain public parks area along the Arkansas River in Tulsa County.

SICK LEAVE INCENTIVES – A Fire Department employee accumulates at least nine hundred and sixty (960) hours sick time.  The time is banked and the employee is entitled to sell back to the City unused sick time from the prior year. For additional details, see 21.9 -21.10 - Tulsa Fire Department Collective Bargaining Agreement.  If a Fire Department employee accumulates less than nine hundred and sixty (960) hours sick time, which is banked time, the employee is entitled to convert hours from the prior year to vacation or sick leave. For additional details, see 21.7-21.8 - Tulsa Fire Department (TFD) Collective Bargaining Agreement.


SERVICE ORGANIZATION CONTROL (SOC) – The risk management assurance and auditing framework for SaaS and Type II SAS70 environment compliance. 

SOC1, SOC2, SOC3 REPORT – Reports which are prepared in accordance with the Statement on Standards for Attestation Engagements.  Evaluations of internal controls over financial reporting for purposes of compliance with laws and regulations such as Sarbanes-Oxley.

SOFTWARE AS A SERVICE (SaaS) – Software that is deployed over the internet and/or deployed to run behind a firewall on a local area network or personal computer.  A SaaS provider licenses the application to customers either as a service on demand, through a subscription where all of the technology is in the "cloud" accessed over the Internet as a service.  SaaS software is built from the ground up for multi-tenant use.

SOT – Tulsa Police Department Special Operations Team that provides tactical resolutions in situations where hostages have been taken or where suspects are armed and barricaded and/or are suicidal.  The Team may be called on to serve warrants in high-risk situations or provide protection for dignitaries.

STIPEND – Monetary payment.

SWORN FIRE PERSONNEL – An employee of the Fire Department that has completed certifications and has taken an oath to carry out emergency services or paramedic duties.

SWORN POLICE PERSONNEL – An employee of a law enforcement agency who has taken an oath to carry out law enforcement duties and has full arrest powers.

TFD – Tulsa Fire Department.

TIMEKEEPERS (DIVISIONAL/DEPARTMENTAL) – Staff responsible for keeping track of the presence or absence of an employee.  There are timekeepers within a division and/or department.

TIMESHEET/TIMECARDS – Time recording/reporting document used to record in and out times for employees.

TPD – Tulsa Police Department.

VENDOR HOSTED – Software that is purchased by the City and hardware that is purchased by the vendor.  The software is deployed on the vendor hardware.  Both, hardware and software are maintained by the vendor. 

WSUS – Microsoft Windows Server Update Services patch management for Windows servers and PCs.

ZT – Regular time entry transactions.

[bookmark: _Toc309728289]
 EXHIBIT A 

PROPOSAL FORM INCLUDING DELIVERY AND PRICING

Attachment 1 – Proposal Cost Sheet is provided to include pricing.  No cost(s) will be allowed that is not included in the proposal.  In addition to all pricing models, please include all components required.  

Responses must include:

· Pricing for each HRIS component 
· Guaranteed pricing for three years 
· The option to purchase additional HRIS components
· The option to procure professional services for additional components, as they are purchased
· Professional services to complete the project implementation by the fourth quarter of 2012, including:

· Project management and planning
· Pilot setup and testing
· GEAC/INFOR HR/Payroll bi-directional interface for the HRIS – Integrated Time-and-Attendance Management System
· Implementation plan
· Technical training
· System administrator training
· Client training
· System cutover
· Annual maintenance for five years

The City’s Evaluation Team after reviewing the requirements information in the proposal will review the price proposal.

1. Pricing
(ESTIMATED QUANTITIES FOR EVALUATION PURPOSES ONLY)

Pricing options for this proposal include On-Premise, Vendor-Hosted, SaaS, and BPO.  If available, the City is interested in alternative pricing and payment scheduling.  The City will purchase server hardware, database, and operating system (OS) separately for the on-premise configuration. 

The target implementation date for Time-and-Attendance Management is the 4th quarter of 2012. 

1. Pricing Option 1 – On-premise pricing

a. Please describe the pricing structure for on-premise licensing and services, including the price for core components and each component separately, as part of a complete HRIS system.  The City reserves the right to purchase additional components, as funding becomes available.  For the purpose of this proposal, the City will purchase the HRIS – Time-and-Attendance Management System component and its core modules for 3,800 employees.  

Please include pricing for the Recruitment/Applicant-Tracking System, Payroll Management, Benefits Administration, Human Resources Management, Pension Administration Management, and Employee Self-Service Administration.  Also include core modules required for each component.  Pricing for all modules shall be honored for three consecutive years upon acceptance of the proposal. 

The City currently supports Oracle 11g and MS-SQL 2008.  Please provide the recommended hardware specifications for each HRIS component. The proposed system must run in a virtual environment.  Please provide a complete architectural diagram of the proposed system, including servers and desktops. 

b. Please include the proposed database licensing costs.  Please indicate Oracle or MS-SQL and the version you are proposing in the price quote. Pricing is based on 3,800 clients for Time and Attendance. 



	Schedule 1A: Phase 1 Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.  All costs and pricing must be included in the cost of the proposal.

	 On-Premise Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Phase I Costs
	 $                      -   
	 

	 
	 
	 

	Total 5 Year Maintenance & Support Costs (Schedule 7)
	 $                      -   
	 

	 
	 
	 

	 
	 
	 

	Schedule 1B: Future Phases Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.

	All costs and pricing must be included in the cost of the proposal. 

	 On-Premise Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Future Phases Costs
	 $                      -   
	 



Pricing Option 2 – Vendor-hosted pricing 

c. Please describe the vendor-hosted pricing model, include pricing for core components and price each component separately as part of a complete integrated HRIS system.  The City reserves the right to purchase additional components, as funding becomes available.  For the purpose of this proposal, the City will purchase the Time-and-Attendance Management System component and its core modules for 3,800 employees.

Please include component pricing for the Recruitment/Applicant-tracking System, Payroll Management, Benefits Administration, Human Resources Management, Pension Administration Management, and Employee Self-Service Administration.  Also include core modules required for each component.  Pricing for all modules shall be honored for three consecutive years upon acceptance of the proposal. 

d. Identify and include the proposed database licensing costs where applicable.  The City currently supports Oracle 11g and MS-SQL 2008.  Please indicate Oracle or MS-SQL and the version you are proposing in the price quote. Pricing is based on 3,800 clients for Time and Attendance. 

	Schedule 1A: Phase 1 Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.  All costs and pricing must be included in the cost of the proposal.

	 Vendor-Hosted Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Phase I Costs
	 $                      -   
	 

	 
	 
	 

	Total 5 Year Maintenance & Support Costs (Schedule 7)
	 $                      -   
	 

	 
	 
	 

	 













	 
	 

	Schedule 1B: Future Phases Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.

	All costs and pricing must be included in the cost of the proposal. 

	 Vendor-Hosted Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Future Phases Costs
	 $                      -   
	 




2. Pricing Option 3 – SaaS pricing

a. Please describe the SaaS pricing model, include pricing for core components and price each component separately as part of a complete integrated HRIS system.  The City reserves the right to purchase additional components, as funding becomes available.  For the purpose of this proposal, the City will purchase the Time-and-Attendance Management System component and its core modules for 3,800 employees.

Please include component pricing for the Recruitment/Applicant-tracking System, Payroll Management, Benefits Administration, Human Resources Management, Pension Administration Management, and Employee Self-Service Administration.  Also include core modules required for each component.  Pricing for all modules shall be honored for three consecutive years upon acceptance of the proposal. 

b. Identify and include the proposed database licensing costs where applicable.  The City currently supports Oracle 11g and MS-SQL 2008.  Please indicate Oracle or MS-SQL and the version you are proposing in the price quote. Pricing is based on 3,800 clients for Time and Attendance. 

	Schedule 1A: Phase 1 Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.  All costs and pricing must be included in the cost of the proposal.

	 SaaS Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Phase I Costs
	 $                      -   
	 

	 
	 
	 

	Total 5 Year Maintenance & Support Costs (Schedule 7)
	 $                      -   
	 

	 
	 
	 

	Schedule 1B: Future Phases Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.

	All costs and pricing must be included in the cost of the proposal. 

	 SaaS Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Future Phases Costs
	 $                      -   
	 



	
3. Pricing Option 4 – BPO pricing

a. Please describe the BPO pricing model for the Time-and-Attendance Management System and Recruitment/Applicant-Tracking System component and its core modules for 3,800 employees.  Include pricing for the specific business process function proposed (all costs must be included).
 
b. Please describe BPO pricing for future module implementation, such as Payroll Management, Benefits Administration, Human Resources Management, Pension Administration Management, and Employee Self-Service Administration.  Also include core modules required for each component.  BPO pricing for all modules and business process functions shall be honored for three consecutive years upon acceptance of the proposal. 

c. Identify and include the proposed database licensing costs, where applicable.  The City currently supports Oracle 11g and MS-SQL 2008.  Please indicate Oracle or MS-SQL and the version you are proposing in the price quote. Pricing is based on 3,800 clients for Time and Attendance. 

	Schedule 1A: Phase 1 Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.  All costs and pricing must be included in the cost of the proposal.

	 BPO Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Phase I Costs
	 $                      -   
	 

	 
	 
	 

	Total 5 Year Maintenance & Support Costs (Schedule 7)
	 $                      -   
	 

	 
	 
	 

	Schedule 1B: Future Phases Summary
	 
	 

	Summary of Phase 1 - Total Software, Professional Services, and Maintenance and Support Costs (indicate alternative pricing and payment scheduling, if applicable).

	Combining pricing for proposed models on one cost sheet will not be accepted.  A separate cost sheet for each proposed model is provided.  No cost will be allowed that is not included in the proposal cost sheet.

	All costs and pricing must be included in the cost of the proposal. 

	 BPO Model 
	 
	 

	Cost Categories
	Proposed Cost
	Comments

	Software Licensing Fees (Schedule 2)
	 $                      -   
	 

	Time-Clock Hardware (Schedule 3)
	                         -   
	 

	Professional Services
	 
	 

	    Implementation Services (Schedule 4)
	                         -   
	 

	    Data Conversion Estimate (Schedule 4)
	                         -   
	 

	    Interfaces Estimate (Schedule 4)
	                         -   
	 

	    Customizations (Schedule 4)
	                         -   
	 

	    Other (Schedule 4)
	                         -   
	 

	Training  (Schedule 5)
	                         -   
	 

	Travel and Other Costs (Schedule 6)
	                         -   
	 

	 
	 
	 

	Total Future Phases Costs
	 $                      -   
	 





Bidders
Company Name____________________________________________________


Authorized Signature Here ►					
									 

							Printed Name:							
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[bookmark: _Toc309728290]APPENDIX A – CITY OF TULSA POLICY (ENCLOSURE) 
· Classification, Compensation, and Hours of Work
· Leave

[bookmark: _Toc309728291]APPENDIX B – COLLECTIVE BARGAINING AGREEMENTS/MEMO OF UNDERSTANDINGS 
· http://www.cityoftulsa.org/our-city/jobs/union-agreements.aspx
1. Airport Officers Collective Bargaining Agreement
2. Emergency Communications Collective Bargaining Agreement
3. Labor and Trades Collective Bargaining Agreement
4. Office Technical/Administrative Technical Collective Bargaining Agreement
5. Information Technology and Information Systems Collective Bargaining Agreement
6. Fraternal Order of Police Collective Bargaining Agreement
7. International Association of Fire Fighters Collective Bargaining Agreement

[bookmark: _Toc309728292]APPENDIX C – ATTACHMENT CHECKLIST
· __ Attachment 1a – Proposal Cost On-Premise 
· __ Attachment 1b – Proposal Cost Vendor-Hosted
· __ Attachment 1c – Proposal Cost SaaS
· __ Attachment 1d – Proposal Cost BPO 
· __ Attachment 2a – Requirements On-Premise
· __ Attachment 2b – Requirements Vendor-Hosted
· __ Attachment 2c – Requirements SaaS
· __ Attachment 2d – Requirements BPO
· __ Attachment 3a – Proposed Solution On-Premise
· __ Attachment 3b – Proposed Solution Vendor-Hosted
· __ Attachment 3c – Proposed Solution SaaS
· __ Attachment 3d – Proposed Solution BPO
· __ Attachment 4a – Future Implementation On-Premise
· __ Attachment 4b – Future Implementation Vendor-Hosted
· __ Attachment 4c – Future Implementation SaaS
· __ Attachment 4d – Future Implementation BPO
· __ Attachment 5 – ZT Transactions File Layout for Time and Attendance
· __ Attachment 6 – Interface Accrual File Layout for Time and Attendance Transactions
· __ Attachment 7 – Employee Data File Layout for Time and Attendance Transactions
· __  Attachment 8 – Payroll Schedule 2012
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