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1400 SCHERTZ PARKWAY
SCHERTZ, TEXAS 78154


CITY OF SCHERTZ
REQUEST FOR PROPOSALS
INSERT PROJECT NAME HERE
RFP# INSERT RFP NUMBER HERE

[bookmark: PROJECT_DUE_DATE]Sealed Proposals in response to this RFP addressed to the Purchasing and Asset Management Department will be received until Insert due date at 3:00PM, at 1400 Schertz Parkway Building # 2, Schertz, Texas 78154. All Requests for Proposals must be in the City of Schertz’s possession on or before the scheduled date and time (no late RFP will be accepted).

RFP documents can be obtained from the City’s website at http://www.schertz.com/bids.aspx. Be advised that if your company downloaded the documents from the web page and is contemplating responding to this RFP, you should register as a Schertz Vendor at www.publicpurchase.com so any changes/additions via addenda can be accessed by your company. Any questions in reference to these Proposals may be directed to Purchasing & Asset Management at (210) 619-1160 or purchasing@schertz.com. 

RFP responses received after the deadline will not be considered. The City shall evaluate the RFP on the basis of technical ability, experience, and ability to perform the work and factors identified within the attached RFP solicitation.

The City of Schertz reserves the right to refuse and reject any or all responses, waive any or all formalities or technicalities, accept the response or portions of the response determined to be the best value and most advantageous to the City, and hold the responses for a period of 120 days without taking action. The City of Schertz reserves the right to accept responses from more than one firm determined to be the best option for the City. Respondents are required to hold their responses firm for the same period of time.

[bookmark: PROJECT_PRESUBMITTAL]A Pre-Submittal conference will be held on INSERT PRE-SUBMITTAL CONFERENCE DATE in the City of Schertz Bob Andrews Conference Room at 1400 Schertz Parkway, Bldg. #1, Schertz, Texas 78154.  All questions are due in writing no later than INSERT QUESTIONS DEADLINE


Hand-delivered & Courier Submissions:
Purchasing & Asset Management Department
1400 Schertz Parkway, Bldg. # 2, Schertz, TX 78154

LABELING INSTRUCTIONS:  Envelopes must be clearly marked:

CITY OF SCHERTZ REQUEST FOR PROPOSALS
INSERT PROJECT NAME HERE
RFP# INSERT RFP NUMBER HERE
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SECTION 1

OBJECTIVES, AND BACKGROUND


1.1	Objectives of this Request for Proposal 

The City of Schertz (“City”) is soliciting proposals in response to this Request for Proposal number INSERT RFP NUMBER HERE (“RFP”) from contractors, hereafter referred to collectively as “Proposers,” to provide INSERT PROJECT NAME HERE  and related equipment as more particularly described in Section 5 (Scope of Work) of this RFP.  

1.2       Description of City
	 
The City of Schertz, Texas, is a home rule city located northeast of San Antonio along the I-35 corridor. Schertz currently occupies a land area of 32.1 square miles and serves a population of approximately 40,000. The City of Schertz provides a full range of services, including police and fire protection, the construction and maintenance of streets, recreational facilities, cultural events, water and sewer services and EMS services. The City’s operational commitment is to provide reliable and excellent service to citizens at competitive prices and to guide responsible stewardship of City resources.

1.3	Project Background

INSERT PROJECT BACKGROUND

1.4	Term of Agreement

If the City enters into an Agreement (ref. Section 4) as a result of this RFP, The City anticipates the initial term of the Agreement will be for three (3) years (“Initial Term”), with the option, at the City’s discretion, to extend the Contractor’s Services for two (2) additional terms of one (1) year each (each an “Extension Term”). The Initial Term and each Extension Term are collectively referred to as the “Term.”  
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SECTION 2

NOTICE TO PROPOSERS

PROPOSER IS CAUTIONED TO READ THE INFORMATION CONTAINED IN THIS RFP CAREFULLY AND TO SUBMIT A COMPLETE RESPONSE TO ALL REQUIREMENTS AND QUESTIONS AS DIRECTED. 

2.1	Submittal Deadline 

Proposals must be received by the City on or before Insert due date at 3:00PM Central Prevailing Time and must be delivered to: 

The City of Schertz
Purchasing and Asset Management Department
1400 Schertz Parkway, Bldg #2
Schertz, TX 78154
RE: RFP# INSERT RFP NUMBER HERE

Proposals WILL be accepted in person, by United States Mail, or by private courier service. Proposals WILL NOT be accepted via oral communication, telephone, electronic mail, telegraphic transmission, or facsimile transmission. Proposals may be withdrawn prior to the above scheduled time set for closing. Alterations made before RFP closing must be initiated by respondents guaranteeing authenticity. Submittal of a response to this RFP constitutes an offer by the respondent. Once submitted, the Proposal becomes the property of the City of Schertz and as such the City reserves the right to use any ideas contained in any response regardless of whether that respondent/firm is selected. Submission of a proposal in response to this solicitation, by any respondent, shall indicate that the respondent(s) has accepted the conditions contained in the RFP, unless clearly and specifically noted in the Proposal submitted and confirmed in the contract between the City and the successful respondent. Proposals which do not comply with these requirements may be rejected at the option of the City. No late Proposals will be accepted and will be returned to respondent unopened (if properly identified). Failure to meet RFP requirements may be grounds for disqualifying a proposal.

2.2	Inquiries and Interpretations

[bookmark: PROJECT_QUESTIONS_DUE]The City specifically instructs all interested parties to restrict all contact and questions regarding this RFP to written communications forwarded to The City Contact. The City Contact must receive all questions or concerns no later than, INSERT QUESTIONS DEADLINE. The City will have a reasonable amount of time to respond to questions or concerns. It is the City’s intent to respond to all appropriate questions and concerns; however, The City reserves the right to decline to respond to any question or concern. Only City responses that are made by formal written Addenda will be binding on the City. Any verbal responses, written interpretations or clarifications other than Addenda to this RFP will be without legal effect. All Addenda issued by City prior to the Submittal Deadline will be and are hereby incorporated as a part of this RFP for all purposes. 

2.3	Pre-Submittal Conference

A Pre-Submittal conference will be held on INSERT PRE-SUBMITTAL CONFERENCE DATE in the City of Schertz Bob Andrews Conference Room at 1400 Schertz Parkway, Bldg. #1, Schertz, Texas 78154.  


2.4	RFP Contact Person  

Proposers will direct all questions, comments, or concerns regarding this RFP to the following City contact (“City Contact”): 

Julie Gohlke
Purchasing and Asset Manager
Schertz Purchasing and Asset Management Department
1400 Schertz Parkway, Bldg # 2
Schertz, TX 78154
Phone: (210) 619-1163
Fax: (210) 619-1169
E-mail: purchasing@schertz.com

[bookmark: _Toc41454298]2.5	Public Information

City considers all information, documentation and other materials submitted in response to this RFP to be of a non-confidential and non-proprietary nature and shall be subject to public disclosure under the Texas Public Information Act (Texas Government Code, Chapter 552.001, et seq) after the award of an Agreement.

Proposer is hereby notified that City strictly adheres to all statutes, court decisions and the opinions of the Texas Attorney General with respect to disclosure of public information.

2.6	Criteria for Selection 

The successful Proposer, if any, selected by The City in accordance with the requirements and specifications set forth in this RFP will be the Proposer that submits a proposal in response to this RFP on or before the Submittal Deadline that is the most advantageous to The City. The successful Proposer is referred to as the “Contractor.”

Proposer is encouraged to propose terms and conditions offering the maximum benefit to The City in terms of (1) services to the City, (2) total overall cost to the City, and (3) project management expertise. Proposers should describe all applicable discounts that may be available to The City in a contract for the Services (ref. Section 5). 
 
An evaluation team from The City will evaluate proposals. The evaluation of proposals and the selection of Contractor will be based on the information provided by Proposer in its proposal. The City may give consideration to additional information if The City deems such information relevant. 

Based on the Evaluation Committee review, several firms may be short-listed, for further consideration and may be required to submit supplemental information and an interview or presentation. The City reserves the right to reject all submissions.

After submission of a proposal but before final selection of Contractor is made, the City may permit a Proposer to revise its proposal in order to obtain the Proposer's best and final offer. In that event, representations made by Proposer in its revised proposal, including price and fee quotes, will be binding on Proposer. City is not obligated to select the Proposer offering the most attractive economic terms if that Proposer is not the most advantageous to the City overall, as determined by the City. 

By submitting a proposal, Proposer acknowledges (1) Proposer's acceptance of [a] the Proposal Evaluation Process, [b] the Criteria for Selection, [c] the Scope of Work (ref. Section 5 of this RFP), [d] the terms and conditions of the Agreement (ref. APPENDIX ONE), and [e] all other requirements and specifications set forth in this RFP; and (2) Proposer's recognition that some subjective judgments must be made by the City during this RFP process. 

[bookmark: _Hlk520796361]The criteria to be considered by The City in evaluating proposals and selecting Contractor, will be those factors listed below with their relative weightings:  

[bookmark: _Hlk520796394]2.6.1	Proposer’s Qualifications, Abilities, and Reputation: (30%)

[bookmark: _Hlk520796474]2.6.1.1	Proposer’s demonstrated competence and experience in providing the requested services, including the quality of Proposer’s references from past and present clients.

[bookmark: _Hlk520796484]2.6.1.2 	The qualifications, education, and experience of the team members proposed by Proposer to conduct and supervise its services for the City.  

[bookmark: _Hlk520796489]2.6.1.3	Proposer’s past relationship with City of Schertz, and Proposer’s experience performing the requested services for entities similar in nature. 

[bookmark: _Hlk520796498]2.6.1.4	Proposer’s ability to perform the required services within the time periods projected, based on Proposer’s demonstrated capabilities, staffing, financial stability, and creative resources.

[bookmark: _Hlk520796512][bookmark: _Hlk520796502]2.6.1.5	Proposer’s demonstrated awareness of the present environments and likely future developments related to the requested services.

	
2.6.2	Quality of Proposed Services:  (25%)

[bookmark: _Hlk520796536]The overall demonstrated quality of Proposers’ goods and/or services in accordance with the Scope of Work described in Section 5.
	
2.6.3	Cost:  (40%)

[bookmark: _Hlk520796566]The cost to City required to secure Proposer’s proposed Services, including any long term costs. 

2.6.4	Responsiveness of Proposal: (5%)

[bookmark: _Hlk520796586]	The extent to which Proposer’s response relates to the specific environment, requirements, and needs of City; the quality and level of substantive detail and clarity of content provided in Proposer’s response.   

2.6.5	Threshold Criteria Not Scored:

[bookmark: _Hlk520796602](i) 	Ability of City to comply with laws regarding Historically Underutilized Businesses; and
[bookmark: _Hlk520796611](ii)	Ability of City to comply with laws regarding purchases from persons with disabilities.

[bookmark: _Hlk520796619]2.6.6	Supplemental Consideration.  As a supplement to the above-described criteria, City may give consideration to any additional information and documentation submitted by a Proposer if City deems such information to be relevant, and to serve the best interests of, and provide the best value to, City.
 

2.7	Key Events Schedule 

Issuance of RFP				_______________ 

Deadline for Questions/Concerns	INSERT QUESTIONS DEADLINE

Pre-Submittal Conference	INSERT PRE-SUBMITTAL CONFERENCE DATE


Submittal Deadline	Insert due date at 3:00PM Central Prevailing Time 

SECTION 3

SUBMISSION OF PROPOSAL

3.1	Required Hard Copies and Supplemental Electronic Version 

3.1.1 	Number of Hard Copies and Required Original Signature.  Proposer should submit a total of four (4) complete and identical copies of its entire proposal. An original signature by an authorized officer of Proposer must appear on the Execution of Offer (ref. Section 8) of at least one (1) copy of the submitted proposal. The copy of the Proposer’s proposal bearing an original signature should contain the mark “original” on the front cover of the proposal. 

3.1.2 	Digital Copy.  Proposers must include with their response a supplemental version of Proposer’s response via disc or USB drive. The supplemental version of Proposer’s response should include all relevant information contained within the hard copy submission. 

3.2	Preparation and Submittal Instructions 

The response to this RFP shall be submitted in the manner described in this Section. Each category must be separated by index dividers and the index divider must extend so that each tab can be located without opening the proposal and labeled with the corresponding tab reference noted below. Failure to submit the Proposal in the manner specified may result in a premature opening of, post-opening of, or failure to open and consider that proposal and may be cause for elimination of that Respondent from consideration for award.  

3.2.1	Tab A: Execution of Offer 

Proposer must complete, sign and return the attached Execution of Offer (ref. Section 8) as part of its proposal. The Execution of Offer must be signed by a representative of Proposer duly authorized to bind the Proposer to its proposal. Any proposal received without a completed and signed Execution of Offer may be rejected by the City, in its sole discretion. 

3.2.2	Tab B: Proposers Questionnaire

Respondent shall provide responses to all of the questions identified in the questionnaire in Section 7

3.2.3	Tab C: Overview of Proposed System / Scope of Services

This section of the proposal should include a general discussion of the proposer’s overall understanding of the project and the scope of work, as defined in Section 5, proposed. 


3.2.4	Tab D: Sample Documents

Proposers should include sample copies of the documents and/or reports outlined in the scope of work (Section 5). Although they are sample forms, the documents must contain all material terms so that the City can fairly evaluate the proposer’s forms.


3.2.5	Tab E: Cost Proposal 

Proposer must complete and return the Cost Proposal (ref. Section 6 of this RFP), as part of its proposal. In the Cost Proposal, the Proposer should describe in detail (a) the total fees for the entire scope of the Services; and (b) the method by which the fees are calculated. The fees must be inclusive of all associated costs for delivery, labor, insurance, taxes, overhead, and profit. 

The City will not recognize or accept any charges or fees to perform the Services that are not specifically stated in the Cost Proposal

In the Cost Proposal, Proposer should describe each significant phase in the process of providing the Services to The City, and the time period within which Proposer proposes to be able to complete each such phase. 

	3.2.6	Tab F: Additional Information

1. Insurance Certificates
2. Supplementary Information
3. Other supporting materials and work portfolio which demonstrates the firm’s work quality 

3.3	Proposal Validity Period 

Each proposal must state that it will remain valid for City’s acceptance for a minimum of one hundred twenty (120) days after the Submittal Deadline, to allow time for evaluation, selection, and any unforeseen delays. 




SECTION 4

GENERAL TERMS AND CONDITIONS

4.1	The terms and conditions contained in the Agreement (the “Agreement”) attached to this RFP as APPENDIX ONE and incorporated for all purposes, or, in the sole discretion of the City, terms and conditions substantially similar to those contained in the Agreement, will constitute and govern any agreement that results from this RFP. If Proposer takes exception to any terms or conditions set forth in the Agreement, Proposer will submit a specific list of the exceptions as part of its proposal. Proposer’s exceptions will be reviewed by The City and may result in disqualification of Proposer’s proposal as non-responsive to this RFP. If Proposer’s exceptions do not result in disqualification of Proposer’s proposal, then The City may consider Proposer’s exceptions when The City evaluates the Proposer’s proposal.








SECTION 5

SCOPE OF WORK

5.1	General 

The minimum requirements and the specifications for the Services, as well as certain requests for information to be provided by Proposer as part of its proposal, are set forth below. As indicated in Section 2.3 of this RFP, the successful Proposer is referred to as the “Contractor.”

5.2	Minimum Requirements

Each proposal must include information that clearly indicates that Proposer meets each of the following minimum requirements:

5.2.1	

5.3	Additional Requirements

[bookmark: _GoBack]5.3.1	 





SECTION 6

PRICING AND DELIVERY SCHEDULE


Proposal of:  ___________________________________ 
		(Proposer Company Name) 

To:		The City of Schertz 

RFP Title:	INSERT PROJECT NAME HERE


RFP#: 	INSERT RFP NUMBER HERE

Having carefully examined all the specifications and requirements of this RFP and any attachments thereto, the undersigned proposes to furnish the services required pursuant to the above-referenced Request for Proposal upon the terms quoted below.

6.1	Pricing for Services 

Proposer shall include in Proposal a pricing list of all equipment and accessories offered for both a three (3) year lease term and a five (5) year lease term. Do NOT use “To Be Determined” or similar annotations for cost estimates


	
6.2	City’s Payment Terms 

City’s standard payment terms for services are “Net 30 days.” 



	 






SECTION 7

PROPOSER’S GENERAL QUESTIONNAIRE

Proposals must include responses to the questions contained in this Proposer’s General Questionnaire. Proposer should reference the item number and repeat the question in its response. In cases where a question does not apply or if unable to respond, Proposer should refer to the item number, repeat the question, and indicate N/A (Not Applicable) or N/R (No Response), as appropriate. Proposer will explain the reason when responding N/A or N/R.

7.1	Proposer Profile 

7.1.1	Number of years in Business:  			 

State of incorporation:  				 

Number of Employees:  				 

Annual Revenues Volume:  			 

Name of Parent Corporation, if any   ______________________________ 

7.1.2	State whether Proposer will provide a copy of its financial statements for the past two (2) years, if requested by the City. 

7.1.3	Proposer will provide a financial rating of the Proposer entity and any related documentation (such as a Dunn and Bradstreet analysis) that indicates the financial stability of Proposer. 

7.1.4	Is Proposer currently for sale or involved in any transaction to expand or to become acquired by another business entity? If yes, Proposer will explain the expected impact, both in organizational and directional terms.

7.1.5	Proposer will provide any details of all past or pending litigation or claims filed against Proposer that would affect its performance under the Agreement with City (if any). 

7.1.6	Is Proposer currently in default on any loan agreement or financing agreement with any bank, financial institution, or other entity? If yes, Proposer will specify the pertinent date(s), details, circumstances, and describe the current prospects for resolution. 

7.1.7	Proposer will provide a customer reference list of no less than three (3) organizations with which Proposer currently has contracts and/or to which Proposer has previously provided services (within the past five (5) years) of a type and scope similar to those required by City’s RFP. Proposer will include in its customer reference list the customer’s company name, contact person, telephone number, project description, length of business relationship, and background of services provided by Proposer. 

7.1.8	Does any relationship exist (whether by family kinship, business association, capital funding agreement, or any other such relationship) between Proposer and any employee of City? If yes, Proposer will explain. 

7.2	Approach to Project Services 

7.2.1	Proposer will provide a statement of the Proposer’s service approach and will describe any unique benefits to the City from doing business with Proposer. Proposer will briefly describe its approach for each of the required services identified in Section 5, Scope of Work of this RFP. 

7.2.2	Proposer will provide an estimate of the earliest starting date for services following execution of the Agreement. 

7.2.3	Proposer will submit a work plan with key dates and milestones. The work plan should include:  

7.2.3.1	Identification of tasks to be performed; 
7.2.3.2	Time frames to perform the identified tasks; 
7.2.3.3	Project management methodology; 
7.2.3.4	Project roles and responsibilities; 
7.2.3.5	Project change control procedure; and
7.2.3.4	Implementation strategy. 

7.2.4	Proposer will describe the types of reports or other written documents Proposer will provide (if any) and the frequency of reporting, if more frequent than required in the RFP. Proposer will include samples of reports and documents if appropriate. 


7.3	Miscellaneous 

7.4.1	Proposer will provide a list of any additional services or benefits not otherwise identified in this RFP that Proposer would propose to provide to City. 

7.4.2	Proposer will provide details describing any unique or special services or benefits offered or advantages to be gained by City from doing business with Proposer. Additional services or benefits must be directly related to the goods and services solicited under this RFP. 

7.4.3	Does Proposer have a contingency plan or disaster recovery plan in the event of a disaster? If so, then Proposer will provide a copy of the plan. 

REQUEST FOR PROPOSAL



Page 18 of 19


SECTION 8

EXECUTION OF OFFER

Proposal of:  ___________________________________ 
		(Proposer Company Name) 

To:		The City of Schertz 

RFP Title:	INSERT PROJECT NAME HERE

RFP#: 	INSERT RFP NUMBER HERE

This Proposal shall remain in effect for the Proposal Validity Period (ref Section 3.3) and shall be exclusive of federal excise and state and local sales tax (exempt).

The person signing this Response on behalf of the Offeror represents to Owner that:

(1) The information provided herein is true, complete and accurate to the best of the knowledge and belief of the undersigned; and

(2) He/she has full authority to execute this Response on behalf of Offerors.


(3) Offeror has received the Addenda to this RFP, specifically, Addenda numbered

__________________.

Executed this	day of	,	.


______________________________		______________________________
                   Entity Name						Signature
	

______________________________		______________________________
              Street & Mailing Address				Print Name of Signatory
	

______________________________		______________________________
               City, State, and Zip				      Title of Signatory	

______________________________		______________________________
              Telephone Number					  Fax Number

______________________________		______________________________                   Email Address					       Mobile Number
REQUEST FOR PROPOSAL
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