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The City of Norman, OK
Recreation Management System

1.0 INTRODUCTION AND VENDOR INSTRUCTIONS
1.1

Introduction
The City of Norman Oklahoma (the City) invites your company to provide a proposal for
the implementation of replacements to its current Parks & Recreation Management
system. The City prefers a comprehensive, turnkey, fully integrated application providing
functionality for all aspects of the Parks and Recreation organization but will also consider
proposals from systems integrators.
Services associated with the implementation of their system would include: project
management, system design, hardware specifications, software customizations to meet
specifications, interface development, systems integration, data migration, testing,
implementation, updates, and training.
The City is considering both On-Premise and Vendor-Hosted SaaS solutions.

1.2

Norman, OK Background
Norman is a city in the U.S. state of Oklahoma 20 miles south of downtown Oklahoma
City. The county seat of Cleveland County and part of the Oklahoma City metropolitan
area, its population is estimated at 124,880 in 2019 making it Oklahoma's third-largest
city. The City provides a wide range of Parks & Recreation facilities ranging from parks,
swimming pools, tennis courts, a golf course, activity centers, and event venues.
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1.3

Project Intent
Norman is currently seeking to replace its Vermont RecTrac Recreation Management
system with a modern, integrated operational system that includes: Membership
Management, Reservations Management, Scheduling, Finance, Marketing, Contract
Management, Point of Sale, Inventory Management, restaurant services including tip
calculating, mobile sales which would include the ability to establish running tabs for
customers playing golf or using facilities and payment when they leave or check-out,
event management and ticketing, as well as Customer Self-Service.
Proposals are being sought through this RFP for a project that includes acquisition of:
A.
B.
C.
D.
E.
F.

Recreation Management functionality as described above
Integrated, modern, and robust Field Mobility Capabilities
System Integration Services
Interfaces to certain City systems
Training
Maintenance Services

The City plans to implement industry standard, commercial-off-the-shelf (COTS) modular
software solutions. The City would like to see both On-Premise and SaaS options if
available. The City has standardized on the Microsoft Operating Systems platform
(Windows Server 2016+). Solutions that incorporate Web Services Internet/Intranet
technology will also be considered.
It is critical to the success of this project that the Vendors perform extensive business
analysis and provide process improvement recommendations to take full advantage of
the proposed solution’s potential. A balanced approach that allows for configuration to
adjust the software to meet City needs is the most likely to succeed.
The objectives of this deployment include:
 Automate and integrate functions currently requiring manual intervention
 Reduce/eliminate redundant data entry to increase workflow efficiency
 Provision of modern, intuitive citizen self-service capabilities
 Modernization of the existing systems architecture to minimize long term support and
maintenance costs
 Implement a system that provides customization through a high degree of
configurable parameters
 Provision for sophisticated data analysis and reporting through easy to use,
customizable reporting tools and robust analytical toolsets
The City requires that a single Vendor acts as the primary agent, subcontracting certain
aspects as necessary. The City prefers an integrated set of modules over interfaces. The
City requires proposals with the following project elements:




Business Process Engineering
Production and Backup Server Setup (for On-Premise implementation beyond typical
loading of application software onto servers)
SaaS and Backup Server setup (for SaaS solutions)
Page 2

The City of Norman, OK
Recreation Management System









Server software setup to include:
- Operating System
Application Software
Software Implementation
Mapping System Integration
Data Migration (does not include customer base)
Internal and External System Interfaces
Comprehensive System Training
Software Maintenance

Additionally, the City seeks assurance of:






Effective Project Management by the Vendor and the Vendor’s Project Manager
Extensive user training during and beyond implementation
Long-term useful life of the system
Vendor’s commitment to keeping the system state-of-the-art
Competitive prices

The City desires to procure the most appropriate system within its financial means from
a qualified Vendor at a firm, fixed price. It prefers to purchase an existing system that is
in use by other similar municipalities and is proven effective. Contracts shall be made only
with a responsible Vendor who possesses the ability to perform successfully under the
terms and conditions of this proposed procurement. Consideration shall be given to such
matters as software, Vendor integrity, record of past performance including prior
successful implementation of proposed products, and financial and technical resources.
Each firm submitting a proposal must have established a state and/or national reputation
for the planning, supplying, installing and maintaining of their systems.
Although the City is requesting proposals for complete systems, including software and
services that include all third-party components, The City may choose not to acquire all
optional system components. The City may procure third-party components directly using
Vendor-provided specifications.
It is important for the proposers to understand that the City has invested in its
infrastructure and expects to leverage that infrastructure when possible. The Vendor is
expected to (a) specify hardware and network requirements as part of its proposal, and
(b) propose services that enable it to certify that the hardware and network utilized by
the City meets its minimum standards so that the Vendor can comply with performance
requirements specified in this RFP.
Vendors shall provide pricing, responses, and plans for both On-Premise and VendorHosted SaaS solutions, if available.
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1.4

System Functions
Certain system functions are of particular interest to the City. These will be given a higher
weight during the evaluation process and may be shown during the Demonstration phase
of the evaluation process.
Required Functionality:












Single integrated system with inter-module data flow to minimize reentry
Comprehensive Financial tracking to include Point of Sale (POS), mobile POS with
running tab feature and tip capability, and inventory management
Scheduling functionality for classes and events
Easy, intuitive, and powerful user-driven reporting and analytics
Configurable to City workflow processes
Online portal for citizen self-service registration, reservations, and account
management with full functionality and intuitive interface
Robust field mobility capabilities
Integration with finance/payroll system or export/import to Tyler’s Munis
Online T-time and court reservations
Online access and management for memberships including special discounts (military,
education, low-income, etc.)
Event management and ticketing

Preferred Functionality:




1.5

Ability to track and easily report facility occupancy levels and customer traffic counts.
This needs to take into account party rentals and would like to see pop-ups for staff
to see when occupancy levels are getting close to maximum levels.
Registration process needs to include add-on sale capability

RFP Outline
The following table provides an outline of the RFP.

#

Section

Purpose

1.0

Introduction & Instructions

This section contains background, instructions on how to submit a
proposal and a guideline for the proposal contents and format.

2.0

Background and Functional
Requirements

This section provides an operational background of the City,
description of the current systems, and requirements for new
ones.

3.0

Infrastructure
Requirements

This section provides the requirements for the technical
infrastructure supporting the system, whether Vendor-Hosted or
On-Premise, as well as ongoing performance/update
requirements.

4.0

Service & Maintenance
Requirements

This section contains requirements for ongoing system
maintenance and other services over the life of the system(s).
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#

Section

Purpose

5.0

Acceptance Testing
Requirements

This section contains requirements for the initial acceptance of
the system.

6.0

Implementation
Requirements

This section contains requirements for the conduct and
completion of the implementation period.

7.0

Contract Requirements

This section defines the general business relationship to be
established.

8.0

Price Requirements

This section describes the pricing details required and the
payment and other related terms.

Attachments

Attached files:
 A1 - Proposal Response Forms
 A2 - Functional Requirements Response Form
 A3 - City’s Standard Terms and Conditions

1.6

Proposal Process Instructions

1.6.1 Significant Dates
It is intended that the following dates will govern this procurement. They are subject to
change at the discretion of the City of Norman.
Activity

Date/Time

RFP Issue Date

January 5, 2022

Pre-Proposal Conference Call

January 24, 2022, 10:00–11:00 AM CST

Final Written Questions Due

January 27, 2022, 5:00 PM CST

Reponses Addenda Posted

February 2, 2022

Proposal Submission Deadline February 9, 2022, 3:00 PM CST
Shortlist Notification

March 2022

Demonstrations

March 2022

Contract Negotiations

April 2022

Recommendation to Council

May 2022

1.6.2 Communication with the City of Norman
All communications regarding this RFP from Vendors and other sources must be directed
to the RFP Coordinator as follows:
Title

Recreation Manager

Name

Veronica Tracy

Email

NormanRFP2122-43@NormanOK.Gov
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1.6.3 Pre-Proposal Conference Call & Questions
The purpose of the Pre-Proposal Conference Call is to provide interested vendors with an
opportunity to obtain clarification, from subject matter experts, regarding the
specifications and requirements outlined in this RFP.
The Pre-Proposal Conference Call date is listed in Section 1.6.1; this meeting is NOT
mandatory. The meeting will be held via audio conference. Instructions for the dial-in to
the audio conference can be obtained by sending an email to the RFP Coordinator at the
address in Section 1.6.2.
It is preferred that all questions, comments and requests be received via e-mail no later
than one (1) business day prior to the conference call. This will allow the RFP Coordinator
time to review the questions and prepare responsive information prior to the
pre-proposal conference call. Vendors may also ask questions, make comments, or
request information during the pre-proposal conference. Verbal questions may be
discussed at this conference call. However, all answers provided verbally will not be
considered binding. The only official answers will be posted in writing in the form of an
RFP Addendum on or before the date listed in Section 1.6.1.
Vendors are encouraged to submit questions or comments, or make requests for
information or clarifications until the Final Written Questions Due date identified in
Section 1.6.1. All questions must be submitted via email to the address in Section 1.6.2.
No additional questions will be responded to after the Written Questions Due date listed
in Section 1.6.1.
1.6.4 Proposal Submittal
The City requires all responses to be submitted electronically through the City’s email by
the due date and time as shown below. Title the email in the following format and include
attachments A1 and A2 in their original native format as part of your response.
Proposals returned in a non-compliant format may be considered "non-responsive" and
can be rejected. For supplemental information, place that information at the end of the
section marked: “Vendor Supplemental Information”. Electronic images or .pdf versions
of the attached files will not be accepted as compliant.
Email Address

NormanRFP2122-43@NormanOK.Gov

Email Title

Recreation Management System Proposal

Due Date:

January 21, 2022, 3:00 PM CST

In addition, Vendors must conform to the following:




Vendors must follow the format outlined in Section 1.5 and fill out completely the
form(s) furnished in:
o A1 - Proposal Response Forms; and
o A2 - Functional Requirements Response Form.
Any costs associated with preparing proposals in response to this RFP are the sole
responsibility of the Vendor.
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1.7

All proposals and supporting materials as well as correspondence relating to the RFP
become the property of the City when received.
o Any proprietary information contained in the proposal should be so indicated.
The Vendor is responsible for assuring proposal delivery on or before the stated date
and local time as well as for any associated delivery costs. The City is not responsible
for lateness for any reason (e.g., mail, carrier). Proposals submitted after that date
will not be considered.
The City reserves the right to refuse all proposals in their entirety, or select certain
components and/or services from various proposals.
Any exceptions to the specifications must be stated on the Proposal Response Forms.
Additional instructions, general terms and conditions are provided in the Attachment
A4 - City’s Standard Terms and Conditions.
The City of Norman reserves its right to reject any or all proposals at any time, with or
without cause.

Definitive List of Proposal Contents
The City requires a uniform proposal format so that all proposals can be fairly evaluated.

1.7.1 Response Format
Vendors are advised that the City’s ability to evaluate proposals is dependent on the
Vendor’s ability and willingness to submit proposals which are well-ordered, detailed,
comprehensive, and readable. Clarity of language and adequate, accessible
documentation is essential.
Vendors must follow the response format outlined in the table below. In addition,
response forms have been provided and must be used to allow each Vendor to provide a
uniform response. The forms include:


Proposal Response Forms. The Vendor is required to use the Proposal Response Form
contained in this volume for their proposal response. This volume contains response
information from the Vendor related to qualifications and references, functional
requirements, hardware and network requirements, contractual requirements and price
proposal. All proposal responses must be entered into the electronic form (MS Word)
provided as part of the Vendors proposal response. Electronic images or .pdf versions of
these files will not be accepted as compliant.
-

Vendors may bid with either or both of the following system integration options:
o On-Premise - The City purchases software and implementation services
from the Vendor, but elects to implement on the City’s infrastructure.
o Vendor-Hosted SaaS - The City purchases the Vendor’s SaaS services.
Sections corresponding to each proposal type are labelled in accordance to this
(On-Premise solutions must respond to all sections with numbering that includes
A, while Vendor-Hosted SaaS solutions should respond to all sections with
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numbering including B). Vendors capable of providing either solution should
respond accordingly to both.


Functional Requirements Response (FRR) Form. The Vendor is required to use the
Functional Requirements (FRR) Response Form contained in this volume for their proposal
response. This volume contains detailed descriptions of all functional specifications and
requirements for the proposed system. All proposal responses must be entered into the
electronic form (MS Excel) provided as part of the Vendors proposal response. Electronic
images or .pdf versions of these files will not be accepted as compliant.

Item

Instructions

Cover Letter

Submit a copy of the cover letter on your letterhead signed by the
responsible official in your organization, certifying the accuracy of all
information in your proposal, and certifying that your proposal will
remain valid for specified number of days from the date you submit
it as required. It should also include the names of individuals within
the company to contact for technical, pricing, and contractual
questions.

Use the Proposal Response Forms to respond to the following sections:
Section 1.0:
Qualifications and
References Response

Use the attached MS Word file titled, “Proposal Response Forms,”
to respond to this section.

Section 2.0:
Functional Requirements
Response

The requirements for all the software systems covered by this
procurement are described in the attached MS Excel spreadsheet
titled “A2 - Functional Requirements Response Form”.
Respond directly into spreadsheet. Submit any additional
information in the attached “Proposal Response Form.” Include both
as part of your proposal. At the end of the section, in the Vendor
Supplemental Information, please provide an introductory overview
describing the proposed systems, noting any exceptions to the list of
applications specified in Section 1.3.

Section 3.0:
Infrastructure
Requirements

Respond to RFP Section 3. Use the attached MS Word file titled
“Proposal Response Form” to respond to this section. Where the RFP
asks for lists or detailed supplemental information, place that
information in the Vendor Supplemental Information at the end of
the section. Include a schematic of the system.

Section 4.0:
Service and Maintenance
Requirements Response

Respond to RFP Section 4. Use the attached MS Word file titled
“Proposal Response Form” to respond to this section. Where the RFP
asks for lists or detailed supplemental information, place that
information in the Vendor Supplemental Information at the end of
the section.

Section 5.0:
Acceptance Testing
Requirements

Respond to RFP Section 5. Use the attached MS Word file titled
“Proposal Response Form” to respond to this section. Where the RFP
asks for lists or detailed supplemental information, place that

Page 8

The City of Norman, OK
Recreation Management System
Item

Instructions
information in the Vendor Supplemental Information at the end of
the section.

1.8

Section 6.0:
Implementation
Requirements Response

Respond to RFP Section 6. Use the attached MS Word file titled
“Proposal Response Form” to respond to this section. Where the RFP
asks for lists or detailed supplemental information, place that
information in the Vendor Supplemental Information at the end of
the section.

Section 7.0:
Contractual Requirements

Review the contract terms in this section. Note any exceptions to the
terms in the “Proposal Response Form,” Section 7.

Section 8:
Price Proposal

Follow the instructions in RFP Section 8 for preparing cost summary,
explanatory notes, and back-up details. Use the attached MS Word
file titled “Proposal Response Form” to respond to this section.

Attachments:

Include brochures/specification/contracts for proposed products as
necessary.

Evaluation & Award Process
The City will conform to the evaluation and award process below, subject to change at
the City’s discretion.








1.9

Proposals will be objectively evaluated by a committee based on conformity to the
specifications as determined by the evaluation criteria in RFP Section 1.8, and a short
list will be developed.
Short-listed Vendors may then be evaluated based on references, oral presentations,
demonstrations and site visits to similar installations. Written responses to queries for
further clarification may also be required.
Final scoring will be based on the criteria given in Section 1.9.
Best and Final offers may be requested from the Short-listed Vendors.
Contract negotiations will begin immediately with the selected Vendor.

Initial Evaluation Criteria
The City will evaluate Vendors’ proposals based on the completeness and quality of their
responses to all sections.
Section
1.0
2.0
3.0
4.0
5.0
6.0
7.0
8.0

Description
Qualifications & Experience
Functional Systems Proposal
Infrastructure Proposal
Service & Maintenance Proposal
Acceptance Testing Proposal
Implementation Proposal
Contractual Proposal
Price Proposal

Value
15
25
10
15
5
15
5
10
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1.10 Final Evaluation
Once a short list of Vendors has been invited to continue with the process, other Vendors
will be notified. The short list of Vendors will be engaged to demonstrate their products;
based on their performance in the demonstration, references and, if the City desires, site
evaluations, up to two Vendors will be asked to participate in a best and final process.
Element
Initial Evaluation Criteria (Table Above)
Demonstration
References / Site Evaluation
TOTAL

Value
100
75
25
200
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2.0 BACKGROUND AND FUNCTIONAL REQUIREMENTS
2.1

Introduction
This section provides agency operational background and detailed description of the
systems being replaced by those systems outlined in Section 1.1 above.

2.2

Department Background and Sizing
The estimated population of Norman is 124,880. The Parks and Recreation department
manages over 1500 acres of public land and maintains and operates an extensive number
of facilities including:








Westwood Family Aquatic
Center
Westwood Tennis Center
Westwood Golf Course
5 recreation centers to
include:
o Whittier Recreation
Center
o Irving Recreation
Center
o Little Axe Community
Center
o 12th Avenue
Recreation Center
64 neighborhood and community parks
Numerous walking paths and playgrounds

The Norman Parks and Recreation Department is responsible for the management of the
park systems, recreational facilities, and programs as well as the Westwood Complex. The
department is organized into 5 functional divisions: Administration, Parks, Recreation,
Parks Planning, Westwood, Forestry.
The Department aims to enhance the health, economy, and well-being of the community
through sustainable practices, leisure opportunities, and environmental stewardship
while improving the quality of life of its City residents and preserving natural resources.
Detailed in the table on the next page is the current sizing parameters for the department
and the system as it sits today. These numbers will grow as the City expands.
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Table 2.2 Sizing Parameters
Category
City
Demographics
Parks and
Recreation
Department
Staffing

Parks and
Recreation
Department
Statistics

Sizing Statistic

Current

City of Norman Total Population

122,837

Jurisdictional Area (Square Miles)

189.4

Number of City Departments

131

Total Full-Time Parks Department Staff (1 FTE)

50

Total Part-Time Parks Department Staff (0.5 FTE)

15

Total Number of Parks

64

Total Land Area of Parks

1500 Acres

Total Number of Recreation Facilities

11

Total Number of Rental Spaces for Parks (e.g.,
Gazebos, Patios, Covered Shelters, etc.)

20

Park Amenities

Aquatic Center Amenities

Playgrounds
Tennis and lighted Tennis
Soccer
Picnic Shelters
Playground Equipment
Gazebos
Indoor Facility with Kitchen
and Restroom
Amphitheater
Splashpad
Outside Restrooms
Backstops
Jogging/Walking Course
Basketball Court
Skate Park
Volleyball
Disc Golf
Grills
Pool
Water Slides
Concessions
Swim Lessons
Season Passes
Party Rentals
IFD Wristbands
Occupancy Tracking
Event Management &
Ticketing
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Tennis Center Amenities

Golf Course Amenities

Parks and
Recreation
Department
Budget

Parks and
Recreation
System

Tennis Court
Tennis Lessons
Pro Shop
Season Passes
Court Reservations
18 Hole Course
Restaurant
Pro Shop
Golf Lessons
Annual Membership
On-line T-Time
Reservations
Mobile sales with open
tabs & tip calculation

Parks & Rec Operating Budget

$5,971,573

Parks & Rec Capital Budget

$643,042

Number of Parks System Users (Total)

37

Number of Concurrent Parks System Users

25

Total Number of Locations Utilizing the System

11

Total Number of Facility Booking Pages

94

Total Number of Program/Activity Booking Pages

416

Total Number of Point-of-Sale (POS) Terminals

25

Total Number of Devices Utilizing Recreation
System
Total Number of Mobile Devices with POS and
Reservation Capabilities

60
0 today, but estimate will
need 5 to start

Tennis Center Notes:
The Tennis Center is managed by a 3rd party vendor. The City needs the workflows inside the
Tennis Center to go through the system and to be treated as one integrated process for
scheduling of tennis courts and paying for lessons as well as buying items at the pro shop. The
City would collect the funds and account for it in the back end to the 3rd party vendor.
Golf Course Notes:
The Golf Course has two main priorities:



Providing mobile concession (credit card entry POS in the field) and the ability for
customers to pay tips.
Need the ability to process green fees, concessions, and pro shop purchases from a single
transaction (if all three items are presented by the customer). Currently the Pro Shop is
managed by a 3rd party vendor, so the process would be the same as the Tennis Center.
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2.3

Current Environment

2.3.1 Application Systems Overview
The current environment of the Parks and Recreation Department is shown below.
Chart 2.2 Current Applications Environment - Parks and Recreation
Parks and Recreation
Public Works

RecTrac
Parks and Rec
Management

Tyler EAM
Work Orders

Fleet
Maintenance

City-Wide
CardConnect
Payment
Processing

Tyler Munis
ERP/Financials

ESRI GIS
Mapping

Drupal
City Website

IntelliTime
Timekeeping/
Scheduling

The City currently uses the Vermont RecTrac system as its core Parks Management
system. Due to the lack of integration and modern functionality the department requires
to do their jobs, many processes are manual and duplicated across several systems. These
gaps in the software and lack of capabilities for a more field friendly environment has
prompted the department to begin looking at new options which will enable them to
automate workflows and provide better Citizen self-service features.
Because of the lack of integration between the core Parks applications, manual input is
required in a number of areas (dotted lines shown in chart). These inefficient, slow down
staff productivity and waste staff time.
2.3.2 Interfaces and Migration Plan
The City uses the following ancillary systems to fill the functional gaps of the current
RecTrac system. The chart below describes the interface as well as shows the preliminary
migration plan to the new system.
The City utilizes a series of applications that are critical to the overall service delivery
function. These applications are summarized in table 2.3 on the next page.
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Table 2.3 - Ancillary Parks and Recreation Applications
* Legend for Current Applications
Action
Description
Replace The City is intending to replace this application with the selected solution.
Maintain The City is intending to keep the application, but remaining separate from the
selected solution.
Interface The City is intending to keep the application and interfacing/integrating it with the
selected solution.

Current Function
Parks and Recreation
 Parks and Rec
Management
 Event Management
 Timekeeping/Scheduling
 ERP/Financials

Application
& Version

Notes/Comments

Migration Plan

RecTrac

Replace

RecTrac
IntelliTime
Tyler Munis

Replace
Maintain
Interface or
Import
Replace/Interface



Payment Processing

CardConnect



Tyler EAM



Parks Work Orders/
Facility Management
Vehicle Maintence




Mapping
Website Integration

ESRI GIS 10.5
Vermont
Systems
WebTrac

Faster

City is open to
considering both.
Presently have
Paymentus for other
online payments
Does not need to
interface
Does not need to
interface
City’s website is a Drupal
site which the Vendor
would be required to
integrate with.

Maintain
Maintain
Interface
Replace

2.3.3 Current Infrastructure and Technical Environment
As part of the City’s Assessment, the following technical areas were examined to identify
any challenges that could inhibit the new system’s effective installation, deployment and
use. The proposed system needs to comply with these standards and integrate with the
hardware already used by the City.
Technology Standard
Current
Operating Systems (OS) & Related Software
Server operating system(s)
Windows Server 2016 or later (64 bit)
Desktop operating system(s)
Windows 10
Mobile device operating system(s)
IOS, Android
Relational database(s)
MS SQL
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Technology Standard
Geographic information system (GIS)
Business application environment
Document management system

Current
ESRI/ArcGIS
MS Office 2016
LaserFiche, Tyler Content Management
Hardware
Server hardware
ESXi 6.0 and later (VM version 11 or higher)
Desktop hardware
HP & Dell
Mobile devices
Smartphone, iPad, Laptop
Data Center
Existing server space
Sufficient space
Rack space
Sufficient space
Environmentals (e.g., AC, power)
Sufficient space
Backup solution
EMC Networker
Disaster recovery site
Primary and Secondary Data Centers
Backups stored offsite
Network
Network equipment (e.g., switches, routers) Cisco
Underlying site-to-site connection
Fiber or Cox Internet with site-to-site VPN
Primary/ Secondary Internet PoP
2 internet POPs located in the City
Other
Field Automation Capabilities
The City has minimal field automation today. The
City is open to deploying field automation devices
where an obvious improvement in efficiency and
effectiveness will result.
Customizations
The City wants to purchase a system that is selfconfigurable, commercial off-the-shelf (COTS)
system. It is not interested in customizations or
systems that require teams of software engineers
to configure the system.

2.3.4 Current Storage Environment
The current storage platforms are sufficient to support the new system. To make the
system fully disaster resilient, the data will need to be backed up on a separate server at
the secondary data center. If the new system is to be hosted by the vendor, storage
parameters and data retrieval will need to be reviewed during contract negotiations.
2.3.5 Current Network Environment
The current network within the City is solid and provides dependable service. The City
facilities are either connected directly through fiber or through Cox Internet with site-tosite VPN. The City has a primary and secondary internet POP (same location in the City)
to further solidify the network. The vendor will need to specify their requirement for their
systems, whether On-Premises or Cloud, and the City will need to ensure they can meet
these requirements going forward. Also, the City will need to explore connection options
for the field staff (e.g., pool, tennis).
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2.4

Future Direction

2.4.1 Application Systems
Norman has chosen to invest in a next generation integrated application suite to
streamline the information flow within the Parks & Recreation system and improve the
efficiency of its workforce. The City aims to acquire a unified or integrated system that
provides the City with comprehensive Membership Management, Reservations
Management, Scheduling, Finance, Marketing, Contract Management, Point of Sale,
Inventory Management, restaurant services including tip calculating, mobile sales which
would include the ability to establish running tabs for customers playing golf or using
facilities and payment when they leave or check-out, event management and ticketing,
as well as Customer Self-Service.
The City is embracing digital government with a focus on improved customer service and
efficient operations. In the time since acquisition of the City’s current systems, processes
and internal demands have greatly evolved and expanded, creating large functional gaps
between the system’s available capabilities and those required of a modern recreation
organization. The City is also addressing the changing expectations of its citizens for
effective customer service and interaction. Because of the Internet, citizens expect that
information can be acquired on-demand, and goods and services can be purchased
whenever and wherever they are. The City is preparing to get ahead of these changing
demands and system deficiencies to maintain and improve the satisfaction levels they
have long enjoyed. The City plans to utilize the new system to provide a better, more
intuitive experience for their citizens.
The City believes that planned, prudent investment in technology that enables the
citizenry and staff to conduct transactions with minimal City staff intervention will also
help to better utilize existing staffing levels to meet citizen demands. The future intended
applications diagram is presented on the next page.
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Chart 2.4 Future Applications Environment - Parks and Recreation
Parks and Recreation

Public Works

Recreation
Management
System

Tyler EAM
Work Orders

Fleet
Maintenance

Payment
Processing*

City-Wide

Tyler Munis
ERP/Financials

ESRI GIS
Mapping

CivicPlus
Website

IntelliTime
Timekeeping/
Scheduling

*Payment Processing can either be done through the City’s Paymentus platform or the Vendor can list the processors
they work with.

2.4.2 Infrastructure and Network
It is expected that if a self-hosted option is chosen, the primary applications will be
installed in the City of Norman’s primary data center. Any ancillary or additional systems
that may be required (e.g., imaging server) will also be installed at the primary data
center, which also houses most of the users of the integrated system. Alternatively, a
Cloud-based option will be operated from the Vendor’s data center.
Nearly all users of this system on the Local Area Network are supported by fiber. It is
expected that the Vendor will review the City’s network and identify any network
concerns it might have that would impede it from meeting the performance requirements
specified in Section 5.
The mission critical applications are vital to the ongoing operation of the organization and
it is requested the Vendor propose a backup solution for both cloud and on-premises
solutions. Please use the A1 - Proposal Response Forms, Section 3.3A.3, OP: Disaster
Recovery Solution or Section 3.3B.3, SaaS: Hosting Environment to propose a backup
solution and give any details regarding City requirements for the site.

2.5

Functional Requirements
The design considers the replacement of a primary system to include Membership
Management, Reservations Management, Scheduling, Finance, Marketing, Contract
Management, Point of Sale, Inventory Management, restaurant services including tip
calculating, mobile sales which would include the ability to establish running tabs for
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customers playing golf or using facilities and payment when they leave or check-out,
event management and ticketing, as well as Customer Self-Service.
2.5.1 Overall Functional Requirements
In evaluating overall functional requirements, the City will consider the following:


Industry Standard Architecture – The architecture will be flexible and will be based
on widely accepted standards, making it easier to integrate/interface the mission
critical applications and other internal and external modules. It can also improve the
systems’ ability to interoperate with several modern technologies, such as:
o
o
o
o

Powerful and flexible ad hoc reporting tools
Field automation and mobility tools
Web-based or mobile self-service functions for employees and citizens
Geographic information systems (GIS).



Secure – The system will incorporate the elements of authentication, authorization,
encryption, monitoring/detection, and physical security that adhere to industry
standards.



Web-Based Architecture – The systems will take advantage of the integrating
capabilities of the web services architecture. This will provide many users the ability
to interact with the applications via a Web browser on multiple platforms.
Optimization for mobility is also desired.



Native Mobility Support – The system will provide native support for mobile devices
with user experiences crafted for ease of use and intuitive functionality.



Scalable – Scalability will be critical to support expansion and workload variability. The
system must be architected to maintain performance independent of any other
operation performed in related systems sharing key databases. The system shall be
designed to support all current internal and external users as well mobile users.



Full Integration – The system must act as a single system, with required data flowing
between modules or systems as required to act as a single system. Data that is entered
once must update all applications and relevant portions of associated systems. The
system should ideally be compatible with potential integration or interfaces to other
common systems, providing data-flow across the City.



Workflow Functionality – Fully-integrated field or web applications flowing data to all
relevant portions of associated systems. Electronic workflow enables the specification
of business rules, roles, and routings that can be used to automatically route
electronic documents per predefined configurations.



Regional Database Management System – The City has standardized on SQL Server
for relational database technology since it supports ready interface and integration
among systems. The new system will utilize this technology and make the database
accessible to the City.
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External Integration Flexibility – The system will adhere to the use of industry
standards. This will make it easier to integrate the mission critical systems and to
share data with external systems.

2.5.2 Software Functional Requirements
The requirements for the software systems covered by this procurement are described in
the attached MS Excel spreadsheet: A2 - Functional Requirements Response Form
For each specification, Vendors will be required to provide one of four standard
responses. Respond directly into each spreadsheet; failure to do so may cause your
response to be considered non-compliant.
Explanations of responses should be entered into the “Comments” field if you can
reasonably do so; if not, include the explanation in the “Proposal Response Form,”
Section 2. Submit any additional information in the attached “Proposal Response Form.”
Include all these documents as part of your proposal submission. For the purposes of
response, use the following definitions of your four standard response options:





Compliant - Proposed system meets or exceeds the requirement. This is the only
response category that will result in full credit for complying with this requirement.
Alternative Method – The requirement is met by the proposed system but uses a
method (e.g., entry screen, workflow, form[s]) that differs from that specified in the
requirement. Detail the method to be used to meet the requirement.
Modification Required – A modification must be provided to comply with this
requirement. The requirement will be provided with the initial install of the software.
Specify the modification to be made and include cost, if any, in the pricing proposal.
Non-Compliant - The proposed system does not meet the requirements and will not
do so within twelve months of the RFP release date.
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3.0 INFRASTRUCTURE REQUIREMENTS
3.1

Introduction
This section describes the servers, peripherals, data communications equipment, hosting
environments, performance and reliability requirements, and workstations required for
operation of the proposed system(s) to support the application software requirements,
volumes, and processing characteristics defined previously.
Use Section 3 to develop an understanding of the existing and future environment.
Respond to each of the points as described in the section by using the attached response
forms. Vendor-Hosted and On-Premise solutions should respond to their respective
sections as labelled, and Vendors able to provide either option should respond to both
sections. For each of the sections and subsections state in the Proposal Response Forms
whether you meet the requirements with explanation of your compliance or noncompliance.

3.2

System Architecture
Provide an introductory narrative of how the proposed system meets the overall
objectives and functional requirements. It should cover the main features and benefits
that distinguish your system.
Vendors may bid with either or both of the following system integration options:
A. On-Premise - The City purchases software and implementation services from the
Vendor, but elects to implement on the City’s infrastructure.
B. Vendor-Hosted SaaS - The City purchases the Vendor’s SaaS services.
Sections corresponding to each proposal type are labelled in accordance to this (OnPremise solutions must respond to all sections with numbering that includes A, while
Vendor-Hosted SaaS solutions should respond to all sections with numbering including B).
Vendors capable of providing either solution should respond to both.

3.2A

On-Premise
If proposing an On-Premise solution, your response should include a System Diagram that
depicts the overall design of the system including the integration for processing payments
online.

3.2B

Vendor-Hosted SaaS
If proposing a Vendor-Hosted solution, your response should include a Data Center
Diagram depicting the Vendor’s primary and (if any) backup data center locations and the
method by which the City connection is routed to primary data center as well as to how
the connection is rerouted to the City in the event of a “Severe Service Interruption”.
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3.3

Infrastructure Specifications or Hosting Environment
The City’s intent is to pursue one of two paths and desires proposals for both if
available:
A. Purchase software and services from the vendor to install in the City’s servers,
elaborated in Section 3.3A below.
B. Purchase the vendor’s Software-as-a-Service (SaaS), elaborated in 3.3B below.
Vendors should utilize the response forms sections for either 3.3A for On-Premise
proposals, 3.3B for Vendor-Hosted SaaS proposals, or both if each option is available.

3.3A

Infrastructure Specifications [For On-Premise Proposals]
3.3A.1 Server Specifications
The Vendor is to specify the required servers that support the application performance.
The Vendor should specify the application servers that they recommend that could be
used in a virtual environment.
3.3A.2 Operating System and Related Software
The City has standardized on Microsoft Windows and iOS. The City requires solutions that
can support real-time applications, and that are actively supported by the CPU hardware
manufacturer. The City will receive licenses for the operating systems. All proposals must
provide the name and version number of the proposed operating system. Proposals that
incorporate a non-Microsoft operating system solution must contain an explanation for
the choice of operating systems and must indicate whether it is the Vendors intention to
migrate to a Windows environment in the future.
3.3A.3 Disaster Recovery Solution
The City is requesting information on the Vendor’s disaster recovery services and options
(e.g., City or Vendor hosted DR capabilities).
3.3A.4 Concurrent Operation
If the subsystems share the same database, general queries that span many tables might
place undue stress on the database server. In addition, a request that locks many rows on
a frequently used table could cause contention issues. These types of situations could
affect other requests, overall system throughput, and response times. All application
systems must operate concurrently.

3.3B

Hosting Environment [For SaaS Proposals]
Beyond their functional capabilities, for Vendor-Hosted SaaS solutions the City will
evaluate Vendor’s hosting environment. The following specifications apply to the
Vendor’s SaaS service infrastructure and their ability to meet the needs of the City.
3.3B.1 Hosting Provider and Infrastructure
Identify the SaaS service hosting provider and data center locations.
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3.3B.2 Hosting Environment
3.3B.2.1 Identify the Hosting Environment as either dedicated (City’s solution and
data will be managed in a system independently – single tenant) or
shared (City’s solution and data will be managed in a shared system –
multi tenant) environment.
3.3B.2.2 If the Vendor operates in a multi-tenant Hosting Environment, identify
how the City’s data is separated from other solutions.
3.3B.2.3 If the Vendor operates in a multi-tenant Hosting Environment, identify
what controls are in place to manage the security of the City’s data.
3.3B.2.4 The Vendor shall have administrative, physical, and technical safeguards
in place to make the hosting environment Payment Card Industry (PCI)
compliant.
3.3B.2.7 Provide the data ownership policy.

3.4

End User Equipment
Vendor must provide details and specifications of all hardware required to operate the
system including, but not limited to: desktops, mobile devices, point of sale terminals,
scanners, printers, and peripherals.

3.4.1 Desktop Workstations
The City utilizes Microsoft Windows 10 on its workstations. Vendor must verify that their
products will operate on the current Windows 10 operating system and future Windows
operating systems as well if there are any plans to support HTML5.
3.4.2 Bar Coding
Provide specifications for compatible bar code printers and handheld readers for any
inventory tracking and point of sale scanning.
3.4.3 Scanners
Provide specifications for scanners that are compatible with your system and capable of
simultaneously scanning documents and reading bar codes including:




8 ½ x 11-inch single workstation scanners
8 ½ x 11-inch high speed batch scanners
Large form factor (minimum 36 x 48 inch) scanners.

3.4.4 Field Automation Equipment
The City will provide any tools required for field automation. The Vendor will specify
recommended hardware and operating system required to run any of their field
application(s).
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4.0 SERVICE AND MAINTENANCE REQUIREMENTS
4.1

Vendor Instructions
This RFP section contains general and specific requirements related to the provision of
system maintenance and repair and other services throughout the life of the contract
between the City of Norman and the Vendor. Services described are both warranty and
non-warranty services for any equipment and software whose warranty or maintenance
is provided by the Vendor.

4.2

General Maintenance Provisions
The following requirements are applicable to maintenance and repair services supplied
by the Vendor or Vendor’s sub-vendors. Respond to sections corresponding to the
proposed solution type (On-Premise and/or Vendor-Hosted SaaS).

4.2A

4.2B

On-Premise Maintenance Provisions
4.2A.1

The proposed system must include a minimum first year maintenance after
acceptance, and assure availability and fixed price for 5 years support and
maintenance.

4.2A.2

The City may purchase one or more additional years of support and
maintenance, and other specified ongoing services, on a year-by-year basis, or
purchase a five-year support agreement.

4.2A.3

The production environment must be designed for parks and recreation facilities
operating hours (7:00 am – 9:00 pm, 7 days per week) availability with real-time
failover. Maintenance must not disrupt these operating hours. Maintence can
be performed outside of these hours.

Vendor-Hosted SaaS Maintenance Provisions
4.2B.1

Assure availability for support and maintenance of application software and
hosting services.

4.2B.2

The City may purchase one or more additional years of support and
maintenance, and other specified ongoing services, on a year-by-year basis.

4.2B.3

The production environment must be designed for parks and recreation facilities
operating hours (7:00 am – 9:00 pm, 7 days per week) availability with real-time
failover. Maintenance must not disrupt these operating hours. Maintence can
be performed outside of these hours.

4.2B.4

The City expects the Vendor to provide a sample Service Level Agreement of
similar scope to the City.
4.2B.4.1 Provide standard policy for remedies associated with Service Level
Agreement violations (e.g., uptime and response time).

Page 24

The City of Norman, OK
Recreation Management System
4.3

Updates & Enhancements
The following requirements are applicable to all maintenance and repair services supplied
by the Vendor and Vendor’s sub-vendors.

4.3.1 Operating and Database Software updates for enhancements, and refinements to
purchased capabilities will be provided by the Vendor as part of the maintenance
4.3.2 Vendor will allow for the submission for any system modifications required by the City
after system cutover. The vendor shall provide feedback to the City in the form of a price
proposal, or the planned development cycle for the change request.
4.3.3 The vendor is to provide the City with their stated update strategy, timeline (e.g., updates
annually, bi-annually, etc.), and their requirements for the City to accept such updates.
4.3.4 The City will not be required to upgrade the overall system more than twice per year.
4.3.5 Vendor will provide software and other materials and expenses necessary to maintain the
application software system in good operating condition as part of the price for
maintenance, for those years in which maintenance is purchased from the Vendor, in
conformance with the application specifications and performance requirements stated in
this RFP. The Vendor will notify the City prior to making updates or changes to the system.

4.4

System Maintenance
The following requirements are applicable to all maintenance and repair services supplied
by Vendor or Vendors sub-vendors.

4.4.1 The entire system solution as proposed in this RFP must include all first-year maintenance
costs (for Vendor-supplied software) to conform with contractually agreed specifications,
and to protect against any defects or damage, caused by Manufacturer, Vendor, or
Vendor’s sub-Vendors, in the system's software, as well as offering a 5-year support
agreement.
a). Year one maintenance to be included in the first-year costs.
4.4.2 The year one maintenance will begin (for products accepted in phases) at the point that
the System is officially accepted by the City, as defined in RFP Section 5.3, System
Acceptance.
4.4.3 All software resolutions made under maintenance will be at the sole expense of the
Vendor including labor, travel expenses, meals, lodging and any other costs associated
with resolution.

4.5

Support Requirements
The following specification describes the support requirements for Vendor’s Services
following the City’s formal acceptance of the Services and throughout the life of the
contract between the City and the Vendor.

4.5.1 Provide telephone and email support (“Technical Support”) from 7:00 am – 9:00 pm, 7
days per week, and 365 days per year. Support will include any research and resolution
activity performed by Vendor.
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4.5.2 Client will access support by calling or emailing the Vendor’s Technical Support staff or by
submitting a request via the Vendor’s customer service web portal.
4.5.2.1 Incident Resolution Process
The City needs to understand the typical process that will be followed by the
vendor in order to troubleshoot a user support call. Provide the location of your
primary support center, trouble ticket system used, incident analysis tools used
(e.g., SolarWinds, OpenView) and what support groups (e.g., application software,
database, infrastructure) are involved in the resolution of a support call.
a) Do the support specialists have direct physical access to the programmers and
database managers for incident troubleshooting?
b) For Vendor-Hosted solutions, do the support specialists have direct physical
access to the hosting infrastructure engineers and systems software
administrators for incident troubleshooting?
c) Are the support specialists, programmers, database administrators, systems
software administrators and infrastructure engineers all staffed by Vendor
employees? If not, what sub-vendors are responsible with each of these areas?
4.5.3 The Vendor will adhere to the following Problem Severity Levels:
•

Problem Severity 1
o Description: This Problem Severity Level is associated with: (a) The services or
system, as a whole, are non-functional or are not accessible; (b) unauthorized
exposure of all or part of the City’s data; (c) loss or corruption of all or part of
the City’s data.
o Request Response Time: 30 minutes.
o Request Resolution Time: 2 hours.

•

Problem Severity 2
o Description: This Problem Severity Level is associated with significant and / or
ongoing interruption of a User’s use of a critical function (as determined by
the User) of the system/services and for which no acceptable (as determined
by the User) work-around is available.
o Request Response Time: 1 hour.
o Request Resolution Time: 4 hours.

•

Problem Severity 3
o Description: This Problem Severity Level is associated with: (a) minor and / or
limited interruption of a User’s use of a non-critical function (as determined
by the Authorized User) of the Services; or, (b) problems which are not
included in Problem Severity Levels 1 or 2.
o Request Response Time: 8 hours.
o Request Resolution Time: 24 hours.
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•

Problem Severity 4
o Description: This Problem Severity Level is associated with: (a) general
questions pertaining to the system/services; or, (b) problems which are not
included in Problem Severity Levels 1, 2, or 3.
o Request Response Time: 8 hours.
o Request Resolution Time: 48 hours.

4.5.4 In the event that a problem resolution is not met within the Request Resolution Time, the
Vendor will adhere to the following protocol:
•

If a Problem Severity Level 1 or 2 request cannot be corrected to the reasonable
satisfaction of the requestor within the Request Resolution Time after the requestor
makes the initial request for Technical Support, Vendor will: (a) immediately escalate
the request to Vendor’s management; (b) take and continue to take the actions
which will most expeditiously resolve the request; (c) provide a hourly report to the
requestor of the steps taken and to be taken to resolve the request, the progress to
correct, and the estimated time of correction until the request is resolved; and, (d)
every four (4) hours, provide increasing levels of technical expertise and Vendor
management involvement in finding a solution to the request until it has been
resolved.

•

If a Problem Severity Level 3 or 4 request cannot be corrected to the reasonable
satisfaction of the requestor within the Request Resolution Time after the requestor
makes the initial request for Technical Support, at the sole election of requestor: (a)
Vendor will work continuously to resolve the request; or, (b) requestor and Vendor
will mutually agree upon a schedule within which to resolve the request.
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5.0 PERFORMANCE REQUIREMENTS
5.1

Vendor Instructions
This RFP Section contains general and specific requirements related to the performance
of the proposed system, both at the point of system acceptance and throughout the life
of the contract between the City of Norman and the Vendor.
System Acceptance will occur in phases as various milestones identified in the
implementation plan and agreed to by the City of Norman are reached. The Vendors implementation plan must clearly define the hardware and software deliverables, tasks or
other criteria associated with each milestone.

5.2

Testing

5.2.1 A sample test plan will be provided with each proposal. The successful Vendor must, as
one of the early milestones, submit an acceptance test plan for the City’s approval. The
test plan must document how each of the functional specifications are to be tested, the
method of verifying the results, and the expected results. The test plan must also include
a scenario test that allows for the System (integrated hardware/software) to operate
under a simulated test situation.
5.2.2 The performance requirements specified in this RFP must be met before the system is
accepted. Vendor is to specify any requirements it has for performance testing.
5.2.3 The Vendor must prepare a plan for correcting failures in any part of the system. Said plan
must include reasonable remedies for the City to exercise if failures are not corrected in
a timely manner.

5.3

System Acceptance
The following specifications apply to the requirements for the City’s acceptance of the
Vendor’s system after phase in begins.

5.3.1 The City expects the starting date for the project to be immediately following the
execution of the contract.
5.3.2 Beginning with the first day after the completion of each phase (phases will be specified
in the implementation plan) that the proposed system phase is operational and available
to the City for testing; an acceptance test will be conducted for thirty consecutive
calendar days (the Acceptance Period).
5.3.3 During the Acceptance Period, the proposed system will undergo a live test that confirms
the configuration, data conversion, performance and reliability requirements using the
mix of users, applications, and functions as described in this RFP.
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6.0 IMPLEMENTATION REQUIREMENTS
6.1

Vendor Instructions
RFP Sections 6 contains all general and specific requirements related to the period
between site planning and our final acceptance of the system. RFP Section 6.10 contains
a list of required contents for your implementation plan.

6.2

General Implementation Requirements

6.2.1 Conduct of Work
All work will be conducted in a professional and orderly manner. Installation must be
completed in a skillful manner.
6.2.2 Use of Facilities
Reasonable office facilities will be provided based upon stated requirements of the
Vendor. Access to any area outside of normal business hours is restricted; necessary
access must be arranged each day as needed with City’s Project Manager.
6.2.3 Qualifications of Implementation Staff
Vendor implementation staff must be fully trained and certified by the manufacturer(s)
of the system(s) you propose. Their training must be up-to-date for the specific systems
being installed. In addition, all key implementation staff must be experienced in similar
prior installations of the system(s).
Additional requirements include:






Submission of qualifications by Vendor and approval of all key staff members by the
City prior to project start
Maintaining the involvement of Vendor’s personnel essential to the project
throughout the life of the project, up to and including training, implementation and
acceptance
Timely replacing any staff deemed unqualified by the City
Directing staff to comply with City rules and regulations.

Staff may be subject to a security check.
6.2.4 Documentation
6.2.4.1 General
a. If selected, the Vendor must be able to supply comprehensive hard and soft copy
documentation for the system which covers at least the following subjects:
i)

Systems Administration and Management (user privileges, access and
security administration, etc.) integrated with Microsoft Active Directory.

ii) Utilities and tools to monitor resource utilization
iii) Web development tool kit, including API’s
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iv) System wide Entity Relationship Diagram (ERD) with documentation
v) Toolkit manuals
vi) Report generation scripts/Change Control tools
vii) Legacy Data Migration (Extract, Transfer, Load – ETL)
b. The system documentation must be consistent with the instructions supplied by the
internal help systems for the application.
i)

The system must include no less than three original copies of
documentation describing the use of the system, and its administration.
The City requires authority to copy documentation for internal use.

ii)

Strong preference to support internal, context sensitive, help which is
granular enough to provide help to specific item on the screen without
having to scroll through a help file to find the description of the item.

iii)

The Vendor must provide a printed database schematic and data
dictionaries to assist the customer with the addition of site-specific fields
and support for the system. Electronic copy to be provided.

6.2.4.2 Software Documentation
The proposal must include a list and description of the software that is required
to operate the proposed hardware/software configuration. Once selected the
vendor must provide documentation. Examples of these are:



Application System Reference
Application System Tutorial

The City requires that the Vendor provide documentation (1) electronic copy for
any software that the Vendor supplies as part of the system configuration.
6.2.4.3 System Implementation Documentation
Prior to commencing work, the Vendor must provide documentation to include
systems design for Vendor installed components, with clearly identified interface
points to other systems, Implementation Plan, System Test Plan and Procedures,
and Training Plan. The delivery of these and certain key documents are expected
to be indicated as milestone points on the Work Breakdown Structure (WBS),
which will be provided by the Vendor as their first deliverable.
6.2.4.4 Training and Operations Documentation
Several documents will be prepared that will be used in training personnel and/or
in operating the system. The Vendor must describe these documents in its proposal and specify the number of each that will be delivered to the City.
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6.3

Project Management
The City of Norman will have a project manager for this implementation project. The City’s
Project Manager will be the point of contact with the Vendor’s project manager in all
areas indicated in this RFP section. He/she will be empowered to resolve disputes and
make decisions about any changes to the implementation plan or technical aspects of the
system. He/she will also provide liaison with City department heads, and will assist in
coordinating work with the Vendor.
Vendor must also name a project manager. Key expectations for this individual include
that this person:




Will be empowered to authorize project changes.
Will provide periodic written status reports at a mutually agreed upon time frame.
Will maintain the involvement of the same Project Manager throughout the project
and through implementation.

After selection, the Vendor will present the project manager to City management for the
City’s approval.
6.3.1 Coordination
Vendors must include a review of the project plan in each weekly teleconference briefing,
and monthly on-site meeting, or more often if necessary. This briefing must include a
review of the tasks accomplished and items delivered or installed. The Vendors Project
Manager must keep the City’s Project Manager fully informed of any change in schedule
and must provide a modified project plan including Gantt Chart for each schedule change
of more than one day.
Vendors must deliver written notice to the City no less than two weeks prior to the
completion of each milestone. The purpose of this notice must be to allow the City to
schedule personnel who may be required to participate in testing or other activities
associated with a pending milestone.
6.3.2 Scheduling
6.3.2.1

All proposals must include a preliminary schedule for the complete
implementation of the proposed system components.

6.3.2.2

The preliminary proposal schedules must include clearly identified milestones
and tasks for each of the major activities and events that are planned for
completion of the System through the complete system acceptance.

6.3.2.3

The Vendor (or Vendors) must be required to finalize a detailed schedule and
Implementation Plan, for approval by the City, as part of the contract
negotiation process.

6.3.2.4

The detailed schedules must be included as part of the Contract and must be
maintained by the Vendor (or Vendors), and must be updated and reviewed
with the City at regular intervals as part of normal project management
functions by the Vendor.
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6.4

6.3.2.5

All scheduled changes are subject to the prior approval of the City.

6.3.2.6

Coordination with the City’s project manager is required. The City will not be
responsible for any extra costs in the implementation phase that are caused
by failure on the Vendors part to coordinate with the project manager.

6.3.2.7

Installation of the main system components must also be coordinated with the
City’s project manager. Specify what specific interactions will be required, and
what time will be required to make any required interfaces.

6.3.2.8

Installation of user equipment in occupied areas must minimize disruption to
normal business activities. Specify how this requirement will be met.

6.3.2.9

Implementation of application systems must follow a logical progression, with
testing and acceptance of predecessor systems prior to the implementation of
additional systems.

6.3.2.10

During testing and startup of the new systems, on-site Vendor technical
support is required.

Site Planning
The Vendor, as part of a walkthrough scheduled with the City after award, will verify the
operating environment and recommend the appropriate action for optimal
implementation and usage of system by agency staff.

6.5

Business Process Review
Vendor is required to analyze the workflow for each of the work areas that will be
impacted by the new applications to determine the appropriate configuration settings for
the system.

6.6

Coordination Meetings
Vendor is required to integrate with the City’s network and other current applications.
Coordination meetings will be required to ensure mutual understanding and shared
expectations concerning the nature and extent of interface and integration activities.
Further, to assure timely compatibility and connectivity, the schedule as preliminarily
detailed below, must be accommodated.

6.7

Phase-in Requirements
Project schedule expectations are provided below.

6.7.1 Vendor is required to analyze the workflow for each of the work areas that will be
impacted by the new applications to determine the appropriate configuration settings for
the system.
6.7.2 All system components must be tested and the results of testing presented to the City
project manager per Section 5.
6.7.3 A Phase-in plan is required as part of your implementation plan, covering testing, and the
sequence and timing of events.
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6.7.4 It is preferred that Vendors will have their own personnel on-site at the City during
training and start-up (“go live”) periods in order to ensure a smooth transition.

6.8

Data Migration
Migration of all present data files is required. It is expected that the conversion programs
will be thoroughly tested, and that full data sets will be totally converted and loaded into
the system during an evening or weekend. Provide the programs/scripts used for
scrubbing data (e.g., addresses) prior to data migration. Provide information on the
methodology used to ensure all data was properly migrated. Provide information on
vendor team utilized for conversion with their experience converting for similarly sized
agencies. Use the Proposal Response Forms, Section 6 to supply this information.

6.9

Training

6.9.1 Training Guidelines
The general training approach desired will be training of System Administrators and
support personnel for general systems administration and operations and select staff for
application operations. The Vendors training programs must be designed and conducted
to provide complete familiarization in applicable system operation.
The Vendor must describe the types of training classes that will be conducted, the number
of persons that can be trained in each session, and the total number of hours required for
each person to be trained. The training plan must provide for rotating shift operations.
All training, insofar as possible, is to be conducted on-site in City facilities. A copy of all
training materials used by the Vendor is to be delivered to the City upon conclusion of the
training.
6.9.2 System Training and Documentation Requirements
The minimum training requirements are outlined at the end of this Section. The Vendor
should use this as a guideline of requirements and should comment on suggested training.
6.9.3 Training Schedule
With the Implementation Plan, the Vendor must submit a schedule of all proposed
training modules with the following information:







Course summary/outline
Duration of training for each module
Maximum class size
Audience
Location of training
Student prerequisites

6.9.4 Training Environment


The system shall include a training environment that provides the real system and
allows users to access training databases.
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Users logged on to the training database must utilize the same commands, forms and
system features as users logged on to the live system.
No data entered or command invoked while logged to the training database must
corrupt the live system or noticeably impede the performance of the live system.

6.9.5 Training Volumes
Training proposals must provide for System Administration, Application Software and
Report Generation, primarily through on-site training. Additional Vendor classroom training may be proposed. The training requirements are shown on the next page.

6.10 Implementation Plan
Your response to these implementation requirements should be included in the
implementation plan. This plan can be in your format, but it must:
a. Include a complete schedule of events, consistent with Section 6.6, in narrative and
GANTT chart form.
b. Show an implementation schedule that has specifically designated phases; each phase
should have its acceptance plan and milestones. The overall implementation plan
should combine all phases into a coherent plan.
c. Respond to all the requirements in this RFP section in the narrative using the same
numbering scheme as shown in this RFP. State how each requirement will be met.
d. Be able to be used as a stand-alone document for use by the project managers and
implementation staff.
e. Incorporate training on Preventative Maintenance procedures and software, if
offered (please describe).
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7.0
7.1

CONTRACT REQUIREMENTS
Instructions

7.1.1 The following contractual terms, contained in Section 7, are required. These instructions
apply to all quotations or bid submittals and become a part of terms and conditions of
any bid packet submitted. Note any exceptions taken to this section in the Proposal
Response Forms, Section 7.

7.2

Terms

7.2.1 Refer to Attachment A3 - City’s Standard Terms and Conditions
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8.0 PRICE REQUIREMENTS
8.1

General Information

8.1.1 Important Notice
Please provide your Price Proposal. Vendor shall identify the software and services
required to support their Statement of Work.
8.1.2 Price Proposal Format
The price proposal response forms provide specified areas for either On-Premise or
Vendor-Hosted SaaS solutions. Vendors are to respond to either section in accordance
with their proposed solution. If the Vendor is proposing both solutions, complete two
separate price proposals, one for On-Premise and one for Vendor-Hosted.
Submit your price proposal exactly as listed below:


A summary price proposal, for each option being offered, either on the sheet provided
or a comparable form. See RFP Section 8.3 below.



A set of supporting price details, on the sheets provided or comparable form. See RFP
Section 8.4 below.



Explanatory notes further clarifying how you derived the prices in your proposal, listed
on or attached to the supporting price detail sheet.



A strong preference exists for a software site license to be provided to the City. Explain
limitations if otherwise.



You may also add any further narrative as needed to describe your price proposal.

8.1.3 Evaluation Period
Our price evaluation will use a uniform method for all proposals. The method will be a 5year life cycle net present value analysis using uniform assumptions for economic
analysis. We will also consider Vendor supporting price details in the context of the
related sections of your functional proposal.
Time for Consideration: Vendor warrants by virtue of submitting the proposal that costs
as outlined in his proposal will be good for an evaluation period of two hundred seventy
(270) calendar days from the date of proposal opening. Vendors will not be allowed to
withdraw or modify their proposals after the opening time and date.

8.2

Summary Price Proposal


The attached summary price sheet is clearly marked.



Complete the sheet as instructed. Use duplicate or additional sheets as necessary.



Add explanatory notes as required for clarity.
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8.3

Supporting Price Detail

8.3.1 Response Sheets
In addition to the price summary, there are several supporting price detail sheets, in
Section Eight, Price Proposal, of the Proposal Response Forms; each supporting price
detail sheet corresponds to major lines on the Summary Price Proposal. Complete all
sheets as instructed on the form. Use duplicate or additional sheets as necessary, but do
not change the formats. Add explanatory notes as required for clarity.
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