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LETTER OF INVITATION 
 

Date: July 12, 2017 
 
Attention: Proposers 
 

Subject: ERP Solution and Related Implementation Services 
 

 
The City of Garden Grove (the “City”) is requesting proposals from qualified software 
solution providers to provide an Enterprise Resources Planning (ERP) system and 
related implementation services based upon the requirements and scope of work 
contained in the Request for Proposal (RFP). The City prefers a commercial-off-the-
shelf (COTS) solution designed for and proven to be successful with other public 
sector organizations. The City is open to either an on premise, hosted or Software-as-
a-Service based solution. Although the City prefers an integrated solution, the City 
also encourages “best of breed” vendors to submit a proposal if they feel they can 
offer a better solution.  
 
Best of breed vendors can either submit a proposal on their own or partner with a 
prime contractor.   
 
Vendors must register with PlanetBids in order to download a complete copy of the 
Request for Proposal. Please use the following URL to register:  
 
 https://www.planetbids.com/portal/portal.cfm?CompanyID=15118  
 
The City is an equal opportunity employer and encourages the participation of Local 
Businesses. The Local Business Policy is as follows: Where the services to be provided 
by a bidder or supplier are equal, preference shall be given to local merchants when the 
local merchants’ bids are within 2% of the lowest bid received, provided that the dollar 
amount represented by the 2% difference does not exceed $5,000. This provision shall 
only be utilized where bids in the amount of $5,000 or higher are solicited.  
 
All proposals must be in writing, sealed and identified as to content and be received 
and time stamped by the Purchasing Division staff, on the 2nd floor, Room 220, no 
later than 4:00 p.m., local Pacific (PST) time, on Friday, August, 11, 2017. 
Proposals received later than the above date and time may be rejected and returned 
to the proposer unopened.  The only acceptable evidence to establish the time of 
receipt is the date/time stamp imprinted upon the proposal package by the date/time 
recorder of the City of Garden Grove. Those proposals that are submitted via fax or 
email will not be accepted for any reason. 
 
A mandatory pre-proposal meeting is scheduled for 1:30 p.m. PST on Tuesday, July 
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25, 2017. The pre-proposal conference will be by teleconference only using the 
following dial-in information: 
 
Dial in Number: 712-770-4010 
Access Code: 330961 
 
Please make sure that the representative who participates in this mandatory meeting 
understands the content of the meeting and is able to communicate to others in the 
company who are not present but need to know the information. Meeting minutes on 
the content and discussion that take place during the mandatory meeting will NOT be 
provided by the City.  
 
Please submit the following in response to this RFP: 

• 1 (one) electronic copy of the proposal* 

• 1 (one) original printed copy of the proposal 

• 8 (eight) printed copied of the proposal 
Label each with the RFP number and your company name.   
 
*The electronic copy should include the entire RFP response and should be submitted 
on an USB flash drive.  The proposal should be submitted in PDF format, Appendices 
A & B should be in Excel format and Appendices C through I should be submitted in 
PDF format.  All appendices must be completed using the templates provided by the 
City (please refer to Part V of this RFP). These templates are being provided as 
attachments to this PDF version of the RFP AND they are also being made available 
for download as separate (individual) documents in their native format.   
 
All proposal forms and other required information must be included delivered to and 
marked as follows:   

 
To City: 
 
RFP No. S-1225 (ERP Solution and Related Implementation Services) 
Attention: Sandra Segawa, Purchasing Agent 
City of Garden Grove 
11222 Acacia Parkway, Room 220 
Garden Grove, CA 92840 
 
All proposals shall be valid for one hundred eighty (180) calendar days after the final 
proposal due date. The City reserves the right to reject any or all proposals, to waive 
any informality or irregularity in any proposals received, and to be the sole judge of 
the merits of the respective proposals received. The selection, if made, will be made 
in accordance with PART IV – Evaluation of Proposals, Section 2, Basis of Award of 
the RFP. 
 
The vendor will be responsible for direct payment to all temporary help as well as all 
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employer taxes, deposits, and insurance.  Employees must be bonded. 
 
The vendor will also be responsible for verifying employees’ legal right to work in the 
United States as required by the Immigration and Control Act of 1986. The contractor 
will assure compliance with all current EEO and ADA requirements. 
 
Direct all questions regarding this proposal process to Sandra Segawa, via email, 
sandras@ci.garden-grove.ca.us.  Contact with other City employees regarding this 
RFP is prohibited without prior consent. Vendors that directly contact City employees 
risk elimination.  All questions must be submitted in writing no later than August 
3, 2017, by the close of the business day. All questions will be addressed via an 
addendum on PlanetBids. 
 
All addendum regarding this RFP will be posted on PlanetBids for all to review. Please 
make sure you are registered on PlanetBids so information is not missed or omitted 
in your proposal. It is the responsibility of the vendor to check on PlanetBids for all 
addenda and updates. Once the proposals are received, all correspondence will be 
sent via email and only to the authorized person named on the proposal unless a 
designee is noted and approved by the person who is authorized to negotiate on 
behalf of the company. The City is not responsible for email that is sent to spam folders 
that are not received. 
 
Thank you for your interest in submitting a proposal to the City of Garden Grove. 
 
Sincerely, 
 
 
 
________________________ 
Sandra Segawa, C.P.M., CPPB 
Purchasing Agent 

  

mailto:sandras@ci.garden-grove.ca.us


City of Garden    ERP Solution and Related Implementation Services – RFP No. S-1225  

7 | P a g e  

PART I 

GENERAL INFORMATION AND PROJECT BACKGROUND 

 

 

1. ORGANIZATION BACKGROUND 
 

The City of Garden Grove, with a population of approximately 173,000, is located in 
central Orange County approximately twenty-five miles southeast of downtown Los 
Angeles. It is the fifth largest city in Orange County and the twenty-fifth largest city in 
the State of California.  Despite the City’s comparatively large size, it is a relatively 
young community, being incorporated on June 18, 1956. 
 
The City spans an area of 17.8 square miles. It has the Council-Manager form of 
government, with the Mayor elected at large. The City Council engages the City 
Manager and City Attorney. The City Manager has the responsibility for hiring the 
department heads and for administering the City’s programs in accordance with the 
policies adopted by the Council. 
 
The City is a full service city.  The services provided by the City include police, fire, 
paramedic, street maintenance, park maintenance, water, sewer, refuse, recreation, 
traffic/transportation, public improvements, planning, zoning, and general 
administrative services such as human resources, information technology services, 
and accounting. Also included in the City’s overall operations are the Garden Grove 
Housing Authority, the Garden Grove Sanitary District, the Garden Grove Public 
Financing Authority, and the City of Garden Grove as Successor Agency to the 
Garden Grove Agency for Community Development. 
 
For additional information and reports, please refer to the City’s website at 
http://www.ci.garden-grove.ca.us/OpenGov. 
 

 

2. PROJECT BACKGROUND 
 

Although the City has purchased some of its software systems, most have been 
developed by in-house staff. This in-house development has taken place on two major 
platforms. The oldest platform is the Raining Data (now Tiger Logic) D3 database. 
These systems have been developed and maintained since the 1970’s and constitute 
the bulk of the financial systems. The more recent platform uses Ruby on Rails to 
create web-based systems with data stored in a PostgreSQL database. This has been 
the City’s development environment since 2008.  
 
 
 
 

http://www.ci.garden-grove.ca.us/OpenGov
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The following is an inventory of the City’s software solutions:  
 

Name of System / Database Description 

In-house Raining Data D3 database Accounting (General Ledger, Accounts 
Payable, Accounts Receivable), 
Budget, Payroll, Human Resources, 
Vehicles, Inventory 
 

In-house Ruby on Rails with 
PostgreSQL database 

Purchasing, Business Licenses, Water 
Billing, Time Sheets, CalPERS 
submission, Public Works work orders, 
Graffiti tracking, Recreation, Planning 
 

In-house Tcl/Tk web based application 
using our PostgreSQL database 
 

Vehicles 
 

Permitsoft on PostgreSQL Permits 
 

Spillman Technologies Police 
 

Happy Software Housing Authority 
 

ReGGister Community Services used to manage 
classes and programs. 
 

InfoMap Public Works 
 

AutoCAD Public Works 
 

In-house developed work order system Public Works 
 

ESRI ArcInfo Public Works, Economic Development, 
Community Development 
 

In-house developed web-based system 
to record water and sewer repairs 

Public Works 
 
 

ED ROPS (Recognized Obligation 
Payment Schedule) 

Economic Development 
 
 

4D Record Management (transitioning 
to Emergency Reporting software) 

Fire 
 
 

TAR solutions Fire – for training 
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NeoGov 
 

Human Resources for Applicants 

PlanetBids Purchasing for tracking Bids and 
Vendor Registration 
 

PICK Fire – for property records and Fire 
operations permits. 
 

PulsePoint Fire – for incident reporting dashboard 
on cell phones 
 

State System Police – training 
 

In-house developed system Police – alarm permitting and residential 
permit billing 
 

Intime Solutions Police – for scheduling 
 

In-house developed timesheets City-wide 
 

In-house developed POS Police 
 

PICK Police – used for graffiti 
 

Revenue Experts Police – citations 
 

Turbo Data Police – Parking 
 

EDC (Electronic Direct Complaint Filing) Police – electronic data to the courts 
 

In-house developed system Code Enforcement 
 

In-house developed system Community Development 
 

RealQuest Community Development – code 
enforcement 
 

PIP (Property Information Portal) Building and Planning 
 

In-house developed planning system Planning 
 

Archives City Clerk 
 

Web-based business license system Business Licenses  
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In-house developed system Water and Sewer Billing 
 

Infosend Water and Sewer Billing 
 

Pet Data Animal Services 
 

 
The City is planning to replace most of these systems and implement best practices 
leveraging new technology. The key business drivers impacting the project are as 
follows:  
 
Sample limitations: 
 

• Limited support on some of the systems (end of life). 

• Does not meet current requirements and business practices. 

• Not producing information in a way to help ensure the City makes the best 
financial and management decisions. 

• Lack of integration. 

• Lack of reporting. 

• Existence of multiple shadow systems. 
 
The following objectives are to be accomplished with the successful completion of 
this project: 
 

• Replace core and shadow systems with a fully integrated software solution. 

• Provide cost effective, long term solution which the City will be able to sustain, 
use, leverage, support and upgrade into the future. 

• Improve quality and accessibility of information for decision support. 

• Take advantage of best practices built into newer solutions to improve 
operational effectiveness and productivity. 

• Leverage citizen, customer, employee and vendor self-service software 
capabilities. 

• Provide significant greater efficiencies to ongoing operations. 

• Reduce paper-intensive processes. 
 

3. CURRENT TECHNICAL ENVIRONMENT 
 

The City has established the following technology standards and would prefer 
to adhere to them as part of the implementation.  
 
Data Center: 
 
The City's data center resides at city hall and is 100% virtualized. There are 6 
VMWare hosts running 80+ virtual servers in an N+2 environment. The City also 
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has Nimble SAN for shared storage with a total capacity of 45TB and utilizes 
approximately 70% of it. 
 
Server and Operating Systems: 
 
The City uses HP Rackmount servers – DL380s with 2 CPU sockets, 128 to 256 
GB RAM each, all running VMware.  Their primary guest OS is RedHat Enterprise 
Linux, versions 6 and 7. 
 
Storage and Backup Environment: 
 

The primary storage is a Nimble SAN with 60TB of capacity with 50% utilization.  
The backup software is VEEAM and the backup storage is ExaGrid.  The City backs 
up nightly and save 30 days or deltas.   
 
Workstations and Mobile Devices: 
 

HP ProDesk 600 G2 SFF Standard Chassis or 92% High-Efficient Chassis • 
Windows 10 Pro 64bit • Intel® Core™ i5-6500 3.2G 6M 2133 4C CPU or Intel® 
Core™ i5-6600 3.3G 6M 2133 4C CPU • 8GB DDR4-2133 DIMM (1x8GB) RAM • 
1 TB 7200 RPM SATA 6G 3.5" HDD or 1TB 7200 RPM SATA 6G 2.5 Hard Drive or 
• NVIDIA GeForce GT 730 2GB PCIe x8 Graphics • HP SD Media Card Reader • 
Slim DVD-Writer • HP USB Business Slim Keyboard • HP USB Mouse • 3/3/3 SFF 
Warranty. 
 

Currently, there are approximately 500 user computing devices on the network, 
most of which are running Office 2013. The equipment is replaced every 3 years. 
 
The City’s preferred web browser is Chrome and the preferred anti-virus is Cylance. 
 
Phones and other hand held devices consists of Androids and Apple. 
 
 

4. TRANSACTIONAL VOLUMES 
 

A summary of key transaction and operating volumes are provided below: 
 

Type Volume 

  

# of AP checks processed per 
year 

19,000 

# of paychecks per pay period 900 

# W2’s processed per year 800 
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# of vendors 16,500 

# of purchase orders processed 
per year 

1,300 

# of non-utility customers 6,000 

# of false alarm customers 6,000 

# of users currently being 
supported by the IT Department 

900 
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5. CURRENT SOFTWARE APPLICATION INVENTORY AND MIGRATION PLAN  
 

The City has assembled an inventory of the key business software applications currently in place throughout the 
various City business units and has documented a preliminary migration plan for each, considering the execution of 
this project. The following list has been provided to communicate the City’s preliminary expectations as to the extent 
of the project’s system replacement scope.  
 

Legend Code Application description 

R Replacement The City is intending on replacing this application with the selected solution. 

C Consider The City is considering replacing this application with the selected solution, based 
on the strength of the finalist Vendor’s offering and cost / benefit of the 
replacement module. 

M Maintain The City is intending to retain the system and not replace it through this effort.  

I Interface The City is intending on keeping the application and interfacing/integrating it with 
the selected solution.  

 
 

Current 
Application 

Description / Notes Department / 
Owner 

Database Migration 
Plan 

Expected Module 

In-house 
Raining Data  

General Ledger, Accounts 
Payable, Accounts 
Receivable, Budget, Payroll, 
Human Resources, 
Vehicles, Inventory 

Finance 
D3 
database 

R 

General Ledger, 
Accounts Payable, 
Accounts Receivable, 
Budget, Payroll, 
Human Resources, 
Vehicles, Inventory 

In-house 
Ruby on Rails  

Purchasing  Finance PostgreSQL 
database 

R Purchasing 

In-house 
Ruby on Rails 

Business Licenses, Water 
Billing, Time Sheets, 
CalPERS submission, 
Public Works work orders, 

Various PostgreSQL 
database 

I NA 
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Graffiti tracking, Recreation, 
Planning 

NeoGov Recruitment Human 
Resources 

NA I NA 

In-house 
Tcl/Tk web 
based 
application  

Vehicles (City plans to 
replace this with a 3rd party 
product) 
 
 

IT PostgreSQL 
database 

M NA 

Permitsoft Permits 
 

 PostgreSQL M NA 

Spillman 
Technologies 

Public Safety Police 
 

C-Tree M NA 

Happy 
Software 

 Housing 
Authority 
 

FileMaker M NA 

ReGGister Classes and programs. 
 

Community 
Services 

PostgreSQL M NA 

In-house 
developed 
system 

Work Order Public Works 
 

PostgreSQL I NA 

ESRI  GIS Public Works, 
Economic 
Development, 
Community 
Development 

PostgreSQL M NA 

In-house 
developed 
system  

 
Web-based system to 
record water and sewer 
repairs 
 

Public Works PostgreSQL M NA 

ED ROPS  Recognized Obligation 
Payment Schedule 

Economic 
Development 

Excel M NA 
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4D 
(transitioning 
to Emergency 
Reporting 
software) 

Record Management  Fire 4D M NA 

TAR Solutions Training 
 

Fire NA M NA 

PICK Property records and Fire 
operations permits. 
 

Fire PICK M NA 

PulsePoint Incident reporting 
dashboard on cell phones 
 

Fire NA M NA 

State System Training 
 

Police NA M NA 

In-house 
developed 
system 

Alarm permitting and 
residential permit billing 
 

Police PostgreSQL I NA 

Intime 
Solutions 

scheduling 
 

Police NA C Time Management/ 
Scheduling 

In-house 
develop 
system 

Timesheets Police PostgreSQL C Time Management 

In-house 
developed 
system 

POS 
 

Police PostgreSQL M NA 

PICK Graffiti 
 

Police PostgreSQL M NA 

Revenue 
Experts 

Citations 
 

Citations NA M NA 

Turbo Data Parking 
 

Police NA M NA 
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In-house 
developed 
system 

Code enforcement activities 
 

Code 
Enforcement 

PostgreSQL M NA 

In-house 
developed 
system 

Planning & building permits Community 
Development 
 

PostgreSQL M NA 

RealQuest Code enforcement 
 

Community 
Development 

NA M NA 

PIP  Planning Information Portal Building and 
Planning 
 

PostgreSQL M NA 

Web-based 
business 
license 
system 

Business Licenses and TOT 
revenues 
 

Finance PostgreSQL M NA 

In-house 
developed 
system 

Water and Sewer Billing 
 

Water Services 
& Sewers 

PostgreSQL I NA 

Infosend Bill printing 
 

Water Services 
& Sewers 

NA M NA 

Pet Data Animal Services 
 

Animal 
Services 

NA M NA 
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6. PROJECT ORGANIZATION STRUCTURE 
 

The City understands that the implementation of the new ERP system will require a 
well-coordinated and well-organized governance structure in which to operate and 
manage the project. The City appreciates that the ERP system being considered will 
impact many City staff. As a result, the City has established the following project 
organizational structure and anticipates that the successful Vendor proposal will 
complement, support and/or improve current City expectations.  
 

 
 
The City anticipates the implementation effort of the new ERP system will include 
multiple project phases. 
 
The City intends to plan for and provide the appropriate level of City staff to support a 
successful implementation. One of the City’s project objectives is to implement a long 
term and sustainable solution and the City understands that there is risk to this 
objective if the appropriate City and Vendor personnel resources are not available for 
the implementation effort. The City is currently developing a resource plan but would 
welcome input and guidance from the Vendor in identifying the appropriate City 
resource levels for implementation based on the Vendor’s experience with 
implementing the proposed solution at other similarly sized and complex public sector 
agencies.  
 

  

Executive Steering 
Committee

Project 
Management Team

Technical Team Department SME's 

Change 
Management Team

Change 
Management 

Department Leads
End Users
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7. PROJECT TIMELINE 
 

For planning purposes, the City has tentatively defined the following phased project 
timeline: 
 

• Financial Track – April 2018 to April 2019 (going live on May 1, 2019). 

• HR/Payroll Track – September 2018 to September 2019 (going live on October 
1, 2019). 

 
If “best of breed” vendors are selected, then this phased-in timeline may be revised. 

 

8. NEEDS ASSESSMENT  
 

The City has developed needs assessment reports by functional area. These reports 
will be made available to the finalist during implementation to allow the Vendor a better 
understanding of the City.   
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PART II 

SCOPE OF WORK 
 
 

1. SOFTWARE SOLUTIONS  
 

The City intends to acquire and implement an integrated ERP solution including 
software, related supporting technologies, implementation and support services for 
the entire scope of the project. While the City does not anticipate that every 
software specification will be fully satisfied, a significant majority of the required 
functionality and software modules must be provided.   
 
The following functional areas are included within the framework of this project:  
 

 

Financial Management: 

General Ledger Project Accounting 

Purchasing Contract Management 

Accounts Payable Accounts Receivable 

Cash Receipts Grant Accounting 

Inventory Budget Management 

Capital Assets  

Human Resources/Payroll: 

Payroll Personnel Administration 

Training/Learning Management Benefits 

Position Control Time Management 

Leave Management  

 
 
In addition to these functional areas, the City also desires a Citizen Portal 
that provides financial and operational transparency to its constituents.  
 
To demonstrate other added value, Vendor can separately provide proposals for 
additional ERP system components which they offer as an option.  
 
For each optional system component, Vendor shall provide an overview of the 
technology including a description of its integration and compatibility with the 
proposed main solution.  
 
The City reserves the right to purchase any or all modules from the table above, 
which will be determined by the City’s Project Management Team during contract 
negotiations.   
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The City prefers to purchase an enterprise license. If Vendor’s pricing structure is 
based on other formulas, please indicate so and provide additional supporting 
documents to accompany Appendix B.  
 
The City has prepared requirements worksheets (See Appendix A) by functional 
area to be completed by the Vendor.  These worksheets will form part of the basis 
for scoring the Vendor’s overall response.  The worksheets are meant to determine 
how much of the required functionality each Vendor’s product can provide. The 
entire set of requirements worksheets are subject to verification at any time during 
the procurement process.  If such verification determines that a vendor 
misrepresented its product functionality, they will be disqualified.  It is therefore 
very important that vendors complete worksheets accurately as it will affect their 
opportunity to be considered further in this procurement. Any additional costs 
associated with customization must be included in the Cost Worksheet (Appendix 
B).  
 
The requirements worksheets described in Appendix A need to be completed and 
submitted electronically in its native format, Excel, as part of the Vendor’s proposal. 
 
For best of breed vendors, only those functional areas in the requirements 
worksheets that pertain to your solution need to be filled out. 

 

2. SCOPE OF SERVICES  
 

An outline of the services is provided below: 
 

• Project management 

• System configuration 

• Operational design 

• Hardware, software, storage design and installation 

• Data conversion 

• Report development 

• Data interfaces 

• Training 

• Testing 

• System documentation development 

• Disaster recovery plan 

• Go live support/post go live stabilization 

• Knowledge transfer 

• Staffing plan 

• Ongoing services 
 
Project management –  
 
The Vendor shall assign a Project Manager dedicated and available for the entire 
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duration of the project.  The City will pre-approve the assigned Project Manager prior 
to commencement of the project. Furthermore, Vendor cannot replace its assigned 
Project Manager without prior approval from the City. The City’s project management 
team (PMT) will work with the Vendor’s Project Manager to coordinate all project 
activities.  All communications between the City and the Vendor shall be coordinated 
through their respective Project Managers. 

 
At a minimum, the Vendor’s Project Manager shall be responsible for: 

 

• Directing the Project as the Vendor contact with responsibility for Project 
performance from initiation to closure, including planning, organizing, 
managing and controlling all aspects of the Project to ensure that tasks are 
performed according to the approved schedule and plan. 

• Providing periodic updates to the Project Implementation Plan and 
Schedule.  Minor changes to the plan are subject to approval by the City’s 
Project Manager.  Major changes must be approved in a written change 
order to the Contract. 

• Providing consultation and advice to the City on matters related to Project 
implementation strategies, key decisions and approaches and operational 
concerns/issues.  

• Submitting weekly Status Reports that highlight tasks, which may have 
fallen behind, schedule, reasons for any delays and projected completion 
dates.   Status report must also identify all risks and problems which may 
affect the Project, identify the owner of the problem, and the impact it may 
have on the project plan. 

• Taking part in status and communication meetings. 
• Working with City’s PMT to prepare agendas for project status meetings 

that highlight current and near term tasks and pending/new risks and 
problems. 

• Identifying personnel, equipment, facilities and resources that will be 
required to perform services by the vendor.  

• Maintaining a complete record of the Project’s history. 
• Leading the combined project team to identify, manage, and address 

issues that arise throughout the course of the implementation. 
• Communicating and coordinating the activities of the vendor’s staff and 

resources.  Identifying all known items that may impact the availability of 
resources during the project. 

• Working with the City’s PMT to ensure that the project stays on-track and 
within the established budget and timeframe. 

• Ensuring that adequate quality assurance procedures are in place 
throughout the project and that the system complies with the specifications 
and requirements. 

• Identifying and providing immediate notice of all issues that may threaten 
the implementation, operation or performance of the system. 

 
Vendor shall provide an overall description of their project management approach 
towards this type of engagement and projected timing for major phases. Include 
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information related to the approach and tools used for Issues Management, Risk 
Management, and Scope Control.  
 
System configuration –  
 
Describe the following:  
 

• The approach the Vendor will use to work with the City to configure the 
system during implementation.  

• What services will be delivered by the Vendor versus those that will be 
performed by the City. 

• How the Vendor will engage the City staff across various functional areas to 
make configuration decision and prepare City staff to manage the 
configuration.  

• What documentation will be developed by the Vendor and how it may provide 
value for the future sustainability of the system at the City.  

 
Operational design –  
 
One of the City’s primary objectives with the project is to take advantage of best 
practices in the Vendor’s solution to improve operational effectiveness and 
productivity. The City will be relying on the Vendor’s past experiences at other similar 
sized/complex public sector agencies; therefore, vendors are requested to describe 
their approach towards operational redesign and the optimal time in which to conduct 
redesign as it relates to implementation of the new software. Vendors should also 
describe what deliverables are created as a result of the proposed operational 
redesign services.  
 
Hardware, software, storage design and installation –  
 
The Vendor should describe what they propose as the most effective deployment of 
hardware, communications and related equipment. The description should also 
include the documentation that they will provide as a result of these services which 
will allow the City to maintain the system in the future. 
 
Hosted or SaaS solution providers do not have to provide this information. 
 
Data conversion –  
 
The City expects that data conversion will be a joint effort for which the City and 
the Vendor will need to work collaboratively to successfully accomplish. The 
Vendor shall describe: 
 

• Their scope of data conversion services and approach. 

• The roles and responsibilities between the Vendor and the City for tasks, 
such as data extraction, data cleansing, data mapping, data verification and 
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validation, etc.  
 

The City anticipates the following data conversion needs:  
 

• General Ledger – Detailed transactions for the current fiscal year. Monthly 
totals for the prior 2 fiscal years. 

• Purchasing – All open purchase orders. 

• Budget Management – Detailed transactions for the current fiscal year. 
Adopted/Amended totals for the prior 2 fiscal years.  

• Accounts Receivable – Outstanding receivables only. 

• Projects - Detailed transactions for the current fiscal year. Monthly totals for 
the prior 2 fiscal years. 

• Inventory – All inventory items on master inventory list. 

• Capital Assets – History for all current assets. 

• 1099/Checks – All 1099 check activity for the current calendar year. 

• Vendors – current vendors. 

• Leave – Accrued balances only. 

• Personnel – All employee records in current system. 

• Payroll – Detailed transactions for the current fiscal year. 
 

The City would also like vendors to provide the incremental conversion cost for the 
following scenario:  
 

• General Ledger – Detailed transactions for the current fiscal year + 2 prior 
fiscal years. 

• Purchasing – Current fiscal year + 1 prior fiscal year (including all open 
purchase orders) . 

• Budget Management – Detailed transactions for the current fiscal year + 2 
prior fiscal years. 

• Accounts Receivable – Outstanding receivables only. 

• Projects - Detailed transactions for the current fiscal year + 2 prior fiscal years. 

• Inventory – Current fiscal year detailed records + 1 prior fiscal year, including 
supplies, requisitions, inventory orders (PO’s) and master inventory items list.  

• Capital Assets – History of all assets.  

• Accounts Payable Invoices – Current fiscal year + 1 prior fiscal year. 

• 1099/Checks – Current fiscal year + 1 prior fiscal year. 

• Vendors – current vendors. 

• Leave – Current fiscal year + 5 prior fiscal years. 

• Personnel – All employee/personnel/PAF records. 

• Payroll – Current fiscal year + 5 prior fiscal years. 
  

 
Report Development –  
 
The City anticipates that the Vendor will take the lead on developing any reports 
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required as part of the initial deployment of the system. The Vendor needs to provide 
specialized knowledge and information to the City staff during the development of 
the required reports by training them on the tools used for report development, 
database schema and architecture, etc.  
 
The Vendor needs to provide information on their reporting approach including: 
 

• Methods for the City to identify, specify and develop required City reports 
during implementation. 

• Various methods of reporting including Business Intelligence. 
 

Data interfaces –  
 
It is the City’s objective to design and implement interfaces which will enable the 
City to take advantage of improved processing and technology wherever possible. 
To this end, the Vendor shall include an Interface Plan that describes the Vendor’s 
methodology and implementation approach to address required interfaces.  

 

Please review the City’s Migration Plan under PART I of this RFP.  
 
Training –  
 
The Vendor will be responsible for providing core training to allow the City’s 
subject matter experts (SME’s) to understand system capabilities before final set-
up and configuration activities are completed.  The SME’s will be responsible for 
performing and documenting system testing, documenting business processes 
and procedures and for training end-users.  In addition, SME’s will take the lead 
in developing the end-user training plan.  Vendor’s on-going training schedules, 
locations and costs should also be provided in the event that training is required 
in the future.   

 

The Vendor will use one or more of the following training methodologies:  
 

a. Instructor-led hands-on classroom training (on-site) 
b. Public classroom training (offsite) 
c. Web-based training 
d. On-line University 

 
The City will request detailed training information from the Vendor, such as the 
length of the courses offered, recommended maximum number of attendees, 
agenda, intended audience, method and time required, and access to all online 
training materials necessary for the Vendor-conducted training. The City will retain 
the right to reproduce training materials for post implementation internal training, 
refresher courses or for new employees.  
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Testing –  
 
The Vendor shall include a Test Plan covering: unit, system, parallel, performance 
under normal and volume/stress conditions, fail-over, and security. The test plan 
shall describe the proposed approach taken with each stage of the test, the 
processes involved, plan to address issues encountered, testing tools utilized, 
acceptance criteria, and sign-off procedures. 

 

• User Acceptance – The Vendor shall include a User Acceptance Test Plan, 
test data, sample test scripts, plan for maintaining test data, and methods 
to track reports and fixes for system malfunctions. 

• Final Acceptance – The Vendor shall include a Final Acceptance Test Plan, 
test data, sample test scripts, and methods to track and ensure all detailed 
requirements of the program are tested and approved by the City and that 
the system was installed, configured and operationally consistent for live 
and disaster recovery purposes. 

 
System documentation development –  
 
Sample documentation does not need to be provided as part of the initial RFP 
proposal; however, shortlisted Vendors will be asked to provide, at a minimum, 
access to their online training, including sample chapters of key user documents, 
such as the Administrative and End-user manuals, systems and application 
diagrams, etc.  Ultimately, the selected Vendor must provide a complete set of 
documentation of the Vendor's software suite.  

 

The documentation shall include standard software materials as well as specific user 
documents.  Standard software is defined as that which fully satisfies the 
requirements of this RFP without the need for modification. Examples include 
operating systems, database management systems, and software diagnostic 
programs. Database design documentation shall completely describe both the 
logical and physical structure of the system’s database. The documentation shall 
define and describe the individual elements (files, tables and fields) and the 
relationships between them.  This requirement is for a complete and thorough 
description of the physical and logical database schematic.  

 

User documents are those that describe the Vendor’s software from a system 
administrator and end-user’s point of view. All licensed users must be provided with 
an online user documentation that ideally includes both a User’s Guide (tutorial 
format) and a Reference Guide. All future system updates and changes must be 
accounted for in revised pages for manuals. This must occur simultaneously with 
distribution of a software patch, system update or version release. 

 

 
Disaster recovery plan –   
 
Vendor shall describe their disaster recovery services, if any, as part of their 
proposed solution. 
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The City’s disaster recovery plan utilizes a VMWare-based virtual stack 
(vmdk/Nimble/VEEAM/Exagrid). The proposed solution must be able to run in 
VMWare virtual server environment in order to comply with this plan. 
 
Go live support/post go live stabilization –  
 
The Vendor will be responsible to assist the City in such tasks as planning, 
preparation, pre go-live issue resolution, conversion, post go-live issue resolution, 
communications, etc. during the weeks leading up to and weeks/months shortly 
after go-live.  The Vendor shall describe: 
 

• Their level of staffing to be provided.  

• The level of involvement of City staff.  

• The duration after go-live that the Vendor’s proposed services will be 
provided. 

• The Vendor transition plan from their implementation resources to their 
support resources.  

  
Knowledge transfer –  
 
The Vendor shall describe their process for ensuring that knowledge is transferred 
to City staff, so that the City is capable of supporting and maintaining the application 
in the most proficient manner once the Vendor implementation engagement is 
completed.  
  
Staffing plan -  
 
The City will provide sufficient resources for the project.  At a minimum, the City will 
allocate the following types of resources:  
 
½ FTE - project management 
3.5 FTE – functional experts 
½ FTE - change management 
½ FTE - technical  
  
The Vendor shall provide comments and suggestions to this staffing level. In 
addition, the Vendor shall:  
 

• Detail the type and amount of implementation support to be provided (i.e., 
number of personnel, level of personnel, time commitment in terms of FTE’s, 
duration, onsite versus offsite, etc.) If the Vendor expects to use 
subcontractor(s), please include information on the subcontracting staff being 
used and their specific role on the project. 

• Provide recommendations and any additional detail related to an overall 
project organizational structure for both the City and the Vendor staff 
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involvement during the project. Identify the roles and responsibilities of each 
component of this structure, including an appropriate governance structure in 
which to manage the project. 

 
Ongoing services –  
 
To ensure and sustain the system on an ongoing basis after the completion of the 
project, the City will require ongoing services from the Vendor.  
 
For Vendors who are proposing an on premise model, please describe: 
 

• Help Desk services (via telephone, web portal, email, etc.)  

• Users groups 

• Online knowledge base 

• The maintenance programs and options 

• Method for distributing software releases 

• Roles and responsibilities of maintaining existing interfaces in the 
event the City picks a point solution vendor for one of its key ERP 
components 

 
For Vendors who are proposing a hosted or SasS options, please describe: 
 

• The application administration, management and support 

• Hosting services 

• Development services 

• Help Desk services (via telephone, web portal, email, etc.)  

• System security administration 

• Configuration management 

• Release management 

• Access management 

• System performance management 

• Training support 

• Technical support 

• Database support 

• Responsibilities which the Vendor would expect the City to perform  
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PART III 

INSTRUCTIONS TO PROPOSERS 
 
 

1. EXAMINATION OF RFP DOCUMEMTS  
 

Proposer shall be solely responsible for examining the enclosed RFP Documents, 
including any Addenda issued during the proposal period, and for informing itself 
with respect to any and all conditions which may in any way affect the amount or 
nature of the proposal, or the performance of the Services in the event Proposer 
is selected.  No relief for error or omission will be given. 
 

2. INTERPRETATION RFP DOCUMEMTS  
 
Proposer may request of the City in writing, prior to submission of proposal, 
clarification or interpretation of the RFP Documents.  Where such interpretation or 
clarification requires a change in the RFP Documents, the City will issue an 
Addendum.  Proposer shall acknowledge receipt of any and all Addenda in its 
Proposal Letter.  The City shall not be bound by and Proposer shall not rely on any 
oral interpretation or clarification of the RFP Documents. 
 

3. PREPARATION OF PROPOSAL  
 
The proposal shall be formatted in accordance with the requirements specified 
herein.  The proposal shall include copies of the Proposal Letter/Certificate of 
Acceptance provided (see Appendix C) with the RFP Documents.  Proposal 
Letter/Certificate of Acceptance and forms shall be executed by an authorized 
signatory as described in Section 6 of this Part, the instructions entitled "SIGNING 
OF PROPOSAL/AUTHORIZATION TO NEGOTIATE".  All proposals shall be 
prepared by and at the expense of the Proposer. 

 

Proposers should not assume that their past and/or current experience with the 
City demonstrates knowledge of the City’s current needs or that the Source 
Selection Committee possesses knowledge of this experience.  The evaluation of 
each proposal will be based upon the evaluation criteria applied to their proposal 
submission. 
 

4. COST TO DEVELOP PROPOSAL  
 
All costs for preparing and submitting proposals, including travel, software 
demonstrations and labor in response to this RFP are to be the responsibility of 
the vendor and will not be chargeable in any manner to the City.  
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5. MODIFICATIONS AND ALTERNATIVE PROPOSALS  
 

Proposer shall submit its proposal in strict conformity with the requirements of the 
RFP Documents.  The proposal shall be complete in itself and shall be submitted 
within a sealed enclosure in accordance with Section 8 below "SUBMISSION OF 
PROPOSAL/PERIOD OF ACCEPTANCE" instruction herein. 
 
Proposers are cautioned to limit exceptions, conditions, limitations, or provisions 
attached to a proposal as they may be determined significant enough to cause its 
rejection. The proposal should conform to the requirements contained herein.   
 
Oral, telegraphic, or telephonic proposals or modifications will not be considered. 
 

6. SIGNING OF PROPOSAL / AUTHORIZATION TO NEGOTIATE  
 

Each proposal submitted by Proposer shall be executed by Proposer or by its 
authorized officer.  In addition, Proposer must identify those persons authorized to 
negotiate on its behalf with the City in connection with this RFP. 

 

7. WITHDRAWAL OF PROPOSALS  
 

A proposal may be withdrawn by the Proposer prior to the date and time for 
submittal of proposals by means of a written request signed by the Proposer or its 
properly authorized officer.  Such written request must be delivered to the place 
stipulated in the Letter of Invitation for receipt of proposals. 
 

8. SUBMISSION OF PROPOSAL / PERIOD OF ACCEPTANCE 

 
Each proposal submitted by Proposer shall be delivered to the City at the address 
shown on the Letter of Invitation up to the date and time shown therein.  It is the 
Proposer's sole responsibility to ensure that its proposal is received as stipulated.  
In compliance with this RFP, the Proposer agrees to provide the services at the 
costs stipulated therein if its proposal is accepted within 180 days from the date 
specified in the Letter of Invitation.  
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PART IV 

EVALUATION OF PROPOSALS 

 

1. EVALUATION PROCESS 

 
The City will follow the steps below for selecting the responsible Vendor submitting 
the best responsive Proposal. The City may modify its evaluation methodology at 
any time during the course of the evaluation process.  

 
STEP ONE – FIRST REVIEW:  PASS/FAIL   

 
A failure on any of the two criteria below may lead to elimination. 

 
a. Conformance with RFP Guidelines and Submittal Requirements – The 

Vendor must follow all RFP guidelines and submittal requirements, including 
the completion of required forms and templates.  

 
b. Vendor’s Ability/Willingness to Attach RFP Response and a copy of this 

RFP to the Final Contract – The Vendor must be able/willing to attach a copy 
of this RFP and its proposal, including responses to the requirements matrices, 
to the final contract. If not, Vendor should include explanation as to why it takes 
exception to this contractual requirement.   

 
 

STEP TWO – DETERMINATION OF A SHORTLIST 
 

The City’s Source Selection Committee will evaluate proposals that were not 
eliminated in Step 1 according to the evaluation criteria described below. The result 
of this step of the process will be the identification of a shortlist that will advance 
to the next step of the selection process. 
 

Proposal Evaluation Criteria Percentage Allocated 

Functional Requirements 20% 

Implementation Methodology and 
Project Plan 

25% 

Cost (TCO over 10 years including 
software, implementation, 
maintenance, updates, customer 
support, and any other related 
services) 

30% 

Company/Staffing Background, 
Organization, and Experience 

25% 

Total 100% 
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Clarifications. In evaluating proposals, the City will seek information from a Vendor to 
clarify the Vendor's Proposal. A Vendor must submit written and signed clarifications 
and such clarifications shall become part of the Vendor's Proposal.  
 
 

STEP THREE – SCRIPTED DEMONSTRATIONS, SITE VISITS AND CLIENT 
REFERENCES 

 
At the completion of Step Two, the City will evaluate the Vendors who have elevated 
to the shortlist by conducting Scripted Demonstrations, Client Reference Checks and 
Site Visits. The purpose of Scripted Demonstrations is to provide Vendors the 
opportunities to demonstrate the capabilities of their software/hardware solutions in a 
scripted environment and show the City their system can meet the needs and 
requirements of the City. 
 
Scripted Demonstrations 
 
The City will provide each vendor the scripted scenarios that they are to use to prepare 
for an on-site solution demonstration.  After completion of the demonstrations, the 
Vendors will be further evaluated based on the results of reference checks and, at the 
option of the City, organized site visits at Vendor’s customer sites.  The City may also 
request additional discovery meetings with vendors to address follow up questions.  
 
Please note that on-site demonstration dates need to be strictly adhered to. 
Vendors should be prepared to conduct the on-site demonstrations between 
October 9, 2017 to October 26, 2017. The City requests the participation of the 
proposed Project Manager during the on-site demonstration sessions. 

 
 

STEP FOUR – FINAL SELECTION 
 

The City will make the final Vendor selection based on its determination of best value, 
which consists of qualifications, software demonstration, implementation approach, 
references and cost.  

 

2. BASIS OF AWARD 
 
Any contract resulting from this RFP will be awarded to the Vendor whose proposal 
meets the requirements of the RFP and is most advantageous to the City in terms of 
meeting the technical/functional requirements and for attainment of project objectives 
as defined in PART I, General Information and Project Background.  The City may 
request shortlisted vendors to present an oral briefing and discuss the merits and/or 
deficiencies of their proposal.  However, the City is under no obligation to enter into 
discussions or conduct negotiations with a proposer, but can award a contract on the 
basis of the offer received.  The City will evaluate each proposal according to how 
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favorable the services offered are to the City in light of the pre-established evaluation 
criteria and Cost Proposal reasonability.  Shortlisted vendors may be required to 
participate in negotiations and to submit such additional cost, technical, or other 
revisions to its proposal (or a Best and Final Offer) as may result from negotiations.   
 

3. TYPE OF CONTRACT TO BE AWARDED 
 
It is anticipated that the City will enter into a Not-to-Exceed (NTE) contract.  The 
Contract to be utilized is contained in the contract section of this Request for Proposal 
(RFP).  Under no circumstances will the itemized pricing be exceeded without express 
prior written approval of the City Manager and/or approval from the City Council. 
  
The successful Vendor will be responsible for obtaining a Garden Grove business 
license before work can begin. Information on obtaining a Garden Grove business 
license can be obtained by calling 714-741-5073. 
 

4. PUBLIC RECORDS ACT 
 
Responses to this RFP become the exclusive property of the City and subject to the 
California Public Records Act.  Those elements in each proposal which are trade 
secrets as that term is defined in Civil Code section 3426.1(d) or otherwise exempt by 
law from disclosure and which are prominently marked as "TRADE SECRET", 
"CONFIDENTIAL", or "PROPRIETARY" may not be subject to disclosure.  The City 
shall not in any way be liable or responsible for the disclosure of any such records 
including, without limitation, those so marked if disclosure is deemed to be required by 
law or by an order of the Court.  Proposers which indiscriminately identify all or most 
of their proposal as exempt from disclosure without justification may be deemed non-
responsive. 

 

In the event the City is required to defend an action on a Public Records Act request 
for any of the contents of a proposal marked "confidential", "proprietary", or "trade 
secret", Proposer agrees, upon submission of its proposal for City's consideration, to 
defend and indemnify the City from all costs and expenses, including attorneys' fees, 
in any action or liability arising under the Public Records Act. 
 

5. CITY’S RIGHTS 
 
The City may investigate the qualifications of any Proposer under consideration, 
require confirmation of information furnished by a Proposer, and require additional 
evidence of qualifications to perform the Services described in this RFP.  The City 
reserves the right to: 

 

• Reject any or all of the proposals. 

• Issue subsequent Requests for Proposals. 

• Cancel the entire Request for Proposal. 
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• Remedy technical errors in the Request for Proposal process. 

• Appoint evaluation committees to review proposals. 

• Seek the assistance of outside technical experts in proposal evaluation. 

• Approve or disapprove the use of particular subcontractors. 

• Establish a short list of proposers eligible for discussions after review of 
written proposals. 

• Negotiate with any, all, or none of the Proposers. 

• Solicit best and final offers from any or all Proposers. 

• Award a contract to one or more Proposers. (Except for Brooks Bill 
procurements where multiple awards are not allowed). 

• Accept other than the lowest offer. 

• Waive informalities and irregularities in proposals. 

 

This RFP does not commit the City to enter into a contract, nor does it obligate the 
City to pay for any costs incurred in preparation and submission of proposals or in 
anticipation of a contract. 
 

6. QUALIFICATIONS OF FIRMS 
 
The City reserves the right to investigate the qualifications of all firms under 
consideration and to confirm any part of the information furnished by a Proposer, or to 
require other evidence of managerial, financial or other capabilities which are 
considered necessary for the successful performance of the contract.  
 
Any person, firm, corporation, Joint Venture, or other interested party that has been 
compensated by the City or a contractor engaged by the City for assistance in 
preparing this RFP Document and/or estimate shall be considered to have gained an 
unfair competitive advantage in proposing and shall be precluded from submitting a 
Proposal in response to this RFP. 

 

• The Proposer shall submit a Not-To-Exceed Price for performing all Work 
specified in the Scope of Work. 

 

• The Proposal shall be valid for 180 calendar days from the date stipulated in 
the RFP for receipt of Proposals.  If this offer is accepted within that time period, 
the Proposer agrees to furnish all services and items as stipulated in the RFP 
and any accompanying addenda. 
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PART V 

RFP RESPONSE REQUIREMENTS AND FORMAT 
 

1. COMPETITION INTENDED  
 

It is the City’s intent that this RFP permits competition. It shall be the vendor’s 
responsibility to advise the Purchasing Agent in writing if any language requirement, 
specification, etc., or any combination thereof, inadvertently restricts or limits the 
requirements stated in this RFP to a single source. Such notification must be received 
by the Purchasing Agent not later than ten (10) business days prior to the date set for 
acceptance of proposals. 
 
Proposals shall be prepared simply and economically, providing a straightforward, 
concise description of the proposer’s capabilities to satisfy the requirements of this 
RFP.  Emphasis should be on completeness and clarity of content and cost 
effectiveness of the proposal.  
  
Please use the following format to structure the RFP response.  The response should 
include each section detailed below in the order presented and must be separated by 
tabs. The detail represents the items that are to be covered in each section of the 
response.  Please use dividers to section off the different areas of the proposal 
so the information is easy to locate. Failure to address all items will impact the 
evaluation and may classify the response as non-responsive and preclude it from 
further consideration.   

 

Section Title 

 Title Page 

 Cover Letter & Statement of Qualifications 

 Table of Contents 

 Executive Summary  

1.0 Company/Staffing, Background, Organization, and Experience 

2.0 Application Software 

3.0 Technical Architecture 

4.0 Implementation Plan 

5.0 Required Documents/Appendices: 

 a. Functional Requirements-Appendix A 

 b. Cost Worksheet-Appendix B 

 c. Proposal Letter/Certificate of Acceptance – Appendix C 

 d. Bidder/Contractor Statement Regarding Insurance – Appendix D 

 e. Company Profile-Appendix E 

 f. Resumes of Key Personnel- Appendix F 



City of Garden Grove             ERP Solution and Related Implementation Services – RFP No. S-1225  

32 | P a g e  

 

2. TITLE PAGE  
 

The title page should include, at minimum, the following: 
 

a. Name of Project – ERP Solution and Related Implementation Services  
b. Submitted by - Company’s Name 
c. Date of Submittal 

 

3. COVER LETTER & STATEMENT OF QUALIFICATIONS  
 

Each proposal must be accompanied by a cover letter, signed by an individual 
authorized to bind the proposing entity. An unsigned proposal is grounds for 
rejection. The cover letter shall include an introduction of the company and 
statement of professional qualifications. Furthermore, the cover letter must: 

 

a. Indicate the intention of the Vendor to adhere to the provisions described in 
the RFP without modification; 

b. Identify the submitting organization; 
c. Identify the contact person responsible for this response, specifying name, 

title, mailing address, phone and email address; 
d. Provide acknowledgement that the RFP and the proposal submitted, 

including responses to the Requirements worksheets, will be included as 
part of the contract terms, and identify exceptions or "deal breakers"; 

e. Acknowledge the proposal is considered firm for one hundred and eighty 
(180) days after the due date for receipt of proposals or receipt of the last 
best and final offer submitted; 

f. Acknowledge completion of the Cost Worksheets. 
 

4. TABLE OF CONTENTS  
 

The table of contents should outline Sections 1.0 thru 5.0, as described previously 
in this section. 

 

5. EXECUTIVE SUMMARY  
 

A brief summarized overview of the proposal which will provide the City’s 
Evaluation Committee with the key elements (i.e.: the Vendor’s capabilities, cost, 
company information, composition of the proposed team, the ability to meet the 

 g. Client References-Appendix G 

 h. Completed W-9 Form – Appendix H 

 i. Key Outside Consultants-Appendix I 

 j. Vendor’s Standard Software License Agreement-Appendix I 

 k. Vendor’s Standard Support/Maintenance Agreement-Appendix J 

 l. Vendor’s Professional Services Agreement-Appendix K 



City of Garden Grove             ERP Solution and Related Implementation Services – RFP No. S-1225  

33 | P a g e  

needs of the City, the timeline, etc.) of the proposal and a brief explanation of how 
the work called for in this RFP will be implemented.  

 

6. SECTION 1.0 – COMPANY / STAFFING, BACKGROUND, ORGANIZAITON 

AND EXPERIENCE 
 

This section of the proposal should establish the ability of the Vendor to 
satisfactorily perform the required work by reasons of experience in performing 
work of a similar nature, demonstrated competence in the services to be 
performed, strength and stability of the firm, staffing capability, and record of 
meeting expectations on similar projects.  City, at its option, may require a Vendor 
to provide additional support and/or clarify requested information. 

 

The Vendor should provide: 
 

a. A brief profile of the company 
✓ A brief description of the organization structure and primary products 

and services provided. 
✓ Other major products or services offered. 
✓ Company’s strategic direction in software design and support. 
✓ Describe how long the Vendor has been in business. 
✓ Company’s experience in performing work of a similar nature to that 

solicited in this RFP. 
 

b. A general description of the company’s financial condition 
✓ Provide audited financial information for the past two years. 
✓ Privately held companies wishing to maintain confidential financial 

information must provide information detailing the company’s long-term 
stability. Please provide a current Dunn & Bradstreet report (D&B) as 
part of the Vendor’s proposal response. 

✓ Provide information regarding any pending litigation, contract defaults, 
planned office closures, impending mergers, bankruptcies, or other 
conditions related to the financial health of the company. 

✓ Provide information regarding any pending transitions or the sale of 
interest owned by majority or principal owners or key employees. 

✓ If the Vendor is proposing to use subcontractors on this project, please 
provide background information on each subcontractor, Vendor’s 
relationship with that firm and the specific services and/or products that 
the subcontractor will be providing on the project. A complete list of 
subcontractors is required. The City has the right to approve all sub-
contractors of the Vendor at any time. Primary Vendor shall not allow 
any subcontractor to commence work until all insurance required of 
subcontractor is obtained.  

 
 

This section shall also identify key personnel who will be assigned to the project, 
including an organization chart for the project team.  The chart shall indicate how 
the Vendor intends to structure the project effort, and identify the Project 
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Director/Engagement Manager, Project Manager, Technical Team Members, 
Trainers and all other key personnel.  

 

The Project Manager designated by the Vendor shall have the overall 
responsibility to the City. The Project Manager shall have the responsibility for the 
day-to-day communications with the City to coordinate the activities of the 
installation and implementation team, and to accomplish the scope of work within 
the contract budget and project schedule.  The Project Manager must have at 
least three (3) years of experience in administering project management 
services of the proposed software. A resume of the Project Manager must be 
provided detailing the work history for the last 10 years.  The Project Manager is 
desired to have PMP (Project Management Professional) certification or evidence 
of sufficient PMP certified project management training to completely satisfy the 
education requirement of a PMP certification track. 

 

Each team member included in the project organization chart shall be identified by 
name, and a resume or profile shall be provided for each key person.  Each 
resume or profile shall be complete and concise, featuring experience that is most 
relevant to the task responsibility the individual will be assigned.  If an individual is 
assigned to more than one position, the relevant experience shall be indicated for 
each task assigned. The project technical team must have a minimum of three 
(3) years of experience with an installation of the current (or one previous) 
version of the proposed software for similar organizations. 

 

For all proposed project team members, please also indicate other projects these 
individuals will most likely be engaged in at the time this project commences, as 
well as anticipated completion dates for those other projects, and how that may 
impact the amount of time the individuals will be spending on the City’s 
implementation.  Please also indicate the anticipated percentage of time each 
team member will be dedicated to the City’s implementation throughout the course 
of the project. 
 

The specific staff identified in the original Proposal may not be changed prior to 
commencement of work or during the course of the project without the specific 
approval of the City and at least two weeks prior notice. Replacement candidates 
must have the same or higher level of similar experience as the original project 
team member they replace.  Resumes of replacements shall be submitted with all 
applicable information. 
 

7. SECTION 2.0 – APPLICATION SOFTWARE 
 
As the City is open to either an on premise, hosted or Software-as-a-Service 
solutions, aspects of the proposed solution to be provided should be clearly 
delineated where they vary between these approaches in the sections below.  
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The Vendor is required to provide a general description of the proposed solution 
and how it will meet requirements of this RFP. This section must address, at a 
minimum, the following:  
 
a. Describe the overall proposed technology solution, including the software 

architecture – web-based or client server. 
b. Describe unique aspects of the Vendor’s solution in the marketplace. 
c. Describe components of the solution that are industry standards versus being 

proprietary to the Vendor. 
d. For third party products proposed that are integrated with the Vendor’s solution, 

provide the following for each product: 
✓ Reason that this product is a third-party product versus being part of the 

Vendor’s solution. 
✓ Extent to which this third-party product is integrated with the Vendor’s 

solution. 
 

8. SECTION 3.0 – TECHNICAL ARCHITECTURE 
 
The Vendor shall provide all relevant information in this section describing the 
technical architecture for the proposed solution. The information will be used in the 
evaluation process. 
 
First, the Vendor should identify where conflicts may exist between the proposed 
solution and current technologies being used in the City as described in PART I 
– General Information and Project Background. If no conflicts exist, the Vendor must 
specifically assert as such. 
 
If any proprietary end user hardware is recommended for the solution (e.g. time 
clocks, receipt printers, scanning devices, etc.), the Vendor shall detail in this 
section what is proposed and additionally provide unit and extended pricing in the 
Cost Proposal. 
 
As the City is open to an on premise, Vendor-hosted or SaaS solutions, the Vendor 
should prepare a response to the questions in the appropriate Technical Architecture 
sub-sections below based on the architecture of the Contractor’s proposed solution. 
To the extent an alternative or hybrid solution is being proposed, please respond to 
the relevant sections accordingly. 
 
On-Premise Option: 
 
For Vendors proposing an on premise solution with perpetual software licensing, 
the following statements should be addressed in the proposal response: 
 

a. Describe the proposed computer hardware and storage environment to 
support the system. Indicate the preferred hardware platform and why. List the 
conditions in which the preferred hardware platform would change. A 
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hardware configuration, which takes into account the size of the City, 
application modules, database size, and anticipated growth, must be provided. 

b. What on-premise system architecture is the Vendor proposing? Describe the 
number and type of: application servers, database server(s), and development, 
test and training environments. Describe the proposal’s technical architecture 
(preferably using a PowerPoint or Visio diagram). This should show 
components such as the database server, application server, reporting server, 
test/training server, firewall(s), web server(s), web browser, minimum 
workstation requirements, remote access, wireless connectivity, network 
connectivity to LANs and WAN, etc. Describe any potential use of virtual server 
technologies (e.g. Microsoft Virtual Server, VMware) and application 
accelerators and note what Contractors the Vendor is partnering with or 
recommending and/or supporting. (Also, include all vCPU vRAM and data store 
requirements.) 

c. The City intends to procure any non-proprietary hardware separately and as such, 
it is not necessary for the Vendor to provide pricing for non-proprietary hardware 
in the Cost Worksheet. 

 
Hosted or SaaS Solutions: 
 
For Vendors proposing a Vendor-hosted or SaaS solutions, the Vendor shall fully 
describe the proposed model and technical solution. The Vendor must include the 
following in the response: 
 
a. Please describe Vendor-hosted model, including: hosting, integration, help 

desk, provisioning and desktop management capabilities, deployment   model   
(dedicated   servers, shared environment, etc.), impact to the City’s network 
and bandwidth, and any partners that may be involved in service delivery. 

b. Please describe the proposed service level agreement, including any tiered 
levels of service, response times, and standard metrics. 

c. Please describe the support model, including: cost structure for support calls. 
d. Please describe the data center and storage facilities, including: locations, 

staffing, physical security, environmental controls (including redundant power), 
redundancy/load balancing capabilities, data backups and disaster recovery 
capabilities. 

e. Please describe the security issues, including: firewall security, 
authentication controls, and data encryption capabilities. 

f. Please describe the upgrade and patch management policies & practice. 
g. Please describe the systems administration/ management capabilities 

including: monitoring of performance measures, intrusion detection, and 
error resolution. 

h. Please describe how the model will help the City move to a new operation at 
the end of the contract term or if the contract is terminated, including the 
process for notifying of termination. 
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9. SECTION 4.0 – IMPLEMENTATION PLAN 
 
The City recognizes that ERP implementation is a significant undertaking. In order 
for the City to be successful with sustainably leveraging the system over the long- 
term, the City expects its staff will need to gain the appropriate level of 
understanding and expertise in the system during the implementation, to prepare 
the City for ongoing operation of the system as well as planning future upgrades. 
 

As such, Vendor shall leverage their experience implementing the proposed 
solution at public sector agencies of similar size/complexity, and propose an 
appropriate level of implementation services for the City to be successful with its 
long term objective.  

 

The City does not expect the implementation to be performed solely by the Vendor 
and understands that responsibilities for the implementation will be shared between 
the Vendor and City staff. The City is interested in proposals which will maximize 
the City’s opportunity for a successful long term solution. 

 
The Vendor is to provide an implementation plan in narrative format supported 
by an activity-level project plan using Microsoft Project or similar tool that details 
how the proposed solution is to be implemented. It is expected that the Vendor 
will lead the efforts in each of the implementation areas described below unless 
stated otherwise: (Please refer to Part II – Scope of Work – for detailed explanation 
of each effort.) 

 

• Project management 

• System configuration 

• Operational design 

• Hardware, software, storage design and installation 

• Data conversion 

• Report development 

• Data interfaces 

• Training 

• Testing 

• System documentation development 

• Disaster recovery plan 

• Go live support/post go live stabilization 

• Knowledge transfer 

• Staffing plan 

• Ongoing services 
 

10. SECTION 5.0 – REQUIRED DOCUMENTS/APPENDICES 
 

Under this section, Vendors shall complete and submit Appendices A thru I. Please 
note that Appendices A & B do not need to be submitted in hard copy format – 
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they are only required to be submitted in electronic format on a flash drive along 
with the proposal response.   
 
Appendices A thru I are provided as part of this RFP.  Vendor will supply appendices 
J through L.  
 
a. Appendix A – Functional Requirements 
b. Appendix B – Cost Worksheet 
c. Appendix C – Proposal Letter/Certificate of Acceptance 
d. Appendix D – Bidder/Contractor Statement Regarding Insurance  
e. Appendix E – Company Profile 
f. Appendix F – Resumes of Key Personnel 
g. Appendix G – Client References 
h. Appendix H – Completed W-9 Form  
i. Appendix I – Key Outside Consultants 
j. Appendix J – Vendor’s Standard Software License Agreement 
k. Appendix K – Vendor’s Standard Support / Maintenance Agreement 
l. Appendix L – Vendor’s Professional Services Agreement  

 
 
Instructions on how to fill out Appendices A - I are provided below.   

 

a. Functional Requirements (Appendix A) 
 
This section should address the detailed attributes of the application software.  
In Appendix A of this RFP, we refer to the requirements worksheets that define 
needs for the new system by functional area.  Vendors will be rated how well 
they can meet each need by indicating whether they can support the 
functionality “out-of-the-box”, with modifications, via a third party solution, via 
customization, in a future release, or not at all.     
 

RATING LEGEND 

SUP Supported as delivered "out-of-the-box" 

MOD Supported via modifications (screen configurations, reports, GUI tailoring, etc.) 

3RD Supported via a third-party solution 

CST Supported via customization (changes to source code) 

FUT Will be supported in a future release 

NS Not supported 

 
Please include any costs associated with modifications/customizations on the 
Cost Proposal under Appendix B. 
 

b. Cost Worksheet (Appendix B) 
 
Costs for the Vendor’s proposed solution should be submitted on the proposal 
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Cost Worksheets appended to this RFP. As mentioned earlier, the City is open 
to an on premise, hosed or SaaS technical model.  
 
If multiple solution options are proposed, please include a separate Cost 
Worksheet for each hosting/licensing model. 
 
Vendors should provide a not-to-exceed pricing based on the functionality and 
scope of work described under Part II of this RFP.  
 
To the extent possible, Vendors shall provide price information by module, 
including services. If this is not always possible, then the bundled pricing 
should at least be broken out by the separate components as listed under Part 
II of this RFP.  
 
In the event the product or service is provided at no additional cost, the item 
should be noted as “no charge” or words to that effect. 
 
In the event the product or service is not being included in the proposal, the 
item should be noted as “not included”. 
 
If software license fees are being proposed, Vendor should explain all factors 
that could affect license fees and make clear what type of licenses is offered 
for each price (named user, concurrent user, installed copies, site licenses, 
etc.) 
 

c. Proposal Letter / Certificate of Acceptance (Appendix C) 
 

The Vendor must certify that it has examined and is fully familiar with all of the 
provisions of the RFP Documents and is satisfied that they are accurate; that 
it has carefully checked all the words and figures and all statements made in 
the Proposal Requirements; that it has satisfied itself with respect to other 
matters pertaining to the proposal which in any way affect the Work or the cost 
thereof.  The Vendor must agree that the City will not be responsible for any 
errors or omissions in these RFP Documents. 

 
 

d. Bidder / Contractor Statement Regarding Insurance (Appendix D) 
 

The Vendor must certify that it can meet the specified requirements for insurance, 
including insurance coverage of the subcontractors, and agree to name the City 
and its other agencies as additional insureds as per the agreement for the work 
specified and it will comply with the provisions of Section 3700 of the Labor Code, 
which require every employer to be insured against liability for worker’s 
compensation or to undertake self-insurance in accordance with the provisions 
of that code, before commencing the performance of the work specified. 
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e. Company Profile (Appendix E) 
 

Under this section, Vendors shall complete the Company Profile Questionnaire 
referred to in Appendix C of this RFP.  If subcontractors are being proposed, 
please complete a Company Profile Questionnaire for each subcontractor as 
well. 
 
The Questionnaire includes the following information: 

 

• Name, address, telephone and fax numbers, Federal Employer I.D. Number 

• Number of years of experience your company has had in providing related, 
or equivalent services 

• A list of all individuals who will be working on this project, indicating 
level/title, experience, and responsibility 

• The names of California cities your company has worked with and what 
modules these California cities purchased 

• The names of the California cities and the areas of the consulting project 
the consultant(s) who will be assigned to Garden Grove’s contract have 
experience with/in 

• The top three ERP systems by name your company has the most 
experience with 

 
f. Resume of Key Personnel (Appendix F) 

 
The City, in its assessment of the proposal, will place considerable emphasis 
on the commitment by the vendors to provide qualified personnel for the 
execution of the contract. The proposal format should be as follows: 

 

• Name and Role on Project 

• Previous Project Assignments 

• Years of Experience 

• Education (including Degrees and Specialization) 

• Other Experience Relevant to the Proposed Project  
 
 
Vendors shall complete the Resume of Key Personnel using the form provided. 
Please only include experience that is relevant to this project. 
 

g. Client References (Appendix G) 
 
Please list detailed client references of at least three (3) clients or government 
agency clients that you have provided the same type of services to within the 
last five years, including contract dates, agency name, address, contact 
person’s name, contact person’s phone number and email address. Please 
make sure that the information provided for your references is current and 
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accurate. References will not be considered if the information provided is 
inaccurate. Please Do Not Use the City of Garden Grove as a reference. 
 

 

h. Completed W- 9 Form (Appendix H) 
 
 

i. Key Outside Consultants (Appendix I) 
 
Vendors shall provide information regarding the utilization of Key Outside 
Consultants using the form provided. Please note that it is the responsibility of 
the prime contractor to ensure that the contract terms and conditions extend to 
its proposed outside consultants.  
 
 

j. Vendor’s Standard Software Licensing Agreement – (Appendix J) 
 

Vendors shall provide a copy of its Standard Software Licensing Agreement.   
 

k. Vendor’s Standard Support/Maintenance Agreement – (Appendix K) 
 

Vendors shall provide a copy of its Standard Support/Maintenance Agreement  
 
 

l. Vendor’s Standard Professional Services Agreement – (Appendix L) 
 

Vendors shall provide a copy of its Standard Professional Services Agreement. 
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PART VI 

SAMPLE SOFTWARE LICENSE, IMPLEMENTATION AND SUPPORT AND 

MAINTENANCE AGREEMENT 
 

 
A copy of the City’s Sample Software License, Implementation and Support and 
Maintenance Agreement is attached to this RFP.
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PART VII 

REQUIRED FORMS  
 

 

Appendix A: Functional Requirements 
 
This is provided in an Excel file. 

 
 
Appendix B: Cost Worksheet 
 
This is provided in an Excel file. 
 

 
Appendices C thru I:  
 
Provided as separate attachments to the RFP. 
 





APPENDIX E – COMPANY PROFILE 
 


Each vendor shall complete the “Appendix E - Company Profile” template.  If multiple 
firms or sub-contractors are being proposed, please complete a questionnaire for each 
firm / sub-contractor company as well.   
 


Question Answer 


Organization name and corporate location.  


Role in proposed project.  


What is your organization’s primary 
business? 


 


Is your organization a subsidiary to a larger 
parent company? If so, whom? and for how 
long? 


 


If your response to the above question is 
yes, then how long has your parent 
company been providing similar software 
solutions? How long does your parent 
company plan to support the software being 
proposed and if your parent company 
guarantees the supporting and maintaining 
of the proposed software solution?   


 


Length of time your organization (not 
parent) has been in business providing this 
software solution? 


 


Organization Ownership / Legal Form (For 
Corporation – State of Incorporation) 


 


 


Number of employees: 


• Total 


• Development 


• Product Support 


• Professional Services 


U.S. Worldwide 


  


  


  


  


Office locations U.S. 


 


 


 


 


 


Financial Strength Summary: 


• Total Revenue 


• License Revenue 


• Services Revenue 


• Maintenance Rev. 


• Net Profit 


• Proposed Solution R&D Spending 


2013 2014 2015 2016 


    


    


    


    


    


    







Number of licenses installed 


 


 


U.S. Worldwide 


  


Number of installations for proposed 
version 


 


U.S. Worldwide 


  


 








APPENDIX F – RESUME OF KEY PERSONNEL 
 


Provide a brief resume of key persons, specialists, and individual consultants that shall be 


assigned with the project.  Copy the table below and complete it for each staff member that 


will be key to this project.  


 


Name and  


Role on Project 


 


 


Previous Project 


Assignments and Role 


 


 


 


 


 


 


Years of Experience 


 
With this firm           Other firms (including company name 


and role) _____ 


 


Education  


Degree(s)/Specialization 


 


 


Other Experience & 


Qualifications relevant to the 


proposed project 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 







 


Name and  


Role on Project 


 


 


Previous Project 


Assignments and Role 


 


 


 


 


 


 


Years of Experience 


 
With this firm           Other firms (including company name 


and role) _____ 


 


Education  


Degree(s)/Specialization 


 


 


Other Experience & 


Qualifications relevant to the 


proposed project 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 







 


Name and  


Role on Project 


 


 


Previous Project 


Assignments and Role 


 


 


 


 


 


 


Years of Experience 


 
With this firm           Other firms (including company name 


and role) _____ 


 


Education  


Degree(s)/Specialization 


 


 


Other Experience & 


Qualifications relevant to the 


proposed project 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 







 


Name and  


Role on Project 


 


 


Previous Project 


Assignments and Role 


 


 


 


 


 


 


Years of Experience 


 
With this firm           Other firms (including company name 


and role) _____ 


 


Education  


Degree(s)/Specialization 


 


 


Other Experience & 


Qualifications relevant to the 


proposed project 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 







 


Name and  


Role on Project 


 


 


Previous Project 


Assignments and Role 


 


 


 


 


 


 


Years of Experience 


 
With this firm           Other firms (including company name 


and role) _____ 


 


Education  


Degree(s)/Specialization 


 


 


 


Other Experience & 


Qualifications relevant to the 


proposed project 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 







Name and  


Role on Project 


 


 


Previous Project 


Assignments and Role 


 


 


 


 


 


 


Years of Experience 


 
With this firm           Other firms (including company name 


and role) _____ 


 


Education  


Degree(s)/Specialization 


 


 


Other Experience & 


Qualifications relevant to the 


proposed project 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 








APPENDIX I – KEY OUTSIDE CONSULTANTS 
 


Each vendor must complete this form for all proposed subcontractors.  If no subcontractors are 
proposed, then this form does not have to be submitted. 
 
 


SUBCONTRACTOR #1 


Name & Address 


 


 


Specialty / Role with this 


Project 


 


 


 


 


Worked with Lead Firm 


Before (including scope 


and role) 


 


 


Year Firm Established 


 


 


Years of Experience 


providing software  


services 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 







 


SUBCONTRACTOR #2 


Name & Address 


 


 


Specialty / Role with this 


Project 


 


 


 


 


Worked with Lead Firm 


Before (including scope 


and role)  


 


 


Year Firm Established 


 


 


Years of Experience 


providing software  


services 
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				2		Functional or Medium Capabilities		Medium				67%		100%		2		to		3		H		3				3RD		3		Supported via a third party solution

				3		Works Very Well		High										to				C		4				CST		2		Supported via customization (changes to source code)

				4														to										FUT		1		Will be supported in a future release

				5														to										NS		0		Not supported

				6														to		

				7														to		

				8														to		

				9														to		

				10														to		



				Requirements Ratings

				RATE		CURRENT								FUTURE

				0		Not Available								Not Required

				1		Difficult or minimal capabilities								Low

				2		Functional or medium capabilities								Medium

				3		Works very well								High
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								SUP		MOD		3RD		CST		FUT		NS				Response

		x		IT		General Requirements Section																

				IT1		The system should support real time on-line updates as the primary processing mode.																

				IT2		The system should provide the ability to selectively archive system data based on a user-defined number of years or other user-defined criteria.  																

				IT3		The system should use common master files across all functional modules, i.e.. Purchasing and AP should share a single vendor master file.																

				IT4		The system product database should allow access by an SQL-based language.																

				IT5		The system should contain a date/time stamp and user information reflecting an audit trail on every data element.																

				IT6		The system should utilize standard Internet connection and TCP/IP protocol to access all user interfaces																

				IT7		The system's access requirements through firewalls must be clearly identified and follow standard port designations.																

				IT8		The system's database management system should be ODBC compliant.																

				IT9		The system should provide strong field-level encryption.																

				IT10		The system database should run on a SQL database.																

				IT11		The system should run virtually on VMWare.																

				IT12		The system should provide access from outside of the firewall by non-domain external users in accordance with generally accepted security standards.																

				IT12		The system should contain toolsets to accommodate the following:																

				IT13		Archiving/purging of data																

				IT14		Database maintenance																

				IT15		End-user interface design																

				IT16		System upgrade administration and patches																

				IT17		System security																

				IT17		The proposed solution should offer a full suite of utility tools required to execute various system maintenance functions including:																

				IT18		Backup management																

				IT19		Multiple monitoring sessions																

				IT20		Performance monitoring (application and system)																

				IT21		Ability to monitor executing jobs																

				IT22		Sufficient instrumentation to monitor batch progress and send alerts about abnormal batch status.																

				IT23		Database optimization																

				IT24		The system should not use any proprietary fundamental components (e.g.: vendor's proprietary programming language or DBMS.)																

				IT25		The system should track system uptime and transaction response times in order to demonstrate operation within acceptable levels.																

				IT26		The system should provide automated transaction back-out/roll-back should the system fail during transaction processing and/or a transaction fails to reach normal processing completion.																

				IT27		The system should enable the client to enter organization-specific values in coding fields (i.e., lookup tables). These and other user configurations should be preserved around software updates (i.e., product upgrades/software releases should not overwrite client-specific coded data or configurations.)																

				IT28		The system should allow on-line search capabilities based on any field or any combination of fields.																

		x		IT28		System Help Section																

				IT29		The system's on-line help should be available at the system, function, screen, and field level.																

				IT30		The system's on-line help should be updated with each new version release.																

				IT31		The system's on-line help should provide an index and search capability																

				IT32		The system's on-line help should be context sensitive.																

				IT33		The system help information should be able to be edited and/or augmented by the Client for specific additional help information. This information should be retained during upgrades.																

				IT34		The vendor's support site should contain a knowledge base where users can access system related reference material and documents.																

				IT35		The vendor's support site should contain complete and up-to-date manuals for all system modules and functionalities.  The manuals should be available for all available versions of the software.																

				IT36		The vendor's support site should contain a complete data dictionary for all system tables and data fields.																

				IT37		The system should allow override or block/no-override ability on specific error conditions and/or for specific users.																

				IT38		The system's error messages should be integrated with online help functions, allowing the data entry person to be able to click on an error message and open the online help document to the appropriate section.																

				IT39		The system should provide the ability to establish a standard rounding method.																

		x		IT39		General Integration/Compatibility Section																

				IT40		The system should provide full integration with standard desktop applications such as Word, Access, Excel and Adobe Acrobat. This includes the ability to import or export data directly into these desktop applications.																

				IT41		The product should provide for integration and tools to easily export data to a data warehouse.																

				IT42		The system should support data-transfer via flat files (e.g., ASCII, variable and/or fixed length, comma-delimited, etc.)																

				IT43		The system should provide the ability to interface or integrate with OpenLDAP.																

				IT44		The system should provide Microsoft Add-In capabilities.																

				IT45		The system should provide a Application Program Interface (API) that allows the technical staff to enhance and integrate the system.																

		x		IT45		User Interface Section																

				IT46		The system should provide the ability to AutoFill based on a related field (i.e. auto completion of one field based on prior data entry).																

				IT47		The system should provide data validation by providing error messages immediately after each field is entered, rather than waiting until the entire screen, record or transaction is finished. (account number, vendor ID, etc.)																

				IT48		The system should provide a user-defined executive dashboard (financial information, key performance indicators, etc.) based on user profile																

				IT49		The system should provide the capability for creating "favorites" or shortcuts to frequently used screens and reports.																

				IT50		The system's controlled values should be available in drop-down boxes or popup windows.																

				IT51		System error messages should appear in a consistent format across all system modules.																

				IT52		The system should provide the ability to create new items by copying existing items.																

				IT53		The system should provide cut and paste capabilities to move data from field to field.																

				IT54		The system should allow data entry staff to have a choice of updating the system through use of a grid/spreadsheet interface options, or through GUI-based features.																

				IT55		The system should have a built in calendar allowing adjustments in processing and transaction dates for holidays, weekends, etc.																

				IT56		The system should provide the ability to send broadcast message by specified users at any time, as well as messages that are displayed at log-in.																

				IT57		The system should provide the capability to store, retrieve, display and print imaged documents.  The solution must provide the capability to receive scanned documents from document scanners having industry-standard connection protocols (SCI, TCP/IP, etc.)																

				IT58		The system should be able to accept scanned or electronic documents in multiple file formats and link them to a data record. 																

				IT59		The system should provide transaction logging or journalizing at the data base level.  The system should be able to be recover all on-line transactions from the transaction log.																

				IT60		The system should provide migration paths for new fields during software upgrades.																

				IT61		The system should allow for mass updates to certain fields.																

				IT62		The system should provide active notifications based on specific events and conditions.																

				IT63		The system should provide the use of digitized signatures in order to print electronic signatures.  																

				IT64		The system should allow for the definition of default printers for each user																

		x		IT64		Reporting & Related Requirements Section																

				IT65		The system should provide a robust report writer to develop customized reports. Report writing should be security enabled so that only users with the proper access certain data.																

				IT66		The system should support the ability to send report to printer, file and e-mail.																

				IT67		The system should present data in a graphical manner, including bar charts, line charts, pie charts, Gantt charts, etc. in reports.																

				IT68		The system should provide a report design wizard to guide users through the report creation process.																

				IT69		The system should provide HTML preview that allows report authors to see how reports will look when published to the web.																

				IT70		The system should provide the ability to perform auto saving of a report (during development) after a user-defined period of time has passed. 																

				IT71		The system should provide intuitive reporting tools such as vertical rulers and guides, grids -  to facilitate report design and formatting																

				IT72		The system should provide the ability to move and resize objects and select multiple objects.																

				IT73		The system should provide vertical text rotation.																

				IT74		The system should allow hyperlinks to be embedded into reports.																

				IT75		The system should provide automated alerts and checks that quickly find broken links, formula errors, and dependency issues. 																

				IT76		The system should provide a formula editor to assist in adding formulas to the report.																

				IT77		The system should provide the ability to export to XML, PDF, HTML, XLS (and XLSX), DOCX (and DOCX), etc.																

				IT78		The system should provide mail merge with MS Word.																

				IT79		The system should provide the ability to customize report prompts (this includes the actual verbiage of the question prompt, the default response (if any), and the specific rules established in association with the report prompt)																

				IT80		The system should provide the ability to setup prompts based on dynamic values.  This means that report designers do not have to maintain static prompt value lists within individual reports. Instead, they can reuse existing prompts stored in the repository.																

				IT81		The system should enable security setup for reporting.  This may include restricting users from running reports on activity that is unrelated to what they do.																

				IT82		The system should allow for developing customized reports that can extract information from several subsystems and produce them on the same report.																

				IT83		The system should allow users to set up folders to organize the various types of previously created reports (such as by department or function of the report)																

				IT84		The system should provide the ability to drill down, drill up, and/or drill around (create cross tabs) to supporting documents and related transactions from any field within the system.																

				IT85		The system should allow for system generated reports be copied over to user libraries where they can be modified without altering the original report.																

				IT86		The system should provide the capability to use "English" descriptions and/or an industry standard vocabulary for data elements, rather than specifying the exact data element name.																

				IT87		The system's report writer should come with a library of canned reports that have been specifically developed for the report writer application.  These pre-developed reports should be available as a starting point to allow the client to modify and refine them to their own needs.  Examples of reports may include account listings, purchase order status reports, accounts payable detailed transaction listings, etc.																

				IT88		The system should provide a full set of reports that are in compliance with AICPA, GASB, FASB and GAAP standards. 																

				IT89		The system should provide the capability to generate letters and notices to user-defined groups.																

				IT90		The system should provide the capability to produce mailing labels.																

				IT91		The system should allow users to add or remove reports and templates to/from menus with proper security.  Changes & updates should be retained during system updates.																

		x		IT91		System Security Section																

				IT92		The system should track the use of the system by authorized users.																

				IT93		The system should have the ability to report attempts by unauthorized users to use the system.																

				IT94		The system should have the ability to copy a security profile.																

				IT95		The system should provide e-commerce security including customer authentication and encryption to protect customer data.																

				IT96		The system's e-commerce capabilities should be PCI-compliant.																

				IT97		The system should support standard Internet security including, but not limited to Secure Socket Layers (SSL).  If SSL is not supported, please describe the supported Digital Certificates.																

				IT97		The system should have the ability to define user access based on:																

				IT98		Departments/Division																

				IT99		Roles/Groups																

				IT100		Individuals																

				IT101		Application																

				IT102		IP address																

				IT103		Report																

				IT104		Screen																

				IT104		The system should have the ability to define user access based on:																

				IT105		Databases																

				IT106		Tables																

				IT107		Documents																

				IT108		Data Elements/Fields																

				IT108		The system should have the ability to define and lookup a user based on:																

				IT109		User Name																

				IT110		Role																

				IT111		Department or Division Name/Number																

				IT112		Date user was created																

				IT113		Last login																

				IT114		The system should allow users to review security transaction history in a report.																

				IT115		The system should be able to automatically sign a dormant user off of the system after a user-defined time period.																

				IT115		The system should provide ability to view or obtain security reports showing:																

				IT116		Security breaches or attempts																

				IT117		Unauthorized system use																

				IT118		Authorized system use																

				IT119		Changes to security profiles																

				IT120		Security snapshot on a specific time period specified by the user																

		x		IT120		System Workflow Section																

				IT121		The system should provide for the electronic management, approval routing, and reporting of work generated by individuals such as requisitions (including capital asset requisitions & project requests), purchase orders, journal entries, etc.																

				IT122		The system should come with a library of canned workflow models that have been specifically developed for the workflow application.  These pre-developed models should be available as a starting point to allow the client to modify and refine them to their own needs.																

				IT123		The system should provide for e-mail notification or on-line notification of documents or items pending approval.																

				IT124		The system should allow the flow of work to be defined based on any data element or combination of data elements from initiation of a work queue item through various in-process, review, and approval activities (for all system modules). The work queue will follow a logical progression.																

				IT125		The system should have the ability to re-direct an approval based on workflow rules and setup.																

				IT126		The system work queue items should allow for on-line modification based on user defined parameters.																

				IT127		The system work queue items should be able to have minor edits without the system re-triggering the approval back to the person who initiated it.																

				IT128		The system should provide for notes/comments on the workflow steps																

				IT129		The system should record user id and date on notes/comments																

				IT130		The system should be able to send a standardized and/or customized notification to a user explaining why the document was rejected or unapproved (with user and date information)																

				IT131		The system should allow the viewing of workflow items by their status (pending approval, approved, rejected, etc.) in real time.																

				IT132		The system should allow electronic approval to be delegated to another individual in the event of ones absence 																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





GL

		City of Garden Grove

		Functional Requirements Matrix

		GL						Please mark one selection only

		General Ledger						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		GL		System Setup Section																

				GL1		The system should allow for the setup of a heirarchical account structure to allow for the grouping or rollup of cost centers and accounts (chart of accounts) for G/L reporting and on-line inquiry.  																

				GL2		The system should provide the ability to define the types of accounts that can be used in conjunction with any given cost center.  For example, a cost center can be restricted so that it can only be paired with revenue and expense accounts (and not asset/liability accounts).																

				GL3		The system should provide the ability to define the subsystems in which a specific account can be used.  For example, the Office Supplies account can be used for Purchasing, Accounts Payable, and the General Ledger transactions, but it cannot be used in connection with Accounts Receivable transactions.  																

				GL4		The system should provide the ability to assign a responsible person to each cost center.																

				GL5		The system should allow for the creation of shortcut account numbers in order to simplify data entry.  A short series of numbers can be entered instead of the fully qualified account.																

				GL5		The system should allow for the setup of user defined month-end posting restrictions to:																

				GL6		Allow each month to be defined as open or closed.																

				GL7		Define the number of days in which users can post back to the prior month.  The system should have the capability to define this by subsystem.  For example, after the 10th day of the month, AP cannot post back to the prior month and after the 15th day of the month, no GL transactions can be booked to the prior month.  																

				GL8		Allow administrators the ability to override blocks so they can post back to previous months, if necessary.																

				GL9		The system should provide the ability to define the number of reporting periods within a fiscal year.This would allow for the separation of unique periods (13th, 14th, etc.) for balance forward entries, audit required adjustments, and other special closing entries.																

				GL10		The system should automatically assign journal entry numbers. If different departments wil be preparing journal entries, then the system should provide the abiltiy to inquire and report based on department. 																

		x		GL10		General Operating Requirements Section																

				GL11		Transactions from subsystems should automatically update the General Ledger in real time.  																

				GL12		The system should allow processing in the current period, future periods, and previous periods. 																

				GL13		The system should provide the ability to associate each transaction with a user name/user number, job number, entry date and time.																

				GL14		The system should be able to maintain a history of all changes made to accounts and cost centers (not only the latest change).																

				GL15		The system should have the ability to run a utility to change old accounts to new accounts, including the update of all historical transactions.  The ability to inquire and/or view all historical transactions should still be available.																

				GL16		The system should provide authorized users the ability to reverse transactions, provided that there is an audit trail.  The system should retain the data within the batch/journal so it can be reposted with corrections, if necessary.																

				GL17		The system should provide the ability to copy accounts to facilitate the entry of similar records.																

				GL18		The system should provide for recurring journal entry templates which can be used to create a journal entry with the same accounts and debit and credit transactions.																

				GL18		The system should have the ability to automate allocations based upon user defined rules and calculations for the following:																

				GL19		The allocation of indirect costs, fringe costs, space costs, or other.																

				GL20		Pooled investment interest allocation based on average daily cash balance or other chart of accounts criteria.																

				GL21		The system should automatically generate accrual reversal entries for posting to the next accounting period or to a user defined period. 																

				GL22		The system should provide a free form text field on journal entries that allows for ample space to include a several sentence description.																

				GL23		The system should provide the ability to calculate and post balance forward entries to a new year.  The balances should be automatically updated as additional adjustments are made to the open (prior) year. 																

		x		GL23		Inquiry and Reporting Requirements Section																

				GL24		The system should provide the ability to generate financial reports, including the CAFR, Single Audit Report and any other externally required reports.																

				GL25		They system should provide the ability to report variances between actual and forecasted cash balances.																

				GL26		The system should provide the ability to run reports/inquiries with the option of including unposted transactions.																

				GL27		The system should allow for the development of customized reports to meet the client's specific reporting requirements. 																

		x		GL27		Bank Reconciliation Section																

				GL28		The system should provide for automatic matching of bank transactions with general ledger transactions based on configurable matching rules for more precise automatic reconciliation.																

				GL29		The system should allow manual matching in order to enable a user to resolve unreconciled transactions for unique situations and override automatic reconciliation matching results.																

				GL30		The system should allow the user to re-run reconciliations from prior months for corrections or to include auditor adjustments for prior years.																

				GL31		The system should allow for the entry of notes/comments in association with unreconciled transactions.																

				GL32		The system should allow for date sensitive reporting.  For example, a check issued in January but not cleared until April should show as outstanding when running January, February and March reports, even if the current month is May.																

				GL33		The system should track check activity dates, such as issue date, void date, reversal date, cleared date, stop payment date, escheat date, etc.																

				GL34		The system should have the capability to route journal entries to approvers based upon user configurable rules.  The system should have the ability to require approval vs. a simple notification that does not require action.																

				GL35		The system should have the ability to attach documents.																

				GL36		The system should provide the ability to drill down to detail & source documents from general ledger summary balances and also to drill around to associated transactions from other subsystems.																
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Budget

		City of Garden Grove

		Functional Requirements Matrix

		BU						Please mark one selection only

		Budget Management						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		BU		General Operating Requirements Section																

				BU1		The system should integrate with Human Resources (Position Control), Payroll, General Ledger, Purchasing, Grant Management, Project Accounting and other applicable subsystems.																

				BU2		The system should provide the ability to keep multiple budget years open at the same time.																

				BU3		The system should provide the ability to make dollar and percentage adjustments by budget line item or line item group and sustain audit trails for all changes.																

				BU3		The system should allow for budget based projections, including:																

				BU4		The ability to compute "what if" scenarios using user defined calculations.																

				BU5		Allowing forecasts to be calculated in terms  of percentage increases or decreases (either globally or for specific departments, funding sources or other units).																

				BU6		Allowing salary and benefits projections based on user defined parameters 																

				BU7		The system should provide the ability to create, maintain and compare multiple budget levels to track each stage of the budget development cycle. The system should track changes/comments at each level.																

				BU8		The system should allow for departmental budgets to be moved to the next budget level independent of each other. (as departments submit their budget, they can be moved to the next level for Budget review)																

				BU9		The system should allow unused budgets to be carried forward to the next year and tracked as carryover budgets.																

				BU10		The system should allow budgets to be copied forward from the current budget.																

		x		BU10		Budget Reporting Requirements Section																

				BU11		The system should provide reports to manage budgeted positions to actual salaries/hours/FTE's.																

				BU12		The system have the ability to develop exception reports (e.g. accounts that are 75% expended at mid-year).																

				BU13		The system should allow for drilling down to budget justification or other detailed budget development information from budget reports.																

				BU14		The system should be able to produce budget by line item reports that enable users to drill down on adopted budget amounts to view the history of changes/comments during budget development for that account (from initialization to adoption).  In addition, users should be able to drill down on the amendment totals by line item to view the detailed budget transfers that make up that amount.																

				BU15		The system should allow for reporting on project budgets that cross mutliple fiscal years.																

		x		BU15		Budget Development & Preparation Requirements Section																

				BU16		The system should provide on-line budget preparation capabilities to all departments based on security permissions.																

				BU17		The system should provide a choice of budget initialization methods (e.g. prior year actuals x % change, prior year adopted x % change, prior year amended x % change, zero balance, etc.)																

				BU18		The system should provide the ability to develop budgets for future years (capital improvement projects, contracts, etc).																

				BU19		The system should allow for a variety of methods by which 																

				BU20		The system should provide a flexible way of preparing budget details that is not restricted to the attributes of the chart of accounts.  (The ability to budget at lower or more detailed levels than the chart of accounts allows for)																

				BU21		The system should provide the ability to budget by position.  It should have the ability to handle approved agreements by bargaining unit and estimated increases, salary and step pay plans.  																

				BU22		The system should provide the ability to accommodate project contingency line items in budgets.																

				BU23		The system should provide the ability to maintain narrative information such as goals and objectives, justifications, and performance criteria. Justifications should be able to be maintained at the lowest level of budget line item.																

				BU24		The system should allow for comments to be entered on any budget line item.																

				BU25		The system should allow for prior year detailed information/justifications to be copied to the current fiscal year for budget initialization.																

				BU26		The system should provide users the ability to enter budget requests (modifications, transfers,etc.) on-line.																

				BU26		The system should provide the ability to electronically route the following while maintaining a complete audit trail:																

				BU27		Budgets for approval.  The approver should be able to make changes to the budget.																

				BU28		Proposed budgetary transfers/changes. Different approval requirements should be able to be established based on the transfer type (additional funding vs. transfer of monies within the same package)																

		x		BU28		Budget Setup and Controls Requirements Section																

				BU29		The system should provide the ability to setup and apply budgetary controls at any level of the account structure (by line item or budget group FGD), as established in the chart of accounts.																

				BU30		The system should accommodate multi-year (inception to date) budget controls.																

				BU31		The system should allow for the designation of whether a warning or a block will occur when a user attempts to enter a transaction that exceeds the available funds in the budget.  This should be available for each stage of budget checking (requisition, purchase order, invoice, check), 																

				BU32		The system should allow authorized users the ability to establish a tolerance percentage or any other user defined constraint before the over-budget condition is blocked or warned.																

				BU33		The system should provide the ability to summarize budgets based on account attributes (groupings) that are built into the account structure in the General Ledger and Project Ledger.  																

				BU34		The system should have the ability to track and report on budgeted fringe expenses compared to actual fringe expenses.																

				BU35		The system should have the ability to automate the calculation of budget allocations for indirect costs, fringe costs, space costs, etc. based upon user defined rules and calculations.																

				BU36		The system should provide the ability to generate the Budget Book.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































AP

		City of Garden Grove

		Functional Requirements Matrix

		AP						Please mark one selection only

		Accounts Payable						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		AP		General Operating Requirements Section																

				AP1		The system should integrate with the Purchasing module, General Ledger, Encumbrance, Inventory, Project Ledger, Fixed Assets, Contracts, and possibly the Grants module.																

				AP2		The system should provide 3 way matching of purchase orders, receiving documents and invoices																

				AP3		The system should have the capability to prevent unauthorized users from modifying invoice data once the invoice has been approved and released.																

				AP3		The system should have the following capabilities related to vendor returns:																

				AP4		The system should maintain credit memo balances for vendor(s) in order to offset future invoices.																

				AP5		The system should have the ability to apply a credit memo to more than one vendor invoice																

				AP6		The system should prevent payments to vendors with credit or zero balances																

				AP6		The system should have the following 1099 related capabilities:																

				AP7		The system should have the capability to generate 1099 IRS reports on standard forms and also to transmit 1099 information electronically																

				AP8		The system should allow for the manual adjustment of 1099's.																

				AP9		The system should include mandated 1099 updates with annual maintenance releases.																

				AP10		The system should provide the ability to indicate that a vendor is 1099 but then allow the user to exclude individual payments from the 1099 transactions for that vendor.																

				AP11		The system should have the ability to designate 1099 type (box #) in association with object codes.																

				AP12		The system should provide the ability to generate amended 1099s.																

				AP13		The system should allow the user to request separate checks when multiple invoices are being processed for the same vendor.																

				AP14		The system should support multiple payment types (e.g., system generated checks, manual checks, wire transfers, procurement cards, ACH, etc.)																

				AP15		The system should allow authorized users to withhold payments to a vendor even though the invoice is due.																

				AP16		The system should have the ability to suspend and/or restart payment for specified vendors based on a user defined duration.																

				AP17		The system should provide the ability to automatically calculate discounts when the check payment date is the same as, or prior to, the discount due date.																

				AP18		The system should provide the ability to override the defaulted vendor discount.																

				AP19		The system should come with a time and expense functionality for the tracking of travel advances and travel expense reports.																

				AP20		The system should have an automatic interface with banking institution(s) to allow for electronic ACH payments and other digital functions (positive pay, stop payments, voids, etc).																

				AP21		The system should have the ability to electronically notify vendors of pending ACH payments and/or when payments have been made to their accounts.																

				AP22		The system should provide the ability to create user-defined recurring invoices.  																

				AP23		The system should have the ability to automatically re-open an invoice upon check voiding.																

				AP24		The system should provide multiple payment selection criteria (i.e.: by due date, by vendor, invoice category/group, by invoice number, by account number, by department number, etc.) in order to allow the user to pay based on various factors.																

				AP25		The system should provide the option to automatically split freight or shipping charges among split accounts within an invoice																

				AP26		For telephone, utility or similar bills, the system should provide the ability for users to set up distribution codes for the allocation of the invoiced amounts to various departments.																

		x		AP26		System Setup Requirements Section																

				AP27		The system should automatically calculate the payment due date based on user-defined criteria for each vendor (for example, 30 days from the receipt date of an invoice).  The user should be able to over-ride the system produced date.																

				AP28		The system should allow for user-defined aging criteria for reporting.																

				AP29		The system should allow for the setup of an overpayment threshold whereby invoices that are greater than the original PO/encumbrance by an established dollar amount and/or percentage can be paid without delay.																

		x		AP29		Reporting Requirements Section																

				AP30		The system should be able to report on vendor payment records for the current period, year-to-date, prior years and also by date range.																

				AP31		The system should provide the ability to create a user-defined AP check format and check stub. 																

				AP32		The system should provide standard and customized reports. Standard reports should, at a minimum, include Cash Disbursements Journal, Open Payables Listing, Accounts Payable Aging Report, Outstanding Invoice Listing, Cash Requirements Report, Check Register, Outstanding Checks, Cleared Checks, Check Reconciliation Report, Vendor List, Void and Stale Dated Report, ACH/Wire Report, and Inactive Vendor List. 																

				AP33		The system should have the ability to interface with HAPPY to import invoice information.																

				AP34		The system should have the ability to import invoice information from a CSV file.																

				AP35		The system should have the ability to prevent duplicate invoices by verifying that the vendor number + invoice number combination do not already exist in the system.																

















































































































AR

		City of Garden Grove

		Functional Requirements Matrix

		AR						Please mark one selection only

		Accounts Receivable						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		AR		General Operating Requirements Section																

				AR1		The system should provide the ability to categorize receivables by sales/receivable type.																

				AR2		The system should provide the ability to generate reminders for follow-up with a customer.																

		x		AR2		Statements/Invoices Requirements Section																

				AR3		The system should provide electronic billing capabilities and the ability to email invoices/statements to customers.																

				AR4		The system should be able to generate customer statements showing beginning balance, charges during the month, credits during the month, other adjustments, aging and ending balance.																

				AR5		The system should be able to bill partial payment invoices.																

				AR6		The system should support tear-off remittance advices that the customer can return with the payment.																

				AR7		The system should allow users to print invoices and/or statements by any sort order (i.e. by customer number, customer name, zip code, payment status, etc).																

				AR8		The system should provide the ability to include informational messages on invoices/statements.																

				AR9		The system should allow users to suppress statements with zero and credit balances. 																

		x		AR9		Customer Requirements Section																

				AR10		The system should provide the ability to assign a different class code for each type of customer.  																

				AR11		The system should provide the option to record a payment from a one-time customer without needing to set up a new customer record (i.e. the ability to enter the customer's name/address directly on the receipt instead of linking the receipt to a pre-existing customer ID.																

				AR12		The system should provide the ability to assign multiple AR type codes to a customer.																

				AR13		The system should provide the ability to maintain customer correspondence and internal notes/comments (for example: Customer has paid with NSF checks in the past, etc. ) 																

		x		AR13		Billing Requirements Section																

				AR14		The system must be able to accommodate internal service billings.																

				AR15		The system should provide the ability to set up recurring billing based on contract specifications (i.e.: begin date, end date, insurance information, frequency, amount).																

				AR16		The system should provide the ability to generate bills by type of charge and/or type of customer.																

				AR17		The system should provide the ability to suspend billing on items disputed by the customer.																

				AR18		The system should be able to produce customer refund checks by automatically creating an AP invoice record based on the AR/CR refund information.																

		x		AR18		Delinquencies																

				AR19		The system should be able to generate delinquency letters to customers and e-mail them to customers automatically based upon user defined delinquency rules.																

				AR20		The system should provide the ability to assess interest, late charges and penalties.																

				AR21		The system should be able to waive Late Fees.																

				AR22		The system should be able to waive NSF Fees.																

				AR23		The system should provide the ability to produce a report of accounts to write off based on user defined criteria.																

				AR24		The system should provide the ability to track accounts sent to collection agencies.																

				AR25		The system should have the ability to import cash receipts detail by customer (in relation to collection efforts) from an external source (such as from Professional Collection Services [PCS] or Excel).																

				AR26		The system should provide the ability to track dollars of delinquent accounts collected, collection cases and results of collection efforts.																

		x		AR26		Aging:																

				AR27		The system should be able to support extended payment terms and adjust aging to reflect the new term.																

				AR28		The system should provide the ability to review customer aging and other statistics (such as last payment date, etc.) 																

				AR29		The system should allow users to define aging categories (e.g., current, 30,60,90 days).																



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































Purchasing

		City of Garden Grove

		Functional Requirements Matrix

		PU						Please mark one selection only

		Purchasing						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		PU		General Operating Requirements Section																

				PU1		The system should integrate with the General Ledger, Accounts Payable, Encumbrance, Inventory, Project Ledger, Fixed Assets, Contracts, Work Order and possibly the Grants module.																

				PU1		The system should have the ability to establish the following for blanket purchase orders:																

				PU2		A not-to-exceed amount on the entire blanket purchase order																

				PU3		A not-to-exceed amount on each release/requisition against a blanket order (per occurrence)																

				PU4		An expiration date																

				PU5		The system should provide the option to encumber funds either at the requisition level (pre-encumbrance) or at the purchase order level.																

				PU6		The system should provide the ability to automatically adjust encumbrance balances when a change order or other adjustment affects line item account coding or amounts.																

				PU7		The system should provide the ability to close unused encumbrances and automatically adjust the budget balances accordingly.																

				PU8		The system should provide different options for carrying over open encumbrances at year end. 																

				PU9		The system should provide an on-screen display of the running PR total as line items are entered.																

				PU10		The system should be able to generate a list of preferred vendors based on commodity codes.																

				PU11		The system should provide the ability to combine several requisitions into one purchase order																

				PU12		The system should have the ability to track buyer workload and be able to display outstanding requisitions by buyer.																

				PU13		The system should provide the ability to create notes/extended descriptions at the line item level with word wrap capabilities.																

				PU14		The system should allow for the creation of notes (pertaining to the PO as a whole) to document any pertinent conversations between the buyer and the vendor or any other pertinent conversations. This note section should be time stamped and should have security features.  The notes should have the option of being labeled as internal or external (to print on the PO)																

				PU15		The system should allow numerous line items to be charged to a single account and a single line item to be charged to multiple accounts. 																

				PU16		The system should automatically close a purchase order and all associated encumbrances when a final payment is issued by Accounts Payable.																

				PU17		The system should provide the ability for a purchase order line item to be closed out during AP invoice processing, even if there is a balance remaining on the line item.																

				PU18		The system should provide the ability to create order request webforms that simplify entry for decentralized departments.  The request form should automatically create a purchase requisition in the system.																

				PU19		The system should be able to track freight charges and to define freight routing options.																

				PU20		The system should be able to show the status of purchase requisitions/purchase orders to reflect whether they have been approved, printed, received, and/or paid.																

				PU21		The system should be able to report on outstanding requisitions and purchase orders																

				PU22		The system should have the ability to interface with bar coding inventory systems.																

				PU23		The system should have the ability to import procurement card information (transaction details) from the procurement card provider.																

				PU24		The system should provide the ability to electronically transmit purchase orders to vendors.																

				PU25		The system should provide the ability to maintain multiple addresses for each vendor.																

				PU26		The system should allow vendor "numbers" to be setup as alphanumeric.																

				PU27		The system should have the ability to create a "to be determined" vendor for purchase requests where the initiator does not know the vendor to be selected.																

				PU28		The system should have the ability to record vendor responses to bids and create a Purchase Order if the quote is awarded to the vendor.																

				PU29		The system should provide the ability to track why a vendor was not selected (high price, inferior quality, etc.)																

				PU30		The system should provide designation codes to identify characteristics for a vendor (such as DBE, MBE, WBE, SBE, DVBE, etc.)																

				PU31		The system should provide the ability to automatically merge two vendors and update all related activity and associated history for the merged vendor (based on user security). 																

				PU32		The system should have the capability to load the most current United States Postal Service zip code table to the database.  The system should automatically fill in the City Name and State based upon zip code entry.  																

		x		PU32		Vendor Self Service Section																

				PU32		The system should provide the following online vendor self-service capabilities:																

				PU33		The ability for vendors to update/maintain contact information.																

				PU34		An easy-to-use way for vendors to select and assign their commodity codes during registration.																

				PU35		On-line notification of forgotten user ID's and passwords to vendors.																

				PU36		The ability to attach/submit documents online (such as W-9 forms, invoices, etc.)																

				PU37		The ability for vendors to enter their banking/ACH information on-line.																

				PU38		The ability to download City provided forms over the internet.																

				PU39		The system should allow for the customization of on-line vendor registration screens and help screens.																

				PU40		The system should provide the ability to place self-service updates in a holding file for approval and post updates once approved.																

				PU40		The system should accommodate a vendor view of invoice status including:																

				PU41		Payment status.																

				PU42		Payment amount.																

				PU43		Check number and issue date if check has been issued.																

				PU44		The system should be able to flag/warn users when actual costs against a particular project budget line item are approaching the budget limit. The timing of the warning should be user definable. 																

		x		PU44		Receiving Related Requirements Section																

				PU45		The system should allow for either centralized or decentralized (end-user) receiving. 																

				PU46		The system should generate an automated notification to the ordering department when the receiving department enters returns or backordered items into the system.																

				PU47		The system should provide the ability to maintain historical information of receiving, including receiver name, date of receipt, and quantities received, returned, damaged, etc																

				PU48		The system should provide the ability to block AP from making a payment on an invoice if receiving has not taken place for the invoiced items.																

				PU49		The system should provide real time purchasing reports showing original goods requested versus actual goods received.																

				PU50		The system should provide a Vendor Shipping Performance Report that includes due dates for delivery, actual dates of delivery, accuracy of shipments, etc.																

		x		PU50		Reporting Requirements Section																

				PU51		The system should track purchase releases and payments issued against blanket orders in order to report on the remaining amount.																

				PU52		The system should have a standard report to reconcile purchase order totals to encumbrance totals																

				PU53		The system should allow for the setup of a commodity database that can be sorted by class or description.																

				PU54		The system should provide the capability for users to inquire and report on where a requisition is in the approval process and how long it has been waiting for approval from that approver.																

				PU55		The system should be able to report on vendor history and provide activity analysis																

				PU56		The system should provide complete reporting and inquiry of purchase orders with order, receipt and payment information.																

				PU57		The system should be able to generate reports on stale dated requisitions and purchase orders.																



































































































































































































































































































































































































































































































































































































































































































































































































































































































Grants

		City of Garden Grove

		Functional Requirements Matrix

		GR						Please mark one selection only

		Grants Management						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		GR		General Operating Requirements Section																

				GR1		The system should integrate with Project Accounting, General Ledger, Budget, Accounts Receivable, Purchasing, Billing, Accounts Payable, Payroll, Fixed Assets and Cash Receipts.																

				GR2		The system should provide the ability to distribute grant applications electronically for electronic approval.																

				GR3		The system should provide the ability to support grant fiscal year closing independent of the fiscal year of the organization																

				GR4		The system should provide the ability to bring forward fiscal year end balances for multi-year grants.																

				GR5		The system should provide the ability to produce automated notifications for expenditures, encumbrances, and commitments based on user-defined criteria  (e.g., match exhausted,  90% expended, etc).																

				GR6		The system should provide the ability to create reminder notices for performance reviews, submission of reports, etc.and flag/report exceptions to events that are not accomplished on time.																

				GR7		For projects that are funded by multiple grants, the system should provide user-defined prioritization for the utilization of funds.																

				GR8		The system should provide the ability to transfer expenditure amounts between phases.																

				GR9		The system should enable multiple contract types per phase (for example, professional services, construction, construction management, etc)																

				GR9		The system should have the ability to perform automated allocations including:																

				GR10		The ability to allocate indirect salaries and fringe benefits to the applicable grants.																

				GR11		The system should provide the ability to apply more than one indirect cost allocation per grant.																

				GR12		The system should provide the ability to maintain and monitor grants that affect multiple departments/programs and/or funds.																

				GR13		The system should allow for multiple grants/funding sources for a single project.																

				GR14		The system should provide the ability to copy existing grants to establish templates for new grants.																

				GR14		The system should provide the ability to calculate the timing of draw downs based on:																

				GR15		Level of expenditures																

				GR16		Grant requirements																

				GR17		The system should provide the ability to record project performance information.																

				GR17		The system should provide the ability to allow authorized managers to access, inquire, report and reconcile the status of grants and all other funding sources based on the following information:																

				GR18		Drawdowns																

				GR19		Obligations																

				GR20		Encumbrances																

				GR21		Expenditures																

				GR21		The system should provide the ability to track the following information for grants:																

				GR22		Grant number, CFDA number																

				GR23		Account code																

				GR24		Funding agency																

				GR25		Name of grant program																

				GR26		Type of funding agency (federal, state, local, etc.)																

				GR27		Award amount																

				GR28		PO number																

				GR29		Vendor name																

				GR30		Invoice numbers																

				GR31		Check numbers																

				GR31		The system should be able to track and manage the following:																

				GR32		Grants in progress																

				GR33		Report due dates																

				GR34		Grant eligibility																

				GR35		Grant proposals																

				GR36		Multiple grant approval phases																

				GR37		Reimbursements																

				GR38		Sub recipient contracts																

				GR39		Grant ending date																

				GR40		In-kind transactions																

				GR41		Application date																

				GR42		Grants Closing Date																

				GR43		Encumbrances																

				GR44		Percent match																

				GR45		Monetary versus in-kind contributions																

				GR46		Specific accounts of matching funds																

				GR47		Status of matched funds																

				GR48		The system should provide the ability to record grant contracts with sub recipient requirements.																

		x		GR48		Communication with Funding Agencies Requirements Section																

				GR49		The system should provide the ability to prepare billing statements and other associated documents to any funding agency, regardless of the billing arrangements and participation agreements (e.g., project reimbursement)																

				GR49		The system should provide the ability to send project billing information electronically to:																

				GR50		Federal grantors																

				GR51		State grantors																

		x		GR51		System Setup Requirements Section																

				GR52		The system should provide the ability to establish and adjust budgets for each grant or project.																

				GR53		The system should provide the ability to set-up grants/projects by phase or other sublevel to enable tracking by participating departments, divisions or any other user defined organization units.																

				GR54		The system should allow for the establishment of allowed costs for each grant based on activity or other user defined parameter.  The system should then automatically disallow unauthorized costs.																

				GR55		The system should provide the ability to apply reimbursement rules to a grant.																

		x		GR55		Reporting Requirements Section																

				GR56		The system should provide the ability to track and report current performance against past performance and/or established goals.																

				GR56		The system should be able to report the following information over any user defined reporting period (state reporting period, federal reporting period, grant year, fiscal year, inception to date, breakdowns by period, etc.):																

				GR57		Expenditures																

				GR58		Revenues																

				GR59		Encumbrances																

				GR60		Billings																

				GR61		Payments																

				GR62		Balances																

				GR63		The system should be able to generate standard federal reports.																

				GR63		The system should provide the ability to generate the following reports for  individual grants, as well as for all grants:																

				GR64		Trial balance																

				GR65		Year end and interim financial statements																

				GR66		The system should have the ability to track required report dates for subrecipients and to generate automated reminder notices to subrecipients.  The system should be able to store the dates that reminders were sent out in order to enable reporting on the history of reminder notices to subrecipients.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































FixedAssets

		City of Garden Grove

		Functional Requirements Matrix

		FA						Please mark one selection only

		Fixed Assets						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		FA		General Operating Requirements Section																

				FA1		The system should integrate with the General Ledger, Accounts Payable, Purchasing, and Work Order modules. 																

				FA2		The system should have the ability to automatically populate the useful life based on the asset classification.																

				FA3		The system should provide the capability to assign primary, secondary or tertiary classes to assets. For example, a printer could be a tertiary, that rolls up to office equipment (secondary) that rolls up to machinery & equipment (primary). 																

				FA4		The system should provide the capablity to track the function and activity for assets.																

				FA5		The system should allow for improvement adjustments to an asset to increase the value and/or extend the useful life, while maintaining the original asset information intact.  It should  track the history of improvements to an asset. 																

				FA6		The system should have the ability to automatically identify fixed asset purchases based on account number and/or dollar threshold. 																

				FA7		The system should have the ability to link fixed assets to the original purchase order, invoice/payment and receiving information.																

				FA8		The system should allow qualifying fixed asset purchases to remain in a pending state until they can be reviewed by the Fixed Asset Accountant. At month end, the Accountant can identify which pending assets should be pushed through to the Fixed Asset module vs. rejected due to miscoding.																

				FA9		The system should provide the ability to track retired assets, including sales price, disposal date, method of sale, etc.																

				FA10		The system should provide the ability to distribute capitalization costs and depreciation expenses across multiple accounts, departments and/or funds.																

				FA10		When transferring fixed assets from one cost center to another, or disposing of fixed assets, the system should:																

				FA11		Allow for online transfer/disposal forms.																

				FA12		Automatically populate data fields on the form from existing asset information.																

				FA13		Allow for electronic approvals of the transfer/disposal.																

				FA14		Once the transfer/disposal is approved, the system should create a journal to update the General Ledger. 																

				FA15		The system should have the ability to maintain cost, insurance, and replacement values for property.																

				FA16		The system should have the ability to maintain detailed warranty records.																

				FA17		The system should provide the ability to record summary and detail assets. (e.g. Police car is the summary asset made up of several detail assets - light bar, communication equipment, car body, etc.)																

				FA18		The system should provide the ability to track information related to the asset purchase, such as contract number, purchase order number, funding source, grant information, bid number, check number, invoice number, vendor, item description, GL account, etc.																

				FA19		The system should provide the ability to automatically create multiple fixed asset records based on a single line item purchase with multiple quantities. (For example, purchasing multiple vehicles on the same purchase order/contract)																

				FA20		The system should provide the ability to track donated assets.																

				FA21		The system should provide the ability to interface to GIS systems. 																

				FA22		The system should provide the ability to assign an employee (such as a fixed asset custodian) to a capital asset. 																

				FA23		The system should provide barcode tracking capabilities.  																

				FA24		The system should have the ability  to copy asset information from another pre-existing asset.																

				FA25		The system should provide the ability to track controlled (non-capital) assets.  These assets  generally include ipads, uniforms, firearm, etc.) 																

				FA26		The system should provide the ability to track the assignment of assets to employees.																

				FA27		The system should provide the ability to make mass changes. (e.g. capital threshold is increased so any asset under $5K needs to be updated to reflect non-capital)																

				FA28		The system should allow for CIP to be closed out to an asset.  The asset should link back to the entire history of project expenditure and revenue transactions.																

				FA28		The system should provide the ability to perform the following physical inventory functions:																

				FA29		Generate physical inventory reports by department, custodian, location, etc.																

				FA30		Track inventory results (date inventoried, change in condition, etc.)																

				FA31		Mass updates to retire assets (missing, disposed assets)																

		x		FA31		Depreciation Section																

				FA32		The system should have the option to depreciate on a variety of methods (straight line, sum of years digits, double declining balance, etc.) 																

				FA33		The system should allow a choice for capital assets to begin depreciation based on either the acquisition date or the in-service date.																

				FA34		The system should allow depreciation to be calculated on a monthly, quarterly, or annual basis.																

				FA35		The system should have the ability to allocate depreciation expense to the functions/programs/activities on the Statement of Activities consistent with GASB 34.																

		x		FA35		Infrastructure																

				FA36		The system should allow for the tracking of infrastructure assets based on the standard or modified approach.																

				FA36		The system should have the ability to track the following in association with the modified approach:																

				FA37		Condition assessments																

				FA38		Condition measurement scales (e.g. 0 for failed pavement to 100 for pavement in perfect condition)																

				FA39		Minimum required condition levels																

				FA40		Budgeted maintenance amounts																

				FA41		Comparison of budgeted maintenance amounts to actual amounts																

				FA42		The system should be able to generate a report of infrastructure assets that have not had a condition assessment within the last 3 years.																

				FA43		The system should allow for different capitalization thresholds for infastructure assets based upon the asset class.																

				FA44		The system should have the ability to produce the 3 GASB schedules:  Schedule by Source, Schedule by Function and Activity and Schedule of Changes.																

				FA45		The system should have the ability to track the funding source of assets so that when they are disposed of, the information can be reported back to the funding agency.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































Inventory

		City of Garden Grove

		Functional Requirements Matrix

		IV						Please mark one selection only

		Inventory						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x				General Operating Requirements Section																

				IV1		The system should provide the ability to maintain and look up the following inventory information:																

				IV1		A primary item description field with an ample field length																

				IV2		Secondary and tertiary item description fields with ample field lengths																

				IV3		Item classification																

				IV4		Unit of measure																

				IV5		Order price																

				IV6		Average price, LIFO, FIFO, etc.																

				IV7		Vendor name/number for at least the last 3 different vendors that were ordered from.																

				IV8		Serial number																

				IV9		Inventory number/stock number																

				IV10		Commodity type																

				IV11		Location																

				IV12		Supplier model number																

				IV13		Quantity on hand																

				IV14		Quantity on order																

				IV15		Quantity received on orders																

				IV16		Ordered year-to-date																

				IV17		Received year-to-date																

				IV18		Issued current period																

				IV19		Issued last 365 day period																

				IV20		The system should keep track of inventory items that are on order via open purchase orders, including information regarding on-order quantities, costs and expected receipt dates.																

				IV21		The system should provide the ability to automatically process transactions, maintain quantities and lookup information related to (but not limited to):																

				IV21		Markups																

				IV22		Issues of inventory items																

				IV23		Receipts of stock items																

				IV24		Receipts of non-stock items																

				IV25		Quantity Adjustments																

				IV26		Transfers between locations																

				IV27		Returns back to stock																

				IV28		Returns back to vendor																

				IV29		Backorders																

				IV30		Purchase orders																

				IV31		The system should provide the ability to track order history including, but not limited to, the following items:																

				IV31		Movement history (turnaround)																

				IV32		Reorder points																

				IV33		Lead-time																

				IV34		Backorders																

				IV35		Returns																

				IV36		The system should provide the ability to establish standard units of measure (e.g., pounds, boxes, barrels, gallons).																

				IV37		The system should provide the ability to convert different units of measure.  (For example, an item is ordered by the box, but issued by a unit of each)																

				IV38		The system should provide the ability to read and track bar codes on packaging from suppliers for stock receiving, and physical inventory.																

				IV39		The system should provide integration with Work Order, Project/Grant, General Ledger, Accounts Payable, Utility Billing and Purchasing modules																

				IV40		The system should provide the ability to account for a negative inventory level.  This could occur when an item has been issued before it is received into the inventory system. 																

				IV41		The system should provide the ability to perform cycle counts based on a user defined selection formula or auto-generated by the system. 																

				IV42		The system should have the following physical inventory capabilities:																

				IV42		Freeze an individual commodity/stock item or all items in a warehouse for inventory cycle counts, physical inventories and adjustments.  																

				IV43		Issue and control count tags																

				IV44		Analyze variances																

				IV45		Update on-hand quantities																

				IV46		Post differences to the General Ledger																

		x		IV47		Receiving Requirements Section																

				IV47		The system should provide the ability to track damaged, backordered items.																

				IV48		The system should provide the ability to track the unshipped units related to a partial shipment.																

		x		IV49		Inventory Costing Requirements Section																

				IV49		The system should maintain vendor and pricing data for inventory purchases.																

				IV50		The system should have the ability to take discounts, freight (and other adjustments that are made during the receiving process) into account when calculating the average cost of the inventory item.  																

				IV51		The system should provide the ability to adjust the average cost paid for an inventory item.																

				IV52		The system should support Average Cost valuation method.  																

		x		IV53		Inventory Orders Section																

				IV53		The system should provide the ability to select stock items by item description, item number, commodity code, manufacturer part number and commodity description.																

				IV54		The system should have the capability to automate the re-order process:																

				IV54		The system should provide the ability to automatically generate purchase requisitions for items that have reached their re-order point.																

				IV55		The system should have the capability to generate automated notifications for reorder items in order to provide the user the opportunity to accept or reject the automatic creation of a requisition.																

				IV56		Users should be able to make modifications to the auto-created purchase requisition. 																

				IV57		The system should provide the ability to credit stock returns to the dept./office that originated the issue/order																

		x		IV58		Reporting Section																

				IV58		The system should provide the ability to generate master parts lists and sub lists for equipment by manufacturer, quantity and cost.																

				IV59		The system should provide the ability to print/query the following standard inventory reports:																

				IV59		Inventory master listing by any user defined criteria, including but not limited to, inventory number, description, location, equipment number, quantity on hand, unit of measure, size, description, supplier, cost, buyer, etc.  (A master parts list represents all the inventory items associated with a particular equipment.)																

				IV60		An issues report by any user defined criteria, including but not limited to, inventory class/category, item number, account number, department number, inventory number, description, charged account number, date, quantity, etc.																

				IV61		Backorder Reports.																

				IV62		Inventory returns reports by any user defined criteria, including but not limited to: transaction number, received by, inventory number, description, quantity, date, charged account number, and cost extension.																

				IV63		Available stock quantities report																

				IV64		Inventory Reorder Recommendation Report																

				IV65		Inventory Turnover Report																

				IV66		Vendor Shipping Performance Report that includes due dates for delivery, actual dates of delivery, accuracy of shipments, etc.																

				IV67		Inventory Usage Report																

				IV68		Unfilled Issues/Orders Report																

				IV69		Inventory Transaction Report																

				IV70		Inventory Cycle Count Report																

				IV71		Open Purchase Order Report (with quantities of items on order, received, cancelled, and paid)																

				IV72		The system should have the capability to produce the following physical inventory reports:																

				IV72		Pre-populated cycle count worksheets 																

				IV73		Missing tag report																

				IV74		Variance reports for interim and final counts																

				IV75		The system should have the ability to generate a report that details the inventory activity for the month with inventory item costs, issue costs, mark-up amounts, net profit, etc.																

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































Projects

		City of Garden Grove

		Functional Requirements Matrix

		PR						Please mark one selection only

		Projects						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		PR		General Operating Requirements Section																

				PR1		The system should be fully integrated with the General Ledger, Purchasing, Grants, Accounts Payable, Work Order, Accounts Receivable/Billing and Payroll modules.																

				PR2		The system should provide the ability to define project start and close dates.																

				PR3		The system should allow users to set up projects in a hierarchical structure which includes the definition of different project sub-levels (i.e.: project, sub-project, work breakdown structure, etc.)																

				PR4		The system should be able to track and report on project related performance measures, services, and accomplishments.																

				PR5		The system should be able to track and report on all (multiple) funding sources and/or contracts.																

				PR6		The system should be able to track and report on all (multiple) projects that are related to a single funding source.																

				PR7		The system should provide the ability to record and maintain an original budget, budget changes, and a revised budget for each project account at each level in the project hierarchy structure. 																

				PR8		The system should provide the ability to track staff labor data related to projects (e.g. salary, fringe, other direct, premium time, bill rate, billable time, non- billable time, multipliers, etc.).																

				PR9		The system should be able to report the financial status of projects, including all direct costs and allocations.  																

				PR10		The system should provide a way to prevent inactivation of a project account for which funds are encumbered until the project is closed out.																

				PR11		The system should provide the ability to develop forecasts based on the actual project cost/schedule and generate progress trend analysis reports.																

				PR12		The system should have the ability to provide a user defined alert if a project related permit is about to expire.																

				PR13		The system should be able to flag/warn users when actual costs against a particular project budget line item are approaching the budget limit. The timing of the warning should be user definable. 																

				PR14		The system should provide the ability to support backlog analysis (ie: the balance of the project dollar value against the remaining work yet to be completed.) 																

				PR15		The system should provide multi-year project budget capabilities																

				PR16		The system should provide the ability to set up default mapping rules (for example: the user enters the project number and the system automatically defaults to the associated GL account coding.)																

				PR17		The system should provide the ability to generate balance sheet information at the project level.																

				PR18		The system should provide the ability to process inception to date reports/inquiries.																

				PR19		The system should provide the ability to close projects (CIP) to fixed assets periodically or at the completion of the project or when the asset is substantially complete.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































CashReceipts

		City of Garden Grove

		Functional Requirements Matrix

		CR						Please mark one selection only

		Cash Receipts						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		CR		General Operating Requirements Section																

				CR1		The system should allow for the tracking of receipts by input operator and by date. Detailed information should be available for query/reporting.																

				CR1		The system should provide the ability to track the following tender types:																

				CR2		Cash																

				CR3		Check																

				CR4		ACH																

				CR5		Credit Cards																

				CR6		Direct Deposits																

				CR7		Other (auto-pay, lockbox, online payment, online banking, etc.)																

				CR8		The system should allow for multiple tender types on a single cash receipt (e.g. partial cash, partial credit card)																

				CR9		During cash receipting, the system should allow for any of the following to be entered to pull up the invoice to apply the payment against: the invoice number, customer number, customer name or a portion of the customer name.																

				CR10		The system should allow the same check to be applied against multiple open invoices.																

				CR11		The system should allow partial payments to be applied to specific invoice line items.																

				CR12		The system should allow for totals by tender type to be entered for the entire cash receipt (at the header level) rather than requiring the tender type to be entered for each line item.																

				CR13		The system should allow a single cash receipt to be applied against an invoice and also include a direct cash payment (e.g. customer is paying for an open invoice and decides to purchase an item for sale by the City)																

				CR14		The system should allow fee codes to be established to facilitate the entry of cash receipts. The cash receipts operator would choose the fee code to apply the payment against. This would default the GL accounts and  the dollar amount. (With the ability to override defaulted values)																

				CR15		The system should provide the ability to process non-sufficient funds checks with correct posting to the General Ledger.																

				CR16		The system should provide the ability to void unposted receipts.																

				CR17		The system should provide the ability to print and re-print receipts.																

				CR18		The system should provide the option to balance the total dollars and number of receipts for the day against the system totals.  The system should also allow balancing for user selected cash receipts.																

				CR19		The system should have the ability to print deposit slips for selected cash receipts (or all open cash receipts).																

				CR20		The system should allow for the import of lockbox payment information (or other 3rd party systems, such as Register and Pet Data).																

				CR21		The system should allow cash receipts to be routed for electronic approval and processing to a centralized Revenue division.																

		x		CR21		Reporting Section																

				CR21		The system should provide a daily or monthly edit report showing cash receipts sorted at a minimum by:																

				CR22		Receipts By Operator																

				CR23		General Ledger Distribution																

				CR24		Date																

				CR25		Receipt by Location																

				CR26		Receipts By Type																

				CR27		Receipts By Fee Code																

				CR28		Receipts By Bank																

				CR29		Receipts By Processing Source (ie: lockbox, PetData, etc.)																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































Contracts

		City of Garden Grove

		Functional Requirements Matrix

		CM						Please mark one selection only

		Contracts						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		CM		General Operating Requirements Section																

				CM1		The system should track vendor's insurance information with insurance requirements, coverage amounts, types of coverage, and expiration dates.																

				CM2		The system should have the ability to provide a user defined alert if a contractor's insurance is about to expire.																

				CM3		The system should allow for electronic insurance renewal notices to be sent to contractors.																

				CM4		The system should prevent the creation of PO's and or invoices/checks against a contract that is expired or that does not have remaining funds.																

				CM5		The system should provide reason codes and/or remarks for missed milestone dates. 																

				CM6		The system should provide the ability to track and report on contract data, including receiving statistics, warranty claims and contractor/vendor correspondence.																

				CM7		The system should be able to create and generate letters based on user-defined  templates.  For example, to create award letters to successful bidders as well as letters for  contractors/vendors who were not selected.  (Other letters may include "Authorization to Start", "Insurance Renewal Notices", "Notice to Proceed", "Contractor's Affidavit", other legal documents, etc.)																

				CM8		The system should provide multiple contract approval routes to track all stages of the contract approval process based on contract type. 																

				CM9		The system should be able to track a list of tasks/required documents in relation to a contract. (ie:  insurance, W9, SOW, etc). The system should have the capability to check off items as they are received.																

				CM10		The system should allow for the definition of task dependencies (all pre-tasks must be completed prior to allowing the task in question to be marked as complete)																

				CM11		The system should allow for tasks to be identified as required or optional.  The contract should not be able to be finalized/pushed out to a PO without all required tasks being checked off as complete.																

				CM11		The system should provide the ability to track:																

				CM12		Advertised date																

				CM13		Bid opening date																

				CM14		Board/Council date																

				CM15		Notice of award date																

				CM16		Notice to proceed date																

				CM17		Notice of completion date																

				CM18		Final payment date																

				CM19		Contract termination date																

				CM20		The system should provide the ability to track MBE/WBE/DBE requirements and related compliances.																

				CM21		The system should provide the ability to verify participation and payments to sub-contractors by the prime contractor.																

				CM22		The system should provide the ability to track contractor's compliance with prevailing wage regulations.																

				CM23		The system should allow users to develop contract related notes and comments.																

				CM24		The system should provide the ability to establish retainage based on a percentage and/or a dollar amount.																

				CM25		The system should allow for a user defined multi-level retainage structure based on percentage completed or total amount paid to a contractor.																

				CM26		The system should provide the ability for an authorized user to release retainage (lump sum release or percentage release) in a single or multiple transactions.																

				CM27		The system should allow for separate retainage percentage for change orders (contract modifications).																

				CM28		The system should provide the ability to track numerous contract modifications. 																

				CM29		The system should provide the ability to identify contract modifications either as a quantity change, a scope change or a combination.																

				CM30		The system should provide the ability to track different types of licenses and specialties held by bidder/contractor/vendor.																

				CM31		The system should provide the ability to close out a contract through user-defined criteria (i.e.: upon the issuance of final payment, etc.) and automatically transfer the remaining encumbrance to available funds.																

				CM32		The system should be able to prevent a contract from being closed if all required closing activities have not been achieved. 																

				CM33		The system should provide the ability to close partially fulfilled contracts with proper authorization.  The closing transaction must automatically update the encumbrances and budget.																

				CM34		The system should enable users to view and report on contracts by project manager, inspector, and other responsible party. 																

				CM35		The system should have the ability to automatically create a purchase order from a contract.																

				CM36		The system should allow funds to be encumbered using a future date. (ie:  funds related to future years on multi-year contracts)																

				CM37		The system should allow for an existing contract to be copied to a new contract.																

				CM38		The system should allow for contract managers to be tracked.																

				CM39		The system should allow for contracts to be identified by user-defined types (professional services, construction, etc)																

				CM40		The system should be able to route contracts and contract amendments for approval based on user defined rules.																

		x		CM40		Reporting																

				CM41		The system should allow user to report on the encumbrances and actual expenditures against a contract and to view the remaining balance on the contract.																

				CM42		The system should allow for reporting on the retainage history of a contract.																

				CM43		The system should allow for reporting on insurance certificates nearing expiration.																

				CM44		The system should have the ability to create contracts using boiler-plate templates that pull key information from the contract record.  The system should provide the ability to select from a list of specific terms/conditions to print on the contract.  The system-produced contract should be editable.																

				CM45		The system-produced contract should have the ability to highlight information that was pulled from the contract record.																

				CM46		The system should be able to track stop payments or liens in relation to a contract.  This should put all payments on hold for the contractor in relation to that contract.																

				CM47		The contract should allow for the definition of line items with the associated GL account and description.  This information should push out to the PO.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































Personnel

		City of Garden Grove

		Functional Requirements Matrix

		PA						Please mark one selection only

		Personnel Administration						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x				General Operating Requirements Section																

				PA1		Besides the commonly found employee information, the system should also provide the ability to maintain the following employee data:																

				PA1		Date of rehire.																

				PA2		Former last name.																

				PA3		Secondary address.																

				PA4		FLSA status (Exempt vs. Non-Exempt).																

				PA5		Current job title.																

				PA6		Current assigned FTE value.																

				PA7		Current work schedule/shift																

				PA8		Current Supervisor or Manager.																

				PA9		Current department.																

				PA10		Current location																

				PA11		Current union/bargaining unit/employee association affiliation.																

				PA12		Length of service from date of hire.																

				PA13		Uniform/Non-uniform designation.																

				PA14		Sworn/Un-sworn designation.																

				PA15		Licensure/Certifications, ID number, and expiration date.																

				PA16		Languages and proficiency																

				PA17		Special skills and competencies																

				PA18		Testing performed and results.																

				PA19		Training completed and results.																

				PA20		Out of state residences.																

				PA21		Performance evaluation schedule.																

				PA22		Next performance evaluation date.																

				PA23		Performance evaluation score/information.																

				PA24		Special assignments.																

				PA25		Disciplinary actions.																

				PA26		History of disciplinary actions within user defined parameters.																

				PA27		Reported work related injuries.																

				PA28		H1B Visa Status.																

				PA29		Driver's License Number and expiration date if required by position.																

				PA30		User-defined reason codes for employee separation.																

				PA31		Length of time in position(s) and organizational unit(s).																

				PA32		User-defined text or date fields and codes for specific employee attributes as needed.																

				PA33		Employee badge number (separate from ID number)																

				PA34		service recognition date (for 10, 20, 30, etc. year service awards																

				PA35		The system should maintain transactional history for all current and former employees - from hire to separation.  																

				PA36		The system should provide the ability to rehire an employee by accessing the deactivated record and uploading current data without re-entering the employee's information or creating a new hire record.																

				PA37		The system should provide the ability to allow rehired employees to use their previous employee ID based on the organization's defined criteria and identify the applicant as a former employee using their former number. 																

				PA38		The system should provide for the organization to implement an employee portal to allow employees to update information such as addresses, phone numbers, beneficiary, etc. 																

				PA39		The system should provide the ability to create electronic workflows for personnel transactions and authorizations.																

				PA40		The system should provide the ability to create performance evaluation templates based on a position's current job description and user defined criteria.																

				PA41		The system should provide the ability to flag those employees who have an approaching performance evaluation.																

				PA42		The system should provide the ability to escalate past due performance evaluations to the next level of authority for review.																

				PA43		The system should provide the ability to make mass pay changes or compensation adjustments to an entire job classification. 																

				PA44		The system should provide the ability to initiate notifications to the appropriate manager if an employee's required license or certificate will expire within a user defined parameter such as 30 days, 90 days, etc.																

				PA45		The system should provide the ability to assign multiple positions to an employee with one position designated as the primary.																

				PA46		The system should provide the ability to manage alternate pay rates in addition to the employee's normal pay rate for extra work being performed by the employee that is outside of their normal role. 																

				PA47		The system should provide the ability to base benefit eligibility on a calculated, separate FTE value other than  the actual position FTE value.																

				PA48		The system should provide the ability to flag and notify Human Resources if an employee's inactive status (e.g., leave status) has exceeded a user-determined amount of time.																

				PA49		The system should provide the ability to indicate a reason code and description for personnel actions.																

				PA50		The system should support personnel action templates for specific types of actions, or for specific departmental needs.																

				PA51		The system should provide the ability to enter multiple personnel actions for each employee within the same payroll cycle.																

				PA52		The system should provide the ability to apply a warning to a user who enters a personnel transactions with an effective date that is retroactive.																

				PA53		The system should provide the ability to generate a warning on a personnel action for a salary increase that is outside of the allowable range.																

				PA54		The system should date and time stamp each personnel transaction when it is created and each time there is an action related to the transaction (approval/rejection/comments, etc.)																

				PA55		The system should provide the ability to assign assets to an individual employee such as a computer, keys, weapons, vehicle, etc. and notify the appropriate manager upon the processing of any leave or term related actions.																

				PA56		The system should provide the ability to record a photo of the employee in the employee's online record.																

				PA57		The system should provide automatic assignment of bargaining units based on job classes or job codes. 																

				PA58		The system should provide the ability to perform salary "what-if" modeling.																

				PA59		The system should allow users to track multiple user defined breaks in service, for example breaks resulting from a legal settlement, reduction in hours, lay-off, or disciplinary action.																

				PA60		The system should provide the ability to track data attributes specific to a job code or position number that include, but are not limited to, the following:																

				PA60		Salary range.																

				PA61		Fair Labor Standards Act (FLSA) status.																

				PA62		Workers compensation code.																

				PA63		Diversity information.																

				PA64		Employee type/bargaining unit/employee association																

				PA65		Licenses, certificates and registration requirements.																

				PA66		Degree/education requirements.																

				PA67		Position skills/certificates																

				PA68		Management and supervisory level.																

				PA69		Physical parameters. 																

				PA70		Americans with Disabilities Act (ADA) by classification/essential functions.																

				PA71		Status (active, inactive, pending, budgeted, approved but not budgeted, etc.)																

				PA72		Classification (with title) for Pay Equity/EEO reporting.																

				PA73		Funding source for position, i.e. grant, internal, etc.																

				PA74		Name of funding source and ID# (ie: grant number) if applicable.																

				PA75		Length of time funding is awarded.																

				PA76		The system should provide the capability to report on work related injuries including employee name, work location, job code, department, Supervisor, etc.																

				PA77		The system should provide checklists for employee hire and termination processes to ensure all steps are completed (checklist should include policy and agreement documents).																

				PA78		The system should provide a disciplinary action report in a pre-defined and/or user-defined format with user defined variables.																

				PA79		The system should provide a vacancies report  by class and department within a user defined date range.																

				PA80		The system should provide a report of current employees on leave.																

				PA81		The system should provide the ability to create a labor distribution report which identifies labor in hours, overtime, position, department, date, time of day or shift, etc.																

				PA82		The system should provide the ability to create a New Hire Report with user defined data attributes.																

				PA83		The system should provide the ability to create a Termination Report with user defined data attributes.																

				PA84		The system should provide the ability to create a Job Class Report.																

				PA85		The system should provide the ability to create an Average Salary Report by job class																

				PA86		The system should provide the ability to create a report for tuition reimbursement usage.																

				PA87		The system shall provide the ability to create a turnover rate report by gender, age, appointment to class, date, disciplinary release, promotion, race, classification, probation release, transfer and/or resignation, etc.																

				PA88		The system should provide a robust user-configurable security structure -- including attribute-level security -- to protect sensitive employee data (e.g., SSN, medical status, address, discipline information, etc) at all times.																

				PA89		The system should provide a mechanism to track the reclassifications of job codes and/or position codes and their history for a user defined period of time.																

				PA90		The system should provide the ability to track employees by occupational category and job groups according to user-defined criteria. 																

				PA91		The new system should allow new employee information to be imported from online recruitment sites.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





























































































































































































































































































































































































































































































































































































































Payroll

		City of Garden Grove

		Functional Requirements Matrix

		PY						Please mark one selection only

		Payroll						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		PY		General Operating Requirements Section																

				PY1		The system should provide the ability to interface payroll information to and from Human Resources, Timekeeping, Leave Management, Benefits Administration, General Ledger, Grants/Projects and other financial modules.																

				PY2		The system should provide the ability to interface with the Accounts Payable module to create payment to specified vendors or agencies for deductions taken from employees' payroll checks each pay cycle or at a user defined frequency.																

				PY2		The system should track an unlimited number of earnings/pay codes, including but not limited to:																

				PY3		Regular																

				PY4		Overtime																

				PY5		Double Time																

				PY6		Bonuses																

				PY7		Premium Pay																

				PY8		Vacation																

				PY9		Holiday																

				PY10		Shift Differentials																

				PY11		Sick Pay																

				PY12		Personal Days																

				PY13		Comp Time																

				PY14		Meals and Lodging Reimbursement																

				PY15		Auto and Mileage Reimbursement																

				PY16		Relocation Reimbursement																

				PY17		Employee Association Dues																

				PY18		Uniform Allowance																

				PY19		Longevity																

				PY20		Garnishments																

				PY21		Retroactive Adjustment																

				PY22		Miscellaneous Expense reimbursement																

				PY23		User Defined Earnings																

				PY24		Charity Tracking																

				PY25		The system should provide the ability to create multiple definitions of pay cycles and pay periods including but not limited to weekly, biweekly, semi-monthly, monthly, 27-day cycle, etc.																

				PY26		The system should provide the ability to pay an employee at more than one pay rate within a single pay period.																

				PY27		The system should provide the ability to pay reimbursements through payroll (e.g., mileage, tuition subsidies, etc.).																

				PY28		The system should provide the ability to calculate Workers Compensation gross pay and leave.																

				PY29		The system should provide the ability to make adjustments to W-4 data such as taxable earnings, deductions, etc.																

				PY30		The system should provide the ability to allocate an employee's earnings and benefits to more than one organizational unit, job code, or project code and to track the labor distribution throughout the relevant General Ledger accounts based on percentages or time entries.																

				PY31		The system should provide the ability to default basic pay and deduction codes for new hires based on user defined employee groups and parameters.																

				PY32		The system should provide the ability to restrict the use of pay and deductions codes based on user defined criteria linking codes to specific employee groups, payroll groups, or bargaining units.																

				PY33		The system should provide the ability to link deduction codes to specific payroll cycles and frequency cycles.																

				PY34		The system should provide the ability to locate and display employee data based on SSN, employee identifier and/or name.																

				PY35		The system should provide the ability to locate and display employee information using partial values (e.g., a portion of a name) or wild card values.																

				PY36		The system should provide the ability to make mass changes to earnings, deductions, and rate amounts by bargaining unit, employee group or any other defined criteria.																

				PY37		The system should provide the ability to calculate tax withholding based on a percentage, flat amount, or percentage plus flat amount and/or interface with tax software to ensure updated tax tables are used at all times for employer/employee tax deductions.																

				PY38		The system should provide the ability to perform pay period, month end, quarter end, and year end accruals.																

				PY39		The system should have the ability to calculate an amount needed for accruing compensated absences, including but not limited to, FICA and Medicare in accordance with GASB requirements.																

				PY40		The system should provide edit and validation codes that are both system and user defined.																

				PY41		The system should provide the ability to create user defined and/or multiple formulas for complex earning and deduction codes.																

				PY42		The system should provide the automated calculation of shift differential based on rules for employee groups.																

				PY43		The system should provide the ability to create and track employee deductions per employee/retiree for benefit payments deducted from the employee's paycheck including, but not limited to, insurance plans, retirement plans, voluntary plans, non-voluntary plans, specialty pays, etc.																

				PY44		The system should calculate all types of current garnishments or garnishments in arrears.																

				PY45		The system should provide the ability to store and print information (plaintiff’s address, employee name, SSN, date paid and amount paid) needed for answering court orders. 																

				PY46		The system should provide the ability to calculate interest due on garnishments, by court order, based on a dollar amount and/or percentage.																

				PY47		The system should provide the ability to impose user-defined cap for earnings and deductions.																

				PY48		The system should provide the ability to develop user-defined effective dates, anniversary dates, and expiration dates for earnings and deductions.																

				PY49		The system should provide the ability to calculate vacation, sick and holiday leave accruals on partial pay periods for both hourly and salaried employees.																

				PY50		The system should provide the ability to pay employees for authorized hours from multiple assignments up to a user-defined limit.																

				PY51		The system should provide the ability to perform retroactive pay adjustments by individual, bargaining unit, and any other user defined criteria.																

				PY52		The system should provide the ability to calculate retroactive pay for a special alternate pay rate as needed based on user defined criteria.  																

				PY53		The system should provide the ability for self service calculation of employee paycheck amount through a "what if" modeler allowing changes to deductions, pay rates, withholding allowances, etc.																

				PY54		The system should provide the ability to establish a final cutoff flag for terminated employees to prevent further timesheet processing and check printing.																

				PY55		The system should provide the ability to pay an automobile allowance at different rates per employee at user-defined frequencies.																

				PY56		The system should provide the ability to void/reverse checks including cancellation of a payroll direct deposit (with audit trail and accompanying adjustments to General Ledger)																

				PY57		The system should provide the ability to take deductions and apply special earnings outside of the regular pay cycle (e.g., special pay).																

				PY58		The system should provide the ability to produce and/or allow direct deposit payments to be made to multiple banks or payees for each employee.																

				PY59		The system should provide the ability to automatically adjust liability values in the General Ledger as a result of adjustments to the accrual balances or pay rates.																

				PY60		The system should provide the ability to adjust retirement contributions as a result of retroactive pay adjustments and/or changes in retirement systems.																

				PY61		The system should provide the ability to select and print payroll checks by user defined groups.																

				PY62		The system should provide the ability to eliminate the processing and distribution of check stubs by allowing payment information to be accessible, viewable, and printable to authorized users and employees via an on-line portal.																

				PY63		The system should provide the ability to void an entire payroll and re-run it if significant errors are discovered after the payroll has been run and posted.																

				PY64		The system should provide the ability to calculate contributions and set maximums on deductions related to benefit plans, retirement plans and any other user defined deductions code.																

				PY65		The system should provide the ability to track employee paid benefits for an employee on a non-paid status.																

				PY66		The system should provide for pro-rated calculations for mid-period hires, rate changes, and terminations.																

				PY66		The system should provide support for automatic and manual wage adjustments, in accordance with federal and/or state/provincial requirements in regards to:																

				PY67		Garnishment																

				PY68		Child Support																

				PY69		Federal and local levies																

				PY70		Bankruptcies																

				PY71		Other wage assignment computations																

				PY71		The pay stub provided by the system should, at a minimum, include the following:																

				PY72		Employee Number																

				PY73		Organizational unit number (dept., division, project, etc.) 																

				PY74		Pay period begin/end dates.																

				PY75		Pay rate per earnings code.																

				PY76		Message field for general or employee specific notes.																

				PY77		Gross earnings.																

				PY78		Adjusted taxable earnings.																

				PY79		Medicare earnings.																

				PY80		Withholding status.																

				PY81		Current and Year to Date Totals.																

				PY82		Federal Income tax.																

				PY83		FICA/Social Security tax.																

				PY84		Employer contribution/employee contribution amount for any user defined deduction code.																

				PY85		State tax																

				PY86		Direct deposit (multiple accounts)																

				PY87		Medicare tax.																

				PY88		Vacation hours balance																

				PY89		Sick leave hours balance																

				PY90		Other leave hours balances 																

				PY91		Other deductions and amounts																

				PY92		Total deductions																

				PY93		Net pay																

				PY94		The system should provide ability to generate several mandated governmental reports.																

				PY95		The system should provide the ability to inquire or run reports on earnings balances based on a variety of time periods, including but not limited to pay period, monthly, quarterly, year-to-date, fiscal year-to-date, and employee service-to-date.																

				PY95		 The system should have the ability to provide garnishment reports, including but not limited to the following:																

				PY96		Garnishment report of employees after each payroll run who have active garnishment on their payroll record and have been garnished.																

				PY97		Garnishment insufficient fund report after each payroll run to identify employees who have active garnishment on their payroll record  but did not earn enough to be garnished.																

				PY98		Garnishment warrant report (issued to creditors) drawn from garnished employees.																

				PY99		Garnishment report after each payroll run of employees whose garnishment has been satisfied.																

				PY100		Garnishment report after each payroll run to identify employees who have active garnishment on their payroll record but the employee has a termination pending or termination action processed within that payroll cycle.																

				PY100		The system should provide the ability to produce reports including, but not limited to:																

				PY101		Payroll register per organizational unit per standard and/or supplemental payroll cycle.																

				PY102		Deduction registers per deduction per standard and/or supplemental payroll cycle.																

				PY103		Labor distribution by General Ledger code, by organizational unit or any other user defined parameters per standard and/or supplemental payroll cycle.																

				PY104		Overtime and compensatory time accruals by period																

				PY105		FMLA, stand-by hours, extended leave, safety leave, awarded hours, excused absence, unexcused absence, suspension, worker's compensation and non-pay activities including the reason and description.																

				PY106		Planned and actual absentee time and the related costs, including costs of associated fringe benefits.																

				PY107		Employee vacation schedules reflecting approved requests.																

				PY108		The system should provide the ability to create deduction overrides for one time adjustments or transactions which are temporary.  (For example, the need to change the direct deposit to savings only for one check.)																

				PY109		The system should support the ability to pay-out employees for their flexible benefits.																

				PY110		The system should allow for the creation of pay tables that are easily maintainable and can support mass changes (i.e. 5% increase to group)																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





























































































































































































































































































































































































































































































































































































































Timekeeping

		City of Garden Grove

		Functional Requirements Matrix

		TK						Please mark one selection only

		Timekeeping						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		TK		General Operating Requirements Section																

				TK1		The system should provide the ability to define work and leave hours by user defined criteria.																

				TK1		The system should provide the ability to enter time at decentralized locations by the following methods, including but not limited to:																

				TK2		By timekeeper/administrator																

				TK3		By employee																

				TK4		Intranet																

				TK5		Internet																

				TK6		Mobile Application																

				TK7		The system should have the ability to integrate with other timekeeping systems																

				TK8		The system should provide the ability to establish a default configuration that limits the menus available to the employee for inputting time to only those items relevant to that employee.																

				TK9		The system should provide ability to set a default number of hours for hourly employees and alter the number of hours worked on an exception basis.																

				TK9		The system should allow multiple units of time entry and processing, including but not limited to:																

				TK10		Hours and minutes																

				TK11		Hours and decimals																

				TK12		The system should provide the ability to access time by a user-defined date range.																

				TK13		The system should provide the ability to charge or allocate labor, i.e. time, against multiple types of fund, job, department, project, etc. codes as defined in the chart of accounts.																

				TK14		The system should provide the ability to enter worked time or leave hours in future pay periods.																

				TK15		The system should provide the ability to organize a group of employees within divisions into work areas and/or work teams and select (via pop-up display etc.) groups or individuals to facilitate time keeper data entry and/or approval of multiple time entry.																

				TK16		The system should provide electronic signature features for employees submitting their time.																

				TK17		The system should have the ability to keep track of work hours when an employee works several different shifts.																

				TK18		The system should provide the ability to track, validate and reconcile actual hours worked by work schedule by position, classification and employee.																

				TK19		The system should provide tracking of compensatory time per rules by bargaining unit, department, or other employee grouping.																

				TK20		The system should provide the ability for employees to take leave hours in the period they accrue the hours (e.g., an employee can take four hours during the period in which he accrues the four hours).																

				TK21		The system should automatically check that an employee is authorized to work on a project and that the number of hours charged is authorized for that employee on the project.																

				TK22		The system should provide the ability to limit (assign maximums) the amount of leave employees can accrue for each individual leave type.																

				TK23		The system should provide the ability for users to view online administrative time balances and history at time-entry (e.g., pop-up display of leave history and time bank balances).																

				TK24		The system should validate employee sick time, leave, and other time bank balances at time entry and generate warnings and/or prohibitions for time usage exceeding balances.																

				TK25		The system should provide the ability to vary the number of regular/default hours by position.																

				TK26		The system should provide the ability to enter time adjustments for prior pay periods based on user defined security.																

				TK27		The system should display leave balances on paystubs and reports.																

				TK28		The system should have the ability to display real-time balances, including leave which has been posted but not yet paid in the payroll system.																

				TK29		The system should provide the ability to automatically fill in dates in a range for vacation or leave.  For example, the user would enter a start date and an end date and the system would fill in the days in between provided the absence code is the same and the days are consecutive.																

				TK30		The system should enable automatic draws from other leave balances when a balance has been exceeded.																

		x		TK30		Approval Section																

				TK31		The system should flag time entered falling outside of normal work schedules for management review/approval.																

				TK32		The system should provide the ability to workflow the approval of time entry to supervisors.																

				TK33		The system should provide the ability to assign various approval rights to specific users/management including but not limited to approval of overtime, working out of shift, etc.  																

				TK34		The system should support multi-level, real-time updates and approvals for automatic calculation and tracking of overtime and shift differentials payments																

				TK35		The system should display a warning message when the user is entering overtime hours that are restricted or require additional approvals.																

				TK36		The system should have the ability to revise submitted timecards or delete them with the appropriate security.																ERROR:#REF!

		x		TK36		Scheduling Section																

				TK36		The system should provide the ability to define and track work schedules at multiple levels, including but not limited to the following:																

				TK37		Employee																

				TK38		Position																

				TK39		Other Classification (employee skills, abilities, language, etc.)																

				TK40		Work Group																

				TK41		Division																

				TK42		Department																

				TK43		Location																

				TK44		The system should provide the ability to define multiple shifts including, but not limited to, starting and ending times, breaks and lunch periods, etc.																

				TK45		The system should provide the ability to assign employees to hours, shifts, positions, departments, etc. outside of their normal schedule and accumulate and track all associated time and related data without affecting the employees normal schedule.																

				TK46		The system should provide comments fields to provide reason for changes in schedules. 																

				TK47		The system should  provide the ability to define and assign employees to multiple of labor cost codes.																

				TK48		The system should determine staffing shortages based upon current and future schedules.  																

				TK49		The system should accommodate authorized schedules of any number of hours up to a specified limit.																

		x		TK49		Reporting Section																

				TK49		The system should provide the ability to produce reports including, but not limited to:																

				TK50		Overtime and compensatory time accruals by period																

				TK51		FMLA, stand-by hours, extended leave, safety leave, awarded hours, excused dock, dock, suspension, worker's compensation and non-pay activities including the reason and description																

				TK52		Planned and actual absentee time and the related costs, including costs of associated fringe benefits																

				TK53		Absence by employee, fund, department, organization, shift and reason by pay period and cumulative																

				TK54		Employee vacation schedules reflecting approved requests																

				TK55		The system should provide time collection data reporting at any user defined level.																

				TK56		The system should provide the ability to print the daily detail of time reported for the current pay period both by employee number and employee name sequences.																

				TK57		The system should provide the ability to support time reporting of employees to assist with cost accounting.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						







































































































































































































































































































































































































































































































































































































































































































































































































































PosControl

		City of Garden Grove

		Functional Requirements Matrix

		PC						Please mark one selection only

		Position Control						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		PC		General Operating Requirements Section																

				PC0		The system should provide tracking of the following data attributes related to each position. At a minimum, the system should include:																

				PC1		Location																

				PC2		Job classification																

				PC3		History of Job/Position classification																

				PC4		Current position title																

				PC5		History of position titles																

				PC6		Exempt vs. non-exempt																

				PC7		History of exempt vs. non-exempt																

				PC8		Multiple employee grouping fields (Dept., Division, Group, Unit, Sub-unit)																

				PC9		History of employee groups.																

				PC10		Current job code																

				PC11		History of job codes																

				PC12		Position description																

				PC13		History of position description																

				PC14		Position status 																

				PC15		Permanent or Temporary																

				PC16		Full time equivalent (FTE)																

				PC17		Hours																

				PC18		Headcount (Number employees in same classification)																

				PC19		Job skills																

				PC20		Training requirements																

				PC21		Educational requirements																

				PC22		Licenses, certificates and registration requirements																

				PC23		Testing requirements																

				PC24		Grade Level																

				PC25		History of grade level																

				PC26		Minimum requirements																

				PC27		Management and supervisory level																

				PC28		Physical parameters/Physical Demands Analysis																

				PC29		American Disabilities Act (ADA) by classification/essential functions																

				PC30		Classification (with title) for Pay Equity/EEO Reporting																

				PC31		Workers compensation/WSIB code																

				PC32		Diversity information																

				PC33		Employee type/Employee Association																

				PC34		Union/Collective Bargaining Unit																

				PC35		FICA Status																

				PC36		Civil Service Status																

				PC37		User comment section for each change to position structure																

				PC38		Date created																

				PC39		Date and time stamp of each change to position structure																

				PC40		Expiration date																

				PC41		Position review dates/ frequency code																

				PC42		Budgeted beginning/end dates																

				PC43		Budgeted/un-budgeted status																

				PC44		Funding source for position, i.e. grant, internal, etc.																

				PC45		Name of funding source and ID# if applicable																

				PC46		History of funding source for position, i.e. grant, internal, etc.																

				PC47		History of pay schedules and steps.																

				PC48		Organizational codes (such as department, division, cost center, etc.)																

				PC49		Pay schedule and step																

				PC50		Miscellaneous user-defined fields for unspecified client-specific tracking																

				PC51		The system should provide the ability to track position attributes based on a user defined structure.																

				PC52		The system should provide the ability to designate the number of authorized positions by department and classification code.																

				PC53		The system should provide the ability to assign multiple employees to a single position.																

				PC54		The system should provide the ability for employees to be assigned to and paid from multiple positions in different funds, organizational units, classes, statuses, etc.																

				PC55		The system should provide the ability to track position history for each position including date created, date authorized, funding history, budgeted positions by year, etc.																

				PC56		The system should provide the ability to designate a position  as "on hold" or "pending" with an explanatory comment, for example, a position that is pending full budget approval.																

				PC57		The system should provide job description templates to standardize the format of job descriptions. (To describe the tasks, duties, functions and responsibilities of a position.)																

				PC58		The system should provide the ability to forecast payroll costs over various "what if" scenarios for analysis and budgeting purposes by applying user defined criteria such as percentage change in earnings, change in FTEs, leaves of absence, payroll factors, etc.																

				PC59		The system should provide the ability to establish and maintain a unique position identifier for each position.																

				PC60		The system should provide the ability to track user defined reasons for increased salaries related to a position.																

				PC61		The system should provide the ability to change funding sources associated with positions with full integration and update of related employee records upon processing of the change.																

				PC62		The system should provide the ability to log and report on progress of position fulfillment efforts.																

				PC63		The system should provide the ability to prevent an employee from being processed without a valid position control number (with the ability to override this control feature given the appropriate authorization).  																

				PC64		The system should provide the ability to use an alternative "fast track" approach to fulfilling a position, (i.e. an override transaction, a pending status, etc. with appropriate authorization).																

				PC65		The system should provide the ability to value budgeted positions in different ways (e.g., by dollar amount, by full time equivalent (FTE), by Annual Person Unit, by Hours) and within different periods (Month, Calendar Year, Fiscal Year.)																

				PC66		The system should provide the ability to track variances between budgeted and actual costs by position, by business entity, by department, by FTEs, etc.																

				PC67		The system should provide controls to prevent actions on a position that is not authorized and budgeted.																

				PC68		The system should provide the ability to create salary schedules that are tied to specific positions.																

				PC69		The system should provide the ability to track and report on filled and vacant positions by position number, budgeted vs. non-budgeted, pending, department, date range, union affiliation, or other user defined parameter.																

				PC70		The system should provide the ability to prioritize the use of funding for a position that is funded by multiple sources.																

				PC71		The system should provide the ability to perform mass changes by user-defined criteria, including but not limited to, bargaining unit, class code, etc. and automatically update the affected employee records and/or appropriate databases.																

				PC72		The system should provide the ability to support budgeting in annual, multi-year or user defined increments.																

				PC73		The system should provide the functionality to establish a baseline position budget, process changes that occur during the year and create a new baseline if needed.																

				PC74		The system should provide automated workflow tools to facilitate the request and approval process for positions.																

				PC75		The system should link or integrate with the base financial system's position budgeting information.																

				PC76		The system should have the ability to designate a Job or Position as critical for Emergency Management purposes.																

		x		PC77		Reporting Requirements Section																

				PC77		The system should allow for reporting on underfilled positions based on their assigned FTE per budget year.																

				PC78		The system should allow for reporting on the history of FTEs by position per budget year.																

				PC79		The system should allow for reporting on the number of employees assigned to each position.																

				PC80		The system should be able to report by location on the history of current FTEs filled/vacant for each position.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						



























































































































































































































































































































































































































































































































































































































































































































































































































LeaveMgt

		City of Garden Grove

		Functional Requirements Matrix

		LM						Please mark one selection only

		Leave Management						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		LM		General Operating Requirements Section																

				LM1		The system should provide the ability to track any type of leave/absence  (i.e., vacation, sick time (personal & family), comp time, FMLA, Administrative, Jury Duty, Disability, Bereavement, Military, Workers Compensation, Personal, Unpaid etc.), by accrued hours, accrual rate, accrual frequency, hours used, and balance based on user defined criteria.																

				LM2		The system should provide the ability to define parameters, carryover amounts, ceilings, etc. for leave/absence plans.																

				LM3		The system should provide the ability to provide vacation, holiday and sick leave advances on an as-needed basis.																

				LM4		The system should provide the ability to view employee's leave accrual/usage information on all leave types.  																

				LM5		The system should provide the ability for an employee to "donate" leave hours to another employee in accordance with organizational policies. 																

				LM6		The system should provide the ability to track any required documentation and/or approval forms for a leave/absence (e.g., FMLA documentation, Doctor’s Certificate of Authorization, etc.)																

				LM7		The system should provide the ability to create user defined leave/absence accrual structures based on employee attributes (e.g., years of service, job assignment, bargaining unit, etc.).																

				LM8		The system should allow for leave/absence accruals to be earned during a paid absence based on policy. 																

				LM9		The system should provide an editing and review method prior to the processing of leave transactions through the Payroll System.																

				LM10		The system should provide the ability to track historical data per employee on each leave plan - such as type of leave, leave start date, leave ending date, estimated return to work date and date paperwork received for approval.																

				LM11		The system should provide the ability to establish and track rules surrounding an employee's return to work to ensure requirements such as a physician's release to work, training, certification, and safety are addressed and confirmed prior to the employee's first day at work.  																

				LM12		The system should provide the ability to accommodate vacation & sick buy back and sell programs (i.e. leave conversion) based on user defined criteria.																

				LM13		The system should provide the ability to move an employee automatically to a new accrual rate due to anniversary date, eligibility change or policy rule change.																

				LM14		The system should provide the ability to stop the use of leave hours not yet earned if the organization's policy does not allow negative leave balances.																

				LM15		The system should provide the ability to bank compensatory time based on employee eligibility rules similar to a leave plan.																

				LM16		The system should allow for the tracking of special leave days (bereavement time, jury duty) in hours, rather than as a full day off in order to ensure that 10/40 employees do not obtain more benefits than normal 8 hour shift schedule employees.																

				LM17		The system should provide the ability to track leave accruals for part-time employees.																

				LM17		The system should provide the ability to report attendance data including but not limited to absence by:																

				LM18		employee																

				LM19		department																

				LM20		work location																

				LM21		job code																

				LM22		supervisor																

				LM23		project code																

				LM24		date and time of day																

				LM25		type (illness, vacation, jury duty, etc.)																

				LM26		frequency																

				LM27		leave/absence status (medical, non-medical, disabled, comp time, etc.																

				LM28		The system should provide the ability to accurately maintain leave information for employees moving between employee eligibility statuses, bargaining units, uniform and non-uniform classifications, etc.																

				LM29		The system should provide the ability to calculate cashout value for accrued leave based on user defined rules.																

				LM30		The system should provide the ability to calculate the dollar value of accrued leave based on user defined rules, for purposes of recording leave liabilities in the General Ledger.																

				LM31		The system should provide a warning flag when recorded absence hours are greater than the normal work hours for a specific work day, work schedule, or pay period.																

				LM32		The system should provide the ability to warn employees, Supervisors, or Managers when the employee attempts to use more leave hours than are currently available.																

				LM33		The system should provide the ability to notify Leave Management, the employee's Supervisor and/or Manager and any other personnel deemed necessary upon the approaching expiration of a type of leave/absence status (e.g., FMLA, expiration of a temporary position).																

				LM34		The system should provide the ability to perform fiscal year end updates on employee records based on defined criteria (i.e., years of service, vacation earning factor, bargaining unit, employee group, seniority, zero out leave, etc.).																

				LM34		The system should provide the following self-service functionalities:																

				LM35		View monthly schedule																

				LM36		View absence balances																

				LM37		View absence request history																

				LM38		Enter an absence request (full day or partial day, one leave code or multiple codes)																

				LM39		Modify an existing absence request																

				LM40		Cancel an existing absence request																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						





































































































































































































































































































































































































































































































































































































































































































































































































































Benefits

		City of Garden Grove

		Functional Requirements Matrix

		BE						Please mark one selection only

		Benefits						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x				General Operating Requirements Section																

				BE1		The system should provide the ability to track the following types of benefit attributes:																

				BE1		Fiscal year.																

				BE2		Calendar Year																

				BE3		Budget cycle.																

				BE4		Benefit plans requiring COBRA management.																

				BE5		General ledger accounts related to a benefit plan.																

				BE6		Payroll frequency specific to each benefit plan's deduction schedule.																

				BE7		Definition of employee salary for benefit calculations (monthly & annually)																

				BE8		Definition of employee groups for benefit eligibility calculations.																

				BE9		Tax designations for benefit plans impacting W-2s.																

				BE10		Annual limitations on benefit plan deductions (401k, 403b, 457, spending accounts, etc.)																

				BE11		Vendor identification for each benefit plan.																

				BE12		Budgeted expense per benefit type per budget year.																

				BE13		Budgeted expense per benefit type per benefit plan year.																

				BE14		The system should provide the ability to track the following attributes associated with benefit plans:																

				BE14		Plan type.																

				BE15		Plan name.																

				BE16		Plan vendor.																

				BE17		Vendor policy identification.																

				BE18		Plan beginning date.																

				BE19		Plan ending date.																

				BE20		Coverage type (options, salary based, default, etc.)																

				BE21		Contribution type (flat, table driven, salary based, age graded, etc.)																

				BE22		Employee eligibility rules.																

				BE23		Employee waiting period rules.																

				BE24		Dependent eligibility rules.																

				BE25		Dependent waiting period rules.																

				BE26		Evidence of insurability rules for life/STD/LTD plans.																

				BE27		Premium waiver rules for life/STD/LTD plans.																

				BE28		Employee contribution schedule.																

				BE29		Covered participants (employees, dependents, retirees, former employees, beneficiaries, etc.)																

				BE30		Retirement Tier(s)																

				BE31		Coverage termination rules.																

				BE32		Deduction codes.																

				BE33		Initial enrollment options.																

				BE34		Effective date of initial enrollment																

				BE35		Re-enrollment/reinstatement rules and options.																

				BE36		Effective date of re-enrollment																

				BE37		Coverage options.																

				BE38		Premiums per eligible employee group.																

				BE39		Premium cost sharing between employer/employee.																

				BE40		Personnel actions impacting benefit plan coverage (hire, transfer, change of status, etc.)																

				BE41		The system should provide the ability to assign benefit plan codes, deduction codes, and related premiums based on employee groups and employee status.																

				BE42		The system should provide mass change updates for current and retroactive benefit adjustments.																

				BE43		The system should provide the ability to prorate benefits for part-time employees based on user defined criteria.																

				BE44		The system should provide the ability to calculate benefit deduction and employer contribution amounts using various methods, including:																

				BE44		flat amount																

				BE45		percentage of wages																

				BE46		age graded																

				BE47		user-defined table of rates																

				BE48		user-defined formulas																

				BE49		user-defined limits and maximums.																

				BE50		The system should have the ability to track vesting and breaks in service as defined by each benefit plan.																

				BE51		The system should provide the ability to project, report, and facilitate the analysis of the cost impact to changes in benefits, accruals, allowances, etc. for current employees, retirees, and all covered participants.																

				BE52		The system should provide the ability to establish multiple vendors per plan.																

				BE53		The system should provide the ability to maintain dependent and/or beneficiary information including but not limited to relationship, date of birth, address, and phone.																

				BE54		The system should provide the ability to track survivor coverage.																

				BE55		The system should automatically generate notices to the HR & Payroll Departments when an employee is terminating or has been on leave with monies due to the organization for loans, tuition reimbursement, or benefits.																

				BE56		The system should provide the ability to process grandfathered eligibility and participation in pension plan or other benefit.																

				BE57		The system should provide the ability to refund benefits premiums to employees.																

				BE58		The system should provide the ability to make current cost of living adjustments (COLA) based on user defined criteria, including but not limited to, individual, group or all retirement plan accounts if payments are administered internally.																

				BE59		The system should provide the ability to generate electronic files to benefit vendors to include the following:																

				BE59		Employee name.																

				BE60		Employee social security number																

				BE61		Employee date of birth..																

				BE62		Employee address.																

				BE63		Employee coverage election.																

				BE64		Effective date of employee coverage.																

				BE65		Covered dependents, if applicable for benefit plan.																

				BE66		Covered dependents' names.																

				BE67		Relationship of covered dependents.																

				BE68		Covered dependents dates of birth.																

				BE69		Covered dependents social security numbers.																

				BE70		Eligibility status of dependent(s).																

				BE71		Effective date of each covered dependent's coverage.																

				BE72		Covered dependents' address if different from employee.																

				BE73		Covered dependents other coverage.																

				BE74		Covered dependents primary and secondary coverage.																

				BE75		Covered Retirees participants																

				BE76		Covered COBRA participants																

				BE77		The system should provide self-service enrollment  for organization-approved benefit plans.																

				BE78		The system should support all aspects of employee open enrollment through an online portal, including:																

				BE78		Current benefit selections																

				BE79		New benefit choices based on eligibility																

				BE80		Cost analysis to the employee for changes to benefit enrollments																

				BE81		Employee electronic signature confirming  new benefits selections																

				BE82		HR Department review and confirmation of choices																

				BE83		Reports form the online portal, including employees who have accessed their files, employees who have not accessed files, employees that have confirmed new benefits, and employees that have not confirmed new benefits.																

				BE84		The system should provide the ability to view information online including, but not limited to, the following:																

				BE84		Employee benefits communication & confirmation.																

				BE85		Employee benefits elections.																

				BE86		Employee benefits summary plan descriptions.																

				BE87		Employee benefits enrollment history.																

				BE88		Employee benefit providers' link.																

				BE89		Employee gross pay, deduction and net pay information for each pay period.																

				BE90		The system should track employee contributions for various retirement plans.																

				BE91		The system should provide the ability to track periods of non-paid service, based on user defined criteria, for purposes of subtracting from pension service.																

				BE92		The system should provide the ability to enter pension plan enrollment information and set rates by individual enrollee as well as globally by plan.																

				BE93		The system should have the ability to track deferred retirement benefit plans through the benefit plan set up.																

				BE94		The system should provide the ability to configure and re-configure employee pension information (e.g., pension plan code and deduction amount) for new hires, re-hires, and transfer between retirement plans as needed based on plan rules.																

				BE95		The system should provide the ability to track and maintain benefit information and changes in status for retired employees, surviving spouse and dependents that includes, but is not limited to, the following:																

				BE95		Retirement date																

				BE96		Type of retirement (e.g. service, early, disability)																

				BE97		Name, social security number, address, telephone number, and date of birth of beneficiaries both primary and contingent																

				BE98		Dependent coverage eligibility and expiration dates																

				BE99		Last day paid updated from payroll system																

				BE100		Last day worked tied to leave status																

				BE101		Retire/ rehire status 																

				BE102		Remarks																

				BE103		The system should provide the ability to process, maintain, bill and collect premiums for COBRA benefits including, but not limited to, the following:																

				BE103		Qualifying event.																

				BE104		Length of COBRA eligibility.																

				BE105		Expiration dates.																

				BE106		Covered participants.																

				BE107		Elected coverage.																

				BE108		Premium cost.																

				BE109		Notification and response dates.																

				BE110		Payment history.																

				BE111		The system should provide automated notification to COBRA enrollees when coverage is going to expire.																

				BE112		The system should provide the ability to generate a "Newly Enrolled/Change Report."																

				BE113		The system should provide participant reports, including but not limited to, enrollment, dependent names and relationships, department name, pay group, social security number, etc. that can be generated by individual or group.																

				BE114		The system should provide the ability to generate insurance billing reports including, but not limited to, the following:																

				BE114		type of coverage,																

				BE115		class code,																

				BE116		employee name																

				BE117		amount																

				BE118		number of insured,																

				BE119		The system should provide the ability to calculate the premium for life and disability insurance each month based on age, coverage level, salary and waiting period.																

				BE120																		

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						































































































































































































































































































































































































































































































































































































































Training

		City of Garden Grove

		Functional Requirements Matrix

		TR						Please mark one selection only

		Training						Ratings Response												Additional Comments



								SUP		MOD		3RD		CST		FUT		NS				Response

		x		TR		General Operating Requirements Section																

				TR1		The system should provide the ability to interface with training systems from other organizations such as Orange County's Target Solutions.																

				TR2		The system should provide the ability to interface with the State wide  Commission on Peace Officers Standards and Training (POST).																

				TR3		The system should provide the ability to track all required and optional training, licenses, certifications, skills, etc., per employee, by topic and job title, department.																

				TR4		The system should provide the ability to track the history of all training/licensing related activity by department.																

				TR5		The system should provide the ability to track the last activity date and next required action date per employee and per training and licensing requirement.																

				TR6		The system should track training activities for all types of workforce, including full time employees, part time employees, seasonal workers, interns, temporary workers, contractors and volunteers.  																

				TR7		The system should provide the ability to track an employee's progress toward completion of certifications, degrees or development (career) path.																

				TR8		The system should provide the ability to track multiple types of tests, along with a pass/fail status and a test score for employees.																

				TR9		The system should provide the ability to maintain an education plan, including recommended course and curriculum by position and/or employee.																

				TR10		The system should provide the ability to track internally sponsored and vendor sponsored training all in one system.																

				TR11		The system should be able to track multiple or split day training classes.																

				TR12		The system should provide the ability to cap or limit the number of people who can take a class.																

				TR13		The system should provide the ability to track classroom activity for employees who have completed a class, no shows, cancellations, etc.																

				TR14		The system should enable user defined security in order to allow limited access to decentralized departments so they can only read, write and update to their own employee records. 																

				TR15		The system should provide an interface with position requirements in order to match requirements to employee profiles.																

				TR16		The system should provide the ability to monitor training effectiveness by obtaining feedback from class participants and supervisors.  The system should be able to automatically send a follow up form a certain amount of days (as defined by the supervisor) after completion of  the designated training 																

				TR17		The system should provide the ability to define a training schedule based upon the employee's professional development path.																

				TR18		The system should provide the ability to schedule training by job title and employee.																

				TR19		The system should provide a consolidated organization-wide training schedule with different view capabilities, including a calendar, list format.  The schedule should be able to be viewed by topic, time frame, etc.																

				TR20		The system should provide the ability for users to reserve available training facilities.																

				TR21		The system should provide the ability to survey employees to assess the interest level in a particular course.																

				TR22		The system should provide the ability to track training costs by participant, department, program, class, etc.																

				TR23		The system should allow the HR department to charge departments, cancel fees, split charges or charge other agencies for training when appropriate.																

				TR24		The system should provide the ability to track the certificates and training that an individual has received prior to becoming an employee.																

				TR25		The system should provide a variety of multi-media training, such as webinar, video training, PowerPoint slides, etc. and allow employees to access the training from their work station.																

				TR26		The system should provide the ability to attach scanned certificates, transcripts and other documents to employee training records.																

				TR27		The system should provide user defined fields for tracking client specific training information.																

				TR28		The system should provide the ability for electronic registration.																

				TR29		The system should provide for the automated integration of registration information to the desktop calendar.																

				TR30		For external courses (offered by a third party), the system should provide web links to pre-approved training sites for registration. 																

				TR31		If an employee registers for a training class provided by an outside vendor, the system should electronically send class registration costs and other details to AP.																

				TR32		If an employee uses the self enrollment feature, the system should provide a confirmation notification.																

				TR33		Once registration information is entered into the system, the data should automatically flow into the Training module without the need for duplicate entry.																

				TR34		The system should provide the ability for users with appropriate security access to view enrollment data by employee and by course. 																

				TR35		The system should provide the ability to generate reports for individuals, departments, and divisions with individual training history for employees and user defined group statistics.																

				TR36		The system should provide the ability to issue and print in-house certificates for those employees who are in (or who successfully completed) a course. 																

				TR37		The system should provide the ability to inquire and report on the employees that have not taken a required class.																

				TR37		The system should provide the following reporting capabilities:																

				TR38		Easy to use standard and ad-hoc report writing capabilities.  																

				TR39		The system should provide for a Compliance Year End Review Report.																

				TR40		All reports should have the ability to be run by a user defined date range.																

				TR41		Reporting should be decentralized based on security profiles allowing each decentralized group to only view their own data.																

				TR42		The system should be able to track the degrees or certificates an employee has completed through the Tuition Reimbursement program																

				TR43		The system should enable the integration of training reimbursement payment requests with Accounts Payable																

				TR44		The system should enable the tracking of individual use of Tuition Reimbursement in a fiscal year.																

				TR44		For tuition reimbursements, the system should provide the ability to track the employee's:																

				TR45		Participation level																

				TR46		Amount of money budgeted																

				TR47		Amount of money spent																

				TR48		School attended																

				TR49		Goals achieved																

				TR50		Degree(s) earned																

				TR51		If an employee terminates prior to finishing up courses taken through the Tuition Reimbursement Program, the system should trigger a notification to HR for partial recoupment of the reimbursement.																

				TR52		The system should provide the ability to provide automated reminder notices of internally scheduled training courses.																

				TR53		The system should have the ability to generate an automatic notification when a class reaches maximum capacity and has a wait list of a user defined number.																

				TR54		The system should provide electronic training approval routing based on user defined routing paths. 																

				TR55		The electronic workflow tools should also include an auto-escalation process.  For example, if an employee has a required training or does not show up for a class, the system should automatically alert his/her immediate supervisor.  If the supervisor does not deal with the issue, then the process should escalate up to the next level.																

				TR56		The system should provide for automated notification when certifications, contracts and licenses, etc. are about to expire.																

				TR57		The system should provide employee self service access to allow employees to review their individual training and licensing information on file.																

				TR58		The system should provide the ability to notify a supervisor when training for one of their employees is due within a user defined period of time.																

				TR58		The system should provide the ability to develop and maintain comprehensive course development data (i.e.: course catalogue), including, but not limited to:																

				TR59		Course Title																

				TR60		Course Dates and Times																

				TR61		Course ID  number/code number																

				TR62		Course description																

				TR63		Course capacity																

				TR64		Course category																

				TR65		Course learning objective																

				TR66		Course duration																

				TR67		Course prerequisite																

				TR68		Facility requirements																

				TR69		Equipment requirements																

				TR70		Training material requirements																

				TR71		The system should provide the ability to create transcripts of employee development activity for use by the employee and the supervisor. The transcripts should be accessible electronically.																

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						






































































































































































































































































































































































































































































































































































































































































































































































































































CheckList



				Section 1:  Pricing Form Instructions

				This pricing form should be completed by the Vendor as part of the proposal response.  Please follow the template instructions below and complete all required fields in the appropriate worksheets to ensure completion.  If multiple pricing solutions are being proposed, please complete a separate pricing form for each solution.  





				Section 2:  Form Color Legend

				Required Entry		Optional Entry		All other Cells are 'locked'





				Section 3:  Vendor Information

				Enter Vendor Name  ====>				[enter name here]





				Section 4:  Enter Hosting/Licensing Module for Proposed Solution

				Hosting Type:		[Select One]

				Software Cost Model:		[Select One]

				Additional Comments:







Summary



				[enter name here]

				*No Entry is required on this sheet

				Cost Category		Amount		Additional Comments

				Core Components

				One-Time Costs

				Software:

				Application		$   - 0

				Third Party		$   - 0

				DBMS		$   - 0

				One-Time Setup Fee of Hosted Solution		$   - 0

				Services		$   - 0

				Total One-Time/Capitalized Costs:		$   - 0

				Five-Year Maintenance Costs

				Maintenance/Subscription (5 year cost):

				Application		$   - 0

				Third Party		$   - 0

				DBMS		$   - 0

				Hosted Solution		$   - 0

				Total Five-Year Maintenance		$   - 0

				Total Five-Year Project Cost		$   - 0













































Software



				[enter name here]

				Module		Unit Cost		Quantity		Total One-Time Costs		Annual Maintenance Costs

												Year 1		Year 2		Year 3		Year 4		Year 5		Total		Additional Comments

				Financial Management

				General Ledger						$   - 0												$   - 0

				Budget						$   - 0												$   - 0

				Accounts Payable						$   - 0												$   - 0

				Accounts Receivable						$   - 0												$   - 0

				Cash Receipts						$   - 0												$   - 0

				Purchasing						$   - 0												$   - 0

				Grants Accounting						$   - 0												$   - 0

				Capital Assets						$   - 0												$   - 0

				Projects Accounting						$   - 0												$   - 0

				Contracts Management						$   - 0												$   - 0

				Inventory						$   - 0												$   - 0

				Citizen Transparency Portal

				Other						$   - 0												$   - 0

				Other						$   - 0												$   - 0

				Subtotal:						$   - 0		- 0		- 0		- 0		- 0		- 0		$   - 0

				Human Resources/Payroll

				Personnel						$   - 0												$   - 0

				Payroll						$   - 0												$   - 0

				Timekeeping						$   - 0												$   - 0

				Position Control						$   - 0												$   - 0

				Leave Management						$   - 0												$   - 0

				Benefits						$   - 0												$   - 0

				Training/Learning Management						$   - 0												$   - 0

				Other						$   - 0												$   - 0

				Other						$   - 0												$   - 0

				Subtotal:						$   - 0		- 0		- 0		- 0		- 0		- 0		$   - 0

				Other Required Components

				Business Intelligence						$   - 0												$   - 0

				Reporting, including the CAFR (Note 1)						$   - 0												$   - 0

				Others (Note 2)						$   - 0												$   - 0

				Others (Note 2)						$   - 0												$   - 0

				Subtotal:						$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

				Total Software Costs						$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0



				(Note 1) If a third party reporting tool is used, please include the software cost under "Third Party Software".

				(Note 2) if any other components of the software are priced separately, please include it here.

























































3rd Party Software



				[enter name here]

				Module		Unit Cost		Quantity		Total One-Time Costs		Annual Maintenance Costs

												Year 1		Year 2		Year 3		Year 4		Year 5		Total		Additional Comments

				Financial Management

				Item 1:						$   - 0												$   - 0

				Item 2:						$   - 0												$   - 0

				Item 3:						$   - 0												$   - 0

				Item 4:						$   - 0												$   - 0

				Total						$   - 0		- 0		- 0		- 0		- 0		- 0		$   - 0







DBMS



				[enter name here]

				Module		Unit Cost		Quantity		Total One-Time Costs		Annual Maintenance Costs

												Year 1		Year 2		Year 3		Year 4		Year 5		Total		Additional Comments

				Financial Management

				Item 1:						$   - 0												$   - 0

				Item 2:						$   - 0												$   - 0

				Item 3:						$   - 0												$   - 0

				Item 4:						$   - 0												$   - 0

				Total						$   - 0		- 0		- 0		- 0		- 0		- 0		$   - 0







hosted cost



				[enter name here]

				Description of Hosted Cost		Monthly		No. of Months in 5 years		Annualized Cost

												Additional Comments

				One Time Set Up fee		NA		NA

				Total Software Costs						$   - 0

				Monthly Subscription Fee				60

				Other Costs (training, integration, connectivity, network, support, disaster recovery, etc.)				60		$   - 0

				Total Software Costs						$   - 0





























































































































Services



				[enter name here]

				Module		Avg. Rate/Hour		Estimated Hours		Total Prime Integrator Costs		Additional Subcontractors		Total Estimated Costs

																Additional Comments

				Financial Management

				General Ledger						$   - 0				$   - 0

				Budget						$   - 0				$   - 0

				Accounts Payable						$   - 0				$   - 0

				Accounts Receivable						$   - 0				$   - 0

				Cash Receipts						$   - 0				$   - 0

				Purchasing						$   - 0				$   - 0

				Grants Accounting						$   - 0				$   - 0

				Capital Assets						$   - 0				$   - 0

				Projects Accounting						$   - 0				$   - 0

				Contracts Management						$   - 0				$   - 0

				Inventory						$   - 0				$   - 0

				Citizen Transparency Portal						$   - 0				$   - 0

				Other

				Other						$   - 0				$   - 0

				Subtotal:				0		$   - 0		- 0		$   - 0

				Human Resources/Payroll

				Personnel						$   - 0				$   - 0

				Payroll						$   - 0				$   - 0

				Timekeeping						$   - 0				$   - 0

				Position Control						$   - 0				$   - 0

				Leave Management						$   - 0				$   - 0

				Benefits						$   - 0				$   - 0

				Training/Learning Management						$   - 0				$   - 0

				Other						$   - 0				$   - 0

				Other						$   - 0				$   - 0

				Subtotal:				0		$   - 0		- 0		$   - 0

				Other

				Data Conversion (please refer to the RFP)						$   - 0				$   - 0

				Incremental Data Conversion for additional financial transactional details (please refer to the RFP)						$   - 0				$   - 0

				Data Interface						$   - 0				$   - 0

				Project Management						$   - 0				$   - 0

				Training						$   - 0				$   - 0

				Technical						$   - 0				$   - 0

				Reporting						$   - 0				$   - 0

				Software Modification/Customization						$   - 0				$   - 0

				Other (Note 3)						$   - 0				$   - 0

				Other (Note 3)						$   - 0				$   - 0

				Other (Note 3)						$   - 0				$   - 0

				Subtotal:				0		$   - 0		$   - 0		$   - 0

				Travel

				Estimated Travel

				Total Services				0		$   - 0		$   - 0		$   - 0

				(Note 3) Please include any other categoies of services you provide.





Rates by Position



				[enter name here]

				Project Role		Name/Title		Proposed Rate































































				*Please complete table with list of proposed consultants, position and hourly rates










Appendix C 
 


CITY OF GARDEN GROVE 


PROPOSAL REQUIREMENTS 


 


PROPOSAL LETTER/CERTIFICATE OF ACCEPTANCE 


 


PROPOSER NAME: 


 


_______________________________________________________________ 


 


SANDRA SEGAWA, PURCHASING AGENT 


CITY OF GARDEN GROVE 


11222 ACACIA PARKWAY 


GARDEN GROVE, CALIFORNIA 92840 


 
In response to the request to Provide ERP Solution and Related Implementation Services, 
we the undersigned hereby declare that we have carefully read and examined the RFP 
documents including the Scope of Work, and hereby propose to perform and complete the 
Work as required in the Contract. 


 
This Contract is not exclusive.  The CITY expressly reserves the right to contract for 
performance of services such as those described herein through other Contractors. 


 
The undersigned agrees to supply the Scope of Work at the costs indicated in its cost 
proposal if its Proposal is accepted within 180 days from the date specified in the RFP for 
receipt of proposals. 


 
The undersigned has reviewed the enclosed contract terms and conditions and agrees to 
accept all terms and conditions of the CITY’s contract unless otherwise noted in the proposal 
response. 


 
If recommended for Contract award, the undersigned agrees to execute a contract which 
will be prepared by the CITY for execution within 10 calendar days following Notification of 
Award.  It is understood that the recommendation for contract award will not be placed on 
the agenda for consideration by the City Council until the CITY has received the executed 
contract.  The CITY will fully execute the contract subject to resolution of Protest filings, if 
any, and approval by the City Council. 
 
The undersigned will also deliver the necessary original Certificates of Insurance to the CITY 







prior to the commencement of work.  If services are authorized to commence prior to the 
execution of the Contract pursuant to a Notice to Proceed issued by the CITY, pending the 
execution of the Contract, the services shall be subject to the terms and conditions of the 
Scope of Work and the Contract. 


 
Incorporated herein and made a part of this Proposal are the Response Data and Proposal 
Forms required by the Proposal Requirements. 


 
The undersigned acknowledges receipt, understanding, and full consideration of the 
following Addenda to the RFP Documents: 


 


Addenda No.____________________________________________________ 


 


 
Proposer represents that the following person is authorized to negotiate on its behalf with 
the CITY in connection with this RFP: 


 


_______________________________________________________________ 


     (Name)                     (Title)                 (Phone) 


 


  
The undersigned certifies that it has examined and is fully familiar with all of the provisions 
of the RFP Documents and is satisfied that they are accurate; that it has carefully checked 
all the words and figures and all statements made in the Proposal Requirements; that it has 
satisfied itself with respect to other matters pertaining to the proposal which in any way affect 
the Work or the cost thereof.  The undersigned hereby agrees that the CITY will not be 
responsible for any errors or omissions in these RFP Documents. 


 


Proposer's Business Address 


and Telephone/Fax Numbers: 


 


BY: __________________________ _________________________ 


 (Signature) 


 


 __________________________ __________________________   


 (Type or Print Name)  (Title) 


 


 ___________________________ 


 (Email Address) 








   


Appendix D  
Bidder/Contractor Statement Regarding Insurance 


 


Insurance requirements. 


 


 1.1 COMMENCEMENT OF WORK.  CONTRACTOR shall not commence work 


under this Agreement until all certificates and endorsements have been 


received and approved by the CITY. All insurance required by this 


Agreement shall contain a Statement of Obligation on the part of the 


carrier to notify the CITY of any material change, cancellation, or 


termination at least thirty (30) days in advance. 


 


 1.2 WORKERS COMPENSATION INSURANCE.  During the duration of this 


Agreement, CONTRACTOR and all subcontractors shall maintain Workers 


Compensation Insurance in the amount and type required by law, if 


applicable. 


 


 1.3 INSURANCE AMOUNTS.  CONTRACTOR shall maintain the following 


insurance for the duration of this Agreement: 


 


(a) Commercial general liability in an amount of 
$10,000,000.00 per occurrence (claims made and 


modified occurrence policies are not acceptable); 
Insurance companies must be acceptable to CITY and have 


a Best’s Guide Rating of A-, Class VII or better, as approved 
by the CITY. 


 
(b) Automobile liability in an amount of $1,000,000.00 


combined single limit (claims made and modified 
occurrence policies are not acceptable); Insurance 


companies must be acceptable to CITY and have a Best’s 
Guide Rating of A-, Class   VII or better, as approved by the 
CITY. 


 
(c) Professional liability in an amount not less than $1,000,000.  


Insurance companies must be admitted and licensed In 


California and have a Best’s Guide Rating of A-, Class VII or 
better, as approved by the City.  If the policy is written on 
a “claims made” basis, the policy shall be continued in full 


force and effect at all times during the term of the 







   


agreement, and for a period of three (3) years from the 
date of the completion of services provided.  In the event 


of termination, cancellation, or material change in the 
policy, consultant shall obtain continuing insurance 


coverage for the prior acts or omissions of 
professional/consultant during the course of performing 
services under the term of the agreement.  The coverage 


shall be evidenced either by a new policy evidencing no gap 
in coverage, or by obtaining separate extended “tail” 


coverage with the present or new carrier. 


 


 An On-Going and Completed Operations Additional Insured 


Endorsement for the policy under section 1.3 (a) shall designate CITY, 


its officers, officials, employees, agents, and volunteers as additional 


insureds for liability arising out of work or operations performed by or on 


behalf of the CONTRACTOR.  CONTRACTOR shall provide to CITY proof of 


insurance and endorsement forms that conform to CITY’s requirements, 


as approved by the CITY. 


 


 An Additional Insured Endorsement for the policy under section 1.3 (b) 


shall designate CITY, its officers, officials, employees, agents, and 


volunteers as additional insureds for automobiles, owned, leased, hired, 


or borrowed by the CONTRACTOR.  CONTRACTOR shall provide to CITY 


proof of insurance and endorsement forms that conform to CITY’s 


requirements, as approved by the CITY. 


 


 For any claims related to this Agreement, CONTRACTOR’s insurance 


coverage shall be primary insurance as respects CITY, its officers, 


officials, employees, agents, and volunteers. Any insurance or self-


insurance maintained by the CITY, its officers, officials, employees, 


agents, and volunteers shall be excess of the CONTRACTOR’s insurance 


and shall not contribute with it. 


 


 If CONTRACTOR maintains higher insurance limits than the minimums shown above, 


CONTRACTOR shall provide coverage for the higher insurance limits otherwise maintained 


by the CONTRACTOR. 


 
 







   


BIDDER/CONTRACTOR STATEMENT 


REGARDING INSURANCE COVERAGE 


(Submit with IFB/RFP Package) 


 
This signed document must be included with your bid package in order for your bid/proposal 
to be considered complete! 
 
BIDDER/CONTRACTOR HEREBY CERTIFIES that he/she has reviewed and understands 
the insurance coverage requirements specified in Appendix D. 


 
Should we/I be awarded the contract, we/I certify that we/I can meet the specified 
requirements for insurance, including insurance coverage of the subcontractors, and agree 
to name the City as per the agreement for the work specified and we/I will comply with the 
provisions of Section 3700 of the Labor Code, which require every employer to be insured 
against liability for worker’s compensation or to undertake self-insurance in accordance with 
the provisions of that code, before commencing the performance of the work specified. 


 


 


                                                                 


     Please Print    (Person, Firm, or Corporation) 


 


 


                                                                


    Signature of Authorized Representative 


 


 


                                                                 


    Please Print    (Name & Title of Authorized Representative) 


 


 


                                                                 


    Date                                      Phone Number                                 Email 


 


 


 


 


Insurance Certificates and Endorsements will also be accepted via email and must be 


emailed to the following email address only: sandras@garden-grove.org.  This is the 







   


preferred and quickest method of submitting insurance certificates and endorsements. 


 


Insurance Certificates and Endorsements can also be mailed to: City of Garden Grove 


                         Attention: Sandra Segawa 


                    Purchasing Division 


          11222 Acacia Parkway 


          Garden Grove, CA 92840 


 


NOTE: All insurance certificates and endorsements must be received by the City of 


Garden Grove Purchasing Division within ten (10) City working days of the original 


request or the City reserves the right to proceed with the next lowest responsible 


bidder or the next highest scoring proposer in the process. 
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APPENDIX G – CLIENT REFERENCES 
 


Please list five (5) references for ERP implementations that most closely reflect the scope 
of work as described in this RFP. Customer sites should be using the same major version 
of the software being proposed to the City, similar in scope and complexity, and 
geographically close the City if possible.  At least three (3) of the references should be 
for sites at which the software has been fully implemented within the past 5 years. 
 
The City prefers references for previous implementation of the same base version that 
will be proposed for the City (i.e. if the Vendor is proposing version 11.5, references for 
versions 11.0 thru 11.5 would be preferred).  
 


REFERENCE #1 


Project Name & Location 


 


 


Completion Date  


(Original and Actual. If 


different, please explain 


cause 


 


Project Owners Name & 


Address 


 


 


Project Owner’s Contact 


Person, Title, Telephone 


number, and email address 


 


 


Estimated Cost for Entire 


Project 


 


 


Estimated Cost for Work 


Which Firm was/is 


Responsible 


 


 


Scope of Entire Project 


 (Please give quantitative 


indications wherever 


possible) 
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REFERENCE #2 


Project Name & Location 


 


 


Completion Date  


(Original and Actual. If 


different, please explain 


cause  


 


 


Project Owners Name & 


Address 


 


 


Project Owner’s Contact 


Person, Title, Telephone 


number, and email address 


 


 


Estimated Cost for Entire 


Project 


 


 


Estimated Cost for Work 


Which Firm was/is 


Responsible 


 


 


Scope of Entire Project 


 (Please give quantitative 


indications wherever 


possible) 
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REFERENCE #3 


Project Name & Location 


 


 


Completion Date  


(Original and Actual. If 


different, please explain 


cause  


 


 


Project Owners Name & 


Address 


 


 


Project Owner’s Contact 


Person, Title, Telephone 


number, and email address 


 


 


Estimated Cost for Entire 


Project 


 


 


Estimated Cost for Work 


Which Firm was/is 


Responsible 


 


 


Scope of Entire Project 


 (Please give quantitative 


indications wherever 


possible) 
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REFERENCE #4 


Project Name & Location 


 


 


Completion Date  


(Original and Actual. If 


different, please explain 


cause  


 


 


Project Owners Name & 


Address 


 


 


Project Owner’s Contact 


Person, Title, Telephone 


number, and email address 


 


 


Estimated Cost for Entire 


Project 


 


 


Estimated Cost for Work 


Which Firm was/is 


Responsible 


 


 


Scope of Entire Project 


 (Please give quantitative 


indications wherever 


possible) 
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REFERENCE #5 


Project Name & Location 


 


 


Completion Date  


(Original and Actual. If 


different, please explain 


cause  


 


 


Project Owners Name & 


Address 


 


 


Project Owner’s Contact 


Person, Title, Telephone 


number, and email address 


 


 


Estimated Cost for Entire 


Project 


 


 


Estimated Cost for Work 


Which Firm was/is 


Responsible 


 


 


Scope of Entire Project 


 (Please give quantitative 


indications wherever 


possible) 


 


 


 








Form    W-9
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 


Request for Taxpayer 
Identification Number and Certification


Give Form to the  
requester. Do not 
send to the IRS.
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2.


1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.


2  Business name/disregarded entity name, if different from above


3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 


Individual/sole proprietor or   
single-member LLC


 C Corporation S Corporation Partnership Trust/estate


Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶  


Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 


Other (see instructions) ▶ 


4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):
Exempt payee code (if any)


Exemption from FATCA reporting


 code (if any)
(Applies to accounts maintained outside the U.S.)


5  Address (number, street, and apt. or suite no.)


6  City, state, and ZIP code


Requester’s name and address (optional)


7  List account number(s) here (optional)


Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.


Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.


Social security number


– –


or
Employer identification number 


–


Part II Certification
Under penalties of perjury, I certify that:


1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and


2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and


3.  I am a U.S. citizen or other U.S. person (defined below); and


4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.


Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3.


Sign 
Here


Signature of 
U.S. person ▶ Date ▶


General Instructions
Section references are to the Internal Revenue Code unless otherwise noted.


Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9.


Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayer identification number (TIN) 
which may be your social security number (SSN), individual taxpayer identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identification number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following:


• Form 1099-INT (interest earned or paid)


• Form 1099-DIV (dividends, including those from stocks or mutual funds)


• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)


• Form 1099-B (stock or mutual fund sales and certain other transactions by 
brokers)


• Form 1099-S (proceeds from real estate transactions)


• Form 1099-K (merchant card and third party network transactions)


• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T 
(tuition)


• Form 1099-C (canceled debt)


• Form 1099-A (acquisition or abandonment of secured property)


Use Form W-9 only if you are a U.S. person (including a resident alien), to 
provide your correct TIN. 


If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withholding. See What is backup withholding? on page 2.


By signing the filled-out form, you: 


1. Certify that the TIN you are giving is correct (or you are waiting for a number 
to be issued),


2. Certify that you are not subject to backup withholding, or


3. Claim exemption from backup withholding if you are a U.S. exempt payee. If 
applicable, you are also certifying that as a U.S. person, your allocable share of 
any partnership income from a U.S. trade or business is not subject to the 
withholding tax on foreign partners' share of effectively connected income, and 


4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on 
page 2 for further information.


Cat. No. 10231X Form W-9 (Rev. 12-2014)
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Note. If you are a U.S. person and a requester gives you a form other than Form 
W-9 to request your TIN, you must use the requester’s form if it is substantially 
similar to this Form W-9.


Definition of a U.S. person. For federal tax purposes, you are considered a U.S. 
person if you are:


• An individual who is a U.S. citizen or U.S. resident alien;


• A partnership, corporation, company, or association created or organized in the 
United States or under the laws of the United States;


• An estate (other than a foreign estate); or


• A domestic trust (as defined in Regulations section 301.7701-7).


Special rules for partnerships. Partnerships that conduct a trade or business in 
the United States are generally required to pay a withholding tax under section 
1446 on any foreign partners’ share of effectively connected taxable income from 
such business. Further, in certain cases where a Form W-9 has not been received, 
the rules under section 1446 require a partnership to presume that a partner is a 
foreign person, and pay the section 1446 withholding tax. Therefore, if you are a 
U.S. person that is a partner in a partnership conducting a trade or business in the 
United States, provide Form W-9 to the partnership to establish your U.S. status 
and avoid section 1446 withholding on your share of partnership income.


In the cases below, the following person must give Form W-9 to the partnership 
for purposes of establishing its U.S. status and avoiding withholding on its 
allocable share of net income from the partnership conducting a trade or business 
in the United States:


• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the 
disregarded entity and not the entity;


• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, 
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and


• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a 
grantor trust) and not the beneficiaries of the trust.


Foreign person. If you are a foreign person or the U.S. branch of a foreign bank 
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use 
the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax 
on Nonresident Aliens and Foreign Entities).


Nonresident alien who becomes a resident alien. Generally, only a nonresident 
alien individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on 
certain types of income. However, most tax treaties contain a provision known as 
a “saving clause.” Exceptions specified in the saving clause may permit an 
exemption from tax to continue for certain types of income even after the payee 
has otherwise become a U.S. resident alien for tax purposes.


If you are a U.S. resident alien who is relying on an exception contained in the 
saving clause of a tax treaty to claim an exemption from U.S. tax on certain types 
of income, you must attach a statement to Form W-9 that specifies the following 
five items:


1. The treaty country. Generally, this must be the same treaty under which you 
claimed exemption from tax as a nonresident alien.


2. The treaty article addressing the income.


3. The article number (or location) in the tax treaty that contains the saving 
clause and its exceptions.


4. The type and amount of income that qualifies for the exemption from tax.


5. Sufficient facts to justify the exemption from tax under the terms of the treaty 
article.


Example. Article 20 of the U.S.-China income tax treaty allows an exemption 
from tax for scholarship income received by a Chinese student temporarily present 
in the United States. Under U.S. law, this student will become a resident alien for 
tax purposes if his or her stay in the United States exceeds 5 calendar years. 
However, paragraph 2 of the first Protocol to the U.S.-China treaty (dated April 30, 
1984) allows the provisions of Article 20 to continue to apply even after the 
Chinese student becomes a resident alien of the United States. A Chinese student 
who qualifies for this exception (under paragraph 2 of the first protocol) and is 
relying on this exception to claim an exemption from tax on his or her scholarship 
or fellowship income would attach to Form W-9 a statement that includes the 
information described above to support that exemption.


If you are a nonresident alien or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233.


Backup Withholding
What is backup withholding? Persons making certain payments to you must 
under certain conditions withhold and pay to the IRS 28% of such payments. This 
is called “backup withholding.”  Payments that may be subject to backup 
withholding include interest, tax-exempt interest, dividends, broker and barter 
exchange transactions, rents, royalties, nonemployee pay, payments made in 
settlement of payment card and third party network transactions, and certain 
payments from fishing boat operators. Real estate transactions are not subject to 
backup withholding.


You will not be subject to backup withholding on payments you receive if you 
give the requester your correct TIN, make the proper certifications, and report all 
your taxable interest and dividends on your tax return.


Payments you receive will be subject to backup withholding if: 


1. You do not furnish your TIN to the requester,


2. You do not certify your TIN when required (see the Part II instructions on page 
3 for details),


3. The IRS tells the requester that you furnished an incorrect TIN,


4. The IRS tells you that you are subject to backup withholding because you did 
not report all your interest and dividends on your tax return (for reportable interest 
and dividends only), or


5. You do not certify to the requester that you are not subject to backup 
withholding under 4 above (for reportable interest and dividend accounts opened 
after 1983 only).


Certain payees and payments are exempt from backup withholding. See Exempt 
payee code on page 3 and the separate Instructions for the Requester of Form 
W-9 for more information.


Also see Special rules for partnerships above.


What is FATCA reporting?
The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign 
financial institution to report all United States account holders that are specified 
United States persons. Certain payees are exempt from FATCA reporting. See 
Exemption from FATCA reporting code on page 3 and the Instructions for the 
Requester of Form W-9 for more information.


Updating Your Information
You must provide updated information to any person to whom you claimed to be 
an exempt payee if you are no longer an exempt payee and anticipate receiving 
reportable payments in the future from this person. For example, you may need to 
provide updated information if you are a C corporation that elects to be an S 
corporation, or if you no longer are tax exempt. In addition, you must furnish a new 
Form W-9 if the name or TIN changes for the account; for example, if the grantor 
of a grantor trust dies.


Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a requester, you are 
subject to a penalty of $50 for each such failure unless your failure is due to 
reasonable cause and not to willful neglect.


Civil penalty for false information with respect to withholding. If you make a 
false statement with no reasonable basis that results in no backup withholding, 
you are subject to a $500 penalty.


Criminal penalty for falsifying information. Willfully falsifying certifications or 
affirmations may subject you to criminal penalties including fines and/or 
imprisonment.


Misuse of TINs. If the requester discloses or uses TINs in violation of federal law, 
the requester may be subject to civil and criminal penalties.


Specific Instructions
Line 1
You must enter one of the following on this line; do not leave this line blank. The 
name should match the name on your tax return.


If this Form W-9 is for a joint account, list first, and then circle, the name of the 
person or entity whose number you entered in Part I of Form W-9.


a.  Individual. Generally, enter the name shown on your tax return. If you have 
changed your last name without informing the Social Security Administration (SSA) 
of the name change, enter your first name, the last name as shown on your social 
security card, and your new last name.  


Note. ITIN applicant: Enter your individual name as it was entered on your Form 
W-7 application, line 1a. This should also be the same as the name you entered on 
the Form 1040/1040A/1040EZ you filed with your application.


b.  Sole proprietor or single-member LLC. Enter your individual name as 
shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade, 
or “doing business as” (DBA) name on line 2.


c.  Partnership, LLC that is not a single-member LLC, C Corporation, or S 
Corporation. Enter the entity's name as shown on the entity's tax return on line 1 
and any business, trade, or DBA name on line 2.


d.  Other entities. Enter your name as shown on required U.S. federal tax 
documents on line 1. This name should match the name shown on the charter or 
other legal document creating the entity. You may enter any business, trade, or 
DBA name on line 2.


e.  Disregarded entity. For U.S. federal tax purposes, an entity that is 
disregarded as an entity separate from its owner is treated as a “disregarded 
entity.”  See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on 
line 1. The name of the entity entered on line 1 should never be a disregarded 
entity. The name on line 1 should be the name shown on the income tax return on 
which the income should be reported. For example, if a foreign LLC that is treated 
as a disregarded entity for U.S. federal tax purposes has a single owner that is a 
U.S. person, the U.S. owner's name is required to be provided on line 1. If the 
direct owner of the entity is also a disregarded entity, enter the first owner that is 
not disregarded for federal tax purposes. Enter the disregarded entity's name on 
line 2, “Business name/disregarded entity name.” If the owner of the disregarded 
entity is a foreign person, the owner must complete an appropriate Form W-8 
instead of a Form W-9.  This is the case even if the foreign person has a U.S. TIN. 
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Line 2
If you have a business name, trade name, DBA name, or disregarded entity name, 
you may enter it on line 2.


Line 3
Check the appropriate box in line 3 for the U.S. federal tax classification of the 
person whose name is entered on line 1. Check only one box in line 3.


Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a 
partnership for U.S. federal tax purposes, check the “Limited Liability Company” 
box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to 
be taxed as a corporation, check the “Limited Liability Company” box and in the 
space provided enter “C” for C corporation or “S” for S corporation. If it is a   
single-member LLC that is a disregarded entity, do not check the “Limited Liability 
Company” box; instead check the first box in line 3 “Individual/sole proprietor or 
single-member LLC.”


Line 4, Exemptions
If you are exempt from backup withholding and/or FATCA reporting, enter in the 
appropriate space in line 4 any code(s) that may apply to you.


Exempt payee code.
•  Generally, individuals (including sole proprietors) are not exempt from backup 
withholding.


•  Except as provided below, corporations are exempt from backup withholding 
for certain payments, including interest and dividends.


•  Corporations are not exempt from backup withholding for payments made in 
settlement of payment card or third party network transactions.


•  Corporations are not exempt from backup withholding with respect to attorneys' 
fees or gross proceeds paid to attorneys, and corporations that provide medical or 
health care services are not exempt with respect to payments reportable on Form 
1099-MISC.


The following codes identify payees that are exempt from backup withholding. 
Enter the appropriate code in the space in line 4.


1—An organization exempt from tax under section 501(a), any IRA, or a 
custodial account under section 403(b)(7) if the account satisfies the requirements 
of section 401(f)(2)


2—The United States or any of its agencies or instrumentalities


3—A state, the District of Columbia, a U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities


4—A foreign government or any of its political subdivisions, agencies, or 
instrumentalities 


5—A corporation


6—A dealer in securities or commodities required to register in the United 
States, the District of Columbia, or a U.S. commonwealth or possession 


7—A futures commission merchant registered with the Commodity Futures 
Trading Commission


8—A real estate investment trust


9—An entity registered at all times during the tax year under the Investment 
Company Act of 1940


10—A common trust fund operated by a bank under section 584(a)


11—A financial institution


12—A middleman known in the investment community as a nominee or 
custodian


13—A trust exempt from tax under section 664 or described in section 4947


The following chart shows types of payments that may be exempt from backup 
withholding. The chart applies to the exempt payees listed above, 1 through 13.


IF the payment is for . . . THEN the payment is exempt for . . .


Interest and dividend payments All exempt payees except 
for 7


Broker transactions Exempt payees 1 through 4 and 6 
through 11 and all C corporations. S 
corporations must not enter an exempt 
payee code because they are exempt 
only for sales of noncovered securities 
acquired prior to 2012. 


Barter exchange transactions and 
patronage dividends


Exempt payees 1 through 4


Payments over $600 required to be 
reported and direct sales over $5,0001


Generally, exempt payees 
1 through 52


Payments made in settlement of 
payment card or third party network 
transactions 


Exempt payees 1 through 4


1 See Form 1099-MISC, Miscellaneous Income, and its instructions.


2 However, the following payments made to a corporation and reportable on Form 
1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney reportable under 
section 6045(f), and payments for services paid by a federal executive agency.


Exemption from FATCA reporting code. The following codes identify payees 
that are exempt from reporting under FATCA. These codes apply to persons 
submitting this form for accounts maintained outside of the United States by 
certain foreign financial institutions. Therefore, if you are only submitting this form 
for an account you hold in the United States, you may leave this field blank. 
Consult with the person requesting this form if you are uncertain if the financial 
institution is subject to these requirements. A requester may indicate that a code is 
not required by providing you with a Form W-9 with “Not Applicable” (or any 
similar indication) written or printed on the line for a FATCA exemption code.


A—An organization exempt from tax under section 501(a) or any individual 
retirement plan as defined in section 7701(a)(37)


B—The United States or any of its agencies or instrumentalities


C—A state, the District of Columbia, a U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities


D—A corporation the stock of which is regularly traded on one or more 
established securities markets, as described in Regulations section         
1.1472-1(c)(1)(i)


E—A corporation that is a member of the same expanded affiliated group as a 
corporation described in Regulations section 1.1472-1(c)(1)(i)


F—A dealer in securities, commodities, or derivative financial instruments 
(including notional principal contracts, futures, forwards, and options) that is 
registered as such under the laws of the United States or any state


G—A real estate investment trust


H—A regulated investment company as defined in section 851 or an entity 
registered at all times during the tax year under the Investment Company Act of 
1940


I—A common trust fund as defined in section 584(a)


J—A bank as defined in section 581


K—A broker


L—A trust exempt from tax under section 664 or described in section 4947(a)(1)


M—A tax exempt trust under a section 403(b) plan or section 457(g) plan


Note. You may wish to consult with the financial institution requesting this form to 
determine whether the FATCA code and/or exempt payee code should be 
completed.


Line 5
Enter your address (number, street, and apartment or suite number). This is where 
the requester of this Form W-9 will mail your information returns.


Line 6
Enter your city, state, and ZIP code.


Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and you do not 
have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer 
identification number (ITIN). Enter it in the social security number box. If you do not 
have an ITIN, see How to get a TIN below.


If you are a sole proprietor and you have an EIN, you may enter either your SSN 
or EIN. However, the IRS prefers that you use your SSN.


If you are a single-member LLC that is disregarded as an entity separate from its 
owner (see Limited Liability Company (LLC) on this page), enter the owner’s SSN 
(or EIN, if the owner has one). Do not enter the disregarded entity’s EIN. If the LLC 
is classified as a corporation or partnership, enter the entity’s EIN.


Note. See the chart on page 4 for further clarification of name and TIN 
combinations.


How to get a TIN. If you do not have a TIN, apply for one immediately. To apply 
for an SSN, get Form SS-5, Application for a Social Security Card, from your local 
SSA office or get this form online at www.ssa.gov. You may also get this form by 
calling 1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or Form SS-4, Application for Employer 
Identification Number, to apply for an EIN. You can apply for an EIN online by 
accessing the IRS website at www.irs.gov/businesses and clicking on Employer 
Identification Number (EIN) under Starting a Business. You can get Forms W-7 and 
SS-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM 
(1-800-829-3676).


If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN 
and write “Applied For” in the space for the TIN, sign and date the form, and give it 
to the requester. For interest and dividend payments, and certain payments made 
with respect to readily tradable instruments, generally you will have 60 days to get 
a TIN and give it to the requester before you are subject to backup withholding on 
payments. The 60-day rule does not apply to other types of payments. You will be 
subject to backup withholding on all such payments until you provide your TIN to 
the requester.


Note. Entering “Applied For” means that you have already applied for a TIN or that 
you intend to apply for one soon.


Caution: A disregarded U.S. entity that has a foreign owner must use the 
appropriate Form W-8.







Form W-9 (Rev. 12-2014) Page 4 


Part II. Certification
To establish to the withholding agent that you are a U.S. person, or resident alien, 
sign Form W-9. You may be requested to sign by the withholding agent even if 
items 1, 4, or 5 below indicate otherwise.


For a joint account, only the person whose TIN is shown in Part I should sign 
(when required). In the case of a disregarded entity, the person identified on line 1 
must sign. Exempt payees, see Exempt payee code earlier.


Signature requirements. Complete the certification as indicated in items 1 
through 5 below.


1. Interest, dividend, and barter exchange accounts opened before 1984 
and broker accounts considered active during 1983. You must give your 
correct TIN, but you do not have to sign the certification.


2. Interest, dividend, broker, and barter exchange accounts opened after 
1983 and broker accounts considered inactive during 1983. You must sign the 
certification or backup withholding will apply. If you are subject to backup 
withholding and you are merely providing your correct TIN to the requester, you 
must cross out item 2 in the certification before signing the form.


3. Real estate transactions. You must sign the certification. You may cross out 
item 2 of the certification.


4. Other payments. You must give your correct TIN, but you do not have to sign 
the certification unless you have been notified that you have previously given an 
incorrect TIN. “Other payments” include payments made in the course of the 
requester’s trade or business for rents, royalties, goods (other than bills for 
merchandise), medical and health care services (including payments to 
corporations), payments to a nonemployee for services, payments made in 
settlement of payment card and third party network transactions, payments to 
certain fishing boat crew members and fishermen, and gross proceeds paid to 
attorneys (including payments to corporations).


5. Mortgage interest paid by you, acquisition or abandonment of secured 
property, cancellation of debt, qualified tuition program payments (under 
section 529), IRA, Coverdell ESA, Archer MSA or HSA contributions or 
distributions, and pension distributions. You must give your correct TIN, but you 
do not have to sign the certification.


What Name and Number To Give the Requester
For this type of account: Give name and SSN of:


1. Individual The individual
2. Two or more individuals (joint             


account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account1


3. Custodian account of a minor 
 (Uniform Gift to Minors Act)


The minor2


4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law


The grantor-trustee1


The actual owner1


5. Sole proprietorship or disregarded 
entity owned by an individual


The owner3


6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulations section 1.671-4(b)(2)(i)
(A))


The grantor*


For this type of account: Give name and EIN of:


7. Disregarded entity not owned by an 
individual


The owner


8. A valid trust, estate, or pension trust Legal entity4


9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553


The corporation


10. Association, club, religious, 
charitable, educational, or other tax-
exempt organization


The organization


11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee


13. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments


The public entity


14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulations section 1.671-4(b)(2)(i)
(B))


The trust


1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.


2
 Circle the minor’s name and furnish the minor’s SSN.


3
 You must show your individual name and you may also enter your business or DBA name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.


4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 2.


*Note. Grantor also must provide a Form W-9 to trustee of trust.


Note. If no name is circled when more than one name is listed, the number will be 
considered to be that of the first name listed.


Secure Your Tax Records from Identity Theft
Identity theft occurs when someone uses your personal information such as your 
name, SSN, or other identifying information, without your permission, to commit 
fraud or other crimes. An identity thief may use your SSN to get a job or may file a 
tax return using your SSN to receive a refund.


To reduce your risk:


• Protect your SSN,


• Ensure your employer is protecting your SSN, and


• Be careful when choosing a tax preparer.


If your tax records are affected by identity theft and you receive a notice from 
the IRS, respond right away to the name and phone number printed on the IRS 
notice or letter.


If your tax records are not currently affected by identity theft but you think you 
are at risk due to a lost or stolen purse or wallet, questionable credit card activity 
or credit report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit 
Form 14039.


For more information, see Publication 4535, Identity Theft Prevention and Victim 
Assistance.


Victims of identity theft who are experiencing economic harm or a system 
problem, or are seeking help in resolving tax problems that have not been resolved 
through normal channels, may be eligible for Taxpayer Advocate Service (TAS) 
assistance. You can reach TAS by calling the TAS toll-free case intake line at 
1-877-777-4778 or TTY/TDD 1-800-829-4059.


Protect yourself from suspicious emails or phishing schemes.  Phishing is the 
creation and use of email and websites designed to mimic legitimate business 
emails and websites. The most common act is sending an email to a user falsely 
claiming to be an established legitimate enterprise in an attempt to scam the user 
into surrendering private information that will be used for identity theft.


The IRS does not initiate contacts with taxpayers via emails. Also, the IRS does 
not request personal detailed information through email or ask taxpayers for the 
PIN numbers, passwords, or similar secret access information for their credit card, 
bank, or other financial accounts.


If you receive an unsolicited email claiming to be from the IRS, forward this 
message to phishing@irs.gov. You may also report misuse of the IRS name, logo, 
or other IRS property to the Treasury Inspector General for Tax Administration 
(TIGTA) at 1-800-366-4484. You can forward suspicious emails to the Federal 
Trade Commission at: spam@uce.gov or contact them at www.ftc.gov/idtheft or 
1-877-IDTHEFT (1-877-438-4338).


Visit IRS.gov to learn more about identity theft and how to reduce your risk.


Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct 
TIN to persons (including federal agencies) who are required to file information 
returns with the IRS to report interest, dividends, or certain other income paid to 
you; mortgage interest you paid; the acquisition or abandonment of secured 
property; the cancellation of debt; or contributions you made to an IRA, Archer 
MSA, or HSA. The person collecting this form uses the information on the form to 
file information returns with the IRS, reporting the above information. Routine uses 
of this information include giving it to the Department of Justice for civil and 
criminal litigation and to cities, states, the District of Columbia, and U.S. 
commonwealths and possessions for use in administering their laws. The 
information also may be disclosed to other countries under a treaty, to federal and 
state agencies to enforce civil and criminal laws, or to federal law enforcement and 
intelligence agencies to combat terrorism. You must provide your TIN whether or 
not you are required to file a tax return. Under section 3406, payers must generally 
withhold a percentage of taxable interest, dividend, and certain other payments to 
a payee who does not give a TIN to the payer. Certain penalties may also apply for 
providing false or fraudulent information.
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Request for Taxpayer
Identification Number and Certification

Give Form to the 
requester. Do not
send to the IRS.

Print or typeSee Specific Instructions on page 2.

3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 

Individual/sole proprietor or   single-member LLC

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for the tax classification of the single-member owner. 

4  Exemptions (codes apply only to certain entities, not individuals; see instructions on page 3):

Exemption from FATCA reporting

(Applies to accounts maintained outside the U.S.)

Part I

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid backup withholding. For individuals, this is generally your social security number (SSN). However, for a resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other entities, it is your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3.

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for guidelines on whose number to enter.

Social security number

–

–

or

Employer identification number 

–

Part II

Certification

Under penalties of perjury, I certify that:

1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and

2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am no longer subject to backup withholding; and

3.  I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions on page 3.

Sign
Here

Signature ofU.S. person ▶

Date ▶

General Instructions

Section references are to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an information return with the IRS must obtain your correct taxpayer identification number (TIN) which may be your social security number (SSN), individual taxpayer identification number (ITIN), adoption taxpayer identification number (ATIN), or employer identification number (EIN), to report on an information return the amount paid to you, or other amount reportable on an information return. Examples of information returns include, but are not limited to, the following:

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

• Form 1099-B (stock or mutual fund sales and certain other transactions by brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T (tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might be subject to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you: 

1. Certify that the TIN you are giving is correct (or you are waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt payee. If applicable, you are also certifying that as a U.S. person, your allocable share of any partnership income from a U.S. trade or business is not subject to the withholding tax on foreign partners' share of effectively connected income, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are exempt from the FATCA reporting, is correct. See What is FATCA reporting? on page 2 for further information.
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Note. If you are a U.S. person and a requester gives you a form other than Form W-9 to request your TIN, you must use the requester’s form if it is substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are considered a U.S. person if you are:

• An individual who is a U.S. citizen or U.S. resident alien;

• A partnership, corporation, company, or association created or organized in the United States or under the laws of the United States;

• An estate (other than a foreign estate); or

• A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or business in the United States are generally required to pay a withholding tax under section 1446 on any foreign partners’ share of effectively connected taxable income from such business. Further, in certain cases where a Form W-9 has not been received, the rules under section 1446 require a partnership to presume that a partner is a foreign person, and pay the section 1446 withholding tax. Therefore, if you are a U.S. person that is a partner in a partnership conducting a trade or business in the United States, provide Form W-9 to the partnership to establish your U.S. status and avoid section 1446 withholding on your share of partnership income.

In the cases below, the following person must give Form W-9 to the partnership for purposes of establishing its U.S. status and avoiding withholding on its allocable share of net income from the partnership conducting a trade or business in the United States:

• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the disregarded entity and not the entity;

• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and

• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a foreign bank that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a nonresident alien individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on certain types of income. However, most tax treaties contain a provision known as a “saving clause.” Exceptions specified in the saving clause may permit an exemption from tax to continue for certain types of income even after the payee has otherwise become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception contained in the saving clause of a tax treaty to claim an exemption from U.S. tax on certain types of income, you must attach a statement to Form W-9 that specifies the following five items:

1. The treaty country. Generally, this must be the same treaty under which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption from tax.

5. Sufficient facts to justify the exemption from tax under the terms of the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an exemption from tax for scholarship income received by a Chinese student temporarily present in the United States. Under U.S. law, this student will become a resident alien for tax purposes if his or her stay in the United States exceeds 5 calendar years. However, paragraph 2 of the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows the provisions of Article 20 to continue to apply even after the Chinese student becomes a resident alien of the United States. A Chinese student who qualifies for this exception (under paragraph 2 of the first protocol) and is relying on this exception to claim an exemption from tax on his or her scholarship or fellowship income would attach to Form W-9 a statement that includes the information described above to support that exemption.

If you are a nonresident alien or a foreign entity, give the requester the appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you must under certain conditions withhold and pay to the IRS 28% of such payments. This is called “backup withholding.”  Payments that may be subject to backup withholding include interest, tax-exempt interest, dividends, broker and barter exchange transactions, rents, royalties, nonemployee pay, payments made in settlement of payment card and third party network transactions, and certain payments from fishing boat operators. Real estate transactions are not subject to backup withholding.

You will not be subject to backup withholding on payments you receive if you give the requester your correct TIN, make the proper certifications, and report all your taxable interest and dividends on your tax return.

Payments you receive will be subject to backup withholding if: 

1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part II instructions on page 3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding because you did not report all your interest and dividends on your tax return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to backup withholding under 4 above (for reportable interest and dividend accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding. See Exempt payee code on page 3 and the separate Instructions for the Requester of Form W-9 for more information.

Also see Special rules for partnerships above.

What is FATCA reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign financial institution to report all United States account holders that are specified United States persons. Certain payees are exempt from FATCA reporting. See Exemption from FATCA reporting code on page 3 and the Instructions for the Requester of Form W-9 for more information.

Updating Your Information

You must provide updated information to any person to whom you claimed to be an exempt payee if you are no longer an exempt payee and anticipate receiving reportable payments in the future from this person. For example, you may need to provide updated information if you are a C corporation that elects to be an S corporation, or if you no longer are tax exempt. In addition, you must furnish a new Form W-9 if the name or TIN changes for the account; for example, if the grantor of a grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a requester, you are subject to a penalty of $50 for each such failure unless your failure is due to reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you make a false statement with no reasonable basis that results in no backup withholding, you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying certifications or affirmations may subject you to criminal penalties including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account, list first, and then circle, the name of the person or entity whose number you entered in Part I of Form W-9.

a.  Individual. Generally, enter the name shown on your tax return. If you have changed your last name without informing the Social Security Administration (SSA) of the name change, enter your first name, the last name as shown on your social security card, and your new last name.  

Note. ITIN applicant: Enter your individual name as it was entered on your Form W-7 application, line 1a. This should also be the same as the name you entered on the Form 1040/1040A/1040EZ you filed with your application.

b.  Sole proprietor or single-member LLC. Enter your individual name as shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade, or “doing business as” (DBA) name on line 2.

c.  Partnership, LLC that is not a single-member LLC, C Corporation, or S Corporation. Enter the entity's name as shown on the entity's tax return on line 1 and any business, trade, or DBA name on line 2.

d.  Other entities. Enter your name as shown on required U.S. federal tax documents on line 1. This name should match the name shown on the charter or other legal document creating the entity. You may enter any business, trade, or DBA name on line 2.

e.  Disregarded entity. For U.S. federal tax purposes, an entity that is disregarded as an entity separate from its owner is treated as a “disregarded entity.”  See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on line 1. The name of the entity entered on line 1 should never be a disregarded entity. The name on line 1 should be the name shown on the income tax return on which the income should be reported. For example, if a foreign LLC that is treated as a disregarded entity for U.S. federal tax purposes has a single owner that is a U.S. person, the U.S. owner's name is required to be provided on line 1. If the direct owner of the entity is also a disregarded entity, enter the first owner that is not disregarded for federal tax purposes. Enter the disregarded entity's name on line 2, “Business name/disregarded entity name.” If the owner of the disregarded entity is a foreign person, the owner must complete an appropriate Form W-8 instead of a Form W-9.  This is the case even if the foreign person has a U.S. TIN. 
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Line 2

If you have a business name, trade name, DBA name, or disregarded entity name, you may enter it on line 2.

Line 3

Check the appropriate box in line 3 for the U.S. federal tax classification of the person whose name is entered on line 1. Check only one box in line 3.

Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a partnership for U.S. federal tax purposes, check the “Limited Liability Company” box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to be taxed as a corporation, check the “Limited Liability Company” box and in the space provided enter “C” for C corporation or “S” for S corporation. If it is a   single-member LLC that is a disregarded entity, do not check the “Limited Liability Company” box; instead check the first box in line 3 “Individual/sole proprietor or single-member LLC.”

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting, enter in the appropriate space in line 4 any code(s) that may apply to you.

Exempt payee code.

•  Generally, individuals (including sole proprietors) are not exempt from backup withholding.

•  Except as provided below, corporations are exempt from backup withholding for certain payments, including interest and dividends.

•  Corporations are not exempt from backup withholding for payments made in settlement of payment card or third party network transactions.

•  Corporations are not exempt from backup withholding with respect to attorneys' fees or gross proceeds paid to attorneys, and corporations that provide medical or health care services are not exempt with respect to payments reportable on Form 1099-MISC.

The following codes identify payees that are exempt from backup withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or a custodial account under section 403(b)(7) if the account satisfies the requirements of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities

3—A state, the District of Columbia, a U.S. commonwealth or possession, or any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies, or instrumentalities 

5—A corporation

6—A dealer in securities or commodities required to register in the United States, the District of Columbia, or a U.S. commonwealth or possession 

7—A futures commission merchant registered with the Commodity Futures Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)

11—A financial institution

12—A middleman known in the investment community as a nominee or custodian

13—A trust exempt from tax under section 664 or described in section 4947

The following chart shows types of payments that may be exempt from backup withholding. The chart applies to the exempt payees listed above, 1 through 13.

IF the payment is for . . .

THEN the payment is exempt for . . .

Interest and dividend payments

All exempt payees except
for 7

Broker transactions

Exempt payees 1 through 4 and 6 through 11 and all C corporations. S corporations must not enter an exempt payee code because they are exempt only for sales of noncovered securities acquired prior to 2012. 

Barter exchange transactions and patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be reported and direct sales over $5,0001

Generally, exempt payees1 through 52

Payments made in settlement of payment card or third party network transactions 

Exempt payees 1 through 4

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.

2 However, the following payments made to a corporation and reportable on Form 1099-MISC are not exempt from backup withholding: medical and health care payments, attorneys' fees, gross proceeds paid to an attorney reportable under section 6045(f), and payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify payees that are exempt from reporting under FATCA. These codes apply to persons submitting this form for accounts maintained outside of the United States by certain foreign financial institutions. Therefore, if you are only submitting this form for an account you hold in the United States, you may leave this field blank. Consult with the person requesting this form if you are uncertain if the financial institution is subject to these requirements. A requester may indicate that a code is not required by providing you with a Form W-9 with “Not Applicable” (or any similar indication) written or printed on the line for a FATCA exemption code.

A—An organization exempt from tax under section 501(a) or any individual retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.S. commonwealth or possession, or any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or more established securities markets, as described in Regulations section         1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated group as a corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial instruments (including notional principal contracts, futures, forwards, and options) that is registered as such under the laws of the United States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an entity registered at all times during the tax year under the Investment Company Act of 1940

I—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

Note. You may wish to consult with the financial institution requesting this form to determine whether the FATCA code and/or exempt payee code should be completed.

Line 5

Enter your address (number, street, and apartment or suite number). This is where the requester of this Form W-9 will mail your information returns.

Line 6

Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and you do not have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer identification number (ITIN). Enter it in the social security number box. If you do not have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may enter either your SSN or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity separate from its owner (see Limited Liability Company (LLC) on this page), enter the owner’s SSN (or EIN, if the owner has one). Do not enter the disregarded entity’s EIN. If the LLC is classified as a corporation or partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. To apply for an SSN, get Form SS-5, Application for a Social Security Card, from your local SSA office or get this form online at www.ssa.gov. You may also get this form by calling 1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer Identification Number, to apply for an ITIN, or Form SS-4, Application for Employer Identification Number, to apply for an EIN. You can apply for an EIN online by accessing the IRS website at www.irs.gov/businesses and clicking on Employer Identification Number (EIN) under Starting a Business. You can get Forms W-7 and SS-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN and write “Applied For” in the space for the TIN, sign and date the form, and give it to the requester. For interest and dividend payments, and certain payments made with respect to readily tradable instruments, generally you will have 60 days to get a TIN and give it to the requester before you are subject to backup withholding on payments. The 60-day rule does not apply to other types of payments. You will be subject to backup withholding on all such payments until you provide your TIN to the requester.

Note. Entering “Applied For” means that you have already applied for a TIN or that you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use the appropriate Form W-8.
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Part II. Certification

To establish to the withholding agent that you are a U.S. person, or resident alien, sign Form W-9. You may be requested to sign by the withholding agent even if items 1, 4, or 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in Part I should sign (when required). In the case of a disregarded entity, the person identified on line 1 must sign. Exempt payees, see Exempt payee code earlier.

Signature requirements. Complete the certification as indicated in items 1 through 5 below.

1. Interest, dividend, and barter exchange accounts opened before 1984 and broker accounts considered active during 1983. You must give your correct TIN, but you do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange accounts opened after 1983 and broker accounts considered inactive during 1983. You must sign the certification or backup withholding will apply. If you are subject to backup withholding and you are merely providing your correct TIN to the requester, you must cross out item 2 in the certification before signing the form.

3. Real estate transactions. You must sign the certification. You may cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but you do not have to sign the certification unless you have been notified that you have previously given an incorrect TIN. “Other payments” include payments made in the course of the requester’s trade or business for rents, royalties, goods (other than bills for merchandise), medical and health care services (including payments to corporations), payments to a nonemployee for services, payments made in settlement of payment card and third party network transactions, payments to certain fishing boat crew members and fishermen, and gross proceeds paid to attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of secured property, cancellation of debt, qualified tuition program payments (under section 529), IRA, Coverdell ESA, Archer MSA or HSA contributions or distributions, and pension distributions. You must give your correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account:

Give name and SSN of:

1. Individual

The individual

2. Two or more individuals (joint               account)

The actual owner of the account or,if combined funds, the firstindividual on the account1

3. Custodian account of a minor
 (Uniform Gift to Minors Act)

The minor2

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not a legal or valid trust under
state law

The grantor-trustee1

The actual owner1

5. Sole proprietorship or disregarded entity owned by an individual

The owner3

6. Grantor trust filing under Optional Form 1099 Filing Method 1 (see Regulations section 1.671-4(b)(2)(i)(A))

The grantor*

For this type of account:

Give name and EIN of:

7. Disregarded entity not owned by an individual

The owner

8. A valid trust, estate, or pension trust

Legal entity4

9. Corporation or LLC electing
corporate status on Form 8832 or Form 2553

The corporation

10. Association, club, religious, charitable, educational, or other tax-exempt organization

The organization

11. Partnership or multi-member LLC

The partnership

12. A broker or registered nominee

The broker or nominee

13. Account with the Department of Agriculture in the name of a public entity (such as a state or local government, school district, or prison) that receives agricultural program payments

The public entity

14. Grantor trust filing under the Form 1041 Filing Method or the Optional Form 1099 Filing Method 2 (see Regulations section 1.671-4(b)(2)(i)(B))

The trust

1 List first and circle the name of the person whose number you furnish. If only one person on a joint account has an SSN, that person’s number must be furnished.

2 Circle the minor’s name and furnish the minor’s SSN.

3 You must show your individual name and you may also enter your business or DBA name on the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you have one), but the IRS encourages you to use your SSN.

4 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the personal representative or trustee unless the legal entity itself is not designated in the account title.) Also see  Special rules for partnerships on page 2.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

Note. If no name is circled when more than one name is listed, the number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

Identity theft occurs when someone uses your personal information such as your name, SSN, or other identifying information, without your permission, to commit fraud or other crimes. An identity thief may use your SSN to get a job or may file a tax return using your SSN to receive a refund.

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a notice from the IRS, respond right away to the name and phone number printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you think you are at risk due to a lost or stolen purse or wallet, questionable credit card activity or credit report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit Form 14039.

For more information, see Publication 4535, Identity Theft Prevention and Victim Assistance.

Victims of identity theft who are experiencing economic harm or a system problem, or are seeking help in resolving tax problems that have not been resolved through normal channels, may be eligible for Taxpayer Advocate Service (TAS) assistance. You can reach TAS by calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  Phishing is the creation and use of email and websites designed to mimic legitimate business emails and websites. The most common act is sending an email to a user falsely claiming to be an established legitimate enterprise in an attempt to scam the user into surrendering private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the IRS does not request personal detailed information through email or ask taxpayers for the PIN numbers, passwords, or similar secret access information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, forward this message to phishing@irs.gov. You may also report misuse of the IRS name, logo, or other IRS property to the Treasury Inspector General for Tax Administration (TIGTA) at 1-800-366-4484. You can forward suspicious emails to the Federal Trade Commission at: spam@uce.gov or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT (1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District of Columbia, and U.S. commonwealths and possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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SOFTWARE LICENSE, IMPLEMENTATION AND SUPPORT AND MAINTENANCE 


AGREEMENT 


 


THIS AGREEMENT made as of _____ day of __________, 2018. 


BETWEEN: 


CITY OF GARDEN GROVE 


(“Customer” or “City”) 


- and - 


___________________ 


(“Consultant”) 


RECITALS 


1. The Consultant owns the Software (as defined below); 


2. The Customer wishes to (a) acquire a license to utilize the Software, (b) retain the 


Consultant to perform the Services (as defined herein), and (c) enter into a support and 


maintenance contract (Schedule “D”). 


3. The Consultant wishes to (a) grant the Customer a license to utilize the Software, and (b) 


provide the Services to the Customer, all upon the terms and conditions set out in this 


Agreement. 


NOW THEREFORE, in consideration of the mutual covenants set out in this 


Agreement and for other good and valuable consideration (the receipt and sufficiency of which is 


hereby acknowledged), the parties agree as follows: 


 


-INTERPRETATION 


 Definitions 


Throughout this Agreement, except as otherwise expressly provided, the 


following words and expressions shall have the following meanings: 


(a) “Agreement”, “this Agreement”, “the Agreement”, “hereof”, “herein”, “hereto”, 


“hereby”, “hereunder” and similar expressions mean this Software License, 


Implementation and Support and Maintenance Agreement, including all of its Schedules 


and all instruments supplementing, amending or confirming this Agreement, including 


Consultant’s Proposal dated __________, incorporated herein by reference.  All 
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references to “Articles” or “Sections” mean and refer to the specified Article or Section 


of this Agreement. 


(b) “Change Order” means any written documentation between the Customer and 


Consultant evidencing their agreement to change particular aspects of this Agreement. 


(c) “Completion of Services” means that the Software is fully operational and performing in 


conformity with the Specifications set out herein.  For purposes of this Agreement, 


Completion of Services will be deemed to have occurred 45 days following the date 


which the Customer commences using the Software as its predominate computerized 


enterprise resources planning system. 


(d) “Data Dictionary” means a current and accurate identification of all fields contained in 


the Software database, consisting of table names, field names, field lengths and 


meaningful field content descriptions which will be supplied via ________[database 


system], on-line reference documentation, and _____ [list other sources of data/terms 


definitions]. 


(e) “Documentation” includes, but is not limited to, user and technical manuals and 


publications, including updates, which describe the purpose and scope and facilitate the 


use of the Software including without limitation, screen and report layouts as well as field 


length and editing characteristics, product information, user manuals, instructions, 


maintenance release notes, Data Dictionary, or use guidelines made available by 


Consultant electronically or otherwise. 


(f) “Designated Computer System” shall mean the Customer’s platform and operating 


system environment which is operating the Software, including any load-balancing, 


backup or disaster recovery systems. 


(g) “Error” means a defect that causes the Software not to function substantially in 


conformance with the Specifications. 


(h) “License” means the non-exclusive license granted to the Customer pursuant to 


Section 2.1 hereof, to configure and install the Software on the Customer’s Designated 


Computer System to enable the Customer’s users to access and use the Software. 


(i) "Modifications" mean any addition to, deletion from or change to the substance or the 


structure of the Software. 


(j) “Project Statement of Work” means the statement of work appended as Schedule “G” 


delineating, among other things, the Services that will be provided by Consultant to 


Customer pursuant to this Agreement, as such schedule may be amended or modified by 


mutual specific written agreement of the parties’ respective representatives from time to 


time in accordance with the terms of this Agreement. 


(k) “Required Programs” has the meaning set out in Section 3.3(b) hereof. 
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(l) “Services” has the meaning set out in Section 3.1 hereof. 


(m) “Software” means the program material in machine-readable or interpreted form, and 


may include, where appropriate, listings of either machine code or source code and 


related materials, including instructions and documentation provided by Consultant to 


Customer, including any such programs provided subsequent to this Agreement, and 


including all copies made by Customer.  The Software to be provided by Consultant at 


the inception of this Agreement is identified on the attached Schedule A.   


(n) “Source” means the source language code of the Software written by the programmers 


thereof. 


(o) “Specifications” means the technical specifications for the Software as established 


herein and in the Documentation accompanying the Software. 


(p) “System Software” means the programs delivered with the Consultant’s Software that 


are developed and maintained by another company other than the Consultant. Also 


referenced as third (3rd) party software. 


(q) “Support and Maintenance Agreement” has the meaning set out in Section 3.4 hereof. 


(r) “Warranty Period” means a period of twelve months from the date of Completion of 


Services, during which time the Consultant shall correct any errors or malfunctions 


reported to the Consultant by the Customer in accordance with Section 6.3 of this 


Agreement. 


 Time of the Essence 


Time shall be of the essence in and of this Agreement and every part hereof.  Any 


extension, waiver or variation of any provision of this Agreement shall not be deemed to affect 


this provision and there shall be no implied waiver of this provision. 


 Currency 


Unless otherwise specified, all references to amounts of money in this Agreement 


refer to U.S. currency. 


 Headings 


The descriptive headings preceding Articles and Sections of this Agreement are 


inserted solely for convenience of reference and are not intended as complete or accurate 


descriptions of the content of such Articles or Sections.  The division of this Agreement into 


Articles and Sections shall not affect the interpretation of this Agreement. 
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 Plurals and Gender 


The use of words in the singular or plural, or referring to a particular gender, shall 


not limit the scope or exclude the application of any provision of this Agreement to such persons 


or circumstances as the context otherwise permits. 


 Schedules 


The Schedules described below and appended to this Agreement shall be deemed 


to be integral parts of this Agreement. 


Schedule “A” - Description of Software 


Schedule “B” - Implementation Process and Timetable 


Schedule “C” - Fee Structure and Payment Schedule 


Schedule “D” - Support and Maintenance Agreement 


Schedule “E” - Sample Change Order 


Schedule “F”   - RFP – Consultant response to Customer 


Schedule “G” - Statement of Work 


Schedule “H” - System Software 


Schedule “I” - Hardware 


Schedule “J” - Software Not Selected 


 


-SOFTWARE LICENSES 


 Grant of Licenses 


(a) Subject to the terms and conditions of this Agreement, the Consultant 


hereby grants to the Customer a personal, perpetual, fully paid-up, non-exclusive, non-


transferable right and license to use the Software on the Designated Computer System (the 


“License”). 


(b) Any Software furnished by Consultant in machine-readable form may be 


copied in whole or in part by Customer for use on the Designated Computer System.  Customer 


agrees that the original copy of all Software furnished by Consultant and all copies thereof made 


by Customer are and at all times remain the sole property of Consultant. 


(c) Within one (1) year after the Completion of Services, Customer may 


optionally license from Consultant any of the Software identified in Schedule J for the 


corresponding prices listed in Schedule J.  After the expiration of the one (1) year period, prices 


for the Software identified in Schedule J are subject to change in Consultant’s sole discretion. 


 Term of License 


The License granted herein commence on the date of this Agreement and is of 


indefinite duration unless terminated pursuant to the terms hereof. 
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 Restrictions on Use 


(a) Customer may not give away, rent, lease or otherwise sell, sublicense, 


distribute or transfer the License granted under this Agreement without the prior written consent 


of Consultant. 


(b) Consultant requires a separate License for each computer system or 


environment into which the Software or any portion thereof is read in machine-readable form for 


operation on such system or environment; provided, however, that the Software may be 


transferred and/or copied to a back-up or disaster recovery system, or to additional servers for 


internal testing or load balancing purposes only. 


(c) Within thirty (30) days after discontinuance or termination of the License 


for any reason (excluding breach by Consultant or activation of the Source Code Escrow), 


including termination resulting from a breach by the Customer beyond the applicable notice and 


cure periods as provided in this Agreement, Customer shall deliver to Consultant the Software 


and all copies thereof in whichever form, including partial copies which may have been modified 


by Customer or Consultant.  Alternatively, the Software and other related materials may be 


disposed in accordance with written instructions from Consultant.  Upon prior written 


authorization from Consultant, Customer may be permitted for a specific period after the 


termination of the License to retain one copy of certain materials identified in the written 


authorization for record purposes. 


(d) The Software and related materials supplied by Consultant are protected 


by copyright and trademark laws.  Title, ownership rights and intellectual property rights in the 


Software and related materials supplied by Consultant remain with Consultant.  Use of the 


Software and related materials supplied by Consultant is subject to the applicable copyright laws 


and the express rights and restrictions of this Agreement.  Any rights not expressly granted 


herein are reserved.  Customer may not remove any copyright, trademark or other proprietary 


notices from the Software and related materials supplied by Consultant. 


 Derivation, Modification and Copyright 


  (a) The Customer agrees that it will not attempt to derive, or permit or help 


others to derive the source code relating to the Software or attempt to otherwise convert or alter 


the Software into human readable code.  The Customer further agrees that it will not attempt to 


duplicate, or permit or help others to duplicate, the source code relating to the Software. 


  (b) The Customer shall have no right to modify any of the Software supplied 


by the Consultant for Customer’s use under this Agreement without the prior written approval 


and direction of the Consultant. 


  (c) The Customer agrees that it will not, except as otherwise expressly 


provided in this Agreement or except as dictated by Customer’s standard computer system’s 


backup procedures and/or test environments, make or allow others to make copies or 
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reproductions of the Software or other proprietary information in any form.  The Customer 


agrees that it will not copy or otherwise reproduce the Software. 


 Ownership of Software and Confidential Information 


  (a) The Customer acknowledges that the Software contains proprietary and 


confidential information of the Consultant which shall, at all times, remain the property of the 


Consultant.  Through the grant of licenses pursuant to Section 2.1, the Customer is only entitled 


to use of the Software in accordance with the terms of this Agreement. 


  (b) The Customer will ensure that the Universal Copyright Convention 


symbol and other copyright and proprietary notices of the Consultant will remain on the 


Software in machine-readable form.  The Customer will take the same care to safeguard the 


Software as it takes to safeguard its own confidential information and such care shall not be any 


less than would be taken by a reasonable person to safeguard its own confidential information. 


  (c) No third party, other than duly authorized agents or employees of the 


Customer authorized pursuant to the Licenses issued hereunder, shall have access to or use of the 


Software. 


  (d) In order to assist the Consultant with the protection of its proprietary rights 


with respect to the Software and to enable the Consultant to ensure that the Customer is 


complying with its obligations with respect to the proprietary nature and confidentiality of the 


Software, the Customer shall permit the Consultant to visit during normal business hours any 


premises at which the Software is used and shall provide the Consultant with access to such 


Software upon reasonable advance notice and in such a way as to not impede Customer’s 


operations. 


 Escrow 


  (a) The Consultant shall keep a copy of the source code for the Software (the 


“Source”) with a third-party escrow service provider selected by mutual agreement of both 


parties from time to time (the “Escrow Agent”).  The parties shall agree on the Escrow Agent 


within sixty (60) days of the date of this Agreement, but in any event prior to the installation of 


the Software on the Designated Computer System. 


  (b) The Consultant hereby grants the Customer a contingent license, subject to 


the conditions of Sections 0 and 0 herein, to use the copy of the Source maintained by the 


Escrow Agent for support purposes only. 


  (c) The contingent license referred to in Section 0 shall only be available to 


the Customer to the extent that the Customer has a Support and Maintenance Agreement in effect 


with the Consultant immediately prior to the occurrence of any event specified in Section 0.  If 


no such Support and Maintenance Agreement is in effect, the Customer may retain the licenses 


granted to it pursuant to Section 2.1, but will relinquish its rights to receive any updates or 


modification of the Software or continuing support from the Consultant.  Furthermore, if no 


Support and Maintenance Agreement is in effect, the Customer will relinquish its rights to access 
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the Source upon the occurrence of any of the events specified in Section 0.  To the extent that the 


Customer terminates its Support and Maintenance Agreement, the provisions in this Agreement 


respecting the use of the Software and the terms of the licenses granted hereby, will continue to 


apply following any such termination. 


  (e) The contingent license granted pursuant to Section 0 shall, to the extent it 


remains available to the Customer, become exercisable if and when any of the following events 


occur: 


(i) the Consultant ceases to do business for any reason whatsoever; 


(ii) the Consultant fails or refuses to perform its obligations under this 


Agreement or provide the Customer with support for the Software 


pursuant to the Support and Maintenance Agreement (except as a result of 


a failure by the Customer to comply with its obligations under this 


Agreement or the Support and Maintenance Agreement), the Customer has 


issued written notice to the Consultant in respect of such failure or refusal 


pursuant to Section 10.3(a), and the Consultant has not cured the failure or 


refusal indicated in such written notice or issued a written notice of its 


own to the Customer disputing the default alleged by the Customer; 


(iii) the Consultant commits any act of bankruptcy within the meaning of the 


U.S. Bankruptcy Act, and fails to cure such act within 30 days of the 


commission of such act; and 


(iv) the Consultant institutes or has instituted against it bankruptcy, 


receivership, insolvency, reorganization, dissolution, liquidation or other 


similar proceedings under any federal or provincial laws and, in the case 


of any proceedings instituted against the Consultant, it fails to stay such 


proceedings or vacate or dismiss any order resulting therefrom within 60 


days of the initiation of such proceedings or the issuance of such order, as 


the case may be. 


  (f) The provisions of this Section 2.6, and the requirement of the Escrow 


Agent to perform its duties in accordance with this Section 2.6, shall be subject to the Customer 


executing any standard form documentation containing reasonable terms required by the Escrow 


Agent in connection with the performance of its duties and obligations hereunder. 


 Ownership and Disposition of Documents 


The Customer shall be the exclusive owner of all materials and documents which 


were developed or prepared by the Consultant specifically for the Customer pursuant to this 


Agreement.  All materials and documents which were developed or prepared by the Consultant 


for general use and which are not the copyright of any other party or publicly available, 


including educational materials, the Software and any other computer applications, shall 


continue to be the property of the Consultant. 
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-CONSULTING SERVICES 


 The Consultant’s Services 


In order to achieve the Completion of Services, the Consultant agrees, subject to 


the terms and conditions of this Agreement, to perform the following services (the “Services”) 


for the Customer: 


(a) Oversee and implement the conversion from the Customer’s existing software 


applications to the Consultant’s Software substantially in accordance with the 


Statement of Work attached as Schedule “G” and the timetable attached hereto as 


Schedule “B”. 


(b) Install the Software, perform necessary set up and configuration operations, 


perform initial testing and parallel testing in accordance with the Statement of 


Work attached as Schedule “G” and the timetable attached hereto as Schedule 


“B”. 


(c) Provide the training substantially in accordance with the Statement of Work 


attached as Schedule “G” and the timetable attached hereto as Schedule “B”. 


(i) Customer is required to make copies of the training manuals required for 


the training classes either by photocopy or electronic duplication each of 


which is subject to the restrictions and obligations contained in this 


Agreement.  


(ii) On-line reference documentation is delivered with each release.  Customer 


may print this documentation solely for its internal use. 


(iii) Cancellation of any on-site Services by Customer is allowed for any 


reason if done in writing more than fourteen (14) days in advance of such 


Services (excluding delays caused by Consultant or problems with 


Software).  Cancellation by Customer with fourteen (14) days or less of 


scheduled on-site Services will be billed at fifty percent (50%) of the on-


site fee, plus any non-recoverable costs incurred by Consultant due to 


advance scheduling of travel.  Additionally, Customer hereby 


acknowledges that cancellation of on-site Services means that such on-site 


Services will be rescheduled as Consultant’s then current schedule 


permits.  Consultant is not responsible for any delay in Customer’s project 


resulting from Customer’s cancellation of training (unless caused by 


Consultant or Software problems).   


 Performance by Consultant 


(a) Manner of Performance -- The Consultant shall perform the Services in an 


efficient, competent and timely manner and exercise reasonable care, skill and 


diligence in the performance thereof.  
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(b) Consultant’s Discretion – Subject to the Consultant’s obligations herein and the 


requirement that Customer’s operations not be impeded, the Consultant shall 


determine in its sole discretion the manner and means by which the Services shall 


be performed. 


(c) Conduct on Customer’s Premises -- The Services shall be performed with the 


Customer’s full cooperation, on the premises of the Customer or, if agreed to by 


both parties, at an alternative location.  The Consultant agrees, while working on 


the Customer’s premises, to observe the Customer’s rules and policies relating to 


the security thereof, access to or use of all or part of the Customer’s premises and 


any of the Customer’s property, including proprietary or confidential information. 


(d) Inquiries by Customer -- The Consultant shall respond expeditiously to any 


inquiries pertaining to this Agreement from the Customer. 


 Performance by Customer 


(a) Cooperation by Customer -- The Customer acknowledges that the success and 


timeliness of the implementation process shall require the active participation and 


collaboration of the Customer and its staff and agrees to act reasonably and 


cooperate fully with the Consultant to achieve the Completion of Services. 


(b) Required Programs.  The Customer acknowledges that the use of the Software 


requires that the Customer obtain and install additional required software 


programs (the “Required Programs”), as detailed in the attached Schedule “A”, 


and the Customer agrees that the acquisition of the Required Programs shall be at 


its sole cost and that the cost thereof is not included in the fees herein.  The 


Customer further acknowledges that the operation of the Software requires the 


Customer’s hardware to be of sufficient quality, condition and repair, and the 


Customer agrees to maintain its hardware in the appropriate quality, condition and 


repair at its sole cost and expense, in order to facilitate the achievement of 


Completion of Services. 


(c) Project Manager -- The Customer shall appoint a project manager (the “Project 


Manager”) who shall work closely with the Consultant to facilitate the successful 


completion of the implementation process and who shall be responsible for 


supervising the staff of the Customer and their co-operation with and participation 


in such process.  


(d) Additional Customer Obligations 


(i)  Customer shall install all corrections and maintenance releases within a 


reasonable period of time of Customer’s notification by Consultant of their 


availability.  However, any fix or correction designated as “critical” by Consultant 


shall be implemented by Customer within thirty (30) days of notification to the 


Customer by Consultant of its availability. 
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(ii)  Customer shall notify Consultant of suspected defects in any of the Software 


supplied by Consultant.  Customer shall provide, upon Consultant request, 


additional data deemed necessary or desirable by Consultant to reproduce the 


environment in which such defect occurred. 


(iii)  Customer shall allow the use of online diagnostics on the Software supplied 


by Consultant to Customer, if required by Consultant during error diagnosis.  


Customer shall provide to Consultant, at Customer’s expense, access to the 


Designated Computer System via the Customer’s firewall to communications 


software (e.g. PC Anywhere, WebEx, Web Demo). 


(iv)  Customer shall ensure that its personnel are, at all times, educated and 


trained in the proper use of the Software in accordance with applicable Consultant 


manuals and instructions.  If Customer’s personnel are not properly trained as 


mutually determined by Consultant and Customer, Customer agrees that such 


personnel will be trained by Consultant or Customer within fifteen (15) days of 


determination.  If Customer desires Consultant to perform the required training 


then Consultant shall be compensated in accordance with this Agreement. 


(v)  Customer shall establish proper backup procedures necessary to replace 


critical Customer data in the event of loss or damage to such data from any cause.  


Customer shall provide Consultant with access to qualified functional or technical 


personnel to aid in diagnosis and to assist in repair of the Software in the event of 


error, defect or malfunction. 


(vi)  Customer shall have the responsibility for: 


 (1)  The performance of any tests it deems necessary prior to the use of the 


Software (however, Consultant will be responsible for adequate quality assurance 


testing of the Software to insure it conforms in all material respects with the 


Specifications prior to any testing by Customer). 


 (2)  Assuring proper Designated Computer System installation, 


configuration, verification, audit controls and operating methods (assuming 


Consultant has provided clear requirements to Customer as to the necessary 


computer system minimum requirements for the Software to properly operate). 


 (3)  Implementing proper procedures to assure security and accuracy of 


input and output and restart and recovery in the event of malfunction (assuming 


Consultant has provided clear instructions to Customer as to the necessary input, 


output, restart and recovery procedures unique to the Software). 


 (4)  Timely upgrade and keeping current all third-party license, releases 


and/or Software products to meet the requirements of the Consultant Software as 


communicated from time to time by Consultant. 
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 Support and Maintenance Agreement 


(a) Maintenance.  Subject to the timely payment of the Maintenance and Support 


Fees, and except as otherwise provided in Schedule D (“Support and Maintenance 


Agreement”), during the Term of this Agreement Consultant shall provide 


Customer with Maintenance for the Software as follows:   


(i) such improvements, enhancements, upgrades, updates, new releases, and 


other changes to the Software, as and when made generally available for 


no additional fee by Consultant to its other customers under standard 


maintenance;  


(ii) updates to the Software if and as required to cause the Software to operate 


under Consultant-approved versions or releases of an operating system(s) 


or data base platform(s) within a reasonable time after the general release 


of such versions or releases;  


(iii) updates to the Software if and as required to cause the Software to support 


business operations of Customer in a manner consistent with the 


provisions of California and other applicable law.  


(iv) use commercially reasonable efforts to correct any failure of the latest 


version of the Software to perform substantially in accordance with the 


functional performance specifications contained in the related 


Documentation, provided Consultant is given written notice of such failure 


and such failure can be recreated by Consultant or Customer (all such 


improvements, fixes, enhancements, upgrades, updates, and other changes 


to the Software being referred to as “Maintenance Releases”).  Consultant 


will regularly provide Customer with a list of operating systems and 


database platforms that it supports, which will become a revision to 


Schedule D, provided however, should Consultant no longer support the 


operating system or database platform that Customer is using at the time 


Consultant issues such list, Consultant shall consult with Customer before 


removing such operating system or database platform from Schedule D 


and shall provide Customer with a plan that allows Customer to migrate its 


operating system or database platform to a later version of such  system or 


platform  supported by Consultant.  Modifications shall be considered 


Maintenance Releases (a) in the event that Modifications are distributed 


by Consultant free of charge to customers other than Customer, excluding 


Modifications paid for by Customer, or (b) if Consultant requires 


Customer to install Modifications in order to receive or continue receiving 


a Maintenance Release(s) of the Software on less than twelve (12) months 


advance notice or (c) if Modifications are released by Consultant as a 


substitute for the Licensed Software and Consultant discontinues releases 


of or support for the Software on less than eighteen (18) months advance 


notice to Customer.  Within ninety (90) days following installation of a 
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Maintenance Release, Consultant will update all Documentation affected 


by the installation, which may be accomplished by the updating of 


Maintenance Release notes.   


(b) Agreement.  Concurrently with the execution and delivery of this Agreement, the 


Consultant and the Customer have entered into a support and maintenance 


agreement (the “Support and Maintenance Agreement”) in the form of and on the 


terms set out in the attached Schedule “D” which shall apply in respect of the 


ongoing services and support to be provided by the Consultant to the Customer 


following the Completion of Services.  Notwithstanding the ongoing application 


of the Support and Maintenance Agreement, the terms and conditions of this 


Agreement, insofar as they relate to the Software and the Documentation and the 


rights and obligations of the parties with respect thereto, shall continue to apply 


and the Support and Maintenance Agreement is not intended to, nor will it, apply 


to the exclusion of this Agreement.  Consultant shall have no obligation under this 


Agreement to render any maintenance services or related services with respect to 


non-Consultant software, except as contracted for in writing with the Customer. 


 Stages of Services 


  For descriptive purposes, this provision is intended to set out the two stages 


pertaining to the Services and the ongoing support and maintenance of the Software.  They are as 


follows: 


(a) Start to Completion of Services – during this stage, all Services will be performed 


and the Software will be tested according to the acceptance criteria indicated in 


the Statement of Work attached as Schedule “G”, and until the Customer is 


prepared to commit to the Software as its predominant computerized enterprise 


resources planning system. 


(b) Support Phase – following the Completion of Services, for so long as a Support 


and Maintenance Agreement is in effect, the Consultant shall be required to 


correct any significant programming defects, errors and malfunctions, within 


Consultant’s standard business practices and provide the Customer with any 


updates of, or Maintenance Releases of, the Software. 


For greater certainty, during each of the above phases (subject only to the 


requirement that an effective Support and Maintenance Agreement is in place during the Support 


Phase), the Consultant will be required to correct any significant programming defects, errors 


and malfunctions, within Consultant’s standard business practices, which may occur in respect of 


the Software. 


 Bonds and Insurance. 


(a) Prior to commencement of Services, Consultant shall file with City surety, in the 


form of a performance bond, in the sum of 100% of the total contract price due 
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Consultant under this Agreement, to guarantee faithful performance by Consultant 


of its obligations herein.  Sureties shall be satisfactory to City.  Sureties on this 


bond shall be duly licensed to do business in the State of California and shall have 


an AM Best Company financial rating of A- Class VII or better.  The Customer 


shall release the bond upon expiration of twelve (12) months from Completion of 


Services.   


(b) On or before beginning any of the services called for by any term of this 


Agreement, Consultant, at its own cost and expense, shall carry, maintain for the 


duration of the Warranty Period, and provide proof thereof that is acceptable to 


the City, the insurance specified below with insurers and under forms of insurance 


satisfactory in all respects to the City.  Consultant shall not allow any 


subcontractor to commence work on any subcontract until all insurance required 


of the Consultant has also been obtained for the subcontractor.  Insurance required 


herein shall be provided by admitted insurers in good standing with the State of 


California and having a minimum Best's Guide Rating of A- Class VII or better. 


(i) Commercial General Liability coverage in an amount not less than one 


million dollars per occurrence ($1,000,000.00), combined single limit 


coverage for risks associated with the work contemplated by this 


agreement (claims made and modified occurrence policies are not 


acceptable).  If a Commercial General Liability Insurance form or other 


form with a general aggregate limit is used, either the general aggregate 


limit shall apply separately to the work to be performed under this 


agreement or the general aggregate limit shall be at least twice the 


required occurrence limit.   


(ii) Automobile Liability coverage, including owned, hired and non-owned 


vehicles in an amount not less than one million dollars per occurrence 


($1,000,000.00).  Claims made and modified occurrence policies are not 


acceptable. 


(iii) Worker’s Compensation.  If Consultant intends to employ employees to 


perform services under this Agreement, Consultant shall obtain and 


maintain, during the term of this Agreement, Worker's Compensation 


Employer's Liability Insurance in the statutory amount as required by 


State law. 


(c) Proof of Insurance Requirements/Endorsement.  Consultant shall submit the 


insurance certificates, including the deductible or self-retention amount, and an 


additional insured endorsement naming City, its officers, employees, agents, and 


volunteers as additional insureds as respects each of the following: Liability 


arising out of activities performed by or on behalf of Consultant; products and 


completed operations of Consultant; or automobiles owned, leased, hired, or 


borrowed by Consultant.  The coverage shall contain no special limitations on the 


scope of protection afforded City, its officers, employees, agents, or volunteers. 
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(d) Notice of Cancellation/Termination of Insurance.  The above policy/policies shall 


not terminate, nor shall they be cancelled, nor the coverage reduced, until after 


thirty (30) days' written notice is given to City, except that ten (10) days' notice 


shall be given if there is a cancellation due to failure to pay a premium.   


(e) Primary Insurance.  For any claims related to this Agreement, Consultant’s 


insurance coverage shall be primary insurance as respects City, its officers, 


officials, employees, agents, and volunteers.  Any insurance or self-insurance 


maintained by the City, its officers, officials, employees, agents, or volunteers 


shall by excess of the Consultant’s insurance and shall not contribute with it. 


(f) If Consultant maintains higher insurance limits than the minimums shown above, 


Consultant shall provide coverage for the higher insurance limits otherwise 


maintained by the Consultant. 


 


-HARDWARE 


 Hardware 


Schedule I provides a list of recommended hardware, which the Customer will 


purchase through its own procurement process.  


(i) Except as otherwise provided in this Agreement, Customer shall be responsible 


for the installation of the Hardware at Customer’s location.  If Customer desires Consultant to 


perform any installation not described in this Agreement, Consultant and Customer shall follow 


the procedures set out in this Agreement. 


(ii)  Consultant makes no warranties, express or implied, with respect to the 


Hardware, including, without limitation, their merchantability or fitness for a particular purpose.  


Any warranty Customer has with respect to the Hardware shall be solely provided by the 


manufacturer(s).  Notwithstanding, except for manufacturer defects, Consultant warrants that the 


Hardware is capable of implementing the Software Licensed to Customer hereunder. 


(iii)  The parties agree that although this Agreement may contain estimated prices 


for the maintenance of the Hardware, Hardware maintenance shall be provided solely by the 


respective Hardware manufacturer(s) through separate agreements between Customer and the 


Hardware manufacturer(s).  In no event shall Consultant be responsible for such Hardware 


maintenance.  


-SYSTEM SOFTWARE 


 System Software 


This Article V shall only be applicable in the event any System Software is listed 


on Schedule H.  
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(a) Consultant shall distribute to Customer the System Software which is listed on 


Schedule H, and Customer shall pay Consultant for the System Software in the 


amount of the purchase price(s) listed on Schedule H.  Upon delivery of the 


System Software to Customer, Consultant shall invoice Customer for the System 


Software, and Customer shall pay for the same within thirty (30) days.  Delivery 


of the System Software shall be deemed to have occurred: (i) on the date for 


which Consultant delivers Hardware to Customer with the System Software 


installed thereon, F.O.B. point of destination, provided that Customer shall pay 


the shipping charges, or (ii) the date on which Consultant installs the System 


Software on Customer’s Hardware.  Consultant and/or the System Software 


manufacturer(s) will provide Customer with one copy of the then current user 


documentation for use with the System Software. 


(b) Except as otherwise provided in this Agreement, Customer shall be responsible 


for the installation of the System Software at Customer’s location.  If Customer 


desires Consultant to perform any installation which is not described in this 


Agreement, Consultant and Customer shall follow the procedures set forth in this 


Agreement. 


(c) It is acknowledged by the parties hereto that the System Software provided by 


Consultant to Customer pursuant to this Agreement was developed and delivered 


to Consultant by one or more third party software companies and Consultant is 


distributing, sublicensing and/or reselling it to Customer.  As such, Consultant 


makes no warranties, express or implied, with respect to the System Software, 


including, without limitation, their merchantability or fitness for a particular 


purpose.  Any warranty Customer has with respect to the System Software shall 


be solely provided by the third-party software companies.  Additionally, 


Customer acknowledges that its interest in the System Software may be in the 


nature of a license or sublicense with one or more of the third-party software 


companies which may: (i) require Customer to enter into one or more separate 


license agreements with such third-party software companies, and/or (ii) place 


restrictions on Customer’s use of the System Software.  Notwithstanding the 


foregoing, except for third party software companies defects, Consultant warrants 


that the System Software may be integrated with, and is capable of implementing 


the Software licensed to Customer hereunder.  Consultant shall be responsible for 


such integration pursuant to the Services provided under Section 3.1(b). 


(d) The parties agree that although this Agreement may contain estimated prices for 


the annual maintenance of the System Software, any maintenance of the System 


Software shall be provided solely by the third-party software companies through 


separate agreements between Customer and such third-party software companies.  


In no event shall Consultant be responsible for such System Software 


maintenance. 
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-REPRESENTATIONS AND WARRANTIES 


 WARRANTIES.   


  For so long as Customer installs or permits the installation of Maintenance 


Releases provided by Consultant in accordance with Support and Maintenance Agreement and is 


current in its Support and Maintenance payments to Consultant, the following warranties shall be 


in force and effect:  


(a) Software Warranty.  Consultant hereby warrants and represents that, 


commencing on the date of Completion of Services, that: 


(i) The Software, as installed and configured on Customer’s systems, and 


subject to Maintenance Releases, will perform in accordance with and 


conform to the applicable Documentation in all material respects, and  


(ii) The Software will operate effectively with the functionality of the 


software programs described in Schedule A.  


(iii) This warranty is void if the Customer or any other third party changes or 


modifies the Software. Examples of such changes or modifications 


include, but are not limited to, data modifications from third party 


software (except for integrated System Software), the de-compiling and 


modifying of the source code, and tampering with the base set-up of the 


system. 


(b) Virus Protection Warranty.  Consultant hereby warrants and represents that, 


any time the Software or any Maintenance Releases are delivered to Customer, 


whether delivered via electronic media or the Internet, no portion of the Software 


or Maintenance Releases, or the media upon which it is stored or delivered, will 


contain any computer programming code that damages or otherwise improperly 


affects data files or hardware without the knowledge or consent of the user, 


including but not limited to self-replicating and self-propagating program 


instructions commonly referred to as “viruses” or “worms” to the extent such 


viruses or worms are detectable by commercially available detection software.  


Consultant warrants that the Software shall be free from any back door, time 


bomb, drop dead-devise, or other software routing designed to disable a computer 


program automatically with the passage of time or under the positive control of 


persons other than the Customer’s personnel. 


(c) Support Services Warranty.  Consultant hereby warrants and represents that 


each of its employees, independent contractors or agents assigned to perform any 


Services or provide any technical assistance in configuration, development and 


implementation, training, use and related services under the terms of this 


Agreement shall have the skill, training, and background reasonably 
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commensurate with the level of performance or responsibility required, so as to be 


able to perform in a competent and professional manner.  


 Effect of Breach of Warranty, Generally.   


  If, at any time during the Term of this Agreement, Consultant breaches any 


warranty under Section 6.1, Customer shall promptly notify Consultant in writing of such alleged 


breach of warranty.  If the breach relates to the warranty under Section 6.1(a) or (b), then 


Consultant shall correct any such deficiency in the Software in accordance with the Service 


Level criteria set forth in Exhibit 1 of Schedule D.   If the breach relates to the warranty under 


Section 6.1(c), then Consultant shall promptly re-perform the nonconforming Services, until such 


time as the non-conformance is corrected or the Parties otherwise agree in writing.  All work by 


Consultant to remedy or correct a breach of warranty shall be performed at Consultant’s sole cost 


and expense.  If after reasonable efforts Consultant is unable to correct any breach of warranty 


under Section 6.1, in the manner described in this section within thirty (30) days following notice 


of breach by Customer, and the resulting non-performance or deficiency materially affects the 


ability of Customer to utilize the Software, then Customer may terminate this Agreement 


immediately, subject to all remedies available at law or equity.  


 Corrections 


The Consultant covenants that it will make corrections of program malfunctions 


which are reported in writing to the Consultant during the Warranty Period and which are 


necessary for the Software to conform to this Agreement.  The Customer agrees to allow the 


Consultant the opportunity to make repeated efforts within a reasonable time to correct 


programming errors or malfunctions as warranted in this Agreement. 


 Intellectual Property Rights  


(a) Warranty of Law.  Consultant hereby warrants and represents that to the best of 


Consultant’s knowledge: (i) there is no claim, litigation or proceeding pending or 


threatened against Consultant with respect to the Software or any component 


thereof alleging infringement of any patent or copyright or any trade secret or any 


proprietary right of any person; (ii) the Software complies in all material respects 


with applicable laws, rules and regulations; (iii) Consultant has full authority to 


enter into this Agreement and to consummate the transactions contemplated 


hereby; and (iv) Consultant’s performances under this Agreement are not 


materially impaired or prohibited by any other agreement to which Consultant is a 


party or by which it may be bound. 


(b) Warranty of Title.  Consultant hereby warrants and represents that: (i) the 


Software is an original work of authorship and does not infringe the intellectual 


property rights of others; (ii) it has all rights, title or interest to the Software 


necessary to grant Customer the use rights herein; (iii) it has the right to grant to 


Customer the licenses granted hereunder and (iv) Consultant has and shall have 
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full authority to license all proprietary and/or third party software modules that 


are incorporated into the Software.   


 Effect of Breach of Intellectual Property Rights.   


(a) If the breach relates to the warranty under Section 6.4, then Consultant shall 


promptly: (i) procure for Customer the right to continue use of the Software at no 


additional charge to Customer, (ii) modify such Software to avoid any claimed 


infringement (provided that such modification does not adversely affect 


Customer’s intended use of the Software) at no additional charge to Customer, or 


(iii) replace said Software with an equally suitable, compatible and functionally 


equivalent non-infringing software, including installation and configuration as 


required, at no additional charge to Customer.  If none of the foregoing 


alternatives are reasonably available to Consultant, then Customer shall return the 


Software in question to Consultant and Consultant shall provide to Customer a 


refund of the Fees previously paid by Customer for such infringing Software, 


whereupon this Agreement shall terminate.  


(b) Furthermore, if promptly notified in writing of any action brought against the 


Customer based on a claim that the Software infringes intellectual property rights, 


such as a patent, copyright or trademark right of a third party, the Consultant will 


defend such action at its expense and will pay any and all fees, costs or damages 


that may be finally awarded in such action or any settlement resulting from such 


action, provided that the Customer shall permit the Consultant to control the 


defense of such action and shall not make any compromise, admission of liability 


or settlement or take any other action impairing the defense of such claim without 


the Consultant’s prior written approval. 


 No Other Warranties.   


(a) EXCEPT AS PROVIDED IN THE REPRESENTATIONS AND WARRANTIES 


IN THIS ARTICLE VI (“REPRESENTATIONS AND WARRANTIES”) AND 


IN THE OBLIGATIONS UNDERTAKEN BY CONSULTANT IN THIS 


AGREEMENT AND ITS EXHIBITS TO PROVIDE SOFTWARE THAT 


PERFORMS AS SPECIFIED IN THOSE PROVISIONS, (A) CONSULTANT 


DOES NOT WARRANT THAT THE SOFTWARE WILL MEET 


CUSTOMER’S REQUIREMENTS OR THAT THE OPERATION OF THE 


SOFTWARE WILL BE UNINTERRUPTED OR ERROR-FREE, AND (B) 


CONSULTANT DOES NOT MAKE, AND HEREBY EXPRESSLY 


DISCLAIMS, ANY REPRESENTATION OR WARRANTY OF ANY KIND 


WITH RESPECT TO THE SOFTWARE OR SERVICES OF CONSULTANT, 


INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF 


MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. 


(b) Without limiting the generality of the foregoing, the Consultant does not represent 


or warrant and the Customer acknowledges that there are no further 
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representations or warranties that the functions contained in the Software will 


operate in the combinations which may be selected for use by the Customer or 


will meet the Customer’s requirements and satisfy its intended results; or that any 


programming errors will be corrected after the Warranty Period, or any updates 


of, or modifications to, the Software will be made available to the Customer after 


the Warranty Period, in each case unless there is an effective Support and 


Maintenance Agreement in place after the Warranty Period in respect of the 


period of time during which any such programming errors require correction, or 


any updates of, or Maintenance Releases of, the Software, are developed by the 


Consultant and made available to the other licensees of the Software. 


-FEES AND PAYMENTS 


 Fees and Payments 


(a) The Customer agrees to pay the Consultant first year fees in an amount not to 


exceed __________ dollars ($__________) for all software and services as 


outlined in the fee structure and payment schedule in the attached Schedule “C”.  


Included in this first-year amount is a contingency for extra work in the amount of 


$__________.  In the event that extra work is needed beyond what is indicated in 


the Statement of Work in Schedule “G”, a written authorization from the City is 


required prior to Consultant undertaking any extra work. 


(b) During the term of this Agreement, Consultant shall, from time to time, deliver 


invoices to Customer.  Each invoice delivered to Customer by Consultant shall be 


due and payable within 30 days of receipt thereof by Customer, unless Customer 


disputes the charges during that time.  Customer shall not be required to pay any 


invoice in excess of the foregoing “not to exceed” amount for the first year, or the 


amounts in Schedule C for subsequent years, except pursuant to Change Orders 


duly processed as provided in this Agreement. 


(c) Subject to Subsections 7.1(a) and (b), the Customer shall reimburse the 


Consultant for its direct expenses, including, but not limited to courier services, 


photocopying, faxing and reproduction, all reasonable travel costs including a 


travel time rate of $_________ per hour, meal expenses of not more than the 


greater of $__________ or the amount prescribed by the State where services will 


be delivered or federally if higher on a per diem basis (no receipts provided) and a 


mileage charge based on the current Internal Revenue Service recommended rate 


per mile, long distance telephone calls, and all other reasonable expenses incurred 


in the performance of the Consultant's duties. 


(d) In the event Customer fails to pay all or any portion of an invoice on or before 


thirty (30) days after the date of the invoice, and Customer has not disputed the 


invoice, the invoice payment shall be considered past due.  Customer further 


agrees, at the request of Consultant, to pay a late payment charge to Consultant at 


the rate of one percent (1%) per month, or at the maximum late payment charge 
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permitted by applicable law, whichever is less, on any unpaid amount for each 


calendar month (or fraction thereof) that such payment is past due; provided, 


however, that Consultant shall not assess the foregoing late payment charge if 


Customer has been late in paying Consultant on less than three (3) previous 


occasions within the last calendar year. 


(e) In the event Customer fails to pay all or any portion of an invoice on or before 


ninety (90) days after the date it becomes due, and Customer is not disputing the 


invoice, in addition to all other remedies Consultant has under this Agreement or 


otherwise, Consultant shall have the option to suspend or terminate all Services 


under this Agreement.  Suspension or termination of any such Services shall not 


relieve the Customer of its obligation to pay its outstanding invoices, including 


any applicable late charges. 


(f) Consultant shall be responsible for paying all taxes, fees, assessments and 


premiums of any kind payable on its employees and operations.  Any tax 


Consultant may be required to collect or pay upon the sale, use or delivery of the 


Software, Services or Support and Maintenance described in this Agreement shall 


be paid by Customer and such sums shall be due and payable to Consultant upon 


receipt of an invoice therefor.  Any personal property taxes levied after delivery 


of the Software described in this Agreement shall be paid by Customer. 


(g) Most Favored Customer.  If the Consultant’s published or otherwise negotiated 


price for any Software for its most favored, similarly situated customers, is less 


than the price for such Software as set forth in this Agreement at any time 


between the effective date of this Agreement and the Completion of Services, 


then the Consultant shall immediately notify the Customer and the price for such 


Software shall automatically be deemed to be reduced to the lowest such 


published or otherwise established price during such period.  If any such 


reduction occurs after payment for the Software by the Customer, the Consultant 


shall rebate the difference in price to the Customer within thirty (30) days after 


the change in price occurs. 


 Change Orders 


  With respect to any proposed changes to the Services defined by this Agreement 


that do not materially impact the scope of either party's work effort required under this 


Agreement, the parties will cooperate in good faith to execute Change Orders in respect thereof, 


and will not unreasonably withhold approval of such proposed changes.  If either party causes or 


requests a change that, in the reasonable opinion of the other party, materially impacts the scope 


of the parties' work effort required under this Agreement, such as, but not limited to, changes in 


the allocation of the resources of the Customer and of the Consultant applied to a task, changes 


in completion schedules for individual tasks or for overall implementation, and changes in 


staffing that require a party to provide additional work hours, the other party may propose a 


change to cover the additional work effort required of it.  Approval of any such proposed 


changes will not be unreasonably withheld (it being acknowledged that any such material 
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changes may require modifications to the consideration paid, and timelines governing, the 


Services), and any disputes regarding changes shall be handled initially by discussions between 


the parties which will be convened in good faith by the parties to resolve any such matters in 


dispute.  A sample change order is presented in Schedule “E”. 


-REMEDIES AND LIABILITY 


 Remedies and Liability 


(a) Termination of this Agreement shall not affect any right of action of either party 


arising from anything which was done or not done, as the case may be, prior to 


the termination taking effect. 


(b) The Customer and the Consultant recognize that circumstances may arise entitling 


the Customer to damages for breach or other fault on the part of the Consultant 


arising from this Agreement.  The parties agree that in all such circumstances the 


Customer’s remedies and the Consultant’s liabilities will be limited as set forth 


below and that these provisions will survive notwithstanding the termination or 


other discharge of the obligations of the parties under this Agreement. 


(i) FOR BREACH OR DEFAULT BY THE CONSULTANT OR 


OTHERWISE IN CONNECTION WITH THIS AGREEMENT, 


INCLUDING A BREACH OF DEFAULT ENTITLING THE 


CUSTOMER TO RESCIND OR BE DISCHARGED FROM THE 


PROVISIONS OF THIS AGREEMENT AND WHETHER IN THE 


NATURE OF A BREACH OF CONDITION OR A FUNDAMENTAL 


BREACH, THE CUSTOMER’S EXCLUSIVE REMEDY, IN 


ADDITION TO ELECTING IF SO ENTITLED TO RESCIND OR BE 


DISCHARGED FROM THE PROVISIONS OF THIS AGREEMENT, 


SHALL BE PAYMENT BY THE CONSULTANT OF THE 


CUSTOMER’S DIRECT DAMAGES TO A MAXIMUM AMOUNT 


EQUAL TO, AND THE CONSULTANT SHALL IN NO EVENT BE 


LIABLE IN EXCESS OF, THE LESSER OF (X) THE FEES PAYABLE 


TO THE CONSULTANT PROVIDED FOR HEREIN, AND (Y) THE 


AMOUNT ACTUALLY PAID BY THE CUSTOMER UNDER THIS 


AGREEMENT UP TO AND INCLUDING THE DATE OF 


TERMINATION, PROVIDED THAT IF THIS AGREEMENT IS 


TERMINATED FOLLOWING EXPIRY OF THE WARRANTY 


PERIOD DAMAGES SHALL BE LIMITED TO (1) THE FEES 


ACTUALLY PAID BY CUSTOMER UNDER ANY CHANGE 


ORDERS AGREED BY THE PARTIES UNDER THIS AGREEMENT 


IN RESPECT OF WHICH THE SERVICES OR OTHER 


DELIVERABLES CONTEMPLATED BY SUCH CHANGE ORDERS 


HAVE NOT BEEN COMPLETED OR DELIVERED IN CONFORMITY 


WITH THE REQUIREMENTS OR STANDARDS SPECIFIED IN 


SUCH CHANGE ORDERS, (2) TO THE EXTENT A SUPPORT 
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AGREEMENT IS THEN IN EFFECT AND IS TERMINATED, ANY 


AMOUNTS WHICH MAY BE CLAIMED BY CUSTOMER UNDER 


THE SUPPORT AGREEMENT AND (3) ALL FEES PAID BY THE 


CUSTOMER BASED ON A FOUR (4) YEAR DEPRECIABLE LIFE OF 


THE SOFTWARE. 


(ii) EXCLUDING CLAIMS FOR INFRINGEMENT UNDER SECTION 6.4, 


IN NO EVENT SHALL ANY DAMAGES INCLUDE, NOR SHALL 


THE CONSULTANT BE LIABLE FOR, ANY SPECIAL, INDIRECT 


OR CONSEQUENTIAL DAMAGES EVEN IF THE CONSULTANT 


HAS BEEN ADVISED OF THE POSSIBILITY THEREOF. WITHOUT 


LIMITING THE GENERALITY OF THE FOREGOING, THE 


CONSULTANT SHALL NOT BE LIABLE FOR LOST PROFITS, LOST 


BUSINESS REVENUE, FAILURE TO REALIZE EXPECTED 


SAVINGS, OTHER COMMERCIAL OR ECONOMIC LOSS OF ANY 


KIND OR FOR ANY CLAIM WHATSOEVER AGAINST THE 


CUSTOMER BY ANY OTHER PARTY. 


(iii) CLAUSES (i) AND (ii) SHALL APPLY IN RESPECT OF ANY CLAIM, 


DEMAND OR ACTION BY THE CUSTOMER IRRESPECTIVE OF 


THE NATURE OF THE CAUSE OF ACTION UNDERLYING SUCH 


CLAIM, DEMAND OR ACTION, INCLUDING, BUT NOT LIMITED 


TO, BREACH OF CONTRACT OR TORT. 


 Intent 


The parties hereby confirm that the waivers and disclaimers of liability, releases 


from liability, limitations and apportionments of liability, and exclusive remedy provisions 


expressed throughout this Agreement shall apply even in the event of default, negligence (in 


whole or in part), strict liability or breach of contract of the person released or whose liability is 


waived, disclaimed, limited, apportioned or fixed by such remedy provision, and shall extend to 


such person’s affiliates and to its shareholders, directors, officers, employees and affiliates. 


 Remedies 


Where remedies are expressly afforded by this Agreement, such remedies are 


intended by the parties to be the sole and exclusive remedies of the Customer for liabilities of the 


Consultant arising out of or in connection with this Agreement, notwithstanding any remedy 


otherwise available at law or in equity. 


-INDEMNITY 


 Indemnity 


Each party shall indemnify and save harmless the other, its successors and assigns 


together with its officers, directors, employees, agents and those for whom it is in law 


responsible, only from and against any and all liabilities, damages, costs, expenses, causes of 
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action, claims, suits, proceedings and judgments (collectively “Claims”) which each party may 


incur or suffer or be put to by reason of or in connection with or arising from any breach, 


violation or non-performance by the other of any obligation contained in this Agreement to be 


observed or performed by the respective party, or any wrongful act or negligence of the 


respective party or its agents or employees which relates to this Agreement, howsoever arising.  


Each party acknowledges and agrees that this indemnity shall survive any termination of this 


Agreement. 


-GENERAL 


 Force Majeure 


Neither party shall be liable for delay or failure in performance resulting from acts 


beyond the control of such party including, but not limited to, acts of God, acts of war or of the 


public enemy, riots, fire, flood, or other natural disaster, acts of government, strike, walkout, 


communication line or power failure, failure in operability or destruction of the Customer’s 


computer (unless by reason of the negligence of a party to this Agreement) or failure or 


inoperability of any software other than the Software.  Any applicable delivery schedule shall be 


extended by a period of time equal to the time lost because of any such delay. 


 Confidentiality 


(a) Duty Owed to the Customer -- The Consultant acknowledges that it may receive 


information from the Customer or otherwise in connection with this Agreement or 


the performance of the Services.  Except for information in the public domain, 


unless such information falls into the public domain by disclosure or other acts of 


the Consultant or through the fault of the Consultant, the Consultant agrees: 


(i) to maintain this information in confidence; 


(ii) not to use this information other than in the course of this Agreement; 


(iii) not to disclose or release such information except on a need-to-know only 


basis; 


(iv) not to disclose or release such information to any third person without the 


prior written consent of the Customer, except for authorized employees or 


agents of the Consultant; and  


(v) to take all appropriate action, whether by instruction, agreement or 


otherwise, to ensure that third persons with access to the information 


under the direction or control or in any contractual privity with the 


Consultant, do not disclose or use, directly or indirectly, for any purpose 


other than for performing the Services during or after the term of this 


Agreement, any material or information, including the information, 


without first obtaining the written consent of the Customer. 
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(b) Duty Owed to the Consultant -- The parties agree that if the Customer shall 


breach any term of Section 2.5 of this Agreement entitled “Ownership of 


Software and Confidential Information”, then the Consultant shall have the right 


to terminate this Agreement and the grant of licenses herein forthwith without 


giving notice as set forth in Section 10.3(b). 


 Termination 


(a) If the Consultant should neglect to perform the Services properly or otherwise fail 


to comply with the requirements of this Agreement, the Customer must notify the 


Consultant in writing of such default (a “Default Notice”).  Upon receipt of a 


Default Notice, the Consultant must either correct the default at no additional cost 


to the Customer, or issue a written notice of its own disputing the alleged default, 


in either case within thirty (30) days immediately following receipt of a Default 


Notice.  If the Consultant fails to correct the default, or issue a notice disputing 


the alleged default, in either case within thirty (30) days following receipt of the 


Default Notice, the Customer may terminate the part of this Agreement relating to 


the provision of Services and in such case will be responsible for payment to the 


Consultant of only that part of the fee earned by the Consultant for those Services 


performed up to the time of communication of such notice of termination to the 


Consultant.  Disputes of alleged defaults shall be subject to the alternate dispute 


resolution provisions of Section 10.5. 


(b) If the Customer should fail to comply with its obligations under this Agreement, 


the Consultant must notify the Customer in writing of such default (a “Default 


Notice”).  Upon receipt of a Default Notice, the Customer must correct the default 


at no additional cost to the Consultant, or issue a written notice of its own 


disputing the alleged default, in either case within thirty (30) days immediately 


following receipt of a Default Notice.  If the Customer fails to correct the default, 


or issue a notice disputing the alleged default, in either case within thirty (30) 


days following receipt of the Default Notice, the Consultant may terminate the 


whole of this Agreement including the grant of license to the Software and in such 


case the Customer will be responsible for payment to the Consultant of only that 


part of the fee earned by the Consultant for that part of the Services performed in 


accordance with this Agreement up to the time of communication of such notice 


of termination to the Customer. Disputes of alleged defaults shall be subject to the 


alternate dispute resolution provisions of Section 10.5. 


 Procedure on Termination 


If this Agreement is terminated prior to the Completion of Services, then within 


thirty (30) days following such termination, the Customer shall return the Software to the 


Consultant and shall certify, under the hand of a duly authorized officer of the Customer, that all 


copies of the Software or any part thereof, in any form, within the possession or control of the 


Customer have been returned to the Consultant.  If this Agreement is terminated following the 


Completion of Services, then the Customer may retain the copy of the Software in its possession 
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as of the Completion of Services but it shall not be entitled to any additional  Licenses, nor will it 


receive updates of, or modifications to, the Software made by the Consultant.  Finally, it will not 


be entitled to access the Source through exercise of the license granted pursuant to Section 2.6 of 


this Agreement except for default under Section 2.6(d).  Notwithstanding the foregoing, the 


Customer will remain subject to the obligations imposed upon it pursuant to this Agreement with 


respect to the Software, including, but not limited to, such obligations relating to ownership of 


the Software and confidentiality. 


 Arbitration of Disputes 


(a) The parties agree to submit any claim, controversy or dispute arising out of or 


relating to this Agreement or the relationship created by this Agreement to 


binding arbitration.  The arbitration shall be conducted in Orange County, 


California, in accordance with California Code of Civil Procedure Sections 1208-


1284.2, as amended as of the date of submission of the dispute (“Rules”), and as 


modified by this Section.  To the extent there is a conflict between the provisions 


of this Section and the Rules, however, the provisions of the Section shall govern.  


By mutual written agreement, the parties may vary any of the provisions of this 


Section and the Rules, including modifications which designate an alternative 


dispute resolution procedure. 


(b) As used herein, a “qualified arbitrator” means a party with at least ten (10) years’ 


experience in resolving disputes in the Southern California area and ten (10) years 


of full time practice in commercial transactions, including the negotiation and 


review of commercial agreements.  Within thirty (30) days after any party 


delivers written demand for arbitration, the parties shall meet and attempt to 


select, by mutual agreement, one (1) qualified arbitrator to act as the sole 


arbitrator of the dispute.  If the parties cannot agree on an arbitrator within such 


thirty-day period, as such period may be extended by mutual agreement of the 


parties, then, within an additional thirty (30) days Consultant and Customer shall 


each designate up to three (3) qualified arbitrators and notify the other party in 


writing of the designations.  The qualified arbitrators so designated within such 


thirty-day period shall constitute the “List of Arbitrators.”  If either Consultant or 


Customer fails to designate any qualified arbitrators within such thirty-day period, 


then the qualified arbitrators designated by the other party shall constitute the List 


of Arbitrators.  Within thirty (30) days after the List of Arbitrators has been 


constituted, the parties shall meet and negotiate in good faith to select one (1) 


arbitrator from the List of Arbitrators to act as the sole arbitrator of the dispute.  If 


the parties fail to select an arbitrator with such thirty-day period, such sole 


arbitrator shall be appointed from the List of Arbitrators by the Presiding Judge of 


the Superior Court of Orange County, California, upon written application of a 


party, provided such arbitrator shall meet the requirements set forth above in this 


Section.   


(c) Discovery for the arbitration proceedings shall be conducted by the parties in 


accordance with the Rules, except to the extent otherwise provided in this Section.  
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The parties desire to provide for the expeditious resolution of disputes.  Therefore, 


notwithstanding anything to the contrary set forth in the Rules, discovery 


conducted under the arbitration shall be limited as follows:  (i) within twenty (20) 


days after selection of the arbitrator, the parties shall meet with the arbitrator at a 


mutually agreeable place and conduct a mutual exchange of documents relating to 


the dispute; and (ii) at such meeting the arbitrator shall have the right to order the 


production of any additional documents from any party and to specify the nature 


and extent of other discovery which the arbitrator determines is reasonably 


required, including, but not limited to, the taking of depositions or the obtaining 


of expert reports.  If the arbitrator determines that expert witnesses are required, 


each party shall be entitled to designate such an expert(s) and the arbitrator may 


designate his/her own expert(s), as the arbitrator deems appropriate.  The 


arbitrator shall have authority to set further discovery deadlines in order to 


facilitate the efficient conduct of arbitration. 


(d) A hearing shall be conducted by the arbitrator within ninety (90) days after 


selection of the arbitrator, unless the arbitrator determines that additional time is 


reasonably required.  The parties shall submit such legal briefing or other 


statements of position as the arbitrator may request.   


(e) Within thirty (30) days after completion of the hearing, the arbitrator shall reach a 


written decision regarding the dispute and deliver the same to the parties.  Upon 


the request of a party, the arbitrator shall issue a written opinion, a finding of fact 


and conclusions of law.  The decision of the arbitrator shall become final ten (10) 


days after it is delivered to the parties and shall be binding on the parties, 


conclusive and non-appealable.   


(f) The arbitrator shall have the power and jurisdiction to resolve all disputes and 


order all remedies available under applicable law or equity, consistent with the 


provisions of this Agreement, including, without limitation, ordering specific 


performance; provided, however, that the arbitrator shall not have the power to 


grant any relief whatsoever to any third party.  The arbitrator shall resolve the 


dispute in accordance with applicable substantive laws of the State of California.  


(g) The parties shall share equally the arbitrator’s fee and costs, but each party shall 


bear its own attorneys’ fees and other costs related to the presentation of its case. 


(h) Judgment upon arbitration award may be entered in, confirmed and enforced by, 


the Superior Court of the County of Orange, California.   


(i) To the fullest extent permitted by applicable law, the parties hereby waive any 


right to a trial by court or jury and agree that any dispute arising out of the 


interpretation or performance of this Agreement shall be resolved by arbitration 


conducted pursuant to this Section.   
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(j) BY INITIALLING IN THE SPACE BELOW, YOU ARE AGREEING TO 


HAVE YOUR DISPUTE ARISING OUT OF THE MATTERS INCLUDED IN 


THE “ARBITRATION OF DISPUTES” PROVISION HEREOF DECIDED BY 


NEUTRAL ARBITRATION AS PROVIDED BY CALIFORNIA LAW AND 


YOU ARE GIVING UP ANY RIGHTS YOU MIGHT POSSESS TO HAVE 


THE DISPUTE LITIGATED IN A COURT OR JURY TRIAL.  BY 


INITIALLING IN THE SPACE BELOW, YOU ARE GIVING UP YOUR 


JUDICIAL RIGHT TO DISCOVERY AND APPEAL, UNLESS THOSE 


RIGHTS ARE SPECIFICALLY INCLUDED IN THE “ARBITRATION OF 


DISPUTES” PROVISION.  IF YOU REFUSE TO SUBMIT TO ARBITRATION 


AFTER AGREEING TO THIS PROVISION, YOU MAY BE COMPELLED TO 


ARBITRATE UNDER THE AUTHORITY OF THE CALIFORNIA CODE OF 


CIVIL PROCEDURE.  YOUR AGREEMENT TO THIS ARBITRATION 


PROVISION IS VOLUNTARY. 


(k) WE HAVE READ AND UNDERSTAND THE FOREGOING AND AGREE TO 


SUBMIT DISPUTES ARISING OUT OF THE MATTERS INCLUDED IN THE 


“ARBITRATION OF DISPUTES” PROVISION TO NEUTRAL 


ARBITRATION. 


  Consultant’s initials ________ Customer’s initials ________    


 Accounts and Records 


The Consultant shall: 


(a) keep proper and detailed accounts in accordance with accepted accounting 


practices of all factors entering into the computation of the amounts payable 


pursuant to this Agreement; and 


(b) for a period of two years from the date of Completion of Services by the 


Consultant, preserve all accounts and other documentation relating to the 


Customer and keep them available for inspection by the Customer or its 


representative, at any time.  The Consultant agrees that this obligation shall 


survive any termination of this Agreement. 


 Addresses for Notice 


Any notice required or permitted to be given to any party to this Agreement shall 


be given in writing and shall be delivered personally, mailed by prepaid registered post or sent 


by facsimile to the appropriate address or facsimile number set out below.  Any such notice shall 


be conclusively deemed to have been given and received on the day on which it is delivered or 


transmitted (or on the next succeeding business day if delivered or received by facsimile after 


5:00 p.m. local time on the date of delivery or receipt, or if delivered or received by facsimile on 


a day other than a business day), if personally delivered or sent by facsimile or, if mailed, on the 


third business day following the date of mailing, and addressed, in the case of the Consultant, to: 







 


 


32 


 


_____ 


_____ 


_____ 


Attention:  _____ 


Telephone:  _____ 


e-mail:  _____ 


 


and in the case of the Customer, to: 


 


CITY OF GARDEN GROVE 


11222 Acacia Prkwy. 


Garden Grove, CA 92840 


Attention: _____ 


Telephone: _____  


e-mail:  _____ 


 


 Each party may change its particulars respecting notice, by issuing notice to the other 


party in the manner described in this Section 10.7. 


 Assignment 


(a) Consultant may not assign this Agreement or its interest therein without 


Customer’s prior written consent, which Customer shall not unreasonably 


withhold.  Any such assignment shall be subject to Assignee’s agreeing to all 


terms and conditions of this Agreement. 


(b) This Agreement is not assignable by the Customer without the prior, express, 


written permission of the Consultant, which may not be unreasonably withheld.  


The licenses granted hereunder and the Software may not be sublicensed, 


assigned or transferred.  Any assignment by Customer without the prior written 


consent of Consultant shall be void. 


 Reorganizations 


The Customer acknowledges that the License fee set out in this Agreement has 


been established on the basis of the structure of the Customer at the date of this Agreement.  To 


the extent that the Customer amalgamates, consolidates or undergoes any similar form of 


corporate reorganization or transition (a “Reorganization”), and the resulting entity (whether or 


not the Customer is the resulting or continuing entity) requires additional Licenses to support the 


system, the Consultant shall be entitled to receive, and the Customer shall pay, an additional 


License fee based on the then prevailing License fee in effect.  The provisions of this Section 


10.9 shall apply mutatis mutandis to any subsequent Reorganizations occurring following the 


first Reorganization.  The provisions of this Section 10.9 shall not apply where the Customer 


undergoes a Reorganization involving only other Customers that have already purchased a 


License from the Consultant.  For purposes of this Agreement, any corporate changes undergone 


by the Customer will be characterized as either an assignment, in which case Section 10.8 will 
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apply, or a Reorganization, in which case Section 10.9 will apply, but it is not intended that 


Sections 10.8 and 10.9 will apply to any single sequence of events, if such application would 


result in a duplication of the fees provided for in those provisions. 


 Binding Agreement and Enurement 


This Agreement shall be binding upon the parties hereto and their respective 


successors and assigns.  This Agreement shall inure to the benefit of the parties hereto and their 


respective successors and permitted assigns. 


 Entire Agreement 


This Agreement shall constitute the entire agreement between the parties hereto 


with respect to the matters covered herein.  No other agreements, representations, warranties or 


other matters, oral or written, purportedly agreed to or represented by or on behalf of Consultant 


by any of its employees or agents, or contained in any sales materials or brochures, shall be 


deemed to bind the parties hereto with respect to the subject matter hereof.  Customer 


acknowledges that it is entering into this Agreement solely on the basis of the representations 


contained herein. 


 Section Headings 


Section and other headings in this Agreement are for reference purposes only, and 


are in no way intended to describe, interpret, define or limit the scope or extent of any provision 


hereof. 


 Independent Contractor 


Customer engages Consultant under this Agreement solely as an independent 


contractor to perform Consultant duties which are described in this Agreement.  Customer and 


Consultant expressly acknowledge and agree that Consultant is the independent contractor of 


Customer an nothing contained in this Agreement or which otherwise exists shall be construed 


by Customer, Consultant or any third person or entity to create a relationship of joint ventures, 


partners, or employer and employee. 


 Governing Law 


This Agreement shall be governed by the laws of the State in which Customer is 


located and shall be deemed to have been entered into in that State for purposes of venue no 


matter where actually executed. 


 Invalidity 


The invalidity or unenforceability of any provision or covenant contained in this 


Agreement shall not affect the validity or enforceability of any other provision or covenant 


herein contained and any such invalid provision or covenant shall be deemed to be severable. 
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 Waiver 


A term or condition of this Agreement may be waived or modified only by written 


consent of both parties.  Forbearance or indulgence by either party in any regard shall not 


constitute a waiver of the term or condition to be performed, and either party may evoke any 


remedy available under the Agreement or by law despite such forbearance or notice. 


 Counterparts 


This Agreement may be executed in counterparts (whether by facsimile signature 


or otherwise), each of which when so executed shall constitute an original and all of which 


together shall constitute one and the same instrument. 


 RFP Response 


Consultant’s response to Customer’s RFP is attached hereto and incorporated 


herein as Schedule F.  Customer acknowledges that Consultant, after it has been selected by 


Customer, re-evaluates its proposal relative to the Customer’s RFP to determine if any updates or 


revisions are necessary.  Any such updates and revisions are attached hereto as an exhibit and 


incorporated herein. 


 Competitive Bid 


Customer has conducted a competitive evaluation and has concluded such efforts 


with this negotiated Agreement (including any addenda hereto); therefore, this Agreement may 


serve as the basis for similar agreements whereby other entities may contract separately with 


Consultant.  Customer agrees that Consultant may disclose all or any portion of this Agreement 


to any of its current or prospective customers. 


 Further Assurances 


The parties shall do all such things and provide all such reasonable assurances as 


may be required to consummate the transactions contemplated hereby, and each party shall 


provide such further documents or instruments required by any other party as may be reasonably 


necessary or desirable to affect the purposes of this Agreement and carry out its provisions. 


[SIGNATURE PAGE FOLLOWS] 
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 IN WITNESS WHEREOF the parties hereto have duly executed this Agreement on the 


day and year first written above. 


 


__________________ 


 


 


Per:        


Name:  


Title:  


 


 


Per:       


Name:       


Title:        


 


 


CITY OF GARDEN GROVE 


 


 


Per:       


Name:  


Title:   


 


Attest: 


 


 


      


City Clerk 


 


Approved as to form: 


 


       


City Attorney 


 
 


 







 


 


Schedule “A” - Description of Software 


 
 


 


 


 


 


 


 


 


 







 


 


Schedule “B” - Implementation Process and Timetable 
 


 


 


 


 


  







 


 


Schedule “C” - Fee Structure and Payment Schedule 


 


 


 


  







 


 


Schedule “D” -  Support and Maintenance Agreement 


This support and maintenance agreement (the “Support and Maintenance 


Agreement”) between Consultant and Customer becomes effective upon the installation of the 


Software. 


Unless otherwise defined herein, all defined terms used herein shall have the 


meaning ascribed to them in the Software License, Implementation and Support and Maintenance 


Agreement (the “Agreement”). 


1. Subject to the terms and conditions of this Support and Maintenance Agreement, 


Consultant shall provide support and maintenance services which include revisions, 


updates and enhancements to the Software and related materials under the Agreement.  The 


Consultant shall provide up to 18 months of support after the release of a new version of 


the software. 


2. Subject to the terms and conditions of this Support and Maintenance Agreement, 


Consultant shall provide software support via telephone and electronic mail, and site visits 


when necessary, consistent with the hours of operation, all as described in Exhibit 1 hereto 


and in effect as of the date hereof, as such services may, at the discretion of Consultant, be 


modified or supplemented from time to time (provided that any changes generally apply to 


all licensees of Consultant).  To enable Consultant to provide effective support, the 


Customer will establish auto remote access based on remote access procedures compatible 


with Consultant’s practices.  


3. In consideration for the support services specified in Section 2, Customer shall pay the 


Annual Support and Maintenance Fee of $__________, any required System Software 


Maintenance, and the Annual Escrow Fees as listed in Schedule C-______.  The Annual 


Support and Maintenance Fee will be billed annually in advance beginning on the 


anniversary of the Support and Maintenance Agreement.  Consultant may change the 


Annual Support and Maintenance Fee from time to time.  In addition to the Annual Support 


and Maintenance Fee, Customer shall reimburse Consultant for its direct expenses in 


providing support services pursuant to this Agreement, including, but not limited to: 


(a) courier services, photocopying, faxing and reproduction services, all reasonable 


travel costs, including a travel time rate of $_____/hour, meal expenses of not more 


than the greater $_____ or the amount prescribed by the State where services will 


be delivered or federally if higher on a per diem basis (no receipts provided) and a 


mileage charge consistent with the Internal Revenue Service published guidelines, 


long distance telephone calls and all other reasonable expenses incurred in the 


performance of Consultant’s duties hereunder. 


Consultant may update its reimbursement policies from time to time, in which case such 


updated policies shall apply for purposes of this Support and Maintenance Agreement, 


provided that such updated reimbursement policies must generally apply to all clients of 


Consultant. 


4. All support services provided by Consultant to Customer other than those specified in 







 


 


Section 2 (such as, but not limited to, on-site support), shall be provided to Customer by 


Consultant at Consultant’s then prevailing prices, hourly rates, policies and terms.  For 


certainty, any updates of, or enhancements to, the Software will be made available to 


Customer free of charge (with respect to the actual updates or enhancements), but all 


services provided by Consultant with respect to such updates or enhancements will be 


subject to the Consultant’s then-prevailing prices, hourly rates, policies and terms, meaning 


that such then-prevailing prices will apply to matters such as set-up and training relating to 


such updates or enhancements. 


5. All payments hereunder shall be in U.S. dollars and shall be net of any taxes, tariffs or 


other governmental charges. 


6. The initial term hereof shall be for one year beginning on the date set out above, and shall 


continue thereafter on an annual basis provided that Customer shall pay the then prevailing 


Annual Support and Maintenance Fee, unless terminated by either party upon giving to the 


other not less than 90 days’ notice in writing prior to the end of the first year or any 


subsequent anniversary of such date.  If the Support and Maintenance Agreement is 


terminated by Customer, it shall be entitled to retain the Software licensed to it as at the 


date of such termination, but it will relinquish its rights to receive upgrades of, or 


enhancements to, the Software, services for the Software, or access to the Source in escrow 


upon the occurrence of any event specified in Section 2.6(d) of the Agreement.  For 


certainty, and without mitigating the application of the Agreement during the term of this 


Support and Maintenance Agreement, the terms and conditions of the Agreement relating 


to the license of the Software and the Documentation and the rights and obligations of the 


parties with respect thereto will continue to apply to Customer following the termination 


of this Support and Maintenance Agreement. 


7. Title to and ownership of all proprietary rights in the Software and all related proprietary 


information shall at all times remain with Consultant, and Customer shall acquire no 


proprietary rights by virtue hereof. 


8. Unless terminated pursuant to Paragraph 6 hereof, this Support and Maintenance 


Agreement shall remain in full force and effect except as terminated as follows: 


(a) If either party neglects or fails to perform, observe or cure within sixty (60) days of 


written notice of such failure to perform any of its existing or future obligations.  If 


termination is for Consultant’s breach, Customer shall be entitled to a pro-rata 


reimbursement of the Annual Support and Maintenance Fee, from the termination 


date. 


(b) If Customer attempts to assign this Agreement or any of its rights hereunder, or 


undergoes a Reorganization, without complying with the Agreement. 


9. Unless otherwise agreed to by the parties, all notices required hereunder shall be made in 


accordance with the provisions of the Agreement. 


10. Either party’s lack of enforcement of any provision in this Support and Maintenance 


Agreement in the event of a breach by the other shall not be construed to be a waiver of 







 


 


any such provision and the non-breaching party may elect to enforce any such provision in 


the event of any repeated or continuing breach by the other. 


11. A valid contract binding the parties hereto shall come into being only upon execution of 


this Support and Maintenance Agreement by a duly authorized agent, officer or 


representative of both parties. 


12. This Support and Maintenance Agreement is the exclusive statement of the entire support 


and maintenance agreement between Consultant and Customer.  No change, termination 


or attempted waiver of any of the provisions hereof shall be binding unless in writing and 


signed by the party against whom the same is sought to be enforced.  


13. The parties hereto agree that the terms and conditions contained herein shall prevail 


notwithstanding any variations on any orders submitted by Customer. 


14. The particular provisions of this Support and Maintenance Agreement shall be deemed 


confidential in nature and neither Customer nor Consultant shall divulge any of its 


provisions as set forth herein to any third party except as may be required by law. 


15. Termination of this Support and Maintenance Agreement shall not affect any right of action 


of either party arising from anything which was done or not done, as the case may be, prior 


to the termination taking effect. 


16. The Customer and the Consultant recognize that circumstances may arise entitling the 


Customer to damages for breach or other fault on the part of the Consultant arising from 


this Support and Maintenance Agreement. The parties agree that in all such circumstances 


the Customer’s remedies and the Consultant’s liabilities will be limited as set forth below 


and that these provisions will survive notwithstanding the termination or other discharge 


of the obligations of the parties under this Support and Maintenance Agreement. 


(i) FOR BREACH OR DEFAULT BY THE CONSULTANT OR 


OTHERWISE IN CONNECTION WITH THIS SUPPORT AND 


MAINTENANCE AGREEMENT, INCLUDING A BREACH OR 


DEFAULT ENTITLING THE CUSTOMER TO RESCIND OR BE 


DISCHARGED FROM THE PROVISIONS OF THIS SUPPORT AND 


MAINTENANCE AGREEMENT AND WHETHER IN THE NATURE 


OF A BREACH OF CONDITION OR A FUNDAMENTAL BREACH, 


THE CUSTOMER’S EXCLUSIVE REMEDY, IN ADDITION TO 


ELECTING IF SO ENTITLED TO RESCIND OR BE DISCHARGED 


FROM THE PROVISIONS OF THIS SUPPORT AND MAINTENANCE 


AGREEMENT, SHALL BE PAYMENT BY THE CONSULTANT OF 


THE CUSTOMER’S DIRECT DAMAGES TO A MAXIMUM AMOUNT 


EQUAL TO, AND THE CONSULTANT SHALL IN NO EVENT BE 


LIABLE IN EXCESS OF, THE AMOUNT OF FEES ACTUALLY PAID 


BY THE CUSTOMER TO THE CONSULTANT UNDER THIS 


SUPPORT AND MAINTENANCE AGREEMENT DURING THE 


THEN-CURRENT TERM OF THE SUPPORT AND MAINTENANCE 







 


 


AGREEMENT UP TO AND INCLUDING THE DATE OF 


TERMINATION. 


(ii) IN NO EVENT SHALL ANY DAMAGES INCLUDE, NOR SHALL THE 


CONSULTANT BE LIABLE FOR, ANY SPECIAL, INDIRECT OR 


CONSEQUENTIAL DAMAGES EVEN IF THE CONSULTANT HAS 


BEEN ADVISED OF THE POSSIBILITY THEREOF.  WITHOUT 


LIMITING THE GENERALITY OF THE FOREGOING, THE 


CONSULTANT SHALL NOT BE LIABLE FOR LOST PROFITS, LOST 


BUSINESS REVENUE, FAILURE TO REALIZE EXPECTED 


SAVINGS, OTHER COMMERCIAL OR ECONOMIC LOSS OF ANY 


KIND, OR FOR ANY CLAIM WHATSOEVER AGAINST THE 


CUSTOMER BY ANY OTHER PARTY. 


(iii) CLAUSES (i) AND (ii) SHALL APPLY IN RESPECT OF ANY CLAIM, 


DEMAND OR ACTION BY THE CUSTOMER IRRESPECTIVE OF 


THE NATURE OF THE CAUSE OF ACTION UNDERLYING SUCH 


CLAIM, DEMAND OR ACTION, INCLUDING, BUT NOT LIMITED 


TO, BREACH OF CONTRACT OR TORT. 


17. The parties hereby confirm that the waivers and disclaimers of liability, releases from 


liability, limitations and apportionments of liability, and exclusive remedy provisions 


expressed throughout this Support and Maintenance Agreement shall apply even in the 


event of default, negligence (in whole or in part), strict liability or breach of contract of the 


person released or whose liability is waived, disclaimed, limited, apportioned or fixed by 


such remedy provision, and shall extend to such person’s affiliates and to its shareholders, 


directors, officers, employees and affiliates. 


18. Where remedies are expressly afforded by this Support and Maintenance Agreement, such 


remedies are intended by the parties to be the sole and exclusive remedies of the Customer 


for liabilities of the Consultant arising out of or in connection with this Support and 


Maintenance Agreement, notwithstanding any remedy otherwise available at law or in 


equity. 


19. This Support and Maintenance Agreement shall be governed by the laws of the State in 


which the Customer is located. 


20. This Support and Maintenance Agreement may not be assigned by the Customer unless, 


concurrently with any such assignment, the Customer assigns its rights under, and complies 


with the provisions of the Agreement. 


21. This Support and Maintenance Agreement shall be binding upon the successors and assigns 


of the parties and enure to the benefit of the successors and permitted assigns of the parties. 


22. Time shall be of the essence of this Support and Maintenance Agreement. 


23. The invalidity or unenforceability of any provision or covenant contained in this Support 


and Maintenance Agreement shall not affect the validity or enforceability of any other 







 


 


provision or covenant herein contained and any such invalid provision or covenant shall be 


deemed to be severable. 


24. The parties shall do all such things and provide all such reasonable assurances as may be 


required to consummate the transactions contemplated hereby, and each party shall provide 


such further documents or instruments required by any other party as may be reasonably 


necessary or desirable to effect the purposes of this Support and Maintenance Agreement 


and carry out its provisions. 


25. This Support and Maintenance Agreement may be executed in counterparts (whether by 


facsimile signature or otherwise), each of which when so executed shall constitute an 


original and all of which together shall constitute one and the same agreement. 


IN WITNESS WHEREOF, the Parties have executed this Support and 


Maintenance Agreement to be effective as of the date first written above.  


CITY OF GARDEN GROVE 


 


 


By:       


 Mayor 


 


 


By:       


 City Clerk 


__________ 


 


 


By:       


Name:  


Title:  


 


 


By:       


Name:       


Title:       


 


 







 


 


EXHIBIT 1 


Standard Support and Maintenance Services – Standard Guidelines 


These guidelines provide information on Consultant’s standard support coverage, the services 


which are included as part of annual software support, a listing of call priorities, an outline of 


escalation procedures and other important details. 


 


The services listed below are services that are included as part of your software support. 


• 800 Toll Free Telephone support  


• Software for Life  


- Guaranteed Support on the Software’s existing applications for life 


- Cost effective upgrade solutions 


• Scheduled assistance for installations, upgrades & other special projects (there may be charges 


depending on the Statement of Work) 


• Technical troubleshooting & issue resolution 


• E-mail support call logging and notification 


• Free eSupport access 24 x 7 with the following on-line benefits: 


- Log & close calls 


- View & update calls 


- Update contact information  


- Access published documentation 


- Access available downloads  


- Access Support knowledge base 


- Participate in Discussion Forums 


- Report on metrics 


• Standard software releases and updates 


- Defect corrections (as warranted) 


- Planned enhancements 


- State and/or Federal mandated changes (charges may apply depending on the Statement 


of Work) 


- Payroll regulated changes 


- Participation in BETA program 


- Release notes 


• Limited training questions (15 minute guideline) 


• Customer Care Program 


- Quarterly Newsletter with support tips 


- Technical support bulletins 


- Communication on new products and services 


- On-site visits (as required) 


• Design review for potential enhancements or custom modifications  


• Outstanding Calls Report with conference call (as required) 


• Ability to attend the annual customer conference (attendance fees apply) 


 


 


 







 


 


HelpDesk Hours 


Standard hours of support are from 7:30 a.m. CST to 7:30 p.m. CST, Monday to Friday, excluding 


designated statutory holidays.   Support is available from 7:30 p.m. CST through to 7:30 a.m. CST 


and is billable on an hourly basis.  Support hours may vary by specific product line.  Weekend 


assistance is available and must be scheduled in advance and in most cases is billable. 


Call Priorities 


In an effort to assign resources to incoming calls as effectively as possible, three types of call 


priorities, 1, 2 & 3, have been identified.  A Priority 1 call is deemed by support staff to be an 


Urgent or High Priority call, Priority 2 is classified as a Medium Priority and Priority 3 is deemed 


to be a Low Priority.  The criteria used to establish guidelines for these priorities are as follows: 


 


Priority 1 – High 


High priority issues consist of Errors for which there is no means of workaround, causing (i) 


unrecoverable "crashes" of the Software, (ii) ongoing unrecoverable loss or corruption of data or 


(iii) loss of essential Software functionality that prevents Customer processing for which there is 


no means of workaround.  Examples of high priority issues include: 


• System Down (Software Application, Hardware, Operating System, Database) 


• Inability to process payroll checks 


• Inability to process accounts payable checks 


• Inability to process bills 


• Program errors without workarounds 


• Incorrect calculation errors impacting a majority of records 


• Aborted postings or error messages preventing data integration and update 


• Performance issues of severe nature impacting critical processes 


• Hand-held interface issues preventing billing 


 


Priority 2 – Medium 


Medium priority issues consist of Errors that may be causing (i) ongoing recoverable loss or 


corruption of data for which there is no workaround, (ii) loss of essential Software functionality 


that prevents Customer processing that has a workaround, or (iii) loss of non-essential Software 


functionality that does not have a workaround.  Examples of medium priority issues include: 


• System errors that have workarounds 


• Calculation errors impacting a minority of records 


• Reports calculation issues 


• Printer related issues (related to interfaces with the Software and not the printer itself) 


• Security issues 


• Hand-held issues not preventing billing 


• Performance issues not impacting critical processes 


• Usability issues 







 


 


• Workstation connectivity issues (Workstation specific) 


 


Priority 3 – Low 


Low priority issues consist of Errors that may be causing (i) loss of non-essential Software 


functionality that has a workaround or (ii) difficulties in the user interface.  Examples of low 


priority issues include: 


• Report formatting issues 


• Training questions, how to, or implementing new processes 


• Aesthetic issues 


• Issues with workarounds for large majority of accounts 


• Recommendations for enhancements on system changes 


• Questions on documentation 


 


 


Response Times 


Consultant will correct reported Errors in accordance with the following provisions.  All time 


references below are clock hours or calendar days, unless otherwise specified.   


 1. Priority 1 Errors 


  a. Consultant will provide the customer with a telephone number for 


emergency support to be used by Customer at any time on a seven (7) day a week, twenty-four 


(24) hours a day basis to report Priority 1 Errors, if the customer chooses to pay an additional 


maintenance premium of 25% of annual maintenance each year, otherwise, the customer will be 


able to place a call for support anytime during the help desk hours (7:30 a.m. to 7:30 p.m. CST 


Monday through Friday, excluding holidays).  


  b. Consultant will provide an initial response to all Priority 1 Errors within one 


(1) hour following the report of issue. 


  c. Consultant will use commercially reasonable efforts to resolve Priority 1 


Errors within twenty-four (24) hours or identify a mutually agreeable correction plan within 


twenty-four (24) hours following the report of Error. 


 2. Priority 2 Errors 


  a. The Customer shall use the standard call support center telephone number 


or web service for emergency support during normal business hours (7:30  a.m. to 7:30  p.m. CST, 


Monday through Friday, excluding holidays). 


  b. Consultant will provide an initial response to all Priority 2 Errors within 


four (4) working hours following the report of the Error. 


  c. Consultant will use commercially reasonable efforts to resolve Priority 2 


Errors within seven (7) working days following the report of the issue.   







 


 


 3. Priority 3 Errors 


  a. The Customer shall use the standard call support center telephone number 


or web service for emergency support during normal business hours (7:30  a.m. to 7:30  p.m. CST, 


Monday through Friday, excluding holidays). 


  b. Consultant will provide the Customer a tracking number for all Priority 3 


Errors within five (5) business days following the report of issue, and respond further as part of 


our normal online tracking system. 


  c. Consultant will use commercially reasonable efforts to resolve Priority 3 


Errors by means of a future scheduled update or release, as mutually agreed. 


Call Process 


All issues or questions reported to support are tracked via a support call.  Support analysts cannot 


provide assistance unless a support call is logged.  The current process for logging calls includes 


the following: eSupport (via website), email, phone and fax. 


• Each call must contain at a minimum: the Customer name, contact person, software product 


and version, module and/or menu selection, nature of issue, detailed description of your 


question or issue and any other pertinent information. 


• The support system or one of the support analysts will provide the Customer with a call 


i.d. to track the issue and the call will be logged into a support tracking database. 


• Each call will be stored in a queue and the first available support representative will be 


assigned to deal with the issue. 


• As the support representative assigned to the call investigates the issue, the Customer will 


be contacted and advised as to where the issue stands and the course of action that will be 


taken for resolution.  If the support analyst requires additional information, he/she will 


contact the Customer to obtain the information required. 


• All correspondence and actions associated with a call will be tracked in the support 


database.  At any time, if available to the Customer, the Customer may log onto the 


Consultant’s website to see the status of each call. 


• Once the call has been resolved, the Customer will receive an automated notification by 


email that the call has been closed.  This email will contain the entire event history of the 


call from the time the call was created and leading up to the resolution of the call.  The 


Customer also has the option of viewing both open and closed calls, if available to the 


Customer, via the Consultant’s website. 


• If the issue needs to be escalated to a development resource or programmer for resolution, 


the issue will be logged into a development tracking database and the Customer will be 


provided with a separate i.d. number to track the progress of the issue.  At this time, the 


support call will be closed and replaced by the development i.d. number.  The development 


i.d. number will remain open until the issue has been completely resolved.  Issues escalated 







 


 


to development will be scheduled for resolution and may not be resolved immediately 


depending on the nature and complexity of the issue. 


• The Customer may contact the support department at its convenience for a status update 


on your development issues, or log onto the Consultant’s website (if available to the 


Customer) to view issues on-line. 


Escalation Process 


In the event Consultant has been unable to provide either a permanent or a mutually acceptable 


temporary resolution within the applicable timeframes set forth in the Response Time Section 


above, Consultant will initiate the following escalation procedures.  All procedures will be 


undertaken at Consultant’s sole expense except where the issue is determined to be due to hardware 


malfunctions, utility failures, air conditioning malfunctions, System Software problems, 


communications malfunctions, environmental problems, user errors or any other cause outside 


Consultant’s reasonable control, in which case Consultant may charge the Customer at the hourly 


rates as set forth in Schedule C, provided however, that Consultant shall have the unconditional 


obligation to take the actions described below even where Consultant and Customer may not agree 


on the cause of the problem or corresponding financial responsibility, subject to the resolution of 


the disagreement pursuant to Section 10.5 of the Agreement after the issue has been corrected.  All 


time references below are clock hours or calendar days, unless otherwise specified.  


1. Escalation Stage 1.   


  a. Priority 1 Error:  If a Priority 1 Error is not corrected within twelve (12) 


hours following the report of the Error, the Support Representative attempting to correct the Error 


shall notify the Support Supervisor or Group Lead who will immediately become personally 


involved in resolving the problem, which will include a determination, in his/her reasonable 


discretion following consultation with the Customer, whether it is necessary to locate a Support 


Representative onsite at the Customer’s location to correct the Error.  Consultant will keep the 


Customer appraised of the status of its efforts to correct the Error at no less than four (4) hour 


intervals during standard business hours. 


  b. Priority 2 Error:  If a Priority 2 Error is not corrected within seven (7) days 


following the report of the Error, the Support Representative attempting to correct the Error shall 


notify the Support Supervisor or Group Lead who will immediately become personally involved 


in resolving the problem, which will include a determination, in his/her reasonable discretion 


following in consultation with the Customer, whether it is necessary to locate a Support 


Representative onsite at the Customer’s location to correct the Error.  Consultant will keep the 


Customer appraised of the status of its efforts to correct the Error at no less than daily intervals. 


 


2. Escalation Stage 2 


 a. Priority 1 Error:  If a Priority 1 Error has not been corrected after twenty 


four (24) hours since the initial report of Issue, Consultant will involve its Director of Support in 


directing the resolution of the problem, which will include a determination, in his/her reasonable 


discretion following consultation with the Customer, whether it is necessary to locate a Support 


Representative onsite at the Customer’s location to correct the Error.  Consultant will keep the 


Customer appraised of the status of its efforts to correct the Issue at no less than four (4) hour 


intervals during standard business hours. 







 


 


 b. Priority 2 Error:  If a Priority 2 Error has not been corrected after seven 


(7) days since the initial report of the Error, Consultant will involve its Director of Support in 


directing the resolution of the problem, which will include a determination, in his/her reasonable 


discretion following consultation with the Customer, whether it is necessary to locate a Support 


Representative onsite at the Customer’s location to correct the Error.  Consultant will keep the 


Customer appraised of the status of its efforts to correct the Issue at no less than daily intervals. 


 


 3. Escalation Stage 3.   


  a. Service Level 1 Error:  If the Error has not been corrected after forty eight 


(48) hours since the initial report of the Error, Consultant will immediately assign its Vice 


President of Support or company CEO to directly oversee our efforts to remedy the Error, 


including, in his/her reasonable determination following consultation with the Customer, assigning 


a Support Representative to work onsite at the Customer’s location, until such Error is resolved.  


  b. Service Level 2 Error:  If the Error has not been corrected after ten (10) 


days since the initial report of the Error, Consultant will immediately assign its Vice President of 


Support or company CEO to directly oversee its efforts to remedy the Error, including in his/her 


reasonable determination following consultation with the Customer assigning a Support 


Representative to work onsite at the Customer’s location, until such Error is resolved.  


  c. Service Level 1 or 2 Errors:  If, at any time, after the specified periods 


above, the Error has not been corrected, Consultant will advise the Customer of the steps it intend 


to take to correct the Error and the corresponding schedule of such steps.  Consultant will consider, 


in good faith, such measures that it has not taken to date, including without limitation, placement 


of company personnel onsite at the Customer and/or retention of third party technical services to 


resolve the Error at Consultant’s own cost.      


Failure to Correct Issues.   


Customer shall be entitled to receive a ten percent (10%) reduction of the monthly maintenance 


fee for the affected software, up to a maximum of 100% of such fee for the current month, for each 


twenty four (24) hour period (excluding weekends and customer holidays) during which a Service 


Level 1 Error is not corrected seventy-two (72) hours following the report of the Error, provided 


however, such reductions shall not apply where the cause of the Error is not within Consultant’s 


reasonable control, which includes hardware malfunctions, utility failures, air conditioning 


malfunctions, System Software problems, communications malfunctions, environmental 


problems, and issues due to errors by the Customer or third-party personnel.   


  







 


 


Table of Service Level Requirements.   


By way of example, but not by limitation, a compilation of the deadlines stated herein is included 


below for convenience of reference by the parties. 


Service Level Required 


Level 1 Error Level 2 Error Level 3 Error 


(time measured from initial report of Error to 


Consultant) 


Initial Response Due 1 hour 4 hours 5 days 


Correction identified and a mutually 


agreeable correction plan will be 


developed within 


24 hours 7 days As mutually 


agreed 


Escalation Stage 1 (Support 


Supervisor/Group Lead.) 


12 hours 7 days N/A 


Stage 1 Status Report Intervals every 4 hours 


during standard 


business hours 


 daily N/A 


Escalation Stage 2 (Dir. of Support) 24 hours 7 days N/A 


Stage 2 Status Report Intervals Every 4 hours 


during standard 


business hours 


  daily N/A 


Escalation Stage 3 (VP of Support/CEO) 72 hours 10 days N/A 


Maintenance and Support Fee Reduction 


(10%/day to a max of 100% of the 


monthly fee for the affected application 


or module of software) 


after 72 hours N/A N/A 


 


Holiday Schedule 


Below is a listing of statutory holidays.  Please note that support services will be closed on 


designated days as outlined below.  


 


New Year's Day   Closed 


Memorial Day    Closed 


Independence Day   Closed 


Schedule D 







 


 


Labor Day    Closed 


Veteran’s Day    Closed 


Thanksgiving    Closed 


Day after Thanksgiving Day  Closed 


Christmas Eve    Early Closure 


Christmas Day    Closed 


Day after Christmas Day  Closed 


New Year’s Eve   Early Closure 


 


Billable Support Services 


The services listed below are services that are out of scope of the Support and Maintenance 


Agreement and are therefore considered billable services. 


 


• Extended telephone training 


• Forms redesign or creation (includes Bill Prints, Notice Prints and Letters) 


• Setup & changes to hand-held interface or creation of new interface 


• Setup of new services or changes to services ( PAP, ACH, etc) 


• File imports/exports - Interfaces to other applications, unless it is determined that the problem 


or support issue is substantially related to an interface written by Harris 


• Refreshes, backups, restores, setting up test areas 


• Setup of new printers, printer setup changes  


• Custom modifications (reports, bills, forms, reversal of customizations) 


• Setting up additional companies / agencies / tokens / general ledgers 


• Data conversions / global modification to setup table data 


• Database maintenance, repairs & optimization  


• Extended Hardware & Operating System support  


• Upgrades & support of third party software 


• Installations / re-installations (workstations, servers) 


 


Test Databases & Environments 


Consultant supports customers in the maintenance of independent Test Environments for testing 


purposes.   This allows customers the opportunity to test fixes, modifications, new business 


processes and/or scenarios without risking any potentially unwanted changes to the live 


environment.   The creation of Test Databases & Environments is a billable service, quotations & 


incremental maintenance rates will be provided on request. 







 


 


Connection Methods 


To ensure Consultant can effectively support the Customer, a communication link is established 


and maintained between the parties’ two sites.  It is the Customer’s responsibility to ensure the 


connection is valid at its location so that Consultant can connect to the Customer's site and resolve 


any issues.  The supported methods of connection are: Direct internet, Virtual Private Network 


(VPN), Remote Access Server (RAS), Direct Connection (modem) and Terminal Services (a 


backup connection may be required for file transfers). 


  







 


 


Schedule “E” - Sample Form Change Order 


Change Order 


(a) Contact & General Information 


Client  Date  


Client  


Contact 


  


Software 


Application 


 


Client Email    


 


(b) Description of Work 


 


Attachments:     


 
(c) Client Approval 


000    $0.00  


Chargeable Hours  Rate  Amount  


000  000    


Non-Chargeable Hours  Total Hours    


      


Client Signature    Date  


Consultant Signature    Date  


Your signature serves as an acceptance of the “Amount” listed above as it relates to the description of 


work contained in this Change Order. Your signature also indicates you have reviewed and agree to 


the scope of work as detailed in any accompanying enclosures or attachments. This signed document 


indicates that you have provided all of the accurate information necessary to produce the work as 


stated in the above Change Order. 


(d) Internal Use Only 


Customer 
# 


 Application #  Originated by 
# 


 PO# 000000
0 


 


 







 


 


Schedule “F”- RFP – Consultant proposal to Customer 


 


 


 


   







 


 


Schedule “G” - Statement of Work 


 


  







 


 


Schedule “H” - System Software 


 


 







 


 


Schedule “I” - Hardware  


(to be purchased by Customer) 


 


 


 


 







 


 


Schedule “J” - Software Not Selected  
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