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REQUEST FOR PROPOSALS (RFP) 

 
RFP NUMBER: 19-0132   PROPOSAL FOR:  Purchase of a Payment Remittance 

Processing Solution 

PROPOSAL DUE DATE:  July 25, 2019   PROPOSAL DUE TIME: 2:00 PM 

PRE-BID MEETING:  July 11, 2019 101 S Mesquite 
Street, 8th Floor, Arlington Texas, 76010 at 3:30pm 

CONTACT:  Blake Williams      
Purchasing Agent   
E-mail: Blake.Williams@arlingtontx.gov   

  Telephone: 817-459-6337 
 

1. Sealed bids one (1) original, one (1) copy, plus one (1) USB, subject to the Terms and Conditions of this INVITATION FOR 
BIDS and other contract provisions, will be received in the Purchasing Division, Business Office, 101 S. Mesquite Street, 
Suite 800, Arlington, Texas 76010, before the closing time and date shown above. 

2. Bids must be returned in a sealed envelope, addressed to the Purchasing Manager, City of Arlington and have the bid 
number, closing date, and company name clearly marked on the outside envelope. 

3. Please note that all Notifications, Releases and Amendments associated with this solicitation will be posted on the City’s 
Procurement Portal at https://arlington-tx.ionwave.net/Login.aspx   and Demandstar by Onvia at: www.demandstar.com 
The City of Arlington will make no attempt to contact vendors with updated information. It is the responsibility of each 
vendor to periodically check the website for any and all notifications, releases and amendments associated with this 
solicitation. 

4. Late bids will be returned to the bidder unopened.   
5. Bids may be withdrawn at any time prior to the official opening.   
6. Bids may not be altered, amended or withdrawn after the official opening without the recommendation and approval of 

the Purchasing Manager. 
 
The undersigned agrees if the bid is accepted, to furnish any and all items upon which prices are offered, at the price(s) and 
upon the terms and conditions contained in the specifications.  The period for acceptance of this proposal shall be 90 calendar 
days unless stated otherwise herein. 

THE UNDERSIGNED, BY HIS/HER SIGNATURE, REPRESENTS THAT HE/SHE IS AUTHORIZED TO BIND THE BIDDER FOR THE 
AMOUNT SHOWN ON THE ACCOMPANYING BID SHEETS AND HEREBY CERTIFIES FULL COMPLIANCE WITH THE TERMS AND 
CONDITIONS, SPECIFICATIONS AND SPECIAL PROVISIONS OF THE INVITATION FOR BID.  BY SIGNING BELOW, YOU SIGNIFY 
THAT YOU HAVE READ THE ENTIRE DOCUMENT AND AGREE TO THE TERMS AND CONDITIONS THEREIN. BY SIGNING BELOW, 
YOU ALSO CERTIFY THAT IF A TEXAS ADDRESS IS SHOWN AS THE ADDRESS OF THE BIDDER, BIDDER QUALIFIES AS A TEXAS 
RESIDENT BIDDER AS DEFINED IN RULE 1 TAC 111.2. 

Company Name and Address Company’s Authorized Agent: 

 Signature 

Name and Title (Typed or Printed) 
Federal ID Number (TIN) or SSN and Name  

DUNS No. Telephone:  

Email address: 

mailto:Rosalyn.kula@arlingtontx.gov
https://arlington-tx.ionwave.net/Login.aspx
http://www.demandstar.com/
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ADDENDUM ACKNOWLEDGEMENT 
 
 
I acknowledge receipt of the following addenda:  
 
 

ADDENDUM NO.       DATED      

ADDENDUM NO.       DATED      

ADDENDUM NO.       DATED      

ADDENDUM NO.       DATED      

 

Name of Firm:            

Authorized Signature:            

 Printed Name:            

Title:             

Date:             

 

It is the responsibility of the firm to ensure that they have received addendums if issued.  Call (817) 459-6300 or email 

Purch@arlingtontx.gov  prior to submitting your bid to ensure that you have received addendums. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Purch@arlingtontx.gov
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CITY OF ARLINGTON 
INSTRUCTIONS TO PROPOSING FIRMS 

 
1. PROPOSAL DELIVERY 
 
Proposals must be received in the Purchasing Office prior to the due date and time.  It is the sole responsibility of each vendor 
to ensure timely delivery of the Proposal.  The City will not be responsible for failure of service on the part of the U.S. Postal 
Office, courier companies, or any other form of delivery service chosen by the vendor. Late proposals will be returned to the 
vendor unopened.  The time stamp clock in the Purchasing Office is the time of record. 
 
Be advised that the Municipal Court has relocated to the City Tower, and there is now only one entrance into the building.  
Vendors will be required to enter and pass through security at the North Entrance (through the metal detector).  All packages 
will also be scanned.  This could be a lengthy process.  The Proposal response must arrive on the 8th floor by 2:00 pm in 
order to be considered. 
 
Vendors are reminded that the U.S. Postal Service deliveries may be delayed.  Vendors are responsible for on-time deliveries 
of proposal documents to the City of Arlington, and are strongly encouraged to use alternate means, such as overnight/hand 
delivery carriers, or allow ample time for USPS deliveries to be received in time.   
 
Vendors must allow sufficient time for processing through the City’s internal mailroom system to ensure the bid/RFP 
response arrives in the Purchasing Office prior to the due date and time.   The City is not responsible for mail held by 
any carrier or third-party delivery service. Any Bid/Proposal received after the required date and time will be considered 
late and will not be accepted or considered. Late bids will be returned to the bidder unopened.  Bids will not be considered 
if delivered or received at any other City office or facility.  
 
 
EXAMPLE OF PROPERLY IDENTIFIED ENVELOPE: 
 

Proposer’s Name 
Address 
City, State, Zip 
Telephone Number 
 City of Arlington 
 Purchasing Division Business Office, 8th Floor 
 101 S. Mesquite St. 
 Arlington, Texas 76010 
RFP Number: 19-0132 
RFP Due Date and Time: July 25, 2019 at 2:00pm 
RFP Name: Purchase of a Payment Remittance Processing Solution ____________________ 

 
 
2. PROPOSAL DOCUMENTS 
 
Review of Documents:  Vendors are expected to examine all documents that make up the proposal. Vendors shall promptly 
notify the City of any omission, ambiguity, inconsistency or error that they may discover upon examination of the proposal.  
Vendors must use a complete proposal to prepare proposals.  The City assumes no responsibility for any errors or 
misrepresentations that result from the use of incomplete proposals. 
 
Location of Documents:   The Procurement Portal and Demandstar are the only authorized sources for obtaining accurate 
Bid forms.  All addenda and notices related to this procurement will be posted by the City on the City’s Supplier Portal and 
Demand Star.       Location of Bid Documents are available after registration (fees apply and will vary) at: 
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• City’s Procurement Portal at  https://arlington-tx.ionwave.net/Login.aspx  
• Onvia Demand Star located at www.onvia.com,  
• Or, may be picked up via hard copy at location Purchasing Division, Business Office, 101 S. Mesquite 

Street, Suite 800, Arlington, Texas 76010, 
 
Any addenda or other modification to the Bid/RFP/RFP documents will be issued by the City prior to the date and time of 
closing, as written addenda shall be distributed to all prospective Proposers who have obtained the Bid/RFP package 
directly from the City’s Supplier Portal or its authorized representative. Such written addenda or modification shall be part 
of the Bid/RFP documents and shall be binding upon each Proposer.  Each Proposer is required to acknowledge receipt of 
any and all addenda in writing and submit with their Bid/RFP. 
 
The City is not responsible for any solicitations advertised by subscriptions, publications; websites (other than the City’s) 
or other sources not connected with the City and the Proposer should not rely on such sources for information regarding 
ay solicitation made by the City of Arlington.   In the event this Bid/RFP is obtained through any means other than the City’s 
Supplier Portal or Demand Star, the City will not be responsible for the completeness, accuracy, or timeliness of the final 
Bid/RFP documents received from those other sources.  Bid/RFP forms obtained from any other source may be incomplete 
and Proposers risk not receiving necessary addenda, or other required documents causing Bid/RFP to be considered non-
responsive and eliminating the Bid/RFP from award.   
 
Preparation of Proposal: Each vendor must furnish the information required by the proposal on the documents provided.  
Proposals submitted on other than the forms included in the proposal package may be considered non-responsive.  Any 
attempt to alter the wording in the proposal may result in rejection of the proposal. 
 
Taxes:  Purchases of Goods or Services for City use are usually exempt from City, State, and most Federal Taxes.  Proposals 
may not include exempted taxes.  The successful vendor should request a Tax Exemption Certificate from the Purchasing 
Division if needed.  Under no circumstances shall the City be liable to pay taxes for which the City has an exemption. 
 
Brand Name or Equal:  If the proposal indicates brand name or “equal” products are acceptable, the vendor may proposal 
an “equal” product as an alternate proposal but must be prepared to demonstrate those features that render it equal.  Final 
determination of a product as an “equal” solely remains with the City. 
 
Delivery Time:  Delivery time, if stated as a number of days, will be based on calendar days.  Time is of the essence in any City 
purchase.  If the indicated date cannot be met, or the date is not indicated, the vendor shall state its best delivery time. 
Failure to meet delivery times quoted may be grounds for cancellation of contract. 
 
Prices:  Proposals shall be firm unless otherwise specified. In the event of a discrepancy between unit price and extended 
price, the unit price shall govern. 
 
Signature:  The vendor must sign each document in the proposal requiring a signature.  If addenda are issued, the vendor 
must initial any physical change made to the proposal. 
 
Proposal Preparation Costs:  All costs associated with preparing a proposal in response to a proposal solicitation shall be 
borne by the vendor. 
 
3. SUBMISSION OF PROPOSALS 
 
Unless otherwise specified, vendors are required to submit the following required documents labeled “original” and one 
copy in a 3-ring binder plus one USB flash drive containing the proposal and all required documentation in electronic 
format. The Proposal submittal must be clearly marked with the Solicitation Number, Proposal Due Date and Time and 
addressed to the attention of the Purchasing Agent of Record. 
 
 
 

https://arlington-tx.ionwave.net/Login.aspx
http://www.onvia.com/
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The vendor should retain all other pages in the proposal document. 
 
Addenda:  Receipt of Addenda must be acknowledged by signing and returning Addenda with the proposal, or under separate 
cover prior to the due date.  Addenda containing proposal pricing should be returned in a sealed envelope marked on the 
outside with the vendor’s name, address, proposal number, and the due date and time. It is the vendor responsibility to 
obtain, review, sign and return any and all addenda.  Addenda are available through the City’s Procurement Portal at 
https://arlington-tx.ionwave.net/Login.aspx   and Demandstar by Onvia at: www.demandstar.com. Failure to return any 
and all issued addenda may adversely affect the vendor opportunity for award. 
 
4. MODIFICATIONS OR WITHDRAWAL OF PROPOSALS 
 
Modification of Proposals:  Proposals may be modified in writing at any time prior to the due date and time. Modifications 
should be returned in a sealed envelope marked on the outside with the vendor name, address, proposal number, and the 
due date and time. The modification package must include a cover letter clearly stating the page(s) and item(s) being 
modified, and any further relevant information.  
 
Withdrawal of Proposals:  Proposals may be withdrawn in writing or by facsimile (provided that the facsimile is signed by the 
vendor) at any time prior to the due date.   
A proposal may also be withdrawn in person by a vendor, provided the withdrawal is made prior to the due date.  The vendor 
must sign a receipt of withdrawal.   
 
No proposals may be withdrawn after the due date without forfeiture of the proposal security (if required), unless there is a 
material error in the proposal.  Withdrawn proposals may be resubmitted, with or without modifications, up to the due date.  
The City may require proof of agency from person withdrawing proposal. 
 
5. OPENING OF PROPOSALS 
 
The Purchasing Division representative responsible for opening proposals shall confirm the time and announce the proposal 
opening.  The representative shall then personally and publicly open and read aloud all proposals received on time. 
 
6. EVALUATION FACTORS AND AWARD 
 
Evaluation:  Vendors may furnish pricing for all or any portion of the proposal (unless otherwise specified).  However, the 
City may evaluate and award the contract for any item or group of items shown on the proposal, or any combination deemed 
most advantageous to the City.  Proposals that specify an “all or none” award may be considered if a single award is 
advantageous. 
 
Award:  The City of Arlington shall award the proposal to the lowest responsive, responsible vendor or to the vendor who 
provides goods or services at the best value for the City.     A responsive vendor is defined to be one who submits a completed 
sealed packet that conforms to all technical and legal requirements within the stated time deadline and in accordance with 
the specifications. A responsible vendor is defined to be one who demonstrates specific selection criteria responses indicating 
that the company has the financial resources, judgement, skill, integrity, performance record and overall ability to 
successfully deliver the supplies, equipment, or services being procured.  In determining the “best value”, the following 
criteria will be considered as amended in section 252.043 of the Texas Local Government Code: 
 

1. Purchase Price; 
2. Reputation of the vendor and the vendor goods/services; 
3. Quality of the vendor’s goods or services; 
4. Extent to which the goods or services meet the municipality’s needs; 
5. Vendor’s past relationship with the municipality; 
6. Impact on the ability of the municipality to comply with laws and rules relating to contracting with historically 

underutilized businesses and non-profit organizations employing persons with disabilities; 

https://arlington-tx.ionwave.net/Login.aspx
http://www.demandstar.com/
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7. Total long-term cost to the municipality to acquire the vendor’s goods or services; and 
8. Any relevant criteria specifically listed in the request for proposals or proposals. 

 
Total long-term cost may include specification conformance, delivery requirements, the life expectancy, cost of maintenance 
and operation, operating efficiency, training requirements, disposal value, warranties and other factors contributing to the 
overall acquisition cost of the product/services. 
 
Acceptance of Proposal:  Acceptance of a proposal for a one-time purchase will be in the form of a Purchase Order.  
Acceptance of a proposal for a supply or service agreement will be by contract.  Subsequent purchase releases may be issued 
as appropriate.  The contents of a proposal shall become a part of the contract. 
Under no circumstances will the City be responsible for goods or services provided without an acceptance signed by an 
authorized City representative. 
 
Reservations:  The City expressly reserves the right to: 
 

1. Specify approximate quantities in the proposal; 
2. Extend the proposal opening date and time; 
3. Consider and accept alternate proposals, if specified in the proposal documents, when most advantageous to the 

City; 
4. Waive as an informality, minor deviations from specifications provided they do not affect competition or result in 

functionally unacceptable goods or services; 
5. Waive any minor informality in any proposal or proposal procedure (a minor informality is one that does not affect 

the competitiveness of the vendor); 
6. Add additional terms or modify existing terms in the proposal; 
7. Reject a proposal because of unbalance unit proposal prices; 
8. Reject or cancel any or all proposals; 
9. Reissue a proposal; and/or 
10. Procure any item by other means. 

 
7. POST-PROPOSAL DOCUMENTS REQUIRED FROM SUCCESSFUL VENDOR 
 
Certificate of Interested Parties Form 1295: The awarded contractor is required to complete online and notarize the 
Certificate of Interested Parties Form 1295 and the form must be submitted to the Purchasing contact listed in the 
solicitation before the purchase/contract will be presented to the City Council. The form must be completed at 
https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm 
 
Certificates of Insurance:  When insurance is required, the vendor must provide certificates of insurance in the amounts and 
for the coverage required to the Purchasing Division within 15 business days after notification of intent to award, or as 
otherwise required by the proposal specifications. 
 
Payment, Performance, and Maintenance Bonds:  When payment, performance, and/or maintenance bonds are required, 
the vendor must provide the bonds, in the amounts and on the conditions required, within 15 working days after notification 
of intent to award, or as otherwise required by the proposal specifications. 
 
8. CONTRACTOR SELECTION 
 
If awarded, the contract shall be based on the City’s evaluation criteria, compliance with proposal requirements and offers 
the most advantageous offer for the supplies, equipment, or services being procured.  
 
9. COMPLIANCE WITH LAWS 

 
The Contractor shall give all notices and comply with all federal, state and local laws, ordinances, rules and regulations, and 
lawful orders of any public authority bearing on the performances of the services.  This agreement and the rights and 

https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm
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obligations of the parties hereto shall be interpreted, construed and enforced in accordance with the laws of the State of 
Texas.  The Contractor warrants and covenants to the City that all services will be performed in compliance with all applicable 
federal, state, county, and city health and safety codes, rules and ordinances including, but not limited to, the Texas Industrial 
Safety and Health Act, and the Workers Right to Know Law. 
 
10. PUBLIC DISCLOSURE 
 
Information, documentation, and other material in connection with this solicitation or any resulting contract may be subject 
to public disclosure pursuant to Chapter 552 of the Texas Government Code (The "Public Information Act"). 
 
Proprietary Information:  All material submitted to the City becomes public property and is subject to the Texas Open Records 
Act upon receipt.  If a vendor does not desire proprietary information in the proposal to be disclosed, each page must be 
identified and marked proprietary at time of submittal.    The City will, to the extent allowed by law, endeavor to protect such 
information from disclosure.  The final decision as to what information must be disclosed, however, lies with the Texas 
Attorney General.  Failure to identify proprietary information will result in all unmarked sections being deemed non-
proprietary and available upon public request. 
 
11. AMERICANS WITH DISABILITIES ACT  
 
Anyone requiring reasonable accommodation for the public meetings specified herein (i.e. Pre-Bid Meeting or Bid Opening 
Meeting) should contact the person/agent of record named on the first page of this document at least 24 hours in advance 
of the activity to request accommodations.   
 
12.  PROHIBITED VENDORS 
 
As of the date of this transaction, Vendor certifies that they are not listed in the prohibited vendors list authorized by 
Executive Order #13224, "Blocking Property and Prohibiting Transactions with Persons Who Commit, Threaten to Commit, 
or Support Terrorism”, published by the United States Department of the Treasury, Office of Foreign Assets Control (see 
http://www.treas.gov/offices/enforcement/ofac/sdn/).     
 
In addition, Vendor certifies that they are not listed on the Excluded Parties List System (EPLS) which is found at 
www.epls.gov.  
 
Vendor agrees that should at any time during the term of this contract they become listed on the either the Terrorism List 
or EPLS, Vendor shall promptly notify the City. The City shall have the absolute right to terminate this contract without 
recourse in the event Vendor becomes listed on the Terrorism List. Vendors identified on either list at time of bid review 
will not be considered for award. 

13.  CONTACT WITH CITY COUNCIL, STAFF AND ADVISORS 

All questions concerning this procurement solicitation must be directed to the Purchasing Agent.  Contact information for 
the Purchasing Agent is listed on page 1 of this document. 

The following provisions are intended to ensure a fair and equitable review process so that there is no actual or potential 
situation where one RFP vendor secures or attempts to secure an unfair advantage over another vendor or creates a 
situation where there is an appearance of impropriety in contacts between the vendor or vendor’s agent or vendor’s 
contractor or vendor’s consultant and City officials.   

Vendors are prohibited from communicating with council members, City officials and their staff, regarding the RFP or 
Proposals from the time the RFP has been released until posted as a City Council agenda item for consideration by the 
entire city council.   
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These restrictions extend to letters, phone calls, emails, social media, or any contact that results in the direct or indirect 
discussion of the RFP or proposal submitted or to be submitted.  Violation of this provision by vendor or vendor’s agent 
may lead to disqualification from consideration.  Exceptions to the restrictions on communication with City employees 
include:  

Contacts by the vendor with City when such contacts do not pertain to this proposal.  Examples include: private (non-
business) contacts with the City by the proposer or Proposer’s employees acting in their personal capacity; presentations 
and/or responses to inquiries initiated by City Staff; and if a representative of the proposer has a question about any 
potential contact as described above, the Purchasing Manager will be notified in order to make a determination as to 
whether any contact is allowed in accordance with the RFP. 
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CITY OF ARLINGTON 
REQUEST FOR PROPOSAL 

RFP NUMBER 19-0132 
 
SECTION 1 
INTRODUCTION      
 
1.0  Introduction 
 
The City of Arlington is looking for a vendor to provide implementation and support services for a remittance processor 
hardware system.  The City reserves the right however, to select a vendor that can provide for the remittance processor 
hardware and software implementation and support if it is in the best interest of the City.    
 
1.1 Background 

Water Customer Services processes all water bill payments for Arlington Water Utilities.  Water Customer Services 
provides service Monday through Friday from 8:00 a.m. to 5:00 p.m.  The payment processing volumes is approximately 
17,000 payments by check per month.  
 
Arlington Water Utilities Customer Services currently utilizes an Opex AS3690i machine that uses RT Lawrence (RTL) 
software. The Opex AS3690i machine takes scans of the payment stub and the check/money order, and places them into 
a batch consisting of 200 payments.  Once the limit of payments in a batch is reached on the machine, the user closes the 
batch, and the file is then ready to be processed by the RTL software.  The batch, which consists of the raw data from the 
stubs and payments, along with the images, is then processed by the RTL software into an SQL Server database, and moved 
to the next processing step. 
 
The system is over 10 years old and in need of replacement in order to meet current and expected payment processing 
volumes.   
 
Primary Objectives: 

• Provide a turnkey solution that consist of remittance processor hardware.   
• Implement the turnkey solution according to the acceptance standards of the City of Arlington. 
• Develop and conduct training on the solution for system administrators, train the trainers, power users, end 

users, etc. 
• Provide ongoing support and maintenance for the proposed solution. 

 
Alternate Objectives: 

• Provide a turnkey solution that consist of remittance processor hardware and software.   
• Implement the turnkey solution according to the acceptance standards of the City of Arlington. 
• Develop and conduct training on the solution for system administrators, train the trainers, power users, end 

users, etc for hardware and software use. 
• Provide ongoing support and maintenance for the proposed solution for hardware and software. 

 
The City of Arlington is primarily looking to replace the remittance processor hardware.  Alternatively, consideration 
will be given to proposals that contain both hardware and software packages. 

1.2  Contract  
The Vendor acknowledges and understands that this contract is not effective until it has received all the requisite City 
approvals and the Vendor shall not begin performing work under this contract until notified to do so by the City. The 
Vendor is entitled to no compensation for work performed prior to the effective date of this contract.  
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SECTION 2      
ADMINISTRATIVE INFORMATION 
 
2.0 Point of Contact 

  
The Purchasing Agent, identified below, is the sole point of contact regarding the RFP bidding documents from the date 
of issuance until selection of the successful Vendor.  The point of contact for inquiries concerning this RFP is: 

 
Blake Williams 

Purchasing Agent 
City of Arlington 

101 S. Mesquite Street, Suite 800 
Arlington, Texas 76010 

 Blake.Williams@arlingtontx.gov 
 

2.1 Restriction on Communication 
  
All communications relating to this RFP must be directed to the City’s contact person named above.  All other 
communications between a Vendor and City Staff, and public officials concerning this RFP are prohibited.  Failure to 
comply with this section may result in the City disqualifying the Vendor’s offer. 

 
2.2 Requests for Proposal (RFP) 
 
The RFP is not a bid. In the event the City elects to negotiate a contract with the successful responsive vendor, any contract 
shall contain, at a minimum, the terms and conditions for as listed in the RFP. The City reserves the right, in its sole 
discretion, to reject all submissions, reissue a subsequent RFP, terminate, restructure or amend this procurement process 
at any time. The final selection and contract negotiation rests solely with the City. No direct or indirect contact with the 
Mayor of the City of Arlington or City Council members will be allowed. If such contact is made, the City reserves the right 
to reject the proposal. 
 
2.3 Procurement Schedule 

  
The following dates are set forth for informational and planning purposes; however, the City reserves the right to change 
the dates. 

 
RFP Schedule 

RFP Release Date June 26, 2019 
Pre-Bid Meeting July 11, 2019 @ 3:30pm 
Last day for Questions Due July 12, 2019 
Release of Addendum 1 (If necessary) July 19, 2019 
Proposals Due July 25, 2019 @ 2:00pm 
Evaluations August 2019 
Council Approval September 2019 

 
2.4  Pre-Bid Meeting  
 
Non-Mandatory Pre-Bid Conference will be held for this solicitation.  
 

The City will hold a Pre-Bid Conference July 11, 2019, starting promptly at 3:30pm at 101 S Mesquite Street, 8th Floor, 
Arlington, Texas 76010.  Potential bidders should bring a copy of this solicitation with them to the Pre-Bid 
Conference. It is the bidder’s responsibility to ensure that they have secured and thoroughly reviewed the 
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solicitation documents prior to the Pre-Bid Conference. Any revisions to be incorporated into this solicitation 
document arising from discussions before, during and subsequent to the Pre-Bid Conference will be confirmed in 
writing by addendum. Verbal responses will not otherwise alter the specifications, terms and conditions as stated.   
Bidders will be allowed to ask questions and obtain information on important aspects of this solicitation.     
 
The purpose of the Pre-Bid Conference is to provide and solicit information relative to the scope, purpose, nature, 
and extent of the work, and any local conditions, which may affect the work and its performance. Submission of a 
bid shall constitute an acknowledgement by the bidder that it has thoroughly examined and is familiar with the 
requirements of this solicitation package.  
 
The failure or neglect of a bidder to examine the solicitation package shall in no way relieve the bidder of any 
obligation with respect to its bid or the requirements of the contract. No claim for additional compensation will be 
allowed which is based on a lack of knowledge of the requirements of this solicitation package or the resultant 
contract. 

 
Any vendor who submits a bid without attending the scheduled pre-bid conference does so at his own risk. Such vendor 
who submits a bid and does not attend the scheduled pre- bid conference waives any right to assert claims due to 
undiscovered conditions. 

 
Although the City may provide tentative responses to questions at the conference, responses are not are only official 
when they are posted as an addendum to the official bid websites identified as City’s Procurement Portal at 
https://arlington-tx.ionwave.net/Login.aspx and Onvia Demand Star . 
 
2.5 Questions, Requests for Clarification, and Suggested Changes 

  
Vendors are invited to submit written questions and requests for clarifications regarding the RFP.  Vendors may also 
submit suggestions for changes to the requirements of this RFP.  The questions, requests for clarifications, or suggestions 
must be in writing and received on or before 2:00 pm., on July 12, 2019.  If the questions, requests for clarifications, or 
suggestions pertain to a specific section of the RFP, the page and section number(s) must be referenced.  If a respondent 
discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the respondent 
should immediately notify the Purchasing Agent in writing of such error and request modification or clarification of the RFP 
document. 
 
The City assumes no responsibility for verbal representations made by its officials or employees unless such 
representations are confirmed in writing and incorporated into the RFP.    Vendors must inform themselves fully of the 
conditions relating to the proposal.  Failure to do so will not relieve a successful bidder of his or her obligation to furnish 
all services required to carry out the provisions of this contract. The Contractor, in carrying out the work, must employ 
such methods or means as will not cause any interruption of, or interference with, the work of any other contractor. 
 
2.6 Amendment to the RFP and Withdrawal of Offer 

  
The City reserves the right to amend the RFP at any time. The Vendor shall acknowledge receipt of an amendment in its 
proposal.  Vendors who submit proposals in advance of the deadline may withdraw, modify, and resubmit proposals at 
any time prior to the deadline for submitting proposals.  Vendors must notify the Purchasing Agent in writing if they wish 
to withdraw their proposals. 
 
2.7 Submission of Offers 

   
Vendors must furnish all information necessary to evaluate the bid proposal.  Offers that fail to meet the mandatory 
requirements of the RFP will be disqualified.  Verbal information provided by the Vendor shall not be considered part of 
the Vendor's proposal. 
 
 

https://arlington-tx.ionwave.net/Login.aspx
http://www.demandstar.com/
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2.8  Opening 
  
Proposals will be opened publicly to identify the names of the Respondents but will be afforded security sufficient to 
preclude disclosure of the contents of the proposal, including prices or other information, prior to award. After the RFP 
opening, the offers will remain confidential until the Evaluation Committee has reviewed all offers submitted in response 
to this RFP and the City has executed a contract.   
  
2.9 Costs of Preparing the Offer 

  
The costs of preparation and delivery of the bid proposal are solely the responsibility of the Vendor.   No payments shall 
be made by the City to cover costs incurred by any Vendor in the preparation of or the submission of this RFP or any other 
associated costs. 
  
2.10 Rejection of Offers 

  
The City reserves the right to reject any or all offers, in whole or in part, received in response to this RFP at any time prior 
to the execution of a written contract.  Issuance of this RFP in no way constitutes a commitment by the City to award a 
contract.  This RFP is designed to provide vendors with the information necessary to prepare a competitive proposal. 

  
2.11 Disqualification 

  
The City may reject outright and shall not evaluate proposals for any one of the following reasons: 
 

1. The respondent fails to include information necessary to substantiate that it will be able to meet a service 
requirement. 

2. The Vendor fails to respond to the City's request for information, documents, or references. 
3. The Vendor fails to include any signature, certification, authorization, stipulation, disclosure or guarantee 

requested in section 4 of this RFP. 
4. The Vendor presents the information requested by this RFP in a format inconsistent with the instructions of the 

RFP. 
5. The Vendor initiates unauthorized contact regarding the RFP with City employees and/or officials, or members of 

the evaluation committee. 
6. The Vendor provides misleading or inaccurate responses. 
7. The Vendor limits the City’s rights. 

 
2.12 Nonmaterial and Material Variances 

  
The City reserves the right to waive or permit cure of nonmaterial variances in the offer if, in the judgment of the City, it 
is in the City’s best interest to do so.  Nonmaterial variances include minor informalities that do not affect responsiveness, 
that are merely a matter of form or format, that do not change the relative standing or otherwise prejudice other vendors, 
that do not change the meaning or scope of the RFP, or that do not reflect a material change in the services. In the event 
the City waives or permits cure of nonmaterial variances, such waiver or cure will not modify the RFP requirements or 
excuse the Vendor from full compliance with RFP specifications or other contract requirements if the Vendor is awarded 
the contract.  The determination of materiality is in the sole discretion of the City. 
 
2.13 Reference Checks 

  
The City reserves the right to contact any reference to assist in the evaluation of the bid proposal, to verify information 
contained in the bid proposal and to discuss the Vendor’s qualifications and the qualifications of any subcontractor 
identified in the bid proposal. 
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2.14 Information from Other Sources 

 
The City reserves the right to obtain and consider information from other sources concerning a Vendor, such as the 
Vendor’s capability and performance under other contracts. The content of a bid proposal submitted by a respondent is 
subject to verification.  Misleading or inaccurate responses shall result in disqualification. 
 
2.15 Criminal History and Background Investigation 

The City reserves the right to conduct criminal history and other background investigations of the Vendor, its officers, 
directors, shareholders, or partners and managerial and supervisory personnel retained by the Vendor for the 
performance of the contract. 
 
2.16  Clarification Process 

  
The City reserves the right to contact a Vendor after the submission of offer proposals for the purpose of clarifying a 
proposal to ensure mutual understanding.  This contact may include written questions, interviews, site visits, a review of 
past performance if the Vendor has provided goods or services to the City or any other political subdivision wherever 
located, or requests for corrective pages in the Vendor’s bid proposal.   
 
An individual authorized to legally bind the Vendor shall sign responses to any request for clarification.  Responses shall 
be submitted to the City within the time specified in the City's request.  Failure to comply with requests for additional 
information may result in rejection of the bid proposal as non-compliant. 
 
2.17  Disposition of Offers 

  
All proposals become the property of the City.  At the conclusion of the award/contract process, the contents of all offers 
will be in the public domain and be open to inspection by interested parties subject to exceptions provided in the Texas 
Information Act or other applicable law.  
 
2.18 Release of Claims 

  
By submitting an offer, the respondent agrees that it will not bring any claim or cause of action against the City based on 
any misunderstanding concerning the information provided herein or concerning the City's failure, negligent or otherwise, 
to provide the Vendor with pertinent information as intended by this RFP. 
  
2.19 Presentations  

Vendor’s key personnel may be required to participate in a panel interview.  Only representatives of the evaluation team 
and the presenting Vendor will be permitted to attend the oral interviews.  All Vendors submitting proposals may not have 
an opportunity to interview.  Any cost(s) incidental for the interviews and/or demonstrations shall be the sole 
responsibility of the Vendor.   
 
2.20 Evaluation of Offers Submitted 

  
Offers that are timely submitted and are not subject to disqualification will be reviewed in accordance with Section 6 of 
the RFP.   The evaluation and selection of a contractor will be based on the information submitted in the proposal, references 
and required presentations and demonstrations.  Respondents shall respond to all requirements clearly and completely.  
Failure to respond completely may be the basis for the rejection of a proposal.   
 
2.21 Award and final offers 
 
City reserves the right to award a contract for all or any portion of the requirements proposed by reason of this request, 
or to reject any and all proposals if deemed to be in the best interests of the City and to re-solicit for proposals, or to reject 
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any and all proposals if deemed to be in the best interests of the City and to temporarily or permanently abandon the 
procurement. If the City awards a contract, it will award the contract to the Vendor whose proposal is the most 
advantageous to the City, considering price and the evaluation factors set forth in this RFP.  
 
Awards may be granted in one of two ways.  The award may be granted to the highest scoring responsive, responsible 
proposal.  Or to the responsible Vendor whose proposal conforms to the RFP and is the most advantageous to the City, 
price and other factors considered as stated in Section 6 of the RFP. 
 
2.21 Closed Records 

 
All Proposals including interviews, presentations documents and meetings relating the RFP may remain closed records or 
meetings until a Contract is executed or until all Proposals are rejected by the City.  
 
If the City amends this RFP, Proposals submitted in response to the original RFP may remain closed records until a contract 
is executed or all Proposals submitted in response to the amended RFQ are rejected.  
 
Proposals shall remain closed records even if the City mistakenly informs all Proposers that it is rejecting any and all 
Proposals prior to amending the RFP as long as the City intends to amend the RFP and re-solicit Proposals. 
 
2.22 Debriefing Vendors 

 
Debriefing of contract award is available within 30 days after award and execution of the Contract. 
 
2.23 Travel 
 
All travel or other related expenses must be pre-approved in writing by the City and are a pass through without markup. 
Independent Contractor must use City travel reimbursement rates. City follows GSA Per Diem rates that can be found at 
the following URL https://www.gsa.gov/portal/content/104877  
 
Authorized expenses to be reimbursed by the City include: transportation to and from destination (coach fare or less), 
lodging, meals, local transportation at destination, and miscellaneous incidental expenses required to transact City 
business. The City does not reimburse for travel time, alcohol, in room movies, laundry, dry cleaning, room service 
additional charges for in room meal delivery, or health club costs. Copies of all receipts must accompany invoice for all 
pre-approved reimbursable expenses. 
  

https://www.gsa.gov/portal/content/104877
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SECTION 3 
SCOPE OF WORK      
 
3.1  Overview 

 
The purpose of procuring a remittance processor solution is to provide efficiencies of current technology to process water 
bill payments by check.  It should also utilize industry standard imaging of the checks to aid in electronic deposits of the 
checks. 

 
The selected Vendor will be required to ensure that the hardware system will provide courtesy amount and legal amount 
recognition to help process the check payments. The system should also image the bill payment coupon and the front and 
back of the check.  

 
The City of Arlington also requires that the Vendor ensure that the remittance processor solution will not cause 
unnecessary down time in Customer Services or corruption of Water Utilities billing data. The remittance processor 
solution should be user friendly and easy to use by employees with low technical skills to ensure that technical support 
calls are kept to a minimum.  

 
Alternatively, software may be included with the remittance processor hardware and will be evaluated as a package with 
a primary focus on the hardware system.  

 
3.2 General Requirements 

 
Compatibility: The City of Arlington is a Microsoft shop running on Dell computers and servers. The standard Desktop OS 
for the City is Windows 10 Pro. The standard server OS is Windows 2016.  The expected hardware would need to work on 
these setups and be able to process the approximately 17,000 check payments a month.   

 
Data Conversion: The vendor is responsible for date conversion from the remittance processor solution to enQuesta billing 
system.  Please refer to the attached enQuesta cash payment file format Exhibit 1.   

 
Additional Licensing: There would also be the potential for Arlington Water Utilities to increase volume through third 
party billing and payment processing agreements.  Additional licensing for the hardware would be required and paid for 
at the time of the need.   

 
System Security:  The City of Arlington must follow Federal and State law on privacy requirements. The Vendor should 
describe the security of the system, i.e. what levels of security exists and how is security set-up and maintained, to ensure 
that those requirements are being followed.   
 
3.3 Vendor Requirements 

 
For Hardware: 

• Provide all interfaces required to integrate into the current RTL software.  
• Provide a detailed list of recommended hardware specifications and include the purchasing cost.  
• Comply with the City’s current IT architecture and standards. 
• Responsible for data export/conversion to System and Software’s enQuesta billing system payment file 

format. 
• Conduct detailed and comprehensive training sessions for City of Arlington personnel and provide: 

o Training agendas, manuals (hard and soft copies);  
o A quick reference guides for City of Arlington personnel  

• Responsible for on-going support and cooperation with the City of Arlington. 
• Ensure successful communication by developing a communication plan approved by the City of 

Arlington. 
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• Provide a detailed project schedule/implementation/test plan and ensure adherence. 
• Provide pricing for a five-year maintenance agreement. 
• Provide a detailed breakdown of the costs and hours associated with the project (include expenses in 

the cost proposal) 
• Productivity monitoring device must maintain accurate time and count data. Device must record, 

display, (and optionally print out) pieces processed, time required to process, and calculate pieces 
processed per hour. 

• Include an integral telescoping mail tray holder which can be stored within the confines of the machine 
when not in use. 

For Hardware and Software: 
• Provide all new software applications and interfaces required for both hardware and new software. 
• Provide a detailed list of recommended hardware specifications and include the purchasing cost.  
• Comply with the City’s current IT architecture and standards. 
• Responsible for data export/conversion to System and Software’s enQuesta billing system payment file 

format. 
• Conduct detailed and comprehensive training sessions for City of Arlington personnel and provide: 

o Training agendas, manuals (hard and soft copies);  
o A quick reference guides for City of Arlington personnel  

• Responsible for on-going support and cooperation with the City of Arlington. 
• Ensure successful communication by developing a communication plan approved by the City of 

Arlington. 
• Provide a detailed project schedule/implementation/test plan and ensure adherence. 
• Provide pricing for a five-year maintenance agreement. 
• Provide a detailed breakdown of the costs and hours associated with the project (include expenses in 

the cost proposal) 
• Productivity monitoring device must maintain accurate time and count data. Device must record, 

display, (and optionally print out) pieces processed, time required to process, and calculate pieces 
processed per hour. 

• Include an integral telescoping mail tray holder which can be stored within the confines of the machine 
when not in use. 

The Vendor must also: 
• Provide resumes of personnel. 
• Identify all subcontractors utilized.  
• Provide references from at least five clients similar to the scope of work (i.e. the bidder has successfully 

implemented a remittance processor solution at or above the volume described in Section 3.2), 
• Submit a proposed application architecture that depicts the interfaces with System and Software’s 

enQuesta billing system. 
 
The City of Arlington is requesting that the selected Vendor be able to commit to installing on weekends and 
evenings after 5:00 P.M. if necessary, to complete the implementation.  

 
3.4 City of Arlington Requirements 

 
• Provide the contractor with applicable workspace. 
• Provide the necessary access to the City of Arlington workstations, servers, enQuesta billing system test 

and production environment, and payment file format specifications. 
• Ensure that the City of Arlington personnel are available for scheduled training and necessary support. 
• Provide onsite training classroom. 

 
3.5 Project Management 
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1 Operational Plan: Each response to this RFP should include the Vendor’s plan for ensuring a successful setup, 
implementation and long-term support of the remittance processing hardware.  This includes, but isn’t limited to, 
design of the system, delivery of the system, training and system support once the remittance processor system 
is operational.  
 
The City of Arlington intends to take an active role in the design, implementation, and testing of the remittance 
software solution.  

 
2. Project Schedule: The Vendor is required to provide a detailed project schedule that includes task milestones to 

be completed by the City of Arlington and the Vendor.  These milestones will include expected dates for the 
required tasks of the operational plan.  The milestone schedule should include realistic timelines to avoid frequent 
updates because of delays.  
 
The Vendor payment schedule will be based on the successful completion of milestones; therefore, the project 
schedule will need to clarify these milestones.  

 
3. Training Plan: The Vendor is required to provide comprehensive and complete training to all staff involved in the 

operation of the new technologies.   
 
Training shall be conducted by Vendor personnel that are well versed with the technology.  A detailed training 
plan should be provided to the City of Arlington. The plan should include:  

 
• On-site training that will allow for continued employee responsibilities.  
• Training agendas describing who will be trained during each session, the length of each training session, 

and the cost of the training.  
• The levels of training (i.e. end user, administrative, technical, power user, etc.).    
• On-going training options and pricing that can be continued after the implementation is completed. The 

City prefers onsite options.   
 
The City of Arlington will approve the training plan before training commences. The Training Plan should include: 
 

 Training Methods: The Vendor should include different training methods and approaches (i.e. 
classroom, train-the-trainer, one-on-one, web based, etc.).  The City of Arlington would like to have 
pricing for each method; however, the City of Arlington would like the Vendor to recommend a 
training method and utilize Water Utilities Customer Services data during training sessions. 
 

 Training Materials: The selected Vendor is required to provide training and user manuals as well as 
quick reference guides for all trainees. All training manuals shall be provided in Adobe Acrobat PDF 
format on USB flash drive or CDs and hard copy. At a minimum, four (4) hard copies and four (4) USB 
or CD copies of each user manual will be required.  Additional requirements include:  

 
• All training and user manuals shall be provided in the English language.  
• User manuals and quick reference guides should be provided for each software 

application.  
• Vehicle Operators should be provided with a laminated shirt pocket card with brief 

operational instructions. 
 
 Feedback and Performance Measures:  Training feedback forms should be provided to the City of 

Arlington to be used after completion of each training session conducted by the Vendor. The City of 
Arlington may request that certain trainers not return if they are not satisfied with their performance. 
The Vendor will be expected to provide a replacement trainer that is well versed in the technology. 
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4. Communication Plan: The City of Arlington requires regular meetings and communication with the Vendor as to 
the progress and direction of the project. The communication plan developed by the Vendor should include:  

• Primary point of contact to coordinate between the vendor and the City of Arlington. 
• Weekly meetings with the project team; whereby, the Vendor will provide meeting minutes to the City of 

Arlington.  
• Action item lists to include current and historical items including the person responsible for 

documentation purposes.  
• Follow-up meetings to review and assess project milestones.  

 
3.6 Pricing/Cost 
 
Pricing and cost should Include:  

• hardware costs 
• implementation fees 
• training fees (including all materials) 
• interface cost requirements  
• expenses associated with the design and setup of the remittance processing system.    
• five-year maintenance plan for hardware (If applicable: for hardware and software).  
 

Pricing/cost should focus on hardware and implementation and support for the remittance processing hardware.   
Vendor will have the opportunity to price for software if applicable and as an alternative.  
 
3.7 Warranty and Maintenance Plans 

 
Warranty: The City of Arlington requires that the selected Vendor provide the organization with a minimum of a one-year 
warranty service following final system acceptance.  After the one-year warranty expires, the maintenance agreement 
should begin.   

 
Maintenance: The City of Arlington requires that the Vendor include a five-year maintenance plan.  The Vendor is required 
to provide the City of Arlington with timely responses and solutions to problems. If the problem is severe such as a system 
failure, the Vendor should assure the City of Arlington that they will respond immediately so that operations are not 
disrupted.    

 
If the bidder has multiple five-year maintenance packages, the Vendor should share pricing for all packages; however, the 
City of Arlington would like the Vendor to recommend a particular maintenance plan.   

 
Describe to the City the help desk methodology and turnaround response time.  Include how your organization prioritizes 
issue resolution.  Specify if issue resolution includes remote access and if so, what software is utilized.   

 
Additional Purchases/Upgrades: The City requires that additional purchases after Final Acceptance will be co-termed so 
there is one annual invoice and payment. The City of Arlington requires that the Vendor provide the City with upgrades to 
ensure the most recent technology is being utilized.  
 
3.8 System Testing and Acceptance 

 
The City of Arlington will validate that the contractor has met all requirements stated in this RFP before accepting the 
systems. The Vendor is responsible for:  

• Providing labor and supervision for the installation and testing of the system.  
• Develop and submit a series of testing plans and procedures two (2) weeks before testing begins. Testing will 

begin only after the City of Arlington has signed off on the testing plans and procedures submitted by the 
Vendor. A final system acceptance test is required after all system components are installed and operational. 
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• Submit final documentation on system acceptance 30 days before commencing testing. 
• Ensure that the system is functional and operational before scheduling acceptance testing or final acceptance 

with the City of Arlington personnel. If additional testing sessions are required due to failure on the part of 
the Vendor, the Vendor will be required to reimburse the City of Arlington for the additional costs incurred. 

 
The City of Arlington will work with the selected Vendor to develop acceptance procedures to ensure the equipment is 
installed properly and functioning according to specifications and to complete system testing and acceptance. The City 
will formally accept the system upon the successful completion of user acceptance testing.  The City will determine 
whether the system meets the standards as outlined in the contractual documents. 

 

3.9 Software Upgrades 
 

The City of Arlington expects that upgrades shall be available to allow them to take advantage of improvements in both 
software and hardware capabilities.  

 
The Vendor will provide the client with a list of previous upgrades from the last two (2) years and provide at least thirty 
(30) days advance notice of upgrades in the software.  

 
3.10 Intellectual Property Rights Alternatives  

 
The Vendor shall include in their offer a proposal which ensures that the City remains operational, without interruption 
to Water Utilities Customer Services’ business, in the event that the Vendor company: 

 
• Files for bankruptcy,  
• Becomes or is declared insolvent, or is the subject of any bona fide proceedings related to its liquidation, 

administration, provisional liquidation, insolvency or the appointment of a receiver or similar officer for it,  
• Passes a resolution for its voluntary liquidation,  
• Has a receiver or manager appointed over all or substantially all of its assets,  
• Makes an assignment for the benefit of all or substantially all of its creditors, or enters into an agreement or 

arrangement for the composition, extension, or 
• Readjustment of substantially all of its obligations or any class of such obligations. 
• City will retain ownership of all functional requirements associated with custom specifications of software. 
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SECTION 4 
FORMAT AND CONTENT OF OFFER  
 
4.0 Instructions 
  
These instructions prescribe the format and content of the offer.  They are designed to facilitate a uniform review process.  
Failure to adhere to the proposal format may result in the disqualification of the proposal.  It is the request of the City that 
the following section headings be used in the responses to this RFP and that they be arranged in the order as listed in the 
proposal. The respondent should provide a table of contents and should label divider tabs. Responses must be in sufficient 
detail to permit an understanding and comprehensive evaluation of the offer/qualifications.   

 
One (1) clearly marked original and one (1) bound exact copies and an additional complete copy in electronic format, 
e.g. memory stick containing the submittal formatted to be read with Microsoft® software products or Adobe® PDF 
software. Electronic copy of submittal must replicate the actual packet of information being submitted in paper form to 
COA to include all signed forms and price sheet(s) along with any other required documentation specified.  The Proposal 
submittal must be clearly marked with the Solicitation Number, Due Date and Time and addressed to the attention of the 
Purchasing Agent of Record.    

 
Note: In case of a conflict between information on the hard copy and electronic version, the hard copy will take 
precedence. 

 
Extra marketing or other information is not required and shall not be included. The proposal should be submitted with 
spiral binding or other non-cumbersome way. Do not submit proposals in three ring binders. A letter on a transmittal page 
must be included and signed in original ink by an authorized person of the submitting company.    

 
The response to this RFP shall be no longer than 100 single-sided printed pages.  Page size shall be 8.5 x 11 inches (11 x 
17-inch pages may be utilized for graphical representations, but each will be counted as two pages).  Font size shall be no 
less than 11 pt.  Tabs and dividers are excluded from the page count. 
 
4.1 Submittal Package 

The following information shall be provided in the order detailed: 

Tab 1  Title Page - List the RFP title, the name of the Proposer, managing office address, telephone number,  
  contact person and date. 

 
 Tab 2 Table of Contents - Include a clear identification of the material included in the proposal by page number. 
 
 Tab 3 Required Forms 

 Include in this section the completed and properly executed standard forms required by this procurement.  
 These include: 

1. The signed Invitation to Proposal sheet 
2. Copy of W-9 (October 2018 or latest revision) “Request for Taxpayer Identification and Certification”  
3. Proof of Insurance on original Acord Form 
4. Attachment 1, Price List 
5. Attachment 2, Experience of Bidder  
6. Attachment 3, Local Preference Consideration 
7. Attachment 4, Data Intake Form 

i. Cooperative Purchasing Form,  
ii. Procurement Opportunity 
iii. No-Bid Form, (if applicable) 

8. Attachment 5, MWBE Participation Form, (if applicable); 
a. MWBE/HUB CERTIFICATE, (If applicable); 

9. Attachment 6, Form CIQ - CONFLICT OF INTEREST QUESTIONNAIRE 
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 Tab 4 Cover Letter 
 This letter should include the vendor's understanding of the intent request for proposal. The letter must 
 be signed by a person who is authorized to commit the respondent to perform the work included in the 
 proposal and should identify all materials and enclosures being forwarded in response to the RFP. This 
 letter must include contact information and the Responsive Proposer's response to City's general 
 conditions in Section 3 and 6 and the Responsive Proposer's willingness to abide by these conditions. 
 

 Tab 5 Executive Summary  
 The Executive Summary of the proposal shall be limited to three single-spaced pages and provide a high-
 level description of the respondent's proposal. Please use pertinent details and avoid "marketing" 
 information. 
 

 Tab 6 Proposed Remittance Processor Solution 
 Provide comprehensive information on the remittance processor solution. Note: If software bundle 
 included, the Proposed must provide additional comprehensive information on the software and how it 
 works with the remittance processor solution.  
 
 The vendor should be able to:  

• Address key system functionalities, customized reporting and canned reports, data conversion, and 
testing plans.   

• The Vendor must list all hardware specification requirements. The list shall specify, at a minimum, the 
minimal requirements, and the recommended requirements based on the proposed solution. 

 
 If the Vendor is responding to the additional optional functionalities address the solutions in this 
 section. 
 
 The proposed solution should NOT include any beta hardware or software.  

 
 Tab 7 Project Management 
  The proposed vendor should provide the following as part of a comprehensive project management  
  submittal: 

 
• Operational Plan: Each response to this RFP should include the Vendor’s plan for ensuring a 

successful setup ad implementation of the remittance processing hardware.  This includes, but 
isn’t limited to, design of the system, delivery of the system, training and system support once 
the remittance processor system is operational.  

• Sample Project Schedule: The Vendor is required to provide a sample project schedule from a 
similar project the proposed has undertaken.  The sample schedule should include:  
• Project Methodology: Demonstrate how the proposed establishes task milestones to be 

completed by the City of Arlington and the Vendor.  Examples from prior work may be 
used.  

• Training Plan: Vendors are required to develop a comprehensive training plan.  The plan should 
detail training sessions, duration of class, overview of training course, qualifications of trainer, 
etc.  

 
The Vendor should also address the method of training i.e. train the trainer, online, classroom, 
etc.  Please describe how your company has provided this method of training on past projects. 
 

• Communication Plan: The City of Arlington requires regular meetings and communication with 
the Vendor as to the progress and direction of the project. The communication plan developed 
by the Vendor should include:  
• Primary point of contact to coordinate between the vendor and the City of Arlington. 
• Flow chart of the escalation process in resolving issues  
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• A sample action item lists show how meetings will be coordinated and archived following 
the discussions.   

 
• Contingency Plan: Description of what would happen to customers if the Program is 

discontinued (i.e. City contract with Provider not renewed or the Provider goes out of business). 
 

• Quality Assurance: Provide detailed information on your quality assurance 
program/procedures including, but not limited to, the following: 

 
Tab 8 Personnel and References 
 Please include the following related to personnel and their experience:  

 
1. Organizational Chart: Detailed table or matrix identifying all parties responsible for all functions 

or elements of the City's program, also indicating if they are employed directly by the firm or are 
a subcontractor. 

2. Sample Schedule for Project Work: Percentage of time key personnel will spend on this project 
and include current workload of key personnel 

3. References: Provide three (3) client references of similar size and scope utilizing the current 
version of the proposed solution. 

4. Subcontractors/Business Information Record:  If subcontractors are used to provide selected 
services, provide name, address and telephone number of all subcontractors to be used. In 
addition, please provide full and complete disclosure of all compensation to be paid to 
subcontractor.   
 

Tab 9    Pricing Proposal 
1. The Vendor should complete and submit the cost proposal sample provided in Attachment 1 for 

remittance hardware (and software if applicable); in addition to: 
• Implementation fees, training fees, interface requirements, and expenses.  

2. The City requires that additional purchases after Final Acceptance will be co-termed so there is 
one annual invoice and payment. 

 
 Tab 10 Warranty and Maintenance Plans 

1. The Vendor should provide detail on a minimum 1 -year warranty and 5-year maintenance 
agreements, in addition to technical support, if any is offered. This item should detail:  

• The system components are covered under the warranty.  
• The specifics of a maintenance agreements for the remittance processing hardware 

(maintenance details would also need to be provided for software if included).  
• sample language. 

2. Vendor shall provide any Service Agreement that is applicable to the Maintenance services Vendor 
is proposing.     

 
 Tab 11 FINANCIAL STATEMENTS 

 In order to be considered for award, the respondent must demonstrate business and financial stability 
to the City. Therefore, the respondent must provide a minimum of one of the following in support of the 
financial stability of the firm: 
• A statement regarding the firm’s financial stability including information as to any current or prior 

bankruptcy proceedings. 
• A Dun & Bradstreet (D&B) Supplier Evaluation Report (SER), or similar type report, delivered to the 

City of Arlington Purchasing Division.  All costs associated with this report shall be borne by the 
Respondent. 

• A copy of a certified financial statement for each of the last three years prepared by an independent 
certified public accounting firm or Federal Tax Return for previous years.   
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 Tab 12 ADDITIONAL DATA 
 Since the preceding sections are to contain only the data that is specifically requested, any additional 

information that is considered essential to the proposal should be included in this section. If there is not 
additional information to present, state “There is no additional information we wish to present.” 

 
Proposals that fail to meet the format guidelines may be considered non-responsive and disallowed from further 
consideration.  
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SECTION 5 
EVALUATION 
 
5.0 Introduction 
  
This section describes the evaluation process that will be used to determine which proposal provides the greatest benefits 
to the City.  The evaluation criteria or elements listed will be used to determine which proposal is the most advantageous 
to the City.  Discussions may be conducted with respondents determined to be reasonably qualified, and the City reserves 
the right to reject any and all proposals.  The City reserves the right to terminate this process at any time, and no guarantee 
is expressed or implied that obligates the City of Arlington to contract for the proposed project.  The City will negotiate a 
contract with the highest evaluated respondent, as determined by the selection committee.  The City of Arlington shall 
not be liable to any respondent for costs associated with responding to the RFP, for the respondent’s participation in the 
interview, or any costs associated with negotiations.  Respondents shall be treated fairly and equally with respect to any 
opportunity for discussion and revision of their offer.  To obtain the best and final value offers, revisions may be permitted 
after submissions and before award of the Contract. 

 
The City will evaluate and score each of the proposal submittals received from responsive respondents based on 
established criteria.  The Committee reserves the right to hear presentations if so desired.  Only the top ranked 
respondents will proceed to the Negotiation Phase.   No order of preference is required during this phase. 

 
5.1 Evaluation Criteria 
 
An evaluation committee will assess the information provided by vendors in response to the criteria established below.  
The scores of all evaluators will be used to determine the ranking of each proposal.  Proposals will be evaluated on a 
matrix of the following criteria/weights: 

 
Maximum Possible Points Evaluation Criteria  

20 Work Experiences/ References 

45 Project Management Plan 

35 Cost 

 
5.2 Other Considerations  
 
The City reserves the right to consider historical information and facts, whether gained from the proposal, references, or 
any other source, in the evaluation process, including Proposer’s past working or business relationship with the City, if 
any.  

 
The City will also consider the impact on the ability of the City to comply with rules, policies, and practices relating to 
contracting with historically underutilized businesses and nonprofit organizations employing persons with disabilities. The 
City further reserves the right to consider a Firm’s background, personnel, experience, financial and other references, 
exceptions to this RFP or subsequent contract, and any working relationships, past or present, a proposer may have with 
its other clients.  
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SECTION 6  CONTRACT TERMS AND CONDITIONS 
 

6.0 Contract Terms and Conditions 
  
The contract that the City expects to award as a result of this Request for Proposal will be based upon the offer submitted 
by the successful Vendor and this solicitation.  The contract between the City and the successful Vendor shall be a 
combination of the specifications, terms and conditions of the Request for Proposal, including the terms contained within 
the RFP, the offer of the Vendor contained in the technical and cost proposals, written clarifications or changes made in 
accordance with the provisions herein, and any other terms deemed necessary by the City. 

  
The contract terms contained within this RFP are not intended to be a complete listing of all contract terms but are 
provided only to enable vendors to better evaluate the costs associative with the RFP and the potential resulting contract.  
Vendors should plan on such terms being included in any contract awarded as a result of this RFP.   
  
By submitting a proposal, each Vendor acknowledges its acceptance of these specifications, terms and conditions without 
change except as otherwise expressly stated in its proposal.  If a Vendor takes exception to a provision, it must state the 
reason for the exception and set forth in its proposal the specific contract language it proposes to include in place of the 
provision.  Exceptions that materially change these terms or the requirements of the RFP may be deemed non-responsive 
by the City, in its sole discretion, resulting in possible disqualification of the proposal.  The City reserves the right to either 
award a contract without further negotiation with the successful Vendor or to negotiate contract terms with the selected 
Vendor if the best interests of the City would be served. 
 
6.1 Contract Period 
  
The term of the contract will be for three (3) years with three (3) additional one (1) year renewal options.  This contract 
may be terminated, with just cause, in writing, with a ninety (90) day written notification.   

 
6.2 Scope of Services  

 
a. The services to be performed pursuant to and as a result of this Contract by the Vendor are described in 

Project Description/Scope Section 3 and made a part hereof by this reference.   
 

b. Amendments to Scope of Services and Specifications:  The parties agree that the Scope of Services and 
the specifications may be revised, replaced, amended or deleted at any time during the term of this 
Contract to reflect changes in service or performance standards upon the mutual written consent of the 
parties.  

6.3 Care of Property 
 
The Vendor shall be responsible for the proper custody and care of any the City of Arlington owned tangible personal 
property furnished for the Vendor's use in connection with the performance of the Contract, and the Vendor will 
reimburse the City for such property's loss or damage caused by the Vendor, normal wear and tear excepted. 
 
If Selected Standard Insurance Requirements Will Apply  
 
The successful bidder shall submit evidence of required insurance on an original ACORD certificate or a Texas Department 
of Insurance-approved form at time of request.  The bidder will have no longer than fifteen (15) calendar days following 
notification of award to submit the required Acord form. A current Acord form must be submitted upon policy changes, 
renewal, or upon request by the City.  The City reserves the right to require or receive any additional documents necessary 
to confirm that the insurance requirements are being met, including but not limited to, policies and endorsements.  
 
A certificate of insurance is not required at the time of the bid.  However, an insurance certificate is required to be on file 
prior to start of any work.  
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1. Commercial General Liability:  $1,000,000.00 per occurrence, $1,000,000.00 products/completed operations and 

$2,000,000.00 general aggregate for bodily injury, personal injury and property damage.  This policy shall have no 
coverages removed by endorsement. 

 
2. Automobile Liability:  $1,000,000.00 combined single limit per accident for bodily injury and property damage.  Coverage 

should be provided for any auto, including hired and non-owned vehicles.  
 
3. Workers' Compensation and Employers' Liability:   Statutory.   Employers’ Liability policy limits of $1,000,000.00 for 

each accident, $1,000,000.00 policy limit – disease, $1,000,000.00 each employee - disease. 
 

4. Umbrella or Excess Liability:  $2,000,000.00 per occurrence and aggregate. 
 

5. Professional Liability Insurance: Contractor shall obtain and maintain at all times during the performance of the work 
under this Agreement professional liability insurance. Limits of liability shall be $1,000,000.00 per claim, $2,000,000.00 
aggregate.  Contractor shall maintain this policy for a period of two (2) years after the completion of the project or shall 
purchase extended reporting period or “tail” coverage insurance.   

 
6. Cyber Risk Liability (Network Security/Privacy Liability or Technology Liability) Insurance including cloud computing 

and mobile devices, for protection of private or confidential information whether electronic or non-electronic, 
network security and privacy; privacy against liability for system attacks, digital asset loss, denial or loss of service, 
introduction, implantation or spread of malicious software code, security breach, unauthorized access and use; 
including regulatory action expenses; and notification and credit monitoring expenses with at least minimum limits as 
follows: 

 
$1,000,000.00 per occurrence or claim 
$2,000,000.00 aggregate 

 
Coverage may be written as a stand-alone policy or included as part of the General Liability policy.  If Cyber Risk is included 
on the General Liability policy, the minimum policy limits required are $2,000,000 per occurrence or claim and $4,000,000 
aggregate.  If coverage is written on a claim made basis, the contractor must maintain this policy for a period of two (2) 
years after completion of services, or shall purchase an extended reporting period or “tail” coverage providing equivalent 
coverage for the same period of time. 

Other Insurance Provisions 
 

1. The City, its officials, employees and volunteers shall be named as an additional insured on the Commercial General 
Liability, Automobile Liability and Umbrella Liability insurance policies.  These insurance policies shall contain the 
appropriate additional insured endorsement to cover premises/operations and products/completed operations, 
including materials, equipment or supplies provided by the City. 

2. All policies except professional liability shall be endorsed with a waiver of subrogation in favor of the City, including its 
officials, employees and volunteers for losses arising from the activities under this contract. 

 
3. Each insurance policy required by this clause shall be endorsed to state that coverage shall not be suspended, voided, 

canceled, reduced in coverage or in limits, or materially changed, except after thirty (30) days prior written notice has 
been provided to the City.  If the policy is cancelled for non-payment of premium, only ten (10) days notice is required. 
 

4. Insurance is to be placed with insurers with an A.M. Best rating of no less than A:VII.  The company must also be duly 
authorized to transact business in the State of Texas. 
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5. Certificates of Insurance and Endorsements affecting coverage required by this clause shall be forwarded to: 
 

Financial Services/Purchasing Division (No.: 19-0132) 
Mail Stop 63-0810 
City of Arlington 
P. O. Box 90231 

Arlington, Texas 76004-3231 
 
6.  Subcontractors and Independent Contractors 
 

a. Certificate of coverage ("certificate") - A copy of a certificate of insurance, a certificate of authority to self-insure 
issued by the commission, or a coverage agreement  DWC-81,  DWC-82,  DWC-83 or  DWC-84), showing 
statutory workers' compensation insurance coverage for the person's or entity's employees providing services 
on a project, for the duration of the project.  

 
b. Duration of the project - Includes the time from the beginning of the work on the project until the 

contractor's/person's work on the project has been completed and accepted by the governmental entity.  
 

c. Persons providing services on the project - Includes all persons or entities performing all or part of the services 
the contractor has undertaken to perform on the project, regardless of whether that person contracted directly 
with the contractor and regardless of whether that person has employees.  This includes, without limitation, 
independent contractors, subcontractors, leasing companies, motor carriers, owner-operators, employees of any 
such entity, or employees of any entity which furnishes persons to provide services on the project.  "Services" 
include, without limitation, providing, hauling, or delivering equipment or materials, or providing labor, 
transportation or other service related to a project.  "Services" does not include activities unrelated to the project, 
such as food/beverage vendors, office supply deliveries and delivery of portable toilets.   

d. Every contractor, subcontractor and independent contractor providing services under this agreement or otherwise 
performing on the project must comply with the minimum insurance requirements stated herein. 

 
e. The contractor must obtain a certificate of coverage from each subcontractor and/or independent contractor prior 

to beginning work on the contract.   
 

f. If the coverage period shown on the contractor's current certificate of coverage ends during the duration of the 
project, the contractor must, prior to the end of the coverage period, obtain a new certificate of coverage showing 
that coverage has been extended.  
 

g. By signing this contract or providing or causing to be provided a certificate of coverage, the contractor is 
representing to the City that all employees, subcontractors and independent contractors who will provide services 
on the project will be covered by workers' compensation coverage for the duration of the project, that the 
coverage will be based on proper reporting of classification codes and payroll amounts, and that all coverage 
agreements will be filed with the appropriate insurance carrier or, in the case of a self-insured, with the 
commission's Division of Self-Insurance Regulation.   
All required notices shall be posted on each project site in the text, form and manner prescribed by the Texas 
Department of Insurance Division of Workers’ Compensation.  Providing false or misleading information may 
subject the contractor to administrative penalties, criminal penalties, civil penalties, or other civil actions. 

 
h. The contractor's failure to comply with any of these provisions is a breach of contract by the contractor which 

entitles the City to declare the contract void if the contractor does not remedy the breach within ten (10) days 
after receipt of notice of breach from the City. 

 
7. Any of the insurance policies required by the city may be written in combination with any of the others, where legally 

permitted, but none of the specified limits may be lowered thereby. 
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8. Companies issuing the insurance policies and contractor shall have no recourse against CITY for payment of any 
premiums, or assessments for any deductible, as all such premiums are the sole responsibility and risk of contractor. 

 
9. Approval, disapproval or failure to act by CITY regarding any insurance supplied by contractor (or any subcontractors) 

shall not relieve contractor of full responsibility or liability for damages and accidents as set forth in the Contract 
documents.  Neither shall the insolvency or denial of liability by the insurance company exonerate contractor from 
liability. 

 
10.  Liability policies required herein may be written with either an "occurrence" or “claims made” coverage trigger.  If 

coverage is written on a “claims made” basis, contractor must maintain the policy for a period of two (2) years after 
completion of services, or shall purchase an extended reporting period or “tail” coverage providing equivalent 
coverage for the same period of time.  

 
6.7 Bid and Proposal Protest Procedures 

 
1. Any actual bidder or proposer who believes they are aggrieved as a result of a bid or proposal from the City of Arlington 

may file a protest. Only written protests may be considered. The protest may not be in regard to specific evaluation 
criteria or weights. 

 
2. The protest must be in writing and delivered to the Purchasing Manager of the City of Arlington. The protest may be 

delivered in person to the department offices located at 101 S. Mesquite St, Suite 800, Arlington, Texas, or by certified 
mail, return receipt requested, to the following address:  

 
City of Arlington Financial Services/Purchasing Division 

Purchasing Manager 
P.O. Box 90231 

Mail Stop 63-0810 
Arlington, Texas 76004-3231 

 
3. The Purchasing Division must receive the written protest within five (5) business days posting of the City staff’s award 

recommendation being submitted to the City Council for approval.  
 
4. The written protest must include the following information before it may be considered by the city:  

 
(a) name, mailing address, and business phone number of the protesting party;  
(b) identification of the bid or proposal being protested;  
(c) a precise and concise statement of the reason or reasons for the protest which should provide 

enough factual information to enable the city to determine the basis of the protest; and  
(d) Citation detailing the exact statute of law that is believed to have been violated; 
(e)  any documentation or other evidence supporting the protest.  

 
5. All applicable documentation and other information applying to the protest must be submitted to the Purchasing 

Manager at the time of protest. 
 

6. The Purchasing Division, in conjunction with the department responsible for the bid or proposal solicitation, will 
attempt to resolve the protest, including, at the Purchasing Manager’s option, meeting with the protesting party. 
If the protest is successfully resolved by mutual agreement, written verification of the resolution of each ground 
addressed in the protest will be provided to the City Manager or designee.  
 

7. If the Purchasing Division is unable to resolve the protest, the protesting party may request the protest be 
reviewed and resolved by the City Manager or designee.  
 

8. A request for the City Manager’s review must be in writing and received by the Purchasing Division within three 
(3) business days from the date the Purchasing Division notifies the protesting party that the protest cannot be 
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resolved. The request for City Manager review must be delivered in person to the Purchasing Division at the 
address stated above or by certified mail, return receipt requested, to the mailing address stated above.  
 

9. If a protesting party fails or refuses to request a review by the City Manager within the three (3) days, the protest 
is deemed finalized and no further review by the city is required. 
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STANDARD TERMS AND CONDITIONS 

 
1. APPLICABLE LAW/VENUE - This Contract is entered into subject to the Charter and ordinances of the City of 
Arlington, as they may be amended from time to time, and is subject to and is to be construed, governed, and enforced 
under all applicable State of Texas and federal laws.  The parties to this contract agree and covenant that for all purposes, 
including performance and execution that this contract/agreement will be enforceable in Arlington, Texas; and that if legal 
action is necessary to enforce this contract, exclusive venue will lie in Tarrant County, Texas. 
 
2. INDEPENDENT CONTRACTOR - Contractor shall operate hereunder as an independent contractor and not as an 
officer, agent, servant or employee of City.  Contractor shall have exclusive control of, and the exclusive right to control, 
the details of its operations hereunder, and all persons performing same, and shall be solely responsible for the acts and 
omissions of its officers, agents, employees, contractors, subcontractors and consultants. 
 
3. ASSIGNMENT - The Contractor shall not sell, assign, transfer or convey any interest in this contract in whole or in 
part without the prior written consent of the City of Arlington.  No assignment, transfer or conveyance under this contract 
will be effective without the prior written consent of the City. 
 
4. CONFLICT OF INTEREST – The Contractor covenants and agrees that Contractor and its officers, employees, and 
agents will have no interest, including personal financial interest, and will acquire no interest, either directly or indirectly, 
which will conflict in any manner with the performance of the services called for under this Contract.  No officer of 
employee of the City shall have a financial interest, direct or indirect, in any contract with the City, or be financially 
interested, directly or indirectly, in the sale to the City of any land, materials, supplies or services, except on behalf of the 
City or in compliance with the provisions of the City of Arlington Personnel Policies and Procedures Manual.  Any violation 
of this provision shall render this contract voidable at the discretion of the City.   
 
5. SEVERABILITY - In case any one or more of the provisions contained in this contract shall for any reason be held 
to be invalid, illegal or unenforceable in any respect, such invalidity, illegality or unenforceability shall not affect any other 
provision of this contract, and this contract shall be construed as if such invalid, illegal or unenforceable provision had 
never been contained herein. 
 
6. MODIFICATIONS - This contract can be modified only by written agreement of the parties. 
 
7. REMEDIES - No right or remedy granted herein or reserved to the parties is exclusive of any right or remedy herein by 
law or equity provided or permitted; but each shall be cumulative of every right or remedy given hereunder.  No covenant 
or condition of this contract may be waived without consent of the parties.  Forbearance or indulgence by any party shall 
not constitute a waiver of any covenant or condition to be performed pursuant to this contract. 
 
8. TARGET ARLINGTON – In performing this contract, Contractor agrees to use diligent efforts to purchase all goods and 
services from Arlington businesses whenever such goods and services are comparable in availability, quality, and price. 
 
9. M/WBE – As a matter of policy with respect to the City of Arlington projects and procurements, City of Arlington also 
encourages the use, if applicable, of qualified contractors, subcontractors and suppliers where at least fifty-one percent 
(51%) of the ownership of such contractor, subcontractor or supplier is vested in racial or ethnic minorities or women.  In 
the selection of subcontractors, the Contractor agrees to consider this policy and to use its reasonable and best efforts to 
select and employ such company and persons for work on this contract. 
 
10. PAYMENT TERMS - All payment terms shall be Net 30, and payments shall be made on approved invoices in 
accordance with the Texas Prompt Payment Act.   
 
11. TAXES - The City of Arlington is exempt from Federal Excise and State Sales taxes.  Taxes must not be included in bid 
pricing.  Tax exemption certificates will be prepared and executed by the City’s Purchasing Division and furnished upon 
request.  
 
12. FUNDING – Contractor recognizes that the continuation of any contract after the close of any given fiscal year of the 
City of Arlington, which fiscal year ends on September 30 of each year, shall be subject to Council budget approval of the 
City of Arlington providing for or covering such contract item as an expenditure therein.  The City does not represent that 
said budget item will actually be adopted as this determination is within the sole discretion of the City Council.  Should 
funding not be approved by the City Council for any given budget year during the contract term, the contract will terminate 
and become null and void. 
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13. F.O.B. DELIVERED AND DAMAGES - Prices bid and quoted shall always be Freight On Board (F.O.B.) Delivered, to 
Municipal Facility, Arlington, Texas, and shall include all freight, delivery and packaging costs.  The City of Arlington 
assumes no liability for goods damaged while in transit and or delivered in a damaged or unacceptable condition.  The 
Contractor shall be responsible for and handle all claims with carriers, and in case of damaged goods shall ship replacement 
goods immediately upon notification by the City of damage. 
 
14. CONTRACTOR TO PACKAGE GOODS - Contractor will package goods in accordance with good commercial practice.  
Each shipping container shall be clearly and permanently marked as follows: (a) Contractor's name and address: (b) 
Consignee's name, address and purchase order or purchase change order number; (c) Container number and total number 
of container, e.g., box 1 of 4 boxes; and (d) Number of the container bearing the packing slip.  Contractor shall bear cost 
of packaging unless otherwise provided.  Goods shall be suitably packed to secure lowest transportation costs and to 
conform to requirements of common carriers and any applicable specifications.  City's count or weight shall be final and 
conclusive on shipments not accompanied by packing list. 
 
15. PLACE OF DELIVERY - The place of delivery shall be set forth in the block of the purchase order or purchase change 
order entitled "Ship to.” 
 
16. TITLE AND RISK OF LOSS - The title and risk of loss of goods shall not pass to the City of Arlington until the City actually 
receives and takes possession of the goods at the point(s) of delivery, after inspection and acceptance of goods. 
 
17. FORCE MAJEURE - Contractor shall not be liable for delay in delivery or performance when such delay is due to factors 
beyond its control, including but not limited to, explosions, governmental regulations, court orders or decrees, or acts of 
nature such as flood, wind, earthquake, tornado or hurricane.  If the Contractor is unable to perform any of its obligations 
as a result of force majeure, Contractor shall immediately give written notice to the Purchasing Division of the date of 
inception of the force majeure condition and the extent to which it will affect performance. 
 
18. RIGHT OF INSPECTION - City shall have the right to inspect the goods upon delivery before accepting them.  Contractor 
shall be responsible for all charges for the return to Contractor of any goods rejected as being nonconforming under the 
specifications. 
 
19. RIGHT TO AUDIT - Contractor agrees that the City shall, until the expiration of three (3) years after final payment 
under this Contract, have access to and the right to examine any directly pertinent books, documents, papers and records 
of the Contractor involving transactions relating to this Contract.  Contractor agrees that the City shall have access, during 
normal working hours, to all necessary Contractor facilities, and shall be provided adequate and appropriate workspace, 
in order to conduct audits in compliance with the provisions of this section.  The City shall give Contractor reasonable 
advance notice of intended audits. 
 
20. PRICE WARRANTY - The price to be paid by the City shall be that contained in Contractor's bid, which Contractor 
warrants to be no higher than Contractor's current prices on orders by others for products of the kind and specification 
covered by this contract for similar quantities under like conditions and methods of purchase.  In the event Contractor 
breaches this warranty, the prices of the items shall be reduced to Contractor's current prices on orders by others, or in 
the alternative upon City's option, City shall have the right to cancel this contract without liability to Contractor for breach 
or for Contractor's actual expense.  
 
21. WARRANTY SERVICE CLAUSE - Under the terms of the warranties which arise from these contract documents and/or 
by the terms of any applicable special warranties required by the contract documents, if any of the work in accordance 
with this contract is found to not be in accordance with the requirements of the contract documents, the Contractor shall 
correct such work promptly after receipt of written notice from the City of Arlington or the architect, engineer or other 
entity as the contract documents may provide.  This obligation shall survive acceptance of the work under the contract 
and termination of the contract.  In order to facilitate a prompt response, Contractor agrees to provide for warranty 
service to the extent practical, from local businesses, including goods and services, when such goods and services are 
comparable in availability, quality and price.  If Contractor fails within a reasonable time after written notice to correct 
defective work or to remove and replace rejected work, or if Contractor fails to perform the work in accordance with the 
contract documents, or if Contractor fails to comply with any provision in the contract document, either the City of 
Arlington or its designee may, after seven (7) days written notice to Contractor, correct and remedy any such deficiency. 
 
22. SAFETY WARRANTY - Seller warrants that the product sold to Buyer shall conform to the standards promulgated 
by the U.S. Department of Labor under the Occupational Safety and Health Act (OSHA) of 1970, as amended. In the event 
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the product does not conform to OSHA standards, Buyer may return the product for correction or replacement at Seller's 
expense. In the event Seller fails to make appropriate correction within a reasonable time, any correction made by Buyer 
will be at Seller's expense. Where no correction is or can be made, Seller shall refund all monies received for such goods 
within thirty (30) days after request is made by Buyer in writing and received by Seller. Notice is considered to have been 
received upon hand delivery, or otherwise in accordance with Section B5 of these terms and conditions. Failure to make 
such refund shall constitute breach and cause this contract to terminate immediately. 
 
23. SOFTWARE LICENSE TO SELLER – If this purchase is for the license of software products and/or services, and unless 
otherwise agreed, Seller hereby grants to Buyer, a perpetual, irrevocable, nonexclusive, nontransferable, royalty free 
license to use the software. This software is  proprietary” to Seller, and is licensed and provided to the Buyer for its sole 
use for purposes under this Agreement and any attached work orders or invoices. The City may not use or share this 
software without permission of the Seller; however Buyer may make copies of the software expressly for backup purposes. 
 
24. WARRANTY AGAINST INFRINGEMENT OF INTELLECTUAL PROPERTY - Seller warrants that the goods or services 
do not infringe upon or violate any United States patent, copyright, or trade secret. Seller will defend at its expense any 
action against Buyer or Buyer as licensee to the extent that it is based on a claim that goods used or services provided 
used within the scope of the license hereunder infringe upon a United States patent, copyright or trade secret, and Seller 
will pay any and all costs and damages finally awarded against Buyer or Buyer as licensee in such actions which is 
attributable to such claim. Should the products or services become, or in Seller's opinion be likely to become, the subject 
of any claim of infringement, Seller shall either: (a) procure for Buyer the right to continue to use the goods or services; 
or (b) modify the goods or services to make them non-infringing, provided that such modification does not materially 
adversely affect Buyer’s authorized use; or (c) replace the goods or  services with equally suitable, compatible, and 
functionally equivalent non-infringing goods or services at no additional cost to the Buyer; or (d) if none of the foregoing 
alternatives is  reasonably available to Seller, terminate this agreement and refund to Buyer the payments  actually made 
to Seller under this agreement. 
 
25. OWNERSHIP OF WORK PRODUCT – Seller agrees that any and all analyses, evaluations, reports, memoranda, 
letters, ideas, processes, methods, programs, and manuals that were developed, prepared, conceived, made or suggested 
by the Seller for the City pursuant to a Work Order, including all such developments as are originated or conceived during 
the term of the Contract and that are completed or reduced to writing thereafter (the “Work Product”) and Seller  
acknowledges that such Work Product may be considered “work(s) made for hire” and will be and remain the exclusive 
property of the City. To the extent that the Work Product, under applicable law, may not be considered work(s) made for 
hire, Seller hereby agrees that this Agreement effectively transfers, grants, conveys, and assigns exclusively to Buyer, all 
rights, title and ownership interests, including copyright, which Seller may have in any Work Product or any tangible media 
embodying such Work Product, without the necessity of any further  consideration, and Buyer shall be entitled to obtain 
and hold in its own name, all Intellectual Property rights in and to the Work Product. Seller for itself and on behalf of its 
contractors hereby waives any property interest in such Work Product. 
 
26. NEW MATERIALS - Except as to any supplies or components which the specifications provide need not be new, all 
supplies and components to be provided under this contract shall be new (not used or reconditioned, and not of such age 
or so deteriorated as to impair their usefulness or safety), of current production, and of the most suitable grade for the 
purpose intended.   
 
27. RECYCLE MATERIALS Except as to any supplies or components which the specifications provide need not be new, all 
supplies and components to be provided under this contract shall be new (not used or reconditioned, and not of such age 
or so deteriorated as to impair their usefulness or safety), of current production and of the most suitable grade for the 
purpose intended. If at any time during the performance of this contract the Contractor believes that the furnishing of 
supplies or components which are not new is necessary or desirable, they shall notify the Purchasing Manager 
immediately, in writing, including the reasons therefore and proposing any consideration which will flow to the City if 
authorization to use supplies or components is granted.  
 
The City of Arlington supports a recycling program. Recycled materials are acceptable and will be considered for award. 
The City desires to use recycled products when a comparable material/product is available. If your company distributes 
products made of recycled materials please submit an alternate bid for the items requested. All recycled products should 
meet the minimum standards established in the bid specifications provided. State any exceptions: costs, warranties and 
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percentage of recycle materials used in the manufacture of the material/product. The City will determine the acceptability 
of the materials/product bid as an alternate. 
 
28. USE OF ARLINGTON, TEXAS LANDFILL - All contracts for contractors performing demolition and/or construction 
projects for Arlington, Texas shall contain a provision requiring that all debris, trash and rubble from the project be 
transported to and disposed of at the Arlington Landfill in accordance with local and state regulations. The contractor shall 
provide evidence of proper disposal through manifests, which shall include the types of material disposed of, the name 
and location of the disposal facility, date of disposal and all related fees. 
 
29. HEALTH, SAFETY, AND ENVIRONMENTAL REQUIREMENTS Services, products, materials, and supplies provided by the 
Seller must meet or exceed all applicable health, safety, and the environmental laws, requirements, and standards. In 
addition, Seller agrees to obtain and pay, at its own expense, for all licenses, permits, certificates, and inspections 
necessary to provide the products or to perform the services hereunder. Seller shall indemnify Buyer from any penalties 
or liabilities due to violations of this provision. Buyer shall have the right to immediately terminate this Agreement for 
violations of this provision by Seller. 
 
30. SAMPLES - Samples, if required, shall be furnished free of expense to the City and if not used or destroyed in 
examination and testing will be returned to the bidder, if requested, at the bidder's expense.  Each sample must be marked 
with bidder's name, address, and bid number reference.  SAMPLES SHOULD NOT BE ENCLOSED WITH BID UNLESS 
REQUESTED. 
 
31. SILENCE OF SPECIFICATION - The apparent silence of these specifications as to any detail or to the apparent omission 
from it of a detailed description concerning any point shall be regarded as meaning that only the best commercial practices 
are to prevail.  All interpretations of these specifications shall be made on the basis of this statement. 
 
32. INDEMNIFICATION –Contractor does hereby agree to waive all claims, release, indemnify and both hold harmless 
the City, its officials, agents and employees, in both their public and private capacities, from and against any and all 
liability, claims, losses, damages, suits, demands or causes of action, including all expenses of litigation and/or 
settlement, court costs and attorney fees, which may arise by reason of death or injury to persons or loss of, damage 
to, or loss of use of any property occasioned by any error, omission, or negligent act of the Contractor, its officers, 
agents, employees, subcontractors, invitees, or other persons for whom the Contractor is legally liable, arising out of 
or in connection with the performance of this contract, and Contractor will at its own cost and expense defend and 
protect the City against any and all such claims and demands. 
 
Provided that this contract is not a contract for professional services as described in the Texas Professional Services 
Procurement Act, Contractor does further hereby agree to waive all claims, release, indemnify, defend and hold 
harmless the City and all of its officials, officers, agents and employees from and against any and all claims, losses, 
damages, suits, demands or causes of action, and liability of every kind including all expenses of litigation and/or 
settlement, court costs and attorney fees for injury or death of any person or for loss of, damages to, or loss of use of 
any property, arising out of or in connection with the performance of this contract.  Such indemnity shall apply whether 
the claims, losses, damages, suits, demands or causes of actions arise in whole or in part from the negligence of the 
City, its officers, officials, agents or employees.  It is the express intention of the parties hereto that the indemnity 
provided for in this paragraph is indemnity by the Contractor to indemnify and protect the City from the consequences 
of City’s own negligence whether that negligence is a sole or concurring cause of the injury, death or damage.  
 
33. NON-DISCRIMINATION - Contractor shall not discriminate against any employee or applicant for employment of 
Contractor or of the City of Arlington because of race, age, color, religion, sex, national origin, ancestry, disability, or place 
of birth.  Contractor shall take action to ensure that all persons are employed and/or treated without regard to their race, 
age, color, religion, sex, national origin, ancestry, disability, or place of birth.  This action shall include, but not be limited 
to the following:  employment, promotion, demotion, transfer, working conditions, recruitment, layoff, termination, rates 
of pay or other forms of compensation, and training opportunities. 
 
34. IMMIGRATION NATIONALITY ACT – The City of Arlington actively supports the Immigration & Nationality Act (INA) 
which includes provisions addressing employment eligibility, employment verification, and nondiscrimination. Seller shall 
verify the identity and employment eligibility of all employees who perform work under this Agreement. Seller shall 
complete the Employment Eligibility Verification Form (I-9), maintain photocopies of all supporting employment eligibility 
and identity documentation for all employees, and upon request, provide Seller with copies of all I-9 forms and supporting 
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eligibility documentation for each employee who performs work under this Agreement.  Seller shall establish appropriate 
procedures and controls so that no services will be performed by any worker who is not legally eligible to perform such 
services. Seller shall provide Buyer with a certification letter that it has complied with the verification requirements 
required by this Agreement. Seller shall indemnify Buyer from any penalties or liabilities due to violations of this provision. 
Buyer shall have the right to immediately terminate this Agreement for violations of this provision by Seller. 
 
35. DISABILITY - In accordance with the provisions of the Americans With Disabilities Act of 1990 (ADA), Contractor 
warrants that it and any and all of its subcontractors will not unlawfully discriminate on the basis of disability in the 
provision of services to general public, nor in the availability, terms and/or conditions of employment for applicants for 
employment with, or employees of Contractor or any of its subcontractors.  Contractor warrants it will fully comply with 
ADA's provisions and any other applicable federal, state and local laws concerning disability and will defend, indemnify 
and hold City harmless against any claims or allegations asserted by third parties or subcontractors against City arising 
out of Contractor's and/or its subcontractor’s alleged failure to comply with the above-referenced laws concerning 
disability discrimination in the performance of this contract. 
 
36. TERMINATION FOR DEFAULT - The City of Arlington reserves the right to terminate the contract without prior notice 
in the event the Contractor defaults or breaches any of the terms and conditions of this contract, or otherwise fails to 
perform in accordance with the bid specifications.  In the event of termination the City reserves the right to complete the 
work or services in any manner it deems desirable, including engaging the services of other parties therefore and/or 
awarding the bid to the next lowest responsible bidder.  Any such act by the City shall not be deemed a waiver of any 
other right or remedy of City.  If after exercising any such remedy, the cost to City of the performance of the balance of 
the work or services is in excess of that part of the contract sum, which has not therefore been paid to the Contractor 
hereunder, Contractor shall be liable for and shall reimburse the City for such excess.  Bidders shall for this purpose, keep 
their bids open and prices fixed for a period of 90 days following the award of this bid.   
 
37. TERMINATION WITHOUT CAUSE - The City shall have the right to terminate the contract, in whole or in part, without 
cause any time upon thirty (30) days prior written notice.  Upon receipt of a notice of termination, the Contractor shall 
promptly cease placing orders and all further work pursuant to the Contract, with such exceptions, if any, specified in the 
notice of termination.  The City shall pay the Contractor, to the extent funds are appropriated or otherwise legally available 
for such purposes, for all goods delivered and services performed and obligations incurred prior to the date of termination 
in accordance with the terms hereof. 
 
38. TITLE VI OF THE CIVIL RIGHTS ACT OF 1964, 78 STAT. 252, 42 U.S.C. 2000D TO 2000D-4:  The (Recipient), in 
accordance with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 U.S.C. 2000d to 2000d-4 and Title 49, Code of 
Federal Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21,  Nondiscrimination in 
Federally-Assisted programs of the Department of Transportation issued pursuant to such Act, hereby notifies all bidders 
that it will affirmatively ensure that in any contract entered into pursuant to this advertisement, minority business 
enterprises will be afforded full opportunity to submit bids in response to this invitation and will not be discriminated 
against on the grounds of race, color, or national origin in consideration for an award.    

 
39. PURSUANT TO CHAPTER 2270 OF THE TEXAS GOVERNMENT CODE, the Vendor verifies that Vendor does not 
boycott Israel and will not boycott Israel during the term of this Contract. 

 
40. COMPLIANCE WITH FEDERAL REGULATIONS: All contracts involving federal funds will contain certain provisions 
required by applicable sections of CFR 34, Section 80.36(l). The vendor certifies by signing the bid that the vendor and 
his/her principals are not presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily 
excluded from participation in federally funded transactions and may, in certain instances, be required to provide a 
separate written certification to this effect. 

 
During the term of any contract with the City, in the event of debarment, suspension, proposed debarment, declared 
ineligible or voluntarily excluded from participation in federally funded transactions, the vendor shall immediately notify 
the City’s Purchasing Manager, in writing.  Vendors will also be required to provide access to records, which are directly 
pertinent to the contract and retain all required records for three years after the City makes final payment.  For all 
contracts involving Federal funds in excess of $10,000, the City reserves the right to terminate the contract for cause, as 
well as for convenience, by issuing a certified notice to the vendor. 
 



Reference Number: RFP 19-0132 Return By:  July 25, 2019 @ 2:00 PM Page  35 
 

41. NO THIRD-PARTY BENEFICIARY – For purposes of this contract, including its intended operation and effect, the parties 
to this contract specifically agree and contract that:  (1) the agreement only affects matters/disputes between the parties 
to this contract, and is in no way intended by the parties to benefit or otherwise affect any third person or entity, 
notwithstanding the fact that such third person or entity may be in a contractual relationship with City or Contractor or 
both; and (2) the terms of this contract are not intended to release, either by contract or operation of law, any third person 
or entity from obligations owing by them to either City or Contractor. 
 
42. THE AGREEMENT - In the absence of an otherwise negotiated contract, or unless stated  otherwise, the Agreement 
between Buyer and Seller shall consist of these Standard Terms and Conditions together with any applicable bid 
documents published by the Buyer and Seller’s Response to such bid (the “contract documents”). This Agreement is 
intended by the parties as a final expression of their agreement and is intended also as a complete and exclusive statement 
of the terms of their agreement. No course of prior dealings between the parties and no usage of trade shall be relevant 
to supplement or explain any term used in this Agreement.   Acceptance of or acquiescence in a course of performance 
under this Agreement shall not be relevant to determine the meaning of this Agreement even though the accepting or 
acquiescing party has knowledge of the performance and opportunity for objection. Whenever a term defined by the 
Uniform Commercial Code (UCC) is used in this Agreement, the definition contained in the UCC shall control. In the event 
of a conflict between the contract documents, the order of precedence shall be these Standard Terms and Conditions, the 
Buyer’s published bid documents and the Seller’s response. If Buyer and Seller have otherwise negotiated a contract, this 
Agreement shall not apply. 
 
43. HEADINGS – The headings of this contract are for convenience of reference only and shall not affect in any manner 
any of the terms and conditions hereof. 
 

 
Revised September 7, 2017 
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ATTACHMENT 1  

PRICE PROPOSAL SAMPLE 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Initial Term Year 1 Year 2 Year 3 Year 4 Year 5

--

Initial Term Year 1 Year 2 Year 3 Year 4 Year 5

--

Initial Term Year 1 Year 2 Year 3 Year 4 Year 5

Remittance Processing Software

Other Not Specified

Option I Grand Total  $________________________

Remittance Processing Hardware

Additional Fees - IF NOT INCLUDED ABOVE (additional fees not included above must be added to grand totals)
Licensing Fees

Approximate Pricing for Remittance Processing System

Option II Grand Total $________________________

Implementation Fees

Remittance Processing Hardware
Implementation Fees

Option I

Training Fees (including all materials)
Interface Cost Requirements
Expenses (For Design and Setup)

Warranty and Maintenance

Option II

Training Fees (including all materials)
Interface Cost Requirements
Expenses (For Design and Setup)

Warranty and Maintenance

Other Not Specified
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ATTACHMENT 2 
EXPERIENCE OF BIDDERS 

 
1. COMPANY NAME: ____________________________  

Number of years in business under this name: _______   Number of years of experience:  __________ 

Local Address:   

City:   State:   Zip:   

Phone: ___________________________________          Fax:   

Primary Point of Contact responsible for work performed under these specifications: 

Phone: ___________________________________          Cell: ____________________________  

Email  

Alternative Point of Contact responsible for work performed under these specifications: 

Phone: ___________________________________          Cell: ____________________________  

Email  

Has your business operated under any other names?  Yes________ No________  If so, what name(s):  _____
 _______,  
and explain the circumstances of the change:  ______________________________________________ 
  
 

2. PERSONNEL: Please provide the dynamics of your current workforce: 

DESCRIPTION of personnel currently on staff: NUMBER 
Manager, Supervisors, Shift Leaders  

Specialist, Certified, Licensed, Registered   

Technical, Technicians, Operators   

Clerical, Administrative, Secretarial   
Total number of employees  

 

3. EXPERIENCE: 
 

Years in Business: ____________________ Years performing this type of work:  _______________________  
Total Value of work currently under contract   $  
Total Value of work in place within the past 12 months $   
Percentage of work usually self-performed ____________% 
Subcontractors that you may use for these specifications: 
What service/company do you use for pre-employment criminal background screening? _   
 
Has firm: 
1) Failed to complete a contract _______    Filed Bankruptcy _______  If so, when   
2) Pending judgment claims or suits against company __________   If so, explain why under separate 

cover.  
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4.  SAFETY 
Have you had an OSHA fine within the past three (3) years?     _______ Yes       _______ No 

Have you had any job-related fatalities within the past five (5) years?   _______ Yes       _______ No 

If you answer YES to either question above, you MUST submit, on a separate sheet the details describing 

the circumstances surrounding the incident(s).  

Has any other incident occurred which you wish to self-declare?     _______ Yes       _______ No 

5. INSURANCE AGENCY:  

Agent:   Phone:   

Total Bonding Capacity: $   Work Presently Bonded $   

6. LOCAL SERVICE FACILITY:  In the event of a breakdown, where would your equipment be serviced?  

Name of local service center:      

Address of local service center:      

Telephone number:      

Point of Contact:     
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 WORK EXPERIENCE: Form must be completed in its entirety on form supplied by City.  
 
In order to satisfy the City regarding the Bidder’s qualifications, the Bidder shall provide in the space below information 
regarding previous work comparable with the proposed work in size, capacity, and complexity. List three (3) projects 
similar in size and nature which were completed during the past three (3) years. The City may also consider any previous 
City projects. Following receipt of bids, each Bidder shall be prepared to furnish such additional information as the City 
may reasonably request regarding Bidder’s equipment and personnel. The information provided on this form shall 
constitute an integral part of the bid. 

 
 REFERENCE 1: 

Company/Agency Name: ________________________________________________________________________  

 Address:  _____________________________________________________________________________________  

 Point of Contact:  Phone Number: __________________________________  

 Email:  _______________________________________________________________________________________  

 Goods/Services: _______________________________________________________________________________  

 Total Contract Amount:  _______________________  Completion Date:     

REFERENCE 2: 

 Company/Agency Name: ________________________________________________________________________  

 Address:  _____________________________________________________________________________________  

 Point of Contact:  Phone Number: __________________________________  

 Email:  _______________________________________________________________________________________  

 Goods/Services Provided: ________________________________________________________________________  

 Total Contract Amount:  _______________________  Completion Date:    

  

 REFERENCE 3: 

 Company/Agency Name: ________________________________________________________________________  

 Address:  _____________________________________________________________________________________  

 Point of Contact:  Phone Number: __________________________________  

 Email:  _______________________________________________________________________________________  

 Goods/Services Provided: ________________________________________________________________________  

 Total Contract Amount:  _______________________  Completion Date:    

  



Reference Number: RFP 19-0132 Return By:  July 25, 2019 @ 2:00 PM Page  40 
 

ATTACHMENT 3 

APPLICATION FOR LOCAL BIDDER PREFERENCE CONSIDERATION 

 

This “APPLICATION FOR LOCAL BIDDER PREFERENCE CONSIDERATION” does not mean that the City of Arlington is limiting 
responses to their competitive bids to only those businesses located within the city limits.  All bids are welcome.    

 

Bidders who wish to request a LOCAL PREFERENCE must have their principal place of business located within the City of 
Arlington, city limits.   

 

If your principal place of business is within the Arlington city limits and you wish to apply for local preference consideration, 
then you must meet the minimum requirements below for each bid:  

 

a) Provide a Tax Certificate from the Tarrant County Tax Assessor showing the current status of taxes, penalties, 
interest, and any known costs due on a property; and  

b) Submit the completed application on the following page.    
 

Local Preference may be considered in the following instances: 

 
A. In purchasing any real property or personal property that is not affixed to real property, if a local government 

receives one or more bids from a bidder whose principal place of business is in the local government and whose 
bid is within three percent of the lowest bid price received by the local government from a bidder who is not a 
resident of the local government, the local government may enter into a contract with the bidder whose principal 
place of business is in the local government. (Local Government Code 271.905)  

 
B. In purchasing any real property, personal property that is not affixed to real property, or services, if a municipality 

receives one or more competitive sealed bids from a bidder whose principal place of business is in the municipality 
and whose bid is within five percent of the lowest bid price received by the municipality from a bidder who is not 
a resident of the municipality, the municipality may enter into a contract for construction services in an amount 
of less than $100,000 or a contract for other purchases of less than $500,000 with the bidder whose principal 
place of business is in the municipality.  This section does not apply to the purchase of telecommunications 
services or information services, as defined by 47 U.S.C. Section 153.  (Local Government Code 271.9051) 

 
The City of Arlington reserves the right to award to the lowest bidder or reject all bids. 
 
The full text of the Local Government Code related to Purchasing and Contracting Authority of Municipalities, Counties, 
and certain other Governments is available at: 
 
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm#271.   
 
Detailed information related to local bidders is found in Section §271.905 and §271.9051 “CONSIDERATION OF 
LOCATION OF BIDDER’S PRINCIPAL PLACE OF BUSINESS.” 
 
 

http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm#271
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LOCAL PREFERENCE CONSIDERATION APPLICATION 

For bidders whose business is located within the Arlington city limits 

______________________________________________________________________________________________ 

The City of Arlington requires the following information for consideration in award of competitive bids: 
 
1. Location Eligibility:   

 
Principal place of business is defined herein as the primary or executive or administrative office of the business.  
Is company’s legally identified principal place of business within the City Limits of Arlington, Texas?   
 
a. If yes, identify the following: 

i. Business Name/DBA: _______________________________________________________ 
 

ii. Address: _____________________________________________________________ 
 

iii. Business Structure:  ____________________________________________________ 
(sole proprietorship/partnership/corporation/other) 
 

b. Name and city of residence of owner(s)/partners/corporate officers, as applicable. 

iv. Name/Title: __________________________________________________________ 
 

v. City of Residence: _____________________________________________________ 
If more than one owner/partner/corporate officer exists, attach a separate sheet of paper. 

 
2. Economic Development benefits that would result from award of this contract: 
 

a. Total number of current employees who are residents of the City of Arlington?  __________ 
b. Will award of this contract result in the employment/retention of residents of the City of Arlington?   

___ Yes  ___ No 
c. Will subcontractors with principal places of business in the City of Arlington be utilized?  ___ Yes   ___ 

No 
d. Will award of this contract result in increased tax revenue to the City?  ___ Yes   ___ No 
e. If yes, check types of taxes?  ___ Property Taxes  ___ Sales Taxes  ___ Hotel Occupancy Taxes  
f. Other economic development benefits deemed pertinent by applicant (attach separate sheet if 

necessary): 
 ________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 

City Bid Number for which local preference is requested:______________________________ 
Certification of information: 

The undersigned does hereby affirm that the information supplied in its bid and this application are true and correct 
as of the date hereof, under penalty of perjury. 

                             /      

Company Name             Date 

           /        

Signature                                                      Print Name 

 Tax Certificate from Tarrant County Tax Assessor is attached 
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ATTACHMENT 4 
DATA INTAKE FORM 

 
Company’s Authorized Agent (Typed or Printed): ________________________________ 
Signature: ________________________________ 

 
COOPERATIVE PURCHASING FORM 

 
If you, the Vendor/Contractor check “yes” to the statement below, the following will apply:   
Government entities utilizing Inter-Governmental Contracts with the City of Arlington, Texas, will be eligible, but not 
obligated, to purchase materials/services under this contract(s) awarded as a result of this bid.  All purchases by 
Governmental Entities other than the City of Arlington will be billed directly to that Governmental Entity and paid by 
that Governmental Entity.  The City of Arlington will not be responsible for another Governmental Entity’s debts.  Each 
Governmental Entity will order their material/service as needed. 
 
Should other Government Entities decide to participate in this contract, would you, the Vendor/Contractor, agree 
that all terms, conditions, specifications, and pricing would apply?    Yes______     No______ 
 

FOR MINORITY AND/OR WOMAN OWNED 
BUSINESS ENTERPRISES 

(To be completed only if applicable) 
 

Minority and/or Woman Owned Business Enterprises are encouraged to participate in Arlington’s procurement 
process. In order to be identified as a Qualified Minority and/or Woman Owned Business Enterprise in the City of 
Arlington, Texas, this form, along with a copy of your certification, must be returned to the City of Arlington 
Purchasing Division.  

 
PLEASE CHECK THE APPROPRIATE ETHNICITY AND/OR GENDER:   
 ____American Indian   ____Asian   ___Black   ___Hispanic   __Woman Owned Business Enterprise 
 
MINORITY STATUS:  Has this firm been certified as a minority, women or disadvantaged business enterprise by any 
governmental agency?  ____Yes         No ____   (If yes, please specify government agency) 

 
The above information is for information only.  The City of Arlington encourages minority business participation; 
however, no preferences shall be given. 

 
PROCURMENT OPPORTUNITY 

 
How were you notified of this procurement opportunity: 

 
____ City of Arlington Website                                       ____ Bid Notification Service 
____ Fort Worth Star Telegram                                                  ____ City Website 
____ City of Arlington employee (other than Purchasing)    ____ Chamber of Commerce __________________ 
____ City’s Television Station                                                     ____ Other: ________________________________ 
 

NO BID SHEET 
If your firm has chosen not to submit a bid for this procurement. Please check item(s) that apply: 
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_____ Do not sell the item(s) required    
_____ Unable meet the Specifications    
_____ Unable to be competitive     
_____ Cannot provide Insurance  
_____ Unable to comply with Indemnification 
_____ Do not wish to do business with the City 

_____ Insufficient time to respond  
_____ Specifications are unclear/ambiguous 
_____ Unable to provide Bonding 
_____ Job too large  
_____ Job too small 
_____ Other reason: _________________________ 

 
  



Reference Number: RFP 19-0132 Return By:  July 25, 2019 @ 2:00 PM Page  44 
 

ATTACHMENT 5 
MWBE PARTICIPATION FORM 

 
 
Local & Minority/Woman-Owned Business Enterprise Policy 
 
 
The City of Arlington has adopted a Local & Minority/Woman-Owned Business Enterprise (MWBE) Policy through City 
Council Resolution # 13-300 on December 3, 2013.  The Policy’s purpose is to promote full and equal business 
participation for Local and MWBE companies as prime and subcontractors.  To show good faith effort in utilizing Local 
and MWBE subcontractors, the City requests the following information: 
 

A. MWBE Subcontracting Form – please identify areas for subtracting opportunities and percentage of 
work to be performed by Local and/or MWBE firm (company name is not required).  This information is 
for administrative purposes only and will not be used in determining the most qualified respondent.  
Reference the MWBE Subcontracting Plan form (Attachment --). 

 
B. The awarded provider should submit a MWBE Subcontracting Plan and Prime/Subcontractor List within 

fifteen (15) calendar days after Notice of Intent to Award Receipt. 
 
For information about the City’s Local & MWBE Policy, we have included a link to access the document 
(http://www.arlington-tx.gov/finance/purchasing/bidding-procurement/). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.arlington-tx.gov/finance/purchasing/bidding-procurement/
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MWBE SUBCONTRACTING FORM 

 
 

Project Name:         
 
Project No: ______________________________ Date:       

 
LEGEND 
MWBE = Minority/Women Business Enterprise 
* Answer with “YES” or “NO”   

  
Prime Consultant 

 
*Arlington Firm 

(Yes/No) 
*MWBE 
(Yes/No) 

   

  
LIST ALL SUBCONTRACTING OPPORTUNITIES (use additional sheets if necessary): 

Description of Work Type *Potential Arlington and/or 
MWBE Firm Participation 

(Yes/No) 

Anticipated Percentage 
(%) of Work 

   

   

   

   

   

   

   

   

  
Please complete this form and include with proposal, as an attachment. 
 
Upon formal award of said project, the proposer will submit a Prime & Subs Report identifying the Local and/or 
MWBE subcontractor(s) that will perform the listed work.  By signing below, the recommended proposer shall agree 
to meet their Local and/or MWBE goal based on the information provided on this document. 
 
 
Name of Company’s Main Contact Person _______________________________________________ 
 
Signature of Main Contact Person ______________________________________________________ 
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ATTACHMENT 6 
CONFLICT OF INTEREST QUESTIONNAIRE (CIQ)  

 
 
Disclosure of Certain Relationships 

Chapter 176 of the Texas Local Government Code requires that any vendor or person considering doing business with 
a local government entity disclose in the Questionnaire Form CIQ (Attachment 5), the vendor or person’s affiliation or 
business relationship that may cause a conflict of interest with the City of Arlington.  

 
 

 



Revised 11/30/2015Form provided by Texas Ethics Commission www.ethics.state.tx.us

FORM CIQ

OFFICE USE ONLYThis questionnaire reflects changes made to the law by H.B. 23, 84th Leg., Regular Session.

This questionnaire is being filed in accordance with Chapter 176, Local Government Code, by a vendor who
has a business relationship as defined by Section 176.001(1-a) with a local governmental entity and the
vendor meets requirements under Section 176.006(a).

By law this questionnaire must be filed with the records administrator of the local governmental entity not later
than the 7th business day after the date the vendor becomes aware of facts that require the statement to be
filed.  See Section 176.006(a-1), Local Government Code.

A vendor commits an offense if the vendor knowingly violates Section 176.006, Local Government Code. An
offense under this section is a misdemeanor.

CONFLICT OF INTEREST QUESTIONNAIRE
For vendor doing business with local governmental entity

Date Received

A. Is the local government officer or a family member of the officer receiving or likely to receive taxable income,
other than investment income, from the vendor?

  Yes   No

B. Is the vendor receiving or likely to receive taxable income, other than investment income, from or at the direction
of the local government officer or a family member of the officer AND the taxable income is not received from the
local governmental entity?

  Yes   No

7

Check this box if the vendor has given the local government officer or a family member of the officer one or more gifts
as described in Section 176.003(a)(2)(B), excluding gifts described in Section 176.003(a-1).

Signature of vendor doing business with the governmental entity Date

Name of vendor who has a business relationship with local governmental entity.1

Check this box if you are filing an update to a previously filed questionnaire. (The law requires that you file an updated

completed questionnaire with the appropriate filing authority not later than the 7th business day after the date on which

you became aware that the originally filed questionnaire was incomplete or inaccurate.)

2

3 Name of local government officer about whom the information is being disclosed.

        Name of Officer

Describe each employment or other business relationship with the local government officer, or a family member of the
officer, as described by Section 176.003(a)(2)(A).  Also describe any family relationship with the local government officer.
Complete subparts A and B for each employment or business relationship described.  Attach additional pages to this Form
CIQ as necessary.

4

6

5
Describe each employment or business relationship that the vendor named in Section 1 maintains with a corporation or
other business entity with respect to which the local government officer serves as an officer or director, or holds an

ownership interest of one percent or more.
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CONFLICT OF INTEREST QUESTIONNAIRE

                                     For vendor doing business with local governmental entity

A complete copy of Chapter 176 of the Local Government Code may be found at http://www.statutes.legis.state.tx.us/
Docs/LG/htm/LG.176.htm. For easy reference, below are some of the sections cited on this form.

Local Government Code § 176.001(1-a): "Business relationship" means a connection between two or more parties
based on commercial activity of one of the parties.  The term does not include a connection based on:

(A)  a transaction that is subject to rate or fee regulation by a federal, state, or local governmental entity or an
agency of a federal, state, or local governmental entity;
(B)  a transaction conducted at a price and subject to terms available to the public; or
(C)  a purchase or lease of goods or services from a person that is chartered by a state or federal agency and
that is subject to regular examination by, and reporting to, that agency.

Local Government Code § 176.003(a)(2)(A) and (B):
(a)  A local government officer shall file a conflicts disclosure statement with respect to a vendor if:

***
(2)  the vendor:

(A)  has an employment or other business relationship with the local government officer or a
family member of the officer that results in the officer or family member receiving taxable
income, other than investment income, that exceeds $2,500 during the 12-month period
preceding the date that the officer becomes aware that

(i)  a contract between the local governmental entity and vendor has been executed;
or
(ii)  the local governmental entity is considering entering into a contract with the
vendor;

(B)  has given to the local government officer or a family member of the officer one or more gifts
that have an aggregate value of more than $100  in the 12-month period preceding the date the
officer becomes aware that:

                    (i)  a contract between the local governmental entity and vendor has been executed; or
                    (ii)  the local governmental entity is considering entering into a contract with the vendor.

Local Government Code § 176.006(a) and (a-1)
(a)  A vendor shall file a completed conflict of interest questionnaire if the vendor has a business relationship
with a local governmental entity and:

(1)  has an employment or other business relationship with a local government officer of that local
governmental entity, or a family member of the officer, described by Section 176.003(a)(2)(A);
(2)  has given a local government officer of that local governmental entity, or a family member of the
officer, one or more gifts with the aggregate value specified by Section 176.003(a)(2)(B), excluding any
gift described by Section 176.003(a-1); or

              (3)  has a family relationship with a local government officer of that local governmental entity.
(a-1)  The completed conflict of interest questionnaire must be filed with the appropriate records administrator
not later than the seventh business day after the later of:
           (1)  the date that the vendor:

(A)  begins discussions or negotiations to enter into a contract with the local governmental
entity; or
(B)  submits to the local governmental entity an application, response to a request for proposals
or bids, correspondence, or another writing related to a potential contract with the local
governmental entity; or

           (2)  the date the vendor becomes aware:
(A)  of an employment or other business relationship with a local government officer, or a
family member of the officer, described by Subsection (a);
(B)  that the vendor has given one or more gifts described by Subsection (a); or
(C)  of a family relationship with a local government officer.



enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record Type CSINPMT-FH-REC-ID AN 2 1 Always "01".
Filename CSINPMT-FH-FILENAME AN 11 3 Format is XXyymmdd-##.

XX = Tender source as assigned in the enQuesta Tender Type table and provided 
to the payment service provider.
## = Numeric identifier of the file iteration sent on a given date.  (e.g. If two files are 
sent in one day, the first file would have 01 and the second file would have 02.  If 
only one file is sent every day, then 01 would be used each time.)
The value in this field should match the file's name.

Process Date CSINPMT-FH-PROC-DATE N 8 14 Original date payments were processed.

Format is ccyymmdd.
Filler AN 79 22 Spaces

be uppercase and there should be no extension on the file name.

File Header Record Layout

N = numeric
AN = alphanumeric

named according to the Filename format in the file header and file trailer records (XXyymmdd-##).  XX should 
Please Note: This should be a fixed length (max record length of 1000), non-field-delimited, line sequential data file 
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record type CSINPMT-BH-REC-ID AN 2 1 Always "02".
Batch Number CSINPMT-BH-BATCH-NUM N 6 3 Batch number range assigned by enQuesta customer and provided to the 

payment service provider.  

Batch numbers may be incremented sequentially and reset to the starting value on 
a regular basis (e.g. daily, weekly, etc.).  If multiple batches are provided on a 
given date, each should have a unique batch number.  There must be at least one 
transaction in each batch.  Batches are limited to 999,999 transactions.

Process-Date CSINPMT-BH-PROC-DATE N 8 9 Original date payments were processed.

Format is ccyymmdd.
Filler AN 84 17 Spaces

Batch Header Record Layout

A batch header record is required for each unique batch number specified in the detail record.
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record Type CSINPMT-DR-REC-ID AN 2 1 Always "03".
Batch Number CSINPMT-DR-BATCH-NUM N 6 3 Unique value assigned by enQuesta customer and provided to the payment 

service provider.  

Value must match Batch Number in preceding batch header record.
Account 
Number

CSINPMT-DR-ACCT-NO AN 15 9 enQuesta or legacy account number.  Legacy Account Number must match 
enQuesta Account Master File exactly.

Format is left justified.
Payment 
Amount

CSINPMT-DR-PMT-AMT N 10 24 Payment amount.

Unsigned decimal value with 8 digits before the decimal and 2 after.
Payment Type CSINPMT-DR-TEND-TYPE N 2 34 Value associated with payment instrument or method, (e.g., cash, check, 

credit card, wire, etc.) as assigned in the enQuesta Tender Type table.

Provided to the payment service provider.

Payment 
Source

CSINPMT-DR-TEND-SRC AN 2 36 Payment/tender source.

Same value as first two bytes of Filename in File Header record.
Receipt 
Number

CSINPMT-DR-RECEIPT N 6 38 Receipt number for each transaction assigned by the payment service 
provider. 

Sequence 
Number

CSINPMT-DR-SEQ N 6 44 Unique sequence number assigned by the payment service provider.

Number should be incremented sequentially for each detail record within a batch. 

Tax Year CSINPMT-DR-TAX-YEAR N 4 50 Year tax incurred for tax payments - from payment stub, user interface or 
user information.

Value should be zero if not a tax payment. 

Detail Record Layout
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Tax Code CSINPMT-DR-TAX-CODE N 1 54 Installment number of tax payment - from payment stub, user interface or 

user information.

Value should be zero if not a tax payment.
Postmark Date CSINPMT-DR-POSTMARK-DATE N 8 55 Date payment received by the payment service provider.

Format is mmddccyy.
Credit Card 
Authorization 
Number

CSINPMT-DR-CC-AUTH-NO AN 16 63 Authorization number from credit card company.

Format is left justified.  Value should be blank if payment not made with a credit 
card.

Check Number CSINPMT-DR-CHECK-NO AN 8 79 Check number used to make payment.

Format is left justified.  Value should be blank if payment not made with a check or 
check number not available.

Processed 
Flag

CSINPMT-DR-PROC-FLAG AN 1 87 Always "N".

Transaction 
Type

CSINPMT-DR-TRANS-TYPE N 2 88 Leave blank.

The only exception is when the payment is a One-time Utility-Account 
Attached Donation, which uses the value of "73".

Donation Type CSINPMT-DR-DONATION-TYPE N 2 90 Leave blank.

The only exception is to use this for an enQuesta Donation Type for One-
time Utility-Account Attached Donation.

Promise to Pay 
Type

CSINPMT-DR-P2P-TYPE AN 2 92 Blank or zero for all uses except when specific direction has been given for 
the following:
Promise to Pay Type matching the enQuesta record that this payment 
should apply against.

Filler AN 7 94 Spaces

Detail Record Layout (continued)
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record Type CSINPMT-BT-REC-ID AN 2 1 Always "04".
Batch Number CSINPMT-BT-BATCH-NUM N 6 3 Unique value assigned by enQuesta customer and provided to the payment 

service provider.  

Value must match Batch Number in preceding batch header record and detail 
records.

Batch Total CSINPMT-BT-BATCH-TOTAL N 12 9 Sum of all Payment Amounts in batch.

Unsigned decimal value with 10 digits before the decimal and 2 after.
Filler AN 80 21 Spaces

Batch Trailer Record Layout

A batch trailer record is required for each unique batch number specified in the detail record.
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record Type CSINPMT-FT-REC-ID AN 2 1 Always "05".
Filename CSINPMT-FT-FILENAME AN 11 3 Format is XXyymmdd-##.

XX = Tender source as assigned in the enQuesta Tender Type table and provided 
to the payment service provider.
## = Numeric identifier of the file iteration sent on a given date.  (e.g. If two files are 
sent in one day, the first file would have 01 and the second file would have 02.  If 
only one file is sent every day, then 01 would be used each time.)
The value in this field should match the file's name and the Filename in the file 
header record.

File Total CSINPMT-FT-FILE-TOTAL N 12 14 Sum of all Payment Amounts in file.

Unsigned decimal value with 10 digits before the decimal and 2 after.
Filler AN 75 26 Spaces

File Trailer Record Layout
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record Type CSINPMT-FN-REC-ID AN 2 1 Always "99".
Filename CSINPMT-FN-FILENAME AN 11 3 Format is XXyymmdd-##.

XX = Tender source as assigned in the enQuesta Tender Type table and provided 
to the payment service provider.
## = Numeric identifier of the file iteration sent on a given date.  (e.g. If two files are 
sent in one day, the first file would have 01 and the second file would have 02.  If 
only one file is sent every day, then 01 would be used each time.)
The value in this field should match the file's name.

Process Date CSINPMT-FN-PROC-DATE N 8 14 Original processing date for which the empty file is being transmitted.

Format is ccyymmdd.
Description CSINPMT-FN-DESC AN 50 22 Comment

Example:  No payments to transmit for ccyy/mm/dd.
Filler AN 29 72 Spaces

Empty File Record Layout

An empty file record is only required when there are no payments.  When this occurs, the file will only contain the empty file record.
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Record Type CSINPMT-RP-REC-ID AN 2 1 Always "06".  NOTE:  This record type is only to be used for enQuesta 

PayConnect functionality, never for other payment files.
Account 
Number

CSINPMT-RP-ACCT-NO AN 15 3 enQuesta or legacy account number.  Legacy Account Number must match 
enQuesta Account Master File exactly.

Format is left justified.
Payment 
Option

CSINPMT-RP-PAYMENT-
OPTION

AN 2 18 Values: 01 = Fixed; 02 = Automatic

Payment Mode CSINPMT-RP-PAYMENT-MODE AN 2 20 Values: 01 = ACH; 02 = Credit Card

Pay Account 
Type

CSINPMT-RP-PAY-ACCT-TYPE AN 2 22 For ACH: 01 = Checking; 02 = Savings
For CC: 01 = VISA; 02 = MasterCard; 03 = Discover; 04 = AMEX

Payment 
Frequency 
Setting

CSINPMT-RP-PAY-FREQ-TYPE AN 2 24 01 = Weekly; 02 = Monthly

Payment 
Frequency

CSINPMT-RP-PAY-FREQ-DAY AN 2 26 If Weekly Frequency: 01 = Monday; 02 = Tuesday; 03 = Wednesday; 04 = 
Thursday; 05 = Friday

If Monthly setting selected, it is a value between 01 to 31 indicating the day 
of month to process payment

Payment 
Amount

CSINPMT-RP-PMT-AMT N 12 28 For Automatic payments it indicates the Maximum amount.  For Fixed, it 
indicates the amount to pay.

Unsigned decimal value with 10 digits before the decimal and 2 after.
Start Payment 
Date

CSINPMT-RP-START-DATE N 8 40 Date to start payments on recurring method.

Format is ccyymmdd.
End Payment 
Date

CSINPMT-RP-END-DATE N 8 48 Date to end payments on recurring method.

Format is ccyymmdd.
Status CSINPMT-RP-STATUS AN 2 50 01 = ACTIVE; 02 = MODIFIED; 03 = DELETED
Payment 
Remaining 
Count

CSINPMT-RP-REM-PAY-COUNT N 6 52 Number of payments remaining.

Recurring Payment Request Record Layout
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enQuesta Payment File - Standard Format

Data Element enQuesta Field Name Type Length Position Description
Payment 
Period Setting

CSINPMT-RP-PAY-PERIOD-
TYPE

AN 2 58 01 = Until Further Notince; 02 = End Payment Date; 03 = Number Of 
payments

Last Payment 
Amount

CSINPMT-RP-LAST-PMT-AMT N 12 60 Last payment amount to be drafted

Unsigned decimal value with 10 digits before the decimal and 2 after.
Filler AN 29 72 Spaces

This record layout is used only at the end of a file after all other records.

Recurring Payment Request Record Layout
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	13.  CONTACT WITH CITY COUNCIL, STAFF AND ADVISORS
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	SECTION 5
	EVALUATION
	Other Insurance Provisions

	ATTACHMENT 3
	APPLICATION FOR LOCAL BIDDER PREFERENCE CONSIDERATION
	FOR MINORITY AND/OR WOMAN OWNED
	BUSINESS ENTERPRISES
	PLEASE CHECK THE APPROPRIATE ETHNICITY AND/OR GENDER:  
	 ____American Indian   ____Asian   ___Black   ___Hispanic   __Woman Owned Business Enterprise
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