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GENERAL CONDITIONS

AND

SPECIFICATIONS

FOR

REQUEST FOR PROPOSAL (RFP)

FOR

CREDIT/DEBIT CARD PROCESSING AND MERCHANT SERVICES

RFP #12-023
DUE DATE:  OCTOBER 25, 2012
@

2:00 PM

PROPOSAL OF BIDDERSPRIVATE 

The following request for proposal is made for furnishing the materials/services for the city of Carrollton, Texas. The term “bid” and “proposal” is used interchangeably. 
The undersigned declares that the amount and nature of the materials/services to be furnished is understood and that the nature of this bid is in strict accordance with the conditions set forth and is a part of this bid, and that there will at no time be a misunderstanding as to the intent of the specifications or conditions to be overcome or pleaded after the bids are opened.

The undersigned, in submitting this bid, represents that they are an equal opportunity employer, and will not discriminate with regard to race, religion, color, national origin, age or sex in the performance of this contract.

The undersigned hereby proposes to furnish the items on, F.O.B. Carrollton, Texas, freight pre-paid at the unit prices quoted herein after notice of bid award.

The undersigned affirms that they are duly authorized to execute this contract that this company, corporation, firm, partnership or individual and has not prepared this bid in collusion with any other bidder, and that the contents of this bid as to prices, terms or conditions of said bid have not been communicated by the undersigned nor by any employee or agent to any other person engaged in this type of business prior to the official opening of this type of business prior to the official opening of this bid.

CREDIT/DEBIT CARD PROCESSING AND MERCHANT SERVICES

RFP #12-023









Respectfully Submitted,

Please submit a completed W-9 form with your bid
Federal ID Number: 



















SIGNATURE








DATE




PRINTED NAME






TITLE

COMPANY NAME




CONTACT PERSON (Must have knowledge of Bid)

BILLING ADDRESS

STREET



CITY

STATE
 
ZIP

MAILING ADDRESS

STREET



CITY

STATE
 
ZIP

PHONE NUMBER
 (metro/toll free)

FAX NUMBER


E-MAIL ADDRESS

NO BID: If response is not received in the form of a “Bid” or “No Bid” bidder will be removed from bid list.  Please give a specific reason as to why you are unable to bid, i.e.: we do not sell the required product/service.

No bids may be faxed to: 972-466-3175

NOTICE TO BIDDERSPRIVATE 

Sealed proposals will be received by the city of Carrollton, Carrollton, Texas, at the office of Vince Priolo, Purchasing Manager, City Hall Building, 1945 E. Jackson Road, Carrollton, Texas 75006-1790 until the hour of 2:00 pm on the 25th day of October, 2012 at which time bids duly delivered and submitted will be considered for supplying the following:

CREDIT/DEBIT CARD PROCESSING AND MERCHANT SERVICES

RFP #12-023 

Any proposal received after stated closing time will be returned unopened.  If proposals are sent by mail to the Purchasing Manager, the bidder shall be responsible for actual delivery of the bid to the Purchasing Manager before the advertised date and hour for opening of bids.  If mail is delayed by the postal service, courier service, or in the internal mail system of the city of Carrollton beyond the date and hour set for the bid opening, bids thus delayed will not be considered and will be returned unopened.  

Information concerning the bid specifications may be obtained by calling Priscilla Robinson, Treasury Officer, at 972-466-3108 or Priscilla.robinson@cityofcarrollton.com. Any questions to Priscilla must also copy Vince Priolo on the email.
Information on the bid process/procedures may be obtained from Vince C. Priolo, Purchasing Manager at (972) 466-3115 or vince.priolo@cityofcarrollton.com. 

Until the final award by the city of Carrollton, said City reserves the right to reject any and/or all bids, to waive technicalities, to re-advertise, to proceed otherwise when the best interests of said City will be realized hereby.  Bids will be submitted sealed and plainly marked with the date and time of opening.

The city of Carrollton Municipal Building is wheelchair accessible.  For accommodations or sign interpretive services needed for bid openings, please contact the Purchasing Office 48 hours in advance at (972) 466-3105.

City of Carrollton, Texas
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Vince C. Priolo









Purchasing Manager
Publication Dates:
Wednesday, October 3, 2012 




Wednesday, October 10, 2012
Opening Date:
Thursday, October 25, 2012 @ 2:00PM
GENERAL CONDITIONS

ADDENDA

It is the responsibility of the vendor to check for addenda.  Addenda will be posted to the City’s website: www.cityofcarrollton.com/purchasing 

ANNUAL CONTRACT FUNDING

The city operates on a fiscal year that ends on September 30th.  Because state law mandates that a municipality may not commit funds beyond a fiscal year, this bid is subject to cancellation if funds for this commodity are not approved in the next fiscal year.

ASSIGNMENT OF BID/CONTRACT

The successful bidder may not assign their rights and duties under and award without the written consent of the City’s Purchasing Manager.  Such consent shall not relieve the assignor of liability in event of default by their assignee.

BID CONSIDERATION / TABULATION

After bids are opened and publicly read, the bids will be tabulated for comparison on the basis of the bid prices and quantities (lowest responsible vendor) or by the best value method shown in the Proposal.  Until final award of the Contract, the city reserves the right to reject any or all bids, to waive technicalities, and to re-advertise for new bids, or proposed to do the work otherwise in the best interests of the City.

The following items will be considered when an award is based on best value:

· The purchase price;

· The reputation of the bidder and of the bidder’s goods or services;

· The quality of the bidders’ goods or services; 

· The extent to which the goods or services meet the municipality’s needs;

· The bidder’s past relationship with the municipality;

· The impact on the ability of the municipality to comply with laws and rules relating to contracting with historically underutilized businesses and nonprofit organizations employing persons with disabilities;

· The total long-term cost to the municipality to acquire the bidder’s goods or services; and

· Any relevant criteria specifically listed in the request for bids or proposals.

BID SUBMISSION

Bids may be submitted in person, or by mail.

· Submit bids via mail to PO Box 110535, Carrollton, TX 75011-0535 or address on page #3.
· To submit a bid via mail, all documents must be returned and an original signature provided on the proposal to bidders sheet. 

· Bids will not be accepted in either format without a signature.

· The City is not responsible for mail service.  

CANCELLATION OF BIDS

Bids may be cancelled with 30 days written notice with good cause.

CHANGES OR ALTERATIONS

No part of this bid may be changed/altered in any way.  Vendors must submit written requests to change any specifications/conditions with their proposal.  Changes made with out submission of a written request to this bid will result in disqualification.

COMPLETING INFORMATION

Bidder must fill in all information asked for in the blanks provided under each item.  Failure to comply may result in rejection of the Bid at the City’s option.

CONTRACT CLAUSE 
All bidders understand and agree that the vendor’s bid response will become a legally binding contract upon acceptance in writing by the City.  This contract may be superseded only if replaced with a more extensive contract that is agreed to by both parties.

DEFAULT

In case of default of the successful bidder, the city of Carrollton may procure the articles from other sources and hold the bidder responsible for any excess cost occasioned thereby.

DELIVERY

The City reserves the right to demand bond or penalty to guarantee delivery by the date indicated.  If order is given and the Bidder fails to furnish the materials by the guaranteed date, the City reserves the right to cancel the order without liability on its part.  All prices are to be F.O.B. Carrollton, Texas all freight prepaid.

DELIVERY DATE

Delivery date is an important factor to the City and may be required to be a part of each bid.  The city of Carrollton considers delivery time to be that period elapsing from the time the individual order is placed until that order or work there-under is received by the City at the specified delivery location.  The delivery date indicates a guaranteed delivery at Carrollton, Texas.  Failure of the bidder to meet guaranteed delivery dates or service performance could affect future City orders.

Whenever the Contractor encounters any difficulty which is delaying or threatens to delay timely performance (including actual or potential labor disputes), the Contractor shall immediately give notice thereof in writing to the Purchasing Manager, stating all relevant information with respect thereto.  Such notice shall not in any way constitute a basis for an extension of the delivery or performance schedule or be construed as a waiver by the City of any rights or remedies to which it is entitled by law or pursuant to provisions herein.  Failure to give such notice, however, may be grounds for denial of any request for an extension of the delivery or performance schedule because of such delivery.

INDEMNIFICATION

In case any action in court is brought against the Owner, or any officer or agent of the Owner, for the failure, omission, or neglect of the vendor to perform any of the covenants, acts, matters, or things by this contract undertaken; or for injury or damage caused by the alleged negligence of the vendor or his subcontractors or his or their agents, or in connection with any claim based on lawful demands of subcontractors, workmen, materialmen, or suppliers the vendor shall indemnify and save harmless the Owner and his officers and agents, from all losses, damages, costs, expenses, judgments, or decrees arising out of such action.

INSURANCE

Deductibles, of any type, are the responsibility of the vendor/contractor

MISCELLANEOUS

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 Carrollton 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 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.

The City will consider special vendor pricing on discounts in exchange for City’s willingness to participate in new product testing or promotion including ability of vendor to bring other potential customers to city job sites to demonstrate product.  The amount of product discount in exchange for these services should be clearly stated in the bid document.  Any promotional strategies should be discussed with the Purchasing Manager and approved by the appropriate City Official(s) before submission of the bid.

Successful bidder(s) agrees to extend prices to all entities that have entered into or will enter into joint purchasing inter-local cooperation agreements with the city of Carrollton.  As such, the city of Carrollton has executed an inter-local agreement with certain other governmental entities authorizing participation in a cooperative purchasing program.  The successful vendor may be asked to provide product/services, based upon the bid price, to any other participant in the forum.

The City operates on a fiscal year that ends on September 30th.  State law mandates that a municipality may not commit funds beyond a fiscal year; this bid is subject to cancellation if funds for this commodity are not approved in the next fiscal year. 

PAYMENT TERMS & CONDITIONS

All bids shall specify terms and conditions of payment, which will be considered as part of, but not control, the award of bid.  City review, inspection, and processing procedures ordinarily require thirty (30) days after receipt of invoice, materials or service.  Bids which call for payment before 30 days from receipt of invoice, or cash discounts given on such payment, will be considered only if in the opinion of the Purchasing Manager the review, inspection and processing procedures can be completed as to the specific purchases within the specified time.

It is the intention of the city of Carrollton to make payment on completed orders within thirty (30) days of receiving invoicing unless unusual circumstances arise.  Invoices shall be fully documented as to labor, materials and equipment provided.  Orders will be placed by the Purchasing Department and must be given a Purchase Order Number to be valid.  No payments shall be made on invoices not listing a Purchase Order Number.  No partial payment will be made.
Payment will not be made by the City until the vendor has been given a Purchase Order Number, has furnished proper invoice, materials, or services, and otherwise complied with City Purchasing procedures, unless this provision is waived by the City.  

PROVISIONAL CLAUSES

The city of Carrollton will not enter into any contract where the cost is provisional upon such clauses as are known as “escalator” or “cost-plus” clauses.

REJECTION OF BIDS

The City reserves the right to reject any or all bids or to waive technicalities at its option when in the best interests of said City.

Bids will be considered irregular if they show any omissions, alteration of form, additions, or conditions not called for, unauthorized alternate bids or irregularities of any kind.  However, the City reserves the right to waive any irregularities and to make the award in the best interests of the City.

The City reserves the right to reject any or all bids, and all bids submitted are subject to this reservation.  Bids may be rejected, among other reasons, for any of the following specific reasons:

· Bids received after the time limit for receiving bids as stated in the advertisement.

· Proposal containing any irregularities.

· Unbalanced value of any items.

Bidders may be disqualified and their bids not considered, among other reasons, for any of the following specific reasons:

· Reason for believing collusion exists among the Bidders.

· Reasonable grounds for believing that any Bidder is interested in more than one Proposal for the work contemplated.

· The Bidder being interested in any litigation against the City.

· The Bidder being in arrears on any existing contract or having defaulted on a previous contract.

· Lack of competency as revealed by a financial statement, experience and equipment, questionnaires, etc.

· Uncompleted work, which in the judgment of the City will prevent or hinder the prompt completion of additional work if awarded.

REQUEST FOR NON-CONSIDERATION

Bids deposited with the City cannot be withdrawn prior to the time set for opening bids.  Request for non-consideration of bids must be made in writing to the Purchasing Manager and received by the City prior to the time set for opening bids.  After other bids are opened and publicly read, the Proposal for which non-consideration is properly requested may be returned unopened.  The Proposal may not be withdrawn after the bids have been opened, and the Bidder, in submitting the same, warrants and guarantees that this bid has been carefully reviewed and checked and that it is in all things true and accurate and free of mistakes and that such bid will not and cannot be withdrawn because of any mistake committed by the Bidder.

SALES TAX

The total for each bid submitted must include any applicable taxes.  Although the City is exempt from most City, State, or Federal taxes, this is not true in all cases.  It is suggested that taxes, if any, be separately identified, itemized, and stated on each bid.  The City cannot determine for the bidder whether or not the bid is taxable to the City.  The bidder through the bidder’s attorney or tax consultant must make such determination.  Bills submitted for taxes after the bids are awarded will not be honored.

1. General Information

A. Purpose: The City of Carrollton (the “City”) intends to enter into a contractual relationship with a credit/debit card processor for merchant services. This Request for Proposal (RFP) provides vendors with the sufficient information to enable them to prepare and submit competitive proposals.

B. Issuing Department: This RFP was prepared and issued by the City of Carrollton, Treasury Division. Vendors may direct all RFP related questions to Ms. Priscilla Robinson:

· Telephone:
972-466-3108

· Fax:

972-466-3535

· E-mail:

priscilla.robinson@cityofcarrollton.com
C. Submission of Proposals: Proposals must be mailed by 2:00pm CST on Thursday, October 25, 2012 to:

Attn: Vince Priolo

Purchasing Department

1945 E. Jackson Rd.

Carrollton, TX 75006

i. The following guidelines must be followed when submitting proposals:

· One original and two hard copy versions in 3-ring binders and tabbed according to Appendix A

· RFP signed by appropriate company official who has the authority to execute binding contracts for your organization

D. Background: The City currently offers credit/debit card payment options for customers using Visa, MasterCard, AMEX and Discover. Credit/debit cards are accepted for revenue collections in various areas such as municipal court, police, water utilities, ambulance, building inspection, animal control, public works, parks and recreation, radio operations and libraries. 

The City is seeking a vendor to provide all services necessary to continue to process bank card payments, to include credit cards, PIN-based debit and signature debit-based debit. The City has 22 merchant accounts and one chain code that links all merchants. The City has contracted with authorize.net to provide a central e-payment gateway with the exception of parks and recreation department, which utilizes Plug N Pay as their gateway. The bank card processor must be compatible to work with these gateway providers or provide better gateway solutions that will be compatible with the current different City department’s system software.

Since the majority of the City departments currently accept credit cards, discount fees are a key issue. It is the intent of the City to analyze all fee structures and select the fee structure that will provide the best cost to the City without compromising security, the quality of the equipment and services provided.

The City of Carrollton is currently designated as a Level 2 merchant for the Visa CISP and MasterCard SDP programs. The vendor must be capable of supporting all the reporting and vulnerability scanning (ASV) requirements necessary for this level merchant. The transaction information is available in this document under #3. Performance Standards-Section - F. Transaction Processing.

Vendors submitting proposals must be PCI-DSS compliant and able to submit proof of compliance to the City with this proposal.

2. Bidding Specifications

A. Rejection of Proposals: The City reserves the right to reject any or all proposals received as a result of this RFP, or to negotiate separately with competing respondents to this RFP and to award a contract based on services other than those set forth in this RFP. After reviewing the proposals, the City may elect to withdraw the RFP, make changes, and issue the modified RFP.
B. Criteria for Evaluation: A selection committee, made up of City staff, will make final recommendations for selection. The City reserves the right to reject any and all proposals. Proposals will be evaluated using the following criteria:

i. Ability of the vendor to meet current operating requirements, including installing new merchants, processing transactions, provide new equipment when needed, and troubleshooting problems. 






20%

ii. Providing meaningful online reporting.




10%

iii. Ability of vendor assisting the City in upgrading and improving its credit/debit card acceptance operations as new technology, security standards, and rules are introduced to the marketplace in the most cost efficient manner.

10%

iv. Ability of vendor to provide the most competitive pricing and discount fees, while accommodating convenience fees in one swipe.



20%

v. Municipal Government References: Experience and success in providing merchant credit/debit card processing services to municipal government. 

10%

vi. The ability to provide a merchant processor relationship manager familiar with the City of Carrollton merchant accounts and needs.



10%

vii. Ability to meet the legal qualifications and the terms and conditions specified in the bid, completeness of bid form, contract, and submission of the required information. 








20%

C. Proposal Format:

i. Proposals should be prepared providing a straightforward description of the vendor’s ability to meet the requirements of this RFP. Responses should be concise and understandable by a “non-technical” audience.

ii. The City is not liable for any costs or expenses incurred by the vendors in the preparation of their proposals or for their attendance at any meetings related to this proposal.

iii. All materials submitted with the proposal become the property of the City and may be returned only at the discretion of the City Treasurer and Purchasing Manager.

iv. Proposals should be submitted in three ring binders using standard 8.5x11 paper, and sections should be appropriately tabbed for easy reference. Please refer to Appendix A for a listing of tabs.

v. Vendors will provide one original and two hard copy proposals with the vendor official wet signature binding the vendor to the terms of the RFP.

vi. Microsoft Word electronic copy of the proposal to be e-mailed one day after the RFP opening date to the Treasury Division.

vii. By submitting a proposal, the vendor represents that it has thoroughly examined and become familiar with the work required under this RFP and that is capable of providing and performing quality work to achieve the City objectives.

D. Contract: This RFP will result in a contract for a period of three years with a two year option to renew. With consent of both parties the contract may be extended for two one-year terms. The winning vendor shall provide the City with a contract which will be revised by the city’s legal department. 

i. The specifications on this RFP shall be considered binding, and no other part of the vendor’s contract may supersede or otherwise revoke the RFP specifications. 

ii. The contract shall provide a termination clause in which the City reserves the right to terminate the contract at any time, upon thirty (30) days prior written notice.

iii. The winning vendor shall provide the City with a contract, which must be revised, approved and signed by both parties.

iv. The contract will be effective on the date it is signed by both parties (the city and vendor).

E. Changes to the RFP: The City reserves the right to amend, at anytime, any part of this RFP upon written notification to vendors; and to change any of the scheduled dates, including the proposal due date. All changes will become part of this RFP and will be incorporated into the contract entered between the City and the vendor.

F. Contracting and Subcontracting: The vendor will assume responsibility for all services offered in the proposal, whether provided by the vendor or a subcontractor. The vendor will identify any subcontractors in its proposal by providing a list as an attachment to the RFP. The City will consider the vendor to be the sole point of contact for contractual matters including payment of any and all charges resulting from the cost of any contract. The City reserves the right to approve or reject any subcontractor. All references to vendor requirements throughout this RFP include subcontractors.
G. List of Cardholders/Customers: The vendor may not sell or use cardholder information, including name and addresses, for any purposes other than those agreed upon in writing by the City.

H. Audit Requirements:  Any contract entered into as a result of this RFP will be subject to audit. The vendor will give full and free access to all records and materials necessary to perform audit fieldwork, including data stored on computer systems, for the City and its authorized representatives. This provision applies to any subcontractor as well.

I. Best and Final Offers: Where two or more proposals are extremely competitive and deemed to be finalists for receiving the contract award, the City may enter into discussion with any and all vendors; request oral presentations, and request revised proposals.

J. Timeline:

	October 3, 2012
October 10, 2012
	Advertise credit card processing provider public bid notice in the newspaper and in the City’s website (www.cityofcarrollton.com/purchasing)

	October 25, 2012
	Receive bids from interested credit card processing providers (prior to 2:00 p.m. at City Hall, 1945 East Jackson Road, Carrollton, Texas 75006-1790).

	November, 2012
	Review City staff’s recommendations with City Management and City Council.

	Depending on Review of Legal Staff  and Recommendations
	Council resolution to award the contract.

	January 2, 2013
	Credit card processing provider contract period begins.


K.  No assignment of this contract may take place without the express written permission from the City. This includes assignment or sale of the vendor to another institution.

3. Performance Standards

A. General Information: This section describes the City’s credit/debit card processing minimum requirements. By submitting a proposal, the vendor acknowledges that it has the commitment and resources to satisfy these requirements.

i. The City intends to maintain the current acceptance of Visa, MasterCard, AMEX and Discover credit cards; it might accept additional brands in the future. In addition, the City will continue to accept all debit cards that are capable of being processed through the national debit and credit networks.

ii. It is understood that the vendor, in order to fulfill some of the requirements, might utilize alliances with other processing organizations, including the card associations, hardware manufacturers and/or distributors, and front-end processors. The vendor must describe when and how these alliances will be utilized to meet the City’s requirements.

iii. The City currently utilizes Authorize.net and Plug’n Pay as gateways for e-commerce transactions.  All processing solutions presented in this RFP should take into consideration that compatibility with these products, secure integrated web transactions and PCI compliance is a requirement.
iv. The vendor’s proposal should include a flow diagram (with appropriate narration) that graphically describes the City’s transaction processing and fees associated to each step. This diagram will show the flow of data from the initial transaction authorization to the final funding of the City’s bank account. (See other pricing considerations #5).

v. System implementation, customer service and training. 

B. Payment by the City for Services:

i. The vendor will provide the City with a monthly invoice for services rendered during each calendar month.

ii. Invoices should be comprised of two parts; total for chain code and total by merchant number. The merchant statement should include; number of transactions, interchange fee and discount fee by credit card brand. Fees must be accounted for separately.

iii. The vendor’s relationship manager will review all invoices for accuracy before they are forwarded to the City. Invoices may be sent by mail or in electronic form if it is in a format acceptable to the City.

iv. The vendor will provide detailed reporting (as described in this RFP) that supports the invoice. 

v. The City will pay for all services by invoice only. The vendor may not, under any circumstances, debit the City’s depository bank or otherwise net fees from credit card revenues.

vi. The City intends to make payments via check, but reserves the right to make payments via ACH or wire transfer if necessary. Upon implementation of contract the vendor will provide instructions for all three methods of payment.

C. Certifications:

i. The vendor will currently possess the necessary certifications established by the card associations and front-end processors to conduct the following activities:

· Point of Sale terminal-based transactions

· MOTO (Mail Order /Telephone Order) terminal-based transactions

· MOTO PC-based transactions

· Internet transactions (web payments)

ii. The vendor will agree to maintain any association-mandated certifications that may become relevant to the City’s credit/debit card processing, including Payment Card Industry (PCI) DSS certification.

iii. The vendor will provide the City with proof of PCI security standards certification.

iv. The vendor will provide the City at no charge with expertise and guidance regarding PCI compliance among its merchants when necessary.

D. Merchant Accounts:

i. The City has assigned the City Treasurer as the main contact for all merchant setup. All merchant accounts will be tied to a chain code for the purposes of facilitating billing and reporting. Merchants will have their independent merchant number. 

ii. While the merchant activity will be invoiced using the chain code, vendor also must provide an independent invoice for each merchant number. All invoices will be mailed, e-mailed to the Treasury department, or made available through a software.

iii. The vendor will establish and maintain the chain code and all merchant accounts to include merchant identification numbers (MIDs) and terminal identification (TIDs). Accounts will be established and ready for activation no later than 15 business days after receiving written instructions from the City. Vendor will provide the treasury division with MID numbers and TID numbers.

iv. Currently the City has 22 MID accounts with one chain code for a total of 11 departments. Even though a single merchant number can be used for various departments, the City’s current budget structure requires for each department to have its own MID. While this structure increases the amount of merchant numbers, it facilitates reporting, trend analysis, revenue & expense projections and troubleshooting. The following is a list of departments and required MID’s and equipment:

a. Water Utilities 2 MID, 1 POS terminal:

· (1)E-commerce

· (1)Retail

b. Ambulance Billing 1 MID, 1 POS terminal:

· (1)Retail

c. Building Inspection 1 MID, 3 POS terminals:

· (1)Retail

d. Municipal Court 2 MID’s, 5 keyboard swipers:

· (1)E-commerce

· (1)Retail

e. Library 2 MID’s, 2 POS terminals:

· (2)Retail

f. Public Works 1 MID, 1 POS terminal:

· (1)Retail

g. Animal Services 1MID, 1 POS terminal:

· (1)Retail

h. Parks & Recreation 8 MID’s, 7 keyboard swipers:

· (1)E-commerce

· (7)Retail

i. Police 2 MID, 1POS terminal:

· (1)E-commerce

· (1)Retail

j. Resolution Center 1MID, 2POS

· (1)Retail

k. Radio Operations 1MID, 1POS

· (1)Retail

E. Equipment:  The city currently owns the equipment. If any equipment is required to be replaced the City will only accept new equipment.  The City intends to use stand alone digital dial-up credit card units (Hypercom or substitute), e-commerce, and electronic processing equipment. Cost of the various options or types should be provided. In the case the city decides to change current practices provide cost effectiveness of using leased versus purchased equipment.  Each unit or electronic set-up should allow the flexibility for different users with independent identification to process payments.  A backup unit is required in order to protect the City against downtime due to faulty equipment.  All equipment should be PCI DSS compliant. Also, identification of which type of telephone lines are necessary for this equipment and if 100% dedicated lines are necessary is required as part of this RFP.

F. Transaction Processing:  The City process approximately $8,000,000 in credit card transactions annually. For vendor reference, listed below are the City’s current estimated monthly transactions volume by departments (merchants):


[image: image3.emf]Merchants

Estimated Average 

# of Transactions 

per Month

Estimated Average 

Amount per 

Transaction

1.Building Inspection 320                        80.00 $                      

2.Water Utility  5,600                      100.00 $                    

3.Municipal Court 800                        175.00 $                    

4.Parks & Recreation 2,600                      45.00 $                      

5.Library 360                        15.00 $                      

6.Police 300                        20.00 $                      

7.Public Works 7                            75.00 $                      

8.Animal Control 70                          50.00 $                      

9.Ambulance 14                          215.00 $                    


G. Authorization: The vendor will:

1. Perform an exact validation on the credit card number and the credit card expiration date.

2. Support timeout reversals.

3. Ensure that each transaction is assigned a unique identification number that will be stored and remain with the transaction through the transaction cycle, including authorization, adjustments, settlement, funding and reconciliation.

4. Return an “accept” or “decline” message to the merchant within industry acceptable timeframe.

5. Support and program equipment provided to require address verification (AVS) and Security Code (Visa CVV2, Master Card CVC or Discover CID) data in authorization requests for transactions where either card is not present or the magnetic strip is not readable.

6. Support edits and voids before transactions are settled.

7. Process transaction in the most cost saving alternative available.

8. Provide alternatives an opportunities when convenience fee can be charge,

H. Settlement:

1. Support manual and automatic settlement of batches.

2. Cut off batch activity precisely when settlement occurs. For example, if a batch is manually or automatically settled at 5:00p.m., transactions at 5.01p.m. would be part of the next day batch.

3. Generate unique batch reference number, approval notification, and confirmation of settlement. The batch reference number must stay with the batch throughout the payment cycle.

4. Allow merchant to create batch settlement reports that provide both summary and detail information for all card types. The batch report headers should include the merchants name, merchant number, TID/Vcode and address. The body of the report should include the settlement approval code number and processing date.

5. Have a procedure in place to handle suspended (failed) batch transmissions. The procedure must include notification to the merchant so that the problem can be resolved in time to prevent the transactions in that batch from being downgraded by the card associations.

6. Forward all transactions for further processing to the card associations, alliance/partner, third party provider or entity, in a timely manner so that the transactions qualify for the appropriate interchange categories without downgrading, though incurring the lowest possible pass-through fees to the City.

7. Credit the city bank account with batch amount immediately after batches have been transmitted. Credit to the City bank account should occur no later than 24 hours after transaction is processed and should include all accepted cards (Visa, Mastercard, AMEX and Discover).

I. Transmission of Data: The vendor will:

1. Accept transaction data (authorizations and/or settlement batches) by any of the following means;

· Dial-up

· Dedicated/leased line

· Frame relay

· Terminal based transmission

· Network server to Network server

· Server to mainframe

· Mainframe to mainframe

2. Initiate or relay data transmission to other processor and/or card associations via secure means in accordance with industry standard guidelines for speed, encryption and overall security. The vendor will be responsible for the loss or security compromise of all City transaction data in its possession, to include notifying cardholders when security is compromised and recreating transactions when data is lost.

3. Credits and Refunds. The vendor will:

a. Allow the City to issue credits in the case of an error in payment amount, card number, return, incorrect amount, etc. The system must be able to process and obtain authorization of debt/credit card returns for partial or full credit.

b. Provide separate reports at multiple levels, so that refunds may be mapped back to a specific merchant location or department, with summaries and totals being possible at the chain code level.

4. Retrievals and Chargebacks. The vendor will:

a. Notify the treasury division by fax or e-mail regarding retrievals and chargebacks that have been initiated by a cardholder’s bank. Notification needs to include;

· Original transaction date

· Merchant name

· Merchant number

· Transaction number

· Last four digits of cardholder account number

· Dollar amount

· Reason for chargeback

· Letters or other documents from cardholder

b. Receive requested information from the merchant via fax or e-mail, and forward such information to the card associations and/or card issuing bank as necessary. The vendor must confirm the receipt of such faxes or e-mails.

c. Notify the City the outcome of the chargeback process.

d. If the chargeback is approved, recover the discount fee and any other applicable cost associated with that transaction on behalf of the City and debit the designated bank account for the amount of the chargeback.

e. Give the City 30 days from the vendor notification date to provide the chargeback necessary documentation.

J. Reporting:

1. The vendor will provide real-time online reporting to retrieve all reports used by the city to manage the overall bank card acceptance program. These reports should provide the city with:

a. Aggregate transaction information for each merchant

b. Daily settlement totals by merchant and chain code

c. Chargeback information

d. Daily transaction detail by merchant and chain code

e. Summary of transactions

f. Settlement information

g. Interchange qualification summary

h. Funding information

i. Refunds or adjustments due to the city

j. Discount fee charges per transaction

k. Interchange fee charges per transaction

2. The vendor is responsible for managing the access of information by the merchants, whether the information is delivered via online reporting system, email or hardcopy. This includes assigning viewing rights where necessary with the intention that each merchant is only privy to information related to their department. Only the Treasury Division may access all the information available for all merchants in the chain code.

3. The vendor will be responsible for safeguarding all reports, particularly those reports that contain cardholder information, following all compliance regulations with Payment Card Industry (PCI) guidelines, card association regulations and federal laws.

4. The vendor will comply with all applicable industry guidelines and federal law pertaining to the storage period for financial information.

K. Customer Service:

1. The vendor will assign a dedicated Relationship Manager (RM) to the City. The RM will be the principal contact for the Treasury Division on all matters. The RM will be reasonably available during normal business hours via email and telephone. The vendor will identify a backup to the RM at all times.

2. The vendor will provide a customer service (help desk) telephone number to be used by the departments or individual merchants for routine questions and troubleshooting. The help desk must:

· Be reasonably familiar with the City’s account and specifications

· Be available at all times, day and night

· Be able to handle routine tasks such as re-programming terminals, assisting with terminal operating questions and ordering supplies.

3. When merchants are unable to resolve problems via the help desk, the Treasury Division will contact the RM for resolution.

L. Vendor Performance Administration: The City will work with the vendor to resolve all quality control and performance issues. However, the city will not accept service performance below the standards established in this RFP. The City Treasurer shall notify the vendor when performance standards are not met and what remedies may be invoked. Remedies may include withholding or adjusting payment to the vendor.

M. Invoicing: The vendor will:

1. Provide invoices to the Treasury Division on a monthly basis. All revenue collected by merchants should be accounted for by the City accounting system before payment is made to the vendor. The vendor may not, under any circumstances, withhold revenue in order to “net” fees.

2. Ensure that the Relationship Manager has reviewed the invoices before they are sent to the City. This will allow the vendor to make sure that there are no system generated pricing errors and that pricing errors are corrected immediately.

3. Provide level of detail and subtotals that include, at a minimum, the following:

· The vendor’s processing fees (Discount fees)

· Interchange fees

· One time or other extraordinary fees with complete description. Any fee labeled as miscellaneous will result in a deduction of that amount from the invoice until a full description is received in writing.

· Hardware purchase or rental

· Maintenance fees

· Pass through fees

· Interchange fees

N. Hardware support: 

1. The City’s currently owns hardware inventory includes the following:

· Hypercom T4220 terminals(12) (Digital)

2. The City’s currently owned hardware inventory includes the following:

· Magtek Swipers (5)

3. The vendor will:

a. Provide technical support and troubleshooting help for the City’s equipment.

b. Provide or recommend new equipment if necessary when new merchant accounts are established.

c. Replace broken equipment when applicable and assist the City to resolve any issues with the manufacturer of new equipment.

d. Recommend changes to the City’s hardware inventory in order to take advantage of improved manufacturer/wholesaler pricing, newer technology or changes in the City’s processing procedures.

e. Provide one back-up terminal to replace broken malfunctioning terminals without downtime.

Appendix A
Proposal Format

The vendor’s proposal should be presented in a binder tabbed as follows:

	· 
	TAB A

	The RFP (main body without exhibits)

	· 
	TAB B

	Completed  and signed Bid Document (Appendix B)

	· 
	TAB C

	Vendor key contact information, including Relationship Manager, Alternate Relationship Manager, Government Clients Manager, and Customer Service (Help Desk)     

	· 
	TAB D
	Completed Questionnaire (Appendix C) and detail of any other costs or fees not included in the Bid Document

	· 
	TAB E
	References

	· 
	TAB F
	Sample Contract

	· 
	TAB G
	Samples of Reporting

	· 
	TAB H
	Miscellaneous Information


Appendix B

Bid Document

Any substitutions from brand names mentioned must be proved to be equal and may be considered for award by the Purchasing Department and requesting department if so proven. The City is considered a local government and depending on the department merchant accounts will need the merchant code (MCC) to be set up as a public sector, court fines, ambulance and/or utilities. Provide all fee (itemize costs) information. List any additional costs and fees under “other” or on a separate sheet if necessary.

	Description:
	
	Per Item Rate/Fee
	
	Comments

	Vendor  Fees:
	
	
	
	

	Visa:
	
	
	
	

	Assessment
	
	
	
	

	Discount 
	
	
	
	

	Per Item 
	
	
	
	

	Access (pre-paid cards)
	
	
	
	

	Internet Discount 
	
	
	
	

	Internet Per Item
	
	
	
	

	Address Verification (IVR)Discount fee
	
	
	
	

	Address Verification (IVR)Transaction fee
	
	
	
	

	Other:
	
	
	
	

	MasterCard:
	
	
	
	

	Assessment
	
	
	
	

	Discount 
	
	
	
	

	Per Item 
	
	
	
	

	Access (pre-paid cards)
	
	
	
	

	Internet Discount
	
	
	
	

	Internet Per Item
	
	
	
	

	Address Verification (IVR)Discount fee 
	
	
	
	

	Address Verification (IVR)Transaction fee
	
	
	
	

	Other:
	
	
	
	

	Discover:
	
	
	
	

	Assessment
	
	
	
	

	Discount 
	
	
	
	

	Per Item 
	
	
	
	

	Access (pre-paid cards)
	
	
	
	

	Internet Discount
	
	
	
	

	Internet Per Item
	
	
	
	

	Address Verification (IVR)Discount fee
	
	
	
	

	Address Verification (IVR)Transaction fee
	
	
	
	

	Other:
	
	
	
	

	American Express:
	
	
	
	

	Assessment
	
	
	
	

	Discount 
	
	
	
	

	Per Item 
	
	
	
	

	Access (pre-paid cards)
	
	
	
	

	Internet Discount
	
	
	
	

	Internet Per Item
	
	
	
	

	Address Verification (IVR)Discount fee
	
	
	
	

	Address Verification (IVR)Transaction fee
	
	
	
	

	Other:
	
	
	
	

	Other  Vendor Fees:
	
	
	
	

	Debit Cards: Transaction Fees
	
	
	
	Pulse, Interlink, Star, etc

If fees for NYCE are different please provide 

fee.

	PIN Debits
	
	
	
	

	No PIN Debits
	
	
	
	

	Transactions fees
	
	
	
	If applicable (any fee above discount fee)

	Cancellation 
	
	
	
	

	Chargeback/Return
	
	
	
	

	Equipment Lease/Purchase:
	
	
	
	

	Hypercom T4220
	
	
	
	Please provide details in miscellaneous Tab H if using substitute. 

	Lease
	
	
	
	

	Purchase
	
	
	
	

	Credit Card Swiping Computer Keyboard
	
	
	
	

	Supplies
	
	
	
	

	Shipping Expenses for Supplies
	
	
	
	

	Handling Expenses for Supplies
	
	
	
	

	Monthly Statement Fee
	
	
	
	

	Annual Fee
	
	
	
	

	On-line Reporting Access Fee
	
	
	
	

	Set-up/Application Fee
	
	
	
	

	Dial-up/Communications Fee
	
	
	
	If needed

	Training
	
	
	
	If needed

	Programming
	
	
	
	

	Additional Fee (Please specify)
	
	
	
	

	Additional Fee (Please specify)
	
	
	
	

	Surcharges(Please Specify)
	
	
	
	

	Surcharges (Please specify)
	
	
	
	

	Other:
	
	
	
	

	Pass-Through Fees
	
	
	
	

	Interchange Fees
	
	
	
	All merchant accounts in the City of Carrollton will fall into the following MCC codes: Government (9399), Ambulance (4119), Court (9222), Police (9223) & Utilities (4900).

Provide all interchange fees as part of Tab H.

	Assessment Fees
	
	
	
	

	Visa
	
	
	
	

	MasterCard
	
	
	
	

	Access Fees
	
	
	
	

	Visa
	
	
	
	

	MasterCard
	
	
	
	

	Switch Fees (Interchange)
	
	
	
	Provide as part of Tab H

	PIN Debit (Interchange)
	
	
	
	Provide as part of Tab H

	No PIN Debit (Interchange)
	
	
	
	Provide as part of Tab H

	Proprietary Cards Interchange Fees (Discover, AMEX)
	
	
	
	Provide as part of Tab H

	Additional Fee (Please specify)
	
	
	
	

	Other Surcharges (Please specify)
	
	
	
	

	Back-up Terminal
	
	
	
	

	Other:
	
	
	
	


Name of Company:











Officer Submitting Bid:










Title of Officer:










Signature of Officer:










Address of Company:











Telephone Number:











Fax Number


________________________________________________


Type of Business

________________________________________________

(Corp., Partnership, Sole Proprietorship)

Date Submitted:










Appendix C

QUESTIONAIRE: OTHER PRICING CONSIDERATIONS:
Please answer the following questions:

1.
In which city and state is your merchant credit card processing operations located?  If non-local, do you have a toll free customer service telephone and fax number?












____________













______













______













______

2.
Identify the necessary steps and the cost to the City to convert some of the merchants from current point of sale terminals to internet services, and if you will be available for supporting this conversion.














_____














_____













_____













_____

3. Provide all the necessary information and cost of software and implementation for conversion from terminal processing to processing through a computer keyboard with swiper.












____________













______













______













______

4. Provide cost effectiveness of using leased versus purchased equipment. 















______













______













______

__________________________________________________________________________

5. Flow diagram (with appropriate narration) that graphically describes the City’s transaction processing and name the fees that will apply.












______













______













______













______

6. List any resources, City assistance, or other items expected to be provided by the City.













______













______













______













______

7. Explain how vendor handles processing and reporting of convenience fees. Explain process and support.













______













______













______













______

8. Do you have a group that handles government contracts and/or accounts?  If yes, provide how it differs from the handling of other accounts and which services and charges are different.













______













______













______

CONFLICT OF INTEREST QUESTIONNAIRE

Effective January 1, 2006, Chapter 176 of the Texas Local Government Code went into effect which requires that any vendor or person considering doing business with a local government entity disclose in the Questionnaire Form CIQ, the vendor or person’s affiliation or business relationship that might cause a conflict of interest with a local government entity. By law, this questionnaire must be filed with the City Secretary of the City of Carrollton not less than the 7th business day after the person becomes aware of facts that require the statement to be filed. 

A recent amendment to this state law that went into effect on September 1, 2007 now allows for two changes to the original statute:

1. The Conflict of Interest Questionnaire only needs to be filled out and returned with your bid if you or your company are aware of a conflict, and,

2. If the amount of the conflict exceeds $2,500

It is the responsibility of every vendor filling out and returning this bid to determine if there is a conflict meeting the parameters listed above. If so, the City of Carrollton requires that this Questionnaire be completed and turned in with your bid. If there is no conflict, or if the amount of the conflict is less than $2,500, then you are not required to submit the Questionnaire with your bid. 

See Section 176.006, Local Government Code which reads “A person commits an offense if the person violates Section 176.006, Local Government Code. An offense under this section is a Class C misdemeanor.”
	CONFLICT OF INTEREST QUESTIONNAIRE                                    FORM CIQ

For vendor or other person doing business with local governmental entity



	This questionnaire is being filed in accordance with chapter 176 of the Local Government Code by a person doing business with the governmental entity.

By law this questionnaire must be filed with the records administrator of the local government not later than the 7th business day after the date the person becomes aware of facts that require the statement to be filed. See Section 176.006, Local Government Code.

A person commits an offense if the person violates Section 176.006, Local Government Code.  An Offense under this section is a Class C misdemeanor.


	OFFICE USE ONLY

	
	Date Received

	1   Name of person doing business with local governmental entity.

	

	[image: image5.emf] 

 

2  

                             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 

                              September 1 of the year for which an activity described in Section 176.006(a), Local Government Code, is pending and

                              not later than the 7th business day after the date the originally filed questionnaire becomes incomplete or inaccurate.)



	3 Name each employee or contractor of the local government entity who makes recommendations to a local government officer

   of the governmental entity with respect to expenditures of money AND describe the affiliation or business relationship.



	4 Name each local government officer who appoints or employs local government officers of the governmental entity for which this 

   questionnaire is filed AND describe the affiliation or business relationship.




                                                                                                                                     Adopted 11/02/2005
	CONFLICT OF INTEREST QUESTIONNAIRE                                    FORM CIQ

                                                                                                                                                                                                         Page 2

For vendor or other person doing business with local governmental entity

	 5 Name of local government officer with whom filer has affiliation or business relationship.  (Complete this section only

     if the answer to A, B, or C is YES.

     This section, item 5 including subparts A, B, C & D, must be completed for each officer with whom the filer has affiliation or other 

     relationship.  Attach additional pages to this Form CIQ as necessary.

     A.  Is the local government officer named in this section receiving or likely to receive taxable income from the filer of the questionnaire?

                               

                                    Yes                                      No

     B.  Is the filer of the questionnaire receiving or likely to receive taxable income from or at the direction of the local government

          Officer named in this section AND the taxable income is not from the local governmental entity?

                          

                                     Yes                                     No     

     C.  Is the filer of this questionnaire affiliated with a corporation or other business entity that the local government officer serves

          As an officer or director, or holds an ownership of 10 percent or more?


                                     Yes                                      No

     D.  Describe each affiliation or business relationship.



	6

                     ___________________________________________________                           _________________

                     Signature of person doing business with the governmental entity                                       Date


5.  List gifts if aggregate value of the gifts received from person named in number 3 exceeds $250.  List gifts received during the 12-month period (described by Section 176.003(a)(2)(B), Local Government Code) by the local government officer or family member of the officer from the person named in number 3 that in the aggregate exceed $250 in value.





6.  Affidavit.  Signature of local government officer.
































�














15

Sheet1

				Merchants		Estimated Average # of Transactions per Month				Estimated Average Amount per Transaction

		1.		Building Inspection		320				$   80.00

		2.		Water Utility 		5,600				$   100.00

		3.		Municipal Court		800				$   175.00

		4.		Parks & Recreation		2,600				$   45.00

		5.		Library		360				$   15.00

		6.		Police		300				$   20.00

		7.		Public Works		7				$   75.00

		8.		Animal Control		70				$   50.00

		9.		Ambulance		14				$   215.00






