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CITY OF CARROLLTON

GENERAL CONDITIONS

AND

SPECIFICATIONS

FOR

REQUEST FOR PROPOSAL FOR 
SALES TAX COMPLIANCE REVIEW
AND RECOVERY SERVICES

RFP # 18-027

CLOSING DATE:

THURSDAY, AUGUST 16, 2018

9:30 AM


NOTE: ALL SUPPLEMENTAL DOCUMENTATION IS POSTED TO THE CITY’S WEBSITE AT WWW.CITYOFCARROLLTON.COM/PURCHASING, THEN CLICK ON “CURRENT BIDS”

PROPOSAL OF SUBMITTERS

The following request for proposal is made for furnishing the materials/services for the city of Carrollton, Texas.
The undersigned declares that the amount and nature of the materials/services to be furnished is understood and that the nature of this request for proposal is in strict accordance with the conditions set forth and is a part of this request for proposal, 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 request for proposals are opened.
The recipient shall not discriminate on the basis of race, color, national origin, or sex in the award and performance of any DOT-assisted contract or in the administration of its DBE program or the requirements 49 CFR part 26. The recipient shall take all necessary and reasonable steps under 49 CFR part 26 to ensure nondiscrimination in the award and administration of DOT-assisted contracts. The recipient's DBE program, as required by 49 CFR part 26 and as approved by DOT, is incorporated by reference in this agreement. Implementation of this program is a legal obligation and failure to carry out its terms shall be treated as a violation of this agreement. Upon notification to the recipient of its failure to carry out its approved program, the Department may impose sanctions as provided for under 49 CFR part 26 and may, in appropriate cases, refer the matter for enforcement under 18 U.S.C. 1001 and/or the Program Fraud Civil Remedies Act of 1986 (31 U.S.C. 3801 et seq.).

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 request for proposal 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 request for proposal in collusion with any other proposer, and that the contents of this request for proposal as to prices, terms or conditions of said request for proposal 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 request for proposal.

The undersigned agrees that they are an independent / unbiased consultant and not affiliated with any institution that may request for proposal for this account.

Texas House Bill 89 that went into effect on 9-1-17 forbids Texas government entities from contracting with any company that excludes or boycotts Israel. Also, Senate Bill 252 prohibits Texas governments from contracting with companies who do business with Iran, Sudan, or foreign terrorist organizations. If your company falls into either of these new state laws, please disclose this in your request for proposal response and provide details of which law your company falls under. Also, the vendor who wins a request for proposal award must guarantee that they will not employ a subcontractor in the performance of the request for proposal award who falls under either law. If you do not disclose this with your request for proposal, the city will assume you will comply with this requirement. If you need to provide the city any detail regarding these new laws, please attach details as needed. 


Please sign below as verification that your company is not excluded from contracting with the city of 

Carrollton by either Texas law, and will remain in compliance to these two laws for the term of the bid 

award.  __________________________________________________

PROPOSAL OF SUBMITTER

SALES TAX COMPLIANCE REVIEW AND RECOVERY SERVICES
RFP #18-027	
								Respectfully Submitted,
PLEASE PROVIDE A COPY OF YOUR 
COMPANY’S W-9 												
							SIGNATURE

													
							DATE			

							
PRINTED NAME							TITLE

													
COMPANY NAME						CONTACT PERSON (Must have knowledge of Request for proposal)

													
BILLING ADDRESS			STREET				CITY		STATE	 	ZIP

													
MAILING ADDRESS			STREET				CITY		STATE	 	ZIP


														
PHONE NUMBER	 (metro/toll free)			FAX NUMBER			E-MAIL ADDRESS


HUB Vendor Status                   YES __________ 	(attach certification) NO ____________

HUB VENDORS: HUB vendors (Historically Underutilized Business) are vendors whose company is owned by either a minority or woman. If you are classified as a HUB vendor and have certification to prove this, please respond below and attach a copy of your certification. If you would like to read the Texas bid statute which references HUB vendors, please follow this link http://www.statutes.legis.state.tx.us/SOTWDocs/LG/htm/LG.252.htm

NO PROPOSAL:	If response is not received in the form of a “Proposal” or “No Proposal” proposer/submitter will be removed from proposal list.  Please give a specific reason as to why you are unable to propose/submit, i.e.: we do not sell the required product/service.
NO PROPOSALS may be faxed to: 972-389-9557							

Sealed request for proposals will be received by the city of Carrollton, Carrollton, Texas, at the office of Patricia Helms, Purchasing Manager, City Hall Building, 1945 E. Jackson Road, Carrollton, Texas 75006-1790 until the hour 9:30 AM on the 16TH day of August 2018; at which time request for proposal duly delivered and submitted will be considered for supplying the following:

REQUEST FOR PROPOSAL FOR SALES TAX COMPLIANCE REVIEW AND RECOVERY SERVICES
RFP # 18-027

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

Information concerning the request for proposal specifications may be submitted in writing to Claudia Gallegos, City Treasurer at claudia.gallegos@cityofcarrollton.com. All emails should also copy Patricia Helms; whose information is below. 

Information on the proposal process/procedures may be obtained from Patricia Helms, Purchasing Manager at (972) 466-3115 or purchasing@cityofcarrollton.com. 

Until the final award by the city of Carrollton, said City reserves the right to reject any and/or all proposals, to waive technicalities, to re-advertise, to proceed otherwise when the best interests of said City will be realized hereby.  Request for proposals 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 request for proposal openings, please contact the Purchasing Office 48 hours in advance at (972) 466-3133.
							
City of Carrollton, Texas																					[image: C:\Users\Ewilliam\Desktop\Patty Helm Signature.jpg]

Patricia Helms
								Purchasing Manager


Publication Dates:	Sunday, July 29, 2018
				&
Sunday, August 5, 2018 

   Closing Date:	Thursday, August 16, 2018 @ 9:30AM

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 
ASSIGNMENT OF REQUEST FOR PROPOSAL/CONTRACT
The successful proposer 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.
REQUEST FOR PROPOSAL CONSIDERATION / TABULATION
After request for proposals are opened and publicly read, the request for proposals will be tabulated for comparison on the basis of the request for proposal 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 request for proposals, to waive technicalities, and to re-advertise for new request for proposals, 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 proposer and of the proposer’s goods or services;
· The quality of the proposers’ goods or services; 
· The extent to which the goods or services meet the municipality’s needs;
· The proposer’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 proposer’s goods or services;
· Any relevant criteria specifically listed in the request for request for proposals or proposals.
REQUEST FOR PRPOSALS SUBMISSION
Request for Proposals may be submitted in person, electronically or by mail.
· To submit a Request for Proposal electronically, all documents must be returned and a digital signature provided on the proposal to submitters form.  As an alternative to the digital signature, the request for proposal may be sent electronically and the proposal to submitters form may be faxed to 972-389-9557.  This form is the only page that will be accepted via fax.
· Submit request for proposals via email to bids@cityofcarrollton.com
· Submit request for proposals via mail to PO Box 110535, Carrollton, TX 75011-0535
· To submit a request for proposal via mail, all documents must be returned and an original signature provided on the proposal to submitters sheet. 
· Request for proposals will not be accepted in either format without a signature.
· The City is not responsible for mail service.  See page 2, paragraph 2 of the Notice to Submitters.
BRAND NAMES
If items for which request for proposals have been called for have been identified by a “brand name or equal” description, such identification is intended to be descriptive, but not restrictive, and is to indicate the quality and characteristics of products that will be satisfactory.  Request for proposals offering “equal” products will be considered for award if such products are clearly identified in the request for proposals and are determined by the Purchasing Manager and requesting Department to be equal in all material respects to the brand name products referenced.  Unless the proposer clearly indicates in their request for proposal that they are offering an “equal product”, their request for proposal shall be considered as offering a brand name product referenced in the Proposal Schedule.
CANCELLATION OF REQUEST FOR PROPOSALS
Request for proposals may be cancelled with 60 days’ written notice with good cause.
CHANGES OR ALTERATIONS
No part of this request for proposal may be changed/altered in any way.  Vendors must submit written requests to change any specifications/conditions with their proposal.  Changes made without submission of a written request to this request for proposal will result in disqualification.
COMPLETING INFORMATION
Proposer must fill in all information asked for in the blanks provided under each item.  Failure to comply may result in rejection of the Request for Proposal at the City’s option.
CONTRACT CLUASE 
All proposer understands and agree that the vendor’s request for proposal 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 proposer, the city of Carrollton may procure the articles from other sources and hold the proposer responsible for any excess cost occasioned thereby.
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
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 request for proposal document.  Any promotional strategies should be discussed with the Purchasing Manager and approved by the appropriate City Official(s) before submission of the request for proposal.
Successful proposer(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 request for proposal 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 request for proposal is subject to cancellation if funds for this commodity are not approved in the next fiscal year. 
PAYMENT TERMS & CONDITIONS
All request for proposals shall specify terms and conditions of payment, which will be considered as part of, but not control, the award of request for proposal.  City review, inspection, and processing procedures ordinarily require thirty (30) days after receipt of invoice, materials or service.  Request for proposals 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 REQUEST FOR PROPOSALS
The City reserves the right to reject any or all request for proposals or to waive technicalities at its option when in the best interests of said City.
Request for proposals will be considered irregular if they show any omissions, alteration of form, additions, or conditions not called for, unauthorized alternate request for proposals 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 request for proposals, and all request for proposals submitted are subject to this reservation.  Request for proposals may be rejected, among other reasons, for any of the following specific reasons:
· Request for proposals received after the time limit for receiving request for proposals as stated in the advertisement.
· Proposal containing any irregularities.
· Unbalanced value of any items.
Proposers may be disqualified and their request for proposals not considered, among other reasons, for any of the following specific reasons:
· Reason for believing collusion exists among the Proposers.
· Reasonable grounds for believing that any Proposer is interested in more than one Proposal for the work contemplated.
· The Proposer being interested in any litigation against the City.
· The Proposer 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
Request for proposals deposited with the City cannot be withdrawn prior to the time set for opening request for proposals.  Request for non-consideration of request for proposals must be made in writing to the Purchasing Manager and received by the City prior to the time set for opening request for proposals.  After other request for proposals 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 request for proposals have been opened, and the Proposer, in submitting the same, warrants and guarantees that this request for proposal has been carefully reviewed and checked and that it is in all things true and accurate and free of mistakes and that such request for proposal will not and cannot be withdrawn because of any mistake committed by the Proposer.
SALES TAX
The total for each request for proposal 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 request for proposal.  The City cannot determine for the proposer whether or not the request for proposal is taxable to the City.  The proposer through the proposer’s attorney or tax consultant must make such determination.  Bills submitted for taxes after the request for proposals are awarded will not be honored.
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I.  GENERAL INFORMATION

A. DEFINITIONS
For the purposes of this Request for Proposal, "Proposer" shall mean corporations, firms or other entities or persons submitting a response to this Request for Proposal.
B. PURPOSE
The City of Carrollton (City) is requesting proposals from professional service provider (Proposer) to provide Sales/Use tax Compliance Review and Recovery Services on a contingent fee basis. The objective is to assist the City with the detection, documentation and correction of errors and omissions related to sales/use tax collections and remissions for goods and services sold and consumed within the City of Carrollton.
C. DESCRIPTION OF THE CITY
Located in northwest Dallas County and southeast Denton County, Carrollton is only 14 miles from downtown Dallas and 10 miles east of the Dallas-Fort Worth Regional Airport.  Carrollton is readily accessible via Interstate Highway 35E on the west, the Dallas North Tollway on the east, the President George Bush Turnpike and State Highway 121.   IH-635 is only two miles south of the city limits.   The City encompasses an area of 37 square miles with a population currently estimated at 130,820.
The City provides a full range of municipal services.  These services include police and fire protection; sanitation services; the construction and maintenance of streets and infrastructure; parks and recreation; water and sewer; planning and zoning; economic development; and general administrative services.
II.   SCOPE OF WORK AND ELEGIBILITY
A. SCOPE OF WORK
The City seeks to hire a professional service provider (Proposer) who shall at minimum:
1. Identify businesses operating in the City without proper licensing or without remitting appropriate taxes to the City in accordance with Texas tax law.  
2. Ensure proper reporting and recovering of past and future tax remittances of businesses identified by the Proposer as non-compliant by:
a. Assisting businesses in the preparation and filing of amended returns and in making payments for all tax periods in accordance to applicable tax laws, regulations and associated interpretation for all open periods.
b. Assisting businesses in correcting registration information for taxes reported incorrectly to another jurisdiction.
c. Providing documentation to the Comptroller’s office to request reallocation of remittances and the transfer of funds to the City that were reported in error to another jurisdiction. 
3. Assist the City, if needed, to recover past and future tax remittances of non-compliant business identified by the City during its internal reviews.
4. Provide status reporting to the City on the sales/use tax compliance review initiatives progress. 
5. Provide consultation in sales/use tax matters as needed including legislative and regulatory policy tracking and analysis.
B. ELIGIBILITY
To be eligible to qualify as the City's contracted sales tax review compliance consultant, the following minimum requirements must be met:
1. Any person or persons representing the Proposer assigned to this engagement must demonstrate expertise on sales/use tax matters in accordance to Texas tax laws.
2. The proposer and the person or persons representing the Proposer who will be providing service to the City must demonstrate experience and documented results in sales/ use tax compliance review and recovery services:
3. The proposer and the person or persons representing the Proposer who will be providing service to the City must demonstrate the ability to use different methodologies and tools to identify non-compliance businesses.
4. The proposer and the person or persons representing the Proposer who will be providing service to the City must demonstrate high level of customer service.
C. DATA CONFIDENTIALITY
The Proposer will abide to the restriction and confidentiality conditions established by Texas Tax Code 321.3022(c). The Proposer is responsible for ensuring that the information provided by the state is protected and not used in any other way that determining the adequacy and correctness of the payments remitted to the State on the City’s behalf.  
D. INSURANCE
It is the City’s standard practice when entering into agreements for professional services that the winning proposer maintains the following insurance:
1. Commercial General Liability insurance, including, but not limited to Premises/Operations, Personal & Advertising Injury, Products/Completed Operations, Independent Contractors and Contractual Liability, with minimum combined single limits of $1,000,000 per-occurrence, $1,000,000 Products/Completed Operations Aggregate and$1,000,000 general aggregate. Coverage must be written on an occurrence form. The General Aggregate shall apply on a per project basis.
2. Workers’ Compensation insurance with statutory limits; and Employers’ Liability coverage with minimum limits for bodily injury: a) by accident, $100,000 each accident, b) by disease, $100,000 per employee with a per policy aggregate of $500,000.
3.  Business Automobile Liability insurance covering owned, hired and non-owned vehicles, with a minimum combined bodily injury and property damage limit of $1,000,000 per occurrence.
4. Professional Liability Insurance to provide coverage against any claim which the consultant and all consultants engaged or employed by the consultant become legally obligated to pay as damages arising out of the performance of professional services caused by error, omission or negligent act with minimum limits of $2,000,000 per claim, $2,000,000 annual aggregate.
NOTE: If the insurance is written on a claims-made form, coverage shall be continuous (by renewal or extended reporting period) for not less than thirty-six (36) months following completion of the contract and acceptance by the City of Carrollton.
III. PROPOSAL
A. INQUIRIES
Interested Proposers with questions about the proposal may contact City Treasurer, Claudia Gallegos, regarding questions about the proposal via e-mail at claudia.gallegos@cityofcarrollton.com. All emails should copy Patricia Helms, Purchasing Manager at bids@cityofcarrollton.com. 
All questions or requests for clarification concerning the meaning or interpretation of this RFP must be received in writing at least five business days prior to the submittal deadline.
B. DEVELOPMENT COSTS
Neither the City nor its representatives shall be liable for any expenses incurred in connection with preparation of a response to this RFP. Proposers are encouraged to prepare their proposals simply and economically, providing a straightforward and concise description of the Proposer's ability to meet the requirements of the RFP.


C. TIMETABLE
The City and Proposers shall adhere to the following schedule in all actions concerning this RFP:
· Sunday, July 29, 2018 RFP published. 
· Thursday, August 9, 2018 questions by proposers due.
· Thursday, August 16, 2018 proposals due by 9:30 A.M.
· August 17th-24th bids reviewed.
· Tuesday, September 18th Council approval.
· Wednesday, September 19th bid awarded and proposer notified.
· October 1, 2018 commencement date.
NOTE: The City may delay scheduled due dates if it is to the advantage of the City to do so. 
D. NO COLLUSION
By submitting a proposal in response to this RFP, the Proposer certifies the Proposer has not divulged to, discussed or compared the proposal with other Proposers and has not colluded with any other Proposers or competitive parties. Also, Proposer certifies, and in the case of a joint competitive proposal each party thereto certifies as to its own organization, that in connection with the competitive proposal:
· [bookmark: _GoBack]All prices and/or cost data submitted have been arrived at independently, without consultation, communication, or agreement for restricting competition as to any matter relating to such prices and/or cost data with any other Proposer or with any competitor.
· No prices and/or cost data quoted in the proposal has been knowingly disclosed by the Proposer, and will not knowingly be disclosed by the Proposer, to any competitor prior to the scheduled opening.
· No attempt has been made or will be made by the Proposer to induce any other person or company to submit or not to submit a competitive proposal.
· The only person(s) or principal(s) interested in the proposal is/are named therein, and no person other than those named has/have any interest in the proposal or in the agreement to be entered into.
· No person or agency has been employed or retained to solicit or secure the agreement for a commission, percentage, brokerage, or contingent fee, excepting bona fide employees or established commercial agencies maintained by the purchaser for the purpose of doing business.
E. CONFIDENTIALITY
Respondents are advised that materials contained in proposals are considered confidential information by the City but may be subject to open records after the contract award, and may be viewed and copied by any member of the public, including news outlets and competitors.
F. SUBMISSION OF PROPOSALS
1. To simplify the review process and obtain the maximum degree of comparison, the proposals should be organized in the following manner:
a. Title Page: Show the RFP subject, the name of the proposer's firm, local address, telephone number, name of contact person, and the date.
b. Table of Contents: Include a clear identification of the material by section and by page number.
c. Letter of Intent:  A signed letter of intent briefly stating the proposer's understanding of the work to be done and a positive commitment to perform the work within the time period required, should also state why the firm believes itself to be best qualified to perform the engagement and that the proposal is a firm and irrevocable offer for 60 days.
d. Detailed Proposal: The detailed proposal should follow the order set forth in Section III.G. of this request for proposals.

G. PROPOSAL FORMAT
The purpose of the proposal is to demonstrate the qualifications, competence and capacity of the firms seeking to undertake an independent audit of the City in conformity with the requirements of this request for proposals.  As such, the substance of proposals will carry more weight than their form or manner of presentation. The proposal should demonstrate the qualifications of the firm and of the particular staff to be assigned to this engagement. 
The proposal should address all the points outlined in the Request for Proposals.  The proposal should be prepared simply and economically, providing a straightforward, concise description of the proposer's capabilities to satisfy the requirements of the Request for Proposals.
Interested firms are encouraged to use their own preferred style and format in preparing a proposal.  However, it is suggested that the proposal include at least the following arranged accordingly.
1. Firm Qualifications and Experience
Provide a description of Proposer’s general capabilities, including information relating to total size and staffing, research capability, professional staff and clerical.
2. Primary Contact and Staff Qualifications
Identify the person who will be primarily responsible for providing service to the City (the “Primary Contact”) and specify that person’s office location and a listing of other staff who will participate in the day-to-day provision of services. Please provide a brief resume for each person. Describe the anticipated division of duties among all persons listed, identifying both the type of work such person is anticipated to perform and the percent of the total work expected to be performed by that person in connection with the City’s services.
3. Approach and Methodologies
Describe approach, activities, and methodologies that will be employed to deliver the proposed services. Describe your philosophy and practice in working with non-compliant business, City staff and Comptroller’s office.
4. Proprietary Analysis Tools and Methodologies
Describe any proprietary analysis tools, knowledge or methodologies that the Proposer would use during the Sale/Use Tax Compliance and Recovery Services. Indicate the strengths of your organization in general, and more specifically, the office that would be assigned to this engagement.  Being specific, indicate how your methodologies and used tools differ from that of other organizations.
5. Similar Engagements with Other Governmental Entities (References)
Identify a minimum of five recent (5) projects for which sales/use tax compliance review and recovery services were provided or are being provided that are most relevant to this project. Two (2) of these projects should include engagements with the same Primary Contact identified above. Include the scope of work, number of years served, primary contact assigned, whether you continue to provide services, and the name telephone number, and e-mail address of the principal client contact. 
Indicate which clients (regardless of size) you have lost in the local office in the past three (3) years and why they were lost.
6. Sub-Contractors
If the Proposer intends to use the services of any other organization to perform any of the services identified in this RFP, then you must submit the above information for each such organization or person, as applicable, with and as a part of the proposal. Describe the role of the organization or person and a brief statement as to the need for and benefit to the City of using these additional or specialized services.
7. Conflict of interest
The Proposer shall provide an affirmative statement that performing the proposed services to the City will not result in any conflict of interest or potential conflict with the City. If any conflict or potential conflict exists, the Proposer shall specify the party with which such conflict may exist, the nature of the potential conflict and any proposed resolution of such conflict. The Conflict of Interest Questionnaire, if applicable should be included.

8. Compensation
Furnish a contingency fee schedule for the term of the contract, including the optional terms by term. Proposals without a fee schedule specific for each contract term (first term of three years and the two optional terms of two years) indicate that your prices will be fixed for the two optional terms.  Provide a fee schedule for the following:
a.  Recoveries from prior reporting periods identified by Proposer - Sales and use tax revenue received by the City resulting from corrections of tax reported in prior periods to the date of correction and identified by the Proposer during its compliance review.
b.  Recoveries from future recoveries identified by Proposer - Sales and use tax revenue received by the City resulting from corrections of tax reported in periods after the date of correction and identified by the Proposer during its compliance review.
c.  Recoveries from prior reporting periods identified by City - Sales and use tax revenue received by the City resulting from corrections of tax reported in prior periods to the date of correction and identified by the City during its internal review if the City engages the Proposer to assist during the recovery process.
d.  Recoveries from future recoveries identified by City - Sales and use tax revenue received by the City resulting from corrections of tax reported in periods after the date of correction and identified by the City during its compliance review if the City engages the Proposer to assist during the recovery process.
e.  Consulting services -   For consultations in sales/use tax matters. Provide a proposed billing method and amount (such as hourly billing rates, transactional rates, essential and flexible services rates, etc.) and indicate which services will be billable using this billing method(s).
f.  Indicate the Proposer's policy regarding out-of-pocket and or indirect cost expenses including, but not limited to, travel, lodging, faxes, telephone calls, deliveries, etc.; if you propose reimbursement from the City, please itemize the types of expense and basis of billing for each.
NOTE:  Proposals without a fee schedule specific for each contract term (first term of three years and the two optional terms of two years) indicate that your prices will be fixed for the two optional terms.  
9. Additional Data
Any additional information, which the Proposer considers pertinent for consideration, should be included in a separate section of the proposal.
IV. SELECTION PROCESS
A. CRITERIA
The proposals will be reviewed by City Staff. The reviewers will evaluate and rate each proposal utilizing a number of criteria, including but not limited to:

A. Approach, Methodologies and tools used to	provide the services describe in the Scope of Work section ………………………………………………………………………….30%
B. Extent and quality of the primary contact expertise on sales/use tax matters in accordance to Texas law, reputation, and documented results in sales/tax compliance reviews and recoveries………….……………………………………….………………………….30%
C. Experience, references with documented results of the Proposer in sales/use tax compliance review and recovery services …………………………………………….20%
D. Cost of services …………………….………………………………………….…….15%
E. Legislative, regulatory updates, and training to City Staff will be a particularly important factor when all other evaluation criteria are relatively equal ……………………........ 5%
The City will evaluate proposals and will select the proposal that meets the best interests of the City. The City shall be the sole judge of its own best interests, the proposals, and the resulting negotiated agreement. The City's decisions will be final.
B. ADDITIONAL INFORMATION AND PRESENTATIONS
After evaluating the proposals, the City may request additional information. In its discretion, the City may require any Proposer to make an oral presentation of the proposal. These presentations provide an opportunity for the Proposer to clarify the proposal for the City. The City will schedule any such presentations. After completing of the selection process, the reviewers will present a recommendation for approval by the Governing Body. 
C. RIGHT TO REJECT
The City reserves the right without prejudice to reject all proposals submitted without any obligation or payment for costs incurred by proposing firms, or to re-advertise for and solicit other proposals. The City reserves the right to waive all formalities contained within this request for proposal except for the deadline for filing. Proposals received late will not be considered. The City further reserves the right to negotiate all terms of the proposal
V. CONTRACT APPROVAL AND AWARDING
A. CONTRACT AWARD
The City anticipates issuing a contract for services for a three (3) year period, with an option for the City to extend the contract for up to two (2) additional two-year periods, provided both parties are in agreement. 
Submission of a proposal indicates acceptance by the firm of the conditions contained in this request for proposals unless clearly and specifically noted in the proposal submitted and confirmed in the contract between the City and the firm selected.
The City anticipates entering into a contract with the Proposer who submits the proposal identified by the City to be most advantageous. The City anticipates awarding one contract but reserves the right to award more than one if in the City’s best interest.
The Proposer understands that this RFP does not constitute an offer or a contract with the Proposer. An official contract or agreement is not binding until proposals are reviewed and accepted by appointed staff, approved by the appropriate level of authority within the City and executed by the parties. 
A Sample Standard Contract included in this RFP. The City anticipates that the final contract will be in substantial conformance with the Sample Standard Contract. Any concerns about or exceptions or modifications to this contract shall be expressed in the Proposer's response; any excessive or unreasonable modifications or exceptions to the City's contract may adversely affect consideration of the proposal.
The Proposer understands that a new law in the state of Texas went into effect on January 1, 2016, which requires your firm to submit a Form 1295 (Certificate of Interested Parties attached) through the Texas Ethics Commission's website, and a notarized original form as printed from the website to the City prior to approval of the contract. 
In addition, the Proposer is required to comply with Texas House Bill 89 and Senate Bill 252.
B. APPROPRIATIONS CLAUSE
The execution and continuation of the contract is contingent upon annual appropriation of funds by the City’s governing body in an amount sufficient to allow performance in accordance with the terms and conditions of the contract. The City shall communicate if funds are not available to continue performance of the contract, provide prompt written notice to the Proposer of such event, and effective thirty (30) days after giving such notice or upon the expiration of the period of time for which funds were appropriated, whichever comes first, the financial advisory firm will be released of all further obligations in any way related to the contract.







INSURANCE REQUIREMENT AFFIDAVIT


TO BE COMPLETED BY APPROPRIATE INSURANCE AGENT.

I, the undersigned agent, certify that the insurance requirements contained in this request for proposal document have been reviewed by me with the vendor identified below.  If the vendor identified below is awarded this contract by the City of Carrollton, I will be able, within ten (10) working days after being notified of such award, to furnish a valid insurance certificate to the CITY meeting all of the requirements contained in this request for proposal.



													
Agent Signature						Printed Name


						
Name of Insurance Carrier

													
Address of Agency					City			State		Zip

													
Phone #				Fax #				Email Address

													
Vendor / Contractor Name



Acknowledgement

Subscribed ad Sworn before me by the above named 						

On this 	 day of 					, 2018.

(seal)
								
Notary Public in and for the State of 				

NOTICE TO THE AGENT

If this time requirement is not met, the City has the right to declare this vendor non-responsible and award the contact the next lowest/responsible proposer meeting the specifications.  If you have any questions concerning these requirements, please contact Patricia Helms, City of Carrollton Purchasing at 972-466-3115.


[bookmark: OLE_LINK2]REFERENCES 

Identify a minimum of five recent (3) projects for which sales/use tax compliance review and recovery services were provided or are being provided that are most relevant to this project. Two (2) of these projects should include engagements with the same Primary Contact identified above. Include the scope of work, number of years served, primary contact assigned, whether you continue to provide services, and the name telephone number, and e-mail address of the principal client contact. 
Indicate which clients (regardless of size) you have gained/lost in the local office in the past three (3) years and why they were lost.
1.														
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 PRODUCTS/SERVICES USED		

2.														
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 
PRODUCTS/SERVICES USED		


3.     													
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 PRODUCTS/SERVICES USED		
	

4.   													
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 PRODUCTS/SERVICES USED		


5.														
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 
PRODUCTS/SERVICES USED		





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 request for proposal if you or your company are aware of a conflict, and,
1. If the amount of the conflict exceeds $2,500

It is the responsibility of every vendor filling out and returning this request for proposal 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 request for proposal. 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 request for proposal. 

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.



	

	2  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.


                             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.















	
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?

[image: ]


                                     Yes                                      No

       
 

     D.  Describe each affiliation or business relationship.










	6






                     ___________________________________________________                           _________________

                     Signature of person doing business with the governmental entity                                       Date






CERTIFICATE OF INTERESTED PARTIES

A new law in the state of Texas went into effect on January 1, 2016, which requires your firm to submit a Form 1295 (Certificate of Interested Parties attached) through the Texas Ethics Commission's website, and a notarized original form as printed from the website to the City prior to approval of the contract.  More information can be found at the following link:  

https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm

https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm 

https://www.ethics.state.tx.us/whatsnew/FAQ_Form1295.html


Once request for proposal evaluations take place by City staff , you will be notified that an award to your company is pending and that this form is mandatory. You will need to provide this form to the city before City Council approval can be considered. 
You can fill out the form online, get a certificate number, and that number goes in the upper


[image: Form 1295 - 2018]
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CERTIFICATE OF INTERESTED PARTIES FORM 1295

OFFICE USE ONLY
Complete Nos. 1 - 4 and 6 if there are interested parties.
Complete Nos. 1, 2, 3, 5, and 6 if there are no interested parties.

1 Name of business entity filing form, and the city, state and country of the business

RN,
entity's place of business. Q%

2 Name of governmental entity or state agency that is a party to the contract for
which the form is being filed.

4o
3 Provide the identification number used by the governmental entity or state agency to t, kg identify the contract,
and provide a description of the services, goods, or other property to be provided the contract.

4 cDNatu re of Interest (check applicable)

Name of Interested Party (Cplgt‘::?:%uc s(i’rl:(:;g)

. C)% Controlling Intermediary
A
A

* G‘z

A\

R
\‘3@
0%

lor A
L3
AN\
\\
5
Check only if therej Interested Party. I:l
6 UNSWORN DECIs N
My name is g\\ and my date of birth is

My addre&\ s
QJ (street) (city) (state) (zip code) (country)
¢} nder penalty of perjury that the foregoing is true and correct.

Executedin______~_ County, State of , on the day of 20 .
(month) (year)

Signature of authorized agent of contracting business entity
(Declarant)

ADD ADDITIONAL PAGES AS NECESSARY

Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 12/22/2017
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