County of Kanawha, West Virginia

April 3, 2006

Merchant Card Account and E-Payment Services RFP
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KANAWHA COUNTY, WEST VIRGINIA

Kanawha County Sheriff’s Office

Tax Division

Kanawha County Commission
Request for Proposals

for

Merchant Card Account and E-Payment Services

Michael Y. Rutherford

Sheriff 

H. Allen Bleigh, II CPA

Chief Tax Deputy

April 3, 2006
Request for Proposals

Re:
Merchant Card Account and E-Payment Services
Date:
April 3, 2006
Issuing Agency:
Attn: Jerie Whitehead, Purchasing Director

Kanawha County Commission


P. O. Box 3627


Charleston, WV 25336

Using Agency:
Attn: H. Allen Bleigh, II CPA, Chief Tax Deputy

Kanawha County Sheriff’s Office-Tax Division


409 Virginia Street, East, Room 120


Charleston, WV 25301

Bid Opening:
Bids must be received on or before Monday, April 17, at 11:00 AM, in the Purchasing Division of the Kanawha County Commission office: 407 Virginia Street, East, Third Floor, Room 229, Charleston, WV 25301 (P.O. Box 3627, Charleston, WV 25336)

INSTRUCTIONS TO BIDDERS

** THIS FORM MUST BE THE COVER SHEET FOR YOUR BID **

1.
Bid must be F.O.B. Delivery Point, unless otherwise indicated in the proposal

2.
Unsigned bids will not be accepted

3.
Show the time and date of bid opening on the outside of your envelope

4.
All bids should be in ink, showing all facts and the total amount of the bid

5.
The County reserves the right to accept or reject in part or in whole any bid submitted, whichever is in the best interest of the County

	Item No.
	Description
	Amount

	1
	Merchant Card Account and E-Payment Services
	


Vendor Name      ______________________________________________________

Address

___________________________________________



___________________________________________

Phone No.
______________________
E-mail: ____________________________________
Fax No.

______________________
Signature   __________________________________











Date
Notification of Intent to Bid Form
Re:
Merchant Card Account and E-Payment Services

Anyone vendor who is considering the submission of a proposal in response to the above referenced RFP must complete the requested data below, and forward this documentation to the individuals listed below no later than Monday, April 10, 2006:
Issuing Agency:
Attn: Jerie Whitehead, Purchasing Director

Kanawha County Commission


P. O. Box 3627


Charleston, WV 25336


whiteheadj@kanawhacounty.com

Using Agency:
Attn: H. Allen Bleigh, II CPA, Chief Tax Deputy

Kanawha County Sheriff’s Office-Tax Division


409 Virginia Street, East, Room 120


Charleston, WV 25301


allenbleigh@kanawhacounty.com

fax: 304-357-0230
Vendor’s Name:

_________________________________________________

Vendor’s Address:
_________________________________________________

City, State, Zip:

_________________________________________________

Telephone No.:  ________________________
Fax No.:  ______________________________

Company Representative:
__________________________________

Representative’s e-mail:
__________________________________

(please note that this e-mail address may be used to send pertinent information from the County to the vendor relating to this RFP)





_____________________________________________________________






Signature of Company Representative


Date

Executive Overview

Kanawha County, West Virginia


Kanawha County (also referred to herein as “the County”) was formed by an Act of the Virginia Legislature in 1789 and it encompasses an area of about 913 square miles and had a 2000 U.S. Census population of approximately 200,000 citizens.  Charleston, the capital of the state of West Virginia is located in Kanawha County.  Kanawha County is governed by, and generally acts through the County Commission.  The Commissioners (of which there are three) are elected on a countywide basis.  At present the Commissioners are:  W. Kent Carper, President; Henry C. Shores, Commissioner; and Dave Hardy, Commissioner.  The County Commission exists and operates pursuant to the authority given to it by Article 1 of Chapter 7 of the Code of West Virginia of 1931, as amended.  The County Commission is located in Charleston, WV.
Issuing Agency


The Kanawha County Commission is issuing this RFP.  Vendors are specifically instructed to NOT contact any elected officials or government employees for meetings, conferences or technical discussions related to the RFP.  Unauthorized contact with elected officials or government personnel may result in rejection of the vendor’s RFP response.  All communications with the County regarding this RFP should be directed to:

Mrs. Jerie Whitehead




Mr. H. Allen Bleigh, II CPA

Purchasing Director




Chief Tax Deputy

Kanawha County Purchasing Division

Kanawha County Sheriff’s Office

P. O. Box 3627




Tax Division
Charleston, WV 25336



409 Virginia Street, East-Room 120
Phone: 304-357-0115




Charleston, WV 25301
Fax: 304-357-4674




Phone:
304-357-0290

whiteheadj@kanawhacounty.com


Fax:  304-357-0230







allenbleigh@kanawhacounty.com
Current System


The Sheriff’s Tax Office currently utilizes the Discover card network for point-of-sale (POS) type transactions.  Under West Virginia state law, only the Sheriff may receive a commission for the collection of property taxes.  Discover is the only merchant card company that allows a convenience fee to be charged direct to the consumer allowing us to collect 100% of our tax revenue.  We utilize a constant dollar sliding scale fee schedule to determine the consumer’s fee (i.e., a transaction between $0.01 
And to $100.00-a fee of $1.00 is charged to the consumer; $100.01 to $500.00-the fee is $3.00, etc.).  There is a demand for expansion into other merchant cards; however, we must be able to segregate the convenience fee from the property tax revenue and ensure that we receive 100% of the funds to which we are entitled.

Officialpayments.com is the current processor for Internet based collections.  This arrangement was made possible through a “piggyback” on the State’s contract with this entity.  Collections from Officialpayments.com are confined to the Internet, but do allow us to receive funds from merchant card accounts other than Discover.  

The average activity for Discover is roughly 30-40 transactions per month.  Officialpayments.com is a bit less at 20-25 transactions per month.  These figures do not include the activity that occurs during August and February, our busiest months of the collection cycle.  The collection cycle is based upon the first and second half installment options available to taxpayers.  The first-half is due by September 1, and the second-half is due by March 1.  These avenues of payment have not been advertised, thus the activity we receive is generated by customer inquiry.  

Discover provides us with a monthly report that reflects only the daily batch totals.  We do not have any reporting for individual transactions.  Officialpayments.com provides us with a daily transaction log, but does not give us any monthly summary information.
Project Objectives


The Sheriff’s Tax Office wants to expand and simplify the electronic collection and processing of property tax payments to the County, and provide our citizens with the ability to utilize any of the major U.S. merchant card accounts, debit cards and/or electronic checking solutions that are available to private businesses.  In addition, we want to include an integrated e-payment solution that incorporates design elements from the County’s web site to promote a consistent “look and feel,” is convenient to navigate and use, and provides maximum security to prevent the theft or unauthorized use of customer data. 

We also want to expand upon the method of collection by receiving property taxes via a POS terminal (for all card types), virtual terminal access, Interactive Voice Response (IVR), and web application.  We desire the ability to access real-time transaction data reporting and a flexible query interface that will allow us to research/reconcile a tax payment(s) if necessary.  The POS and web-based collection methods are our current priority.  Other methods of collection can be phased in if necessary.

Currently our systems are operated by two separate entities.  We would like to consolidate all of the above mentioned objectives under the responsibility of one vendor.  Ideally, the target date for implementing this project is July 15, 2006.  This is the first day we can legally accept payments for the 2006 tax year.  However, the most important factors in establishing a realistic deadline will be the production of a marketing campaign for the public and ensuring that the staff is adequately trained in how to use the system.
RFP Administration

Bid Opening and Delivery


The bid opening will be Monday, April 17, 2006 at 11:00am EST in the Purchasing Division of the Kanawha County Commission offices.  Your proposal must be in our office no later than 11:00am EST on this date in order for it to be accepted.  We will not honor proposals that are post-marked or otherwise received after this date and time, and we will not accept faxed or e-mail proposals.  We must have a signed hard copy of your proposal.  If you mail your proposal via the USPS, special delivery, FedEx, UPS, or other postal carrier, you must use the following street address:
Attn: Jerie Whitehead, Purchasing Director

Kanawha County Commission

407 Virginia Street, East-3rd Floor

Charleston, WV 25301


You must provide three written (3) copies of your proposal (including the original).  Page two of this document entitled “Request for Proposals” must be used as the cover sheet for your bid.  Please be sure that this sheet is accurate and complete, and that it is signed by your company’s representative.  In addition, you must have your proposals in a sealed envelope, and mark “Merchant Card Account and E-Payment Services RFP” on the outside of the envelope.

Costs incurred in preparation of and responding to this RFP are the sole responsibility of the vendor.  All materials and documents submitted in response to this RFP become the property of the Kanawha County Commission.  All documentation provided in response to this RFP may be considered a public record and may be made available for inspection by the public after the award of this contract.  The County will take reasonable efforts to protect any information marked “confidential,” to the extent provided by applicable law.  Confidential material should be clearly marked “Confidential,” and placed in a separate envelope along with your response to minimize the chances of accidental release or exposure.
Questions Regarding This RFP


Questions regarding this RFP must be sent in writing via fax or e-mail.  Verbal inquiries will not be honored.  Facsimile transmissions must be sent to 304-357-0230.  Please verify receipt of your fax by calling Allen Bleigh at 304-357-0290.  Questions may be sent via e-mail transmission to allenbleigh@kanawhacounty.com.  All questions must be received by April 12, 2006 at 4:00pm EST.  The Sheriff’s Tax Office will respond to all eligible questions received and will provide these answers to all vendors who have requested a copy of this RFP.  In addition, the responses will be posted on the County’s web site under the Purchasing Division’s Home Page no later than April 13, 2006 at 5:00pm EST.
Contractual Issues


Due to the structure of West Virginia law, the County cannot enter into a contractual agreement for a period that extends beyond 12-months.  However, we can enter into an agreement for a 12-month period with annual renewal periods.  Please ensure that your contract includes such a provision.  Your contract must also include an option to cancel said contract given a 30-day notice, as well as a non-appropriation clause that states that if the Sheriff’s Tax Office does not receive funding to pay for any annual dues, fees, or other charges that must be paid to maintain the system, the contractual agreement is terminated.

The vendor will be responsible for the encryption and security of internet transactions.  All risks and liability associated with securing and maintaining credit card, debit card and check payment information transmitted to the vendor’s Internet site and through the IVR system is the sole responsibility of the vendor.  The vendor is responsible for providing technical and functional recommendations about Internet security necessary for the County to safeguard the payment process.


In the event of a reversal or rejected transaction, the County will only be charged back the amount of the County’s original transaction.  The vendor will be responsible for collecting any fees associated with the charge back.  The Sheriff’s Tax Office will specify the account(s) into which the vendor must electronically deposit the daily receipts.  The County requires that the vendor collect the payment and any convenience directly from the customer, and remit 100% of the tax to the County’s specified account.
Required Information


Respondents to this RFP must include the following information in their proposals:

1. A list of current clients who utilize the same or similar services reflected in this RFP.  If you have more than 20 clients, you can limit your response to the 20 clients which best represent your clientele, and provide us with the total number of clients you serve.  (You may include letters of recommendation if you have any, but it is not required);

2. A list of former clients that have discontinued using your services, and their reason for leaving if known;

3. Provide us with a contact from within your list of current clients that we may call as a reference;
4. Provide a description of your customer service programs/initiatives;
5. Provide a summary of why the Sheriff’s Tax Office should select your company as a business partner in this endeavor;
6. Describe the security measures taken to ensure that data is not compromised, and how your security solutions are superior to those of your competitors’;

7. Provide a summary of how you can assist the County in marketing this new program to the public;

8. Provide the County with a sample contract;

9. Provide cost estimates for budgeting purposes.  Please segregate your costs into one-time “capital” charges, and on-going “maintenance” expenditures (See also Appendix I attached hereto);

10. Describe any downtime and timeouts experienced during the last twelve-month period ending December 31, 2005;

11. Describe your company’s policy regarding record/data retention, backup and recovery;

12. In general, your system must be able to work within the County’s current network security and firewall systems.  It must be compatible with the County’s legacy system, and be able to generate standardized and/or customized reports.  Please comment about these issues if you feel that a situation may arise during implementation or post-implementation that will create a problem for the County; and,
13. Please complete the Questionnaire found in Appendix II.

Modification and Withdrawal of Proposals

Proposals may be modified or withdrawn by an appropriate document duly executed (in the manner that a proposal must be executed) and delivered to the place where proposals are to be submitted at any time prior to the opening of the Proposals.

Proposals to Remain Subject to Acceptance


All proposals will remain subject to acceptance for 90 days after the date Proposals are due, but the County may, at its sole discretion, release any Proposal and return the security (if applicable) prior to that date.  Proposals shall remain in full force and effect during said period.

Real Estate and Personal Property Taxes (Kanawha County)

“No bid will be accepted or opened on any County contract if the vendor is listed on the last published list of delinquent real or personal property taxes in Kanawha County; however, the Commission will accept bids by vendors who provide satisfactory proof of payment of current taxes or a certification from the Sheriff that no taxes are due prior to submission of said bid.”  A “No Debt Affidavit” is required to be completed and submitted by the successful bidder.
Required Forms


Vendor shall complete and submit, or have on file with the County, a Vendor Registration and Disclosure Statement Form.

Evaluation and Award of Contract
All eligible proposals as defined by this RFP and received by the County will be reviewed and evaluated by the Chief Tax Deputy.  The Chief Tax Deputy may appoint members of his staff, or other employees of the Sheriff’s Office and/or County to assist in the evaluation process.  Price shall be considered, but may not be the sole determining factor.  Additional factors that will be considered include, but are not limited to: Vendor’s qualifications, originality, dedication to customer service, and current/past experience with clients who are similar in function to the Sheriff’s Tax Office.
The Chief Tax Deputy will select the proposal that most closely meets the requirements of this RFP and make a recommendation to the Sheriff.  In the event there is no consensus regarding a successful bidder, or if the Sheriff’s Tax Office believes that the proposals do not meet the criteria set forth in this RFP, the bids may be rejected in whole or in part.  If the Sheriff approves the recommendation, he will notify the Kanawha County Commission in writing and request their vote for final approval.  Once the County Commission approves the successful bid, they will negotiate a contract that will incorporate by reference all the requirements, terms and conditions of this RFP and the vendor’s proposal as negotiated.
The tentative date for submission of a recommendation to the County Commission by the Sheriff is Thursday, April 27, 2006.  This matter will be placed on the County Commission’s regular meeting agenda of the same date for discussion.  If the Sheriff needs additional time to review the proposals, or if the County intends to reject all or some of the bids the announcement will be made at this meeting.

Appendix I

Please complete the following table with the requested information.  This data is necessary for evaluating the cost of your proposal and for budgetary planning.  Spaces left blank will be counted as a no cost item.  Please use N/A if your firm cannot provide the requested service.  If you have other fees, products, or additions to the services listed, please feel free to add your own description:

	Cost Projection Worksheet

	Description
	“One-time” Expenditures
	“Maintenance” Expenditures

	POS Terminal
	
	

	IVR
	
	

	Virtual Terminal
	
	

	Web-based
	
	

	Marketing (If applicable)
	
	

	Other-Vendor defined:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Vendor Comments:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Appendix II

Please complete the following questionnaire with the requested information.  You may mark the appropriate column with a “X,” or a check-mark.
Vendor’s Name:
________________________________________________

	Vendor Response Questionnaire

	Description
	Yes
	No

	Is your company currently involved in any litigation concerning any of your software systems or implementation of these systems?
	
	

	Does your software have the ability to set specific permissions based upon user group, role or profile?
	
	

	Do you have the ability to accept payments over the Internet?
	
	

	Do you have the ability to accept payments over the phone with a Customer Service Representative and/or automated Voice Response System?
	
	

	Do you have the ability to accept payments using a kiosk located in a County defined location?
	
	

	Do you have the ability to accept POS or in person payments whether it be a PIN-based transaction or a card swipe?
	
	

	Do you have the ability to accept all of the major lines of U.S. merchant card accounts including debit cards?  (If no, please specify those accounts which you cannot accept and why)
	
	

	Do you have the ability to accept a web-based payment using a direct debit from a customer’s checking account?
	
	

	Will you be the customer’s point of contact for questions regarding their online payments?
	
	


What is your fee structure for the payment methods listed above:


Internet

$____________________


CSR/VRS

$____________________


Virtual Terminal
$____________________


POS


$____________________


Direct debt/ACH
$____________________

How long does it take for each of the payment types above to settle into the County’s account?  You may specify your answer by card type, if certain merchant cards have varying settlement dates?


Internet

____________________


CSR/VRS

____________________


Virtual Terminal
____________________


POS


____________________


Direct debt/ACH
____________________
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