



REQUEST FOR PROPOSAL
[bookmark: _Hlk135737623][bookmark: _Hlk15388860][bookmark: _Hlk173839170]NEORSD ITSM and ITAM Selection and Implementation Project (Cherwell Replacement)
July 17, 2025

The purpose of this Request for Proposal (RFP) is to solicit proposals from qualified Consultants for the procurement and implementation of a replacement IT Service Management (ITSM) and IT Asset Management (ITAM) software application.  The Information Technology (IT) Department uses this ITSM and ITAM software for essential tasks such as handling support issues, managing changes, and keeping track of our IT assets.   

Proposals will be received until 4:00 P.M. on September 5, 2025.  Late submittals will not be considered.  Proposals are to be emailed to Adam Bruncak at bruncaka@neorsd.org.  Following is additional address information:  

		Mohan Kurup, Director of Information Technology
		Northeast Ohio Regional Sewer District
		3900 Euclid Avenue 
		Cleveland, OH  44115-2504   
		Attn: Adam Bruncak, Project Manager I

Throughout the RFP, “the District” refers to the Northeast Ohio Regional Sewer District, and “Consultant” refers to the firm submitting a proposal.  
Questions regarding this RFP shall be directed to Adam Bruncak by calling (216) 881-6600 x6862 or at bruncaka@neorsd.org 

The District will attempt to respond to emails within one (1) business day.  Questions and responses deemed to be of a substantive nature will be distributed to all Consultants.










The RFP is organized as follows:

SECTION I.         	INTRODUCTION
SECTION II.       	SCOPE OF WORK
SECTION III.     	TRANSFER OF RECORDS
SECTION IV.      	SCHEDULE
SECTION V.        	DISTRICT RESPONSIBILITY
SECTION VI.      	PROPOSAL FORMAT AND REQUIRED INFORMATION
SECTION VII.    	EVALUATION OF PROPOSALS
SECTION VIII.  	SELECTION PROCESS

Figures and Attachments

The following figures and attachments are included in this RFP:  

[bookmark: _Hlk141177942]Attachment A   	ITSM Solution Functionality Matrix
Attachment B   	Cost Summary Form
Attachment C    	IT Professional Services TEMPLATE (rev. 01.16.24)
[bookmark: _Hlk135735988]Attachment D	Client Reference Worksheet
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SECTION I – INTRODUCTION
The Northeast Ohio Regional Sewer District (District) seeks proposals from experienced and qualified consultants for the selection, procurement, and implementation of a modern, cloud-hosted IT Service Management (ITSM) and IT Asset Management (ITAM) solution. This initiative is driven by the planned end-of-life for the District’s current Cherwell Service and Asset Management system (version 2023.1.0.8) in 2026 and the District’s commitment to advancing IT operations in alignment with industry best practices.

The District’s Information Technology (IT) Department, consisting of 40 technicians, supports over 900 users and manages approximately 1,300 IT assets, processing more than 13,000 service requests and incidents and over 450 change requests annually. The ITSM/ITAM platform is a critical component of the District’s ability to deliver reliable IT services, manage its asset inventory, and support its operational goals.

The District’s vision for this project is to implement a scalable, ITIL-aligned solution that:
· Ensures a seamless transition from Cherwell with no loss of critical functionality.
· Enhances IT service delivery and customer experience through automation and streamlined processes.
· Strengthens asset lifecycle management, change control, and cost management.
· Improves metrics and key performance indicators (KPIs) for service quality and operational effectiveness.
· Provides robust integration with existing systems such as Active Directory, ERP, and CMDB.
· Delivers meaningful data insights through improved reporting and performance metrics.
· Supports operational continuity, security, and compliance with governance standards.
Critical to the project’s success will be:
· A comprehensive and accurate migration of historical data.
· User-friendly self-service capabilities with configurable approval workflows.
· Timely project delivery per the implementation plan.
· Effective knowledge transfer and training for technical staff and end users.
· Transparent project management and communication throughout the engagement.
· Strong post-implementation support to ensure operational stability.
Further details on the scope of services, deliverables, and project requirements are provided in Section II – Scope of Work.

Consultant Requirements
The District seeks a consultant with a proven track record in delivering ITSM/ITAM solutions, familiarity with a range of market offerings (including cloud and hybrid options), and the ability to manage project timelines and deliverables. The consultant will assist in implementing processes that follow industry-best practices and align IT services with organizational needs.
Evaluation Criteria
Selection will be based on several factors: past experience with similar projects, service and support, ease of use, training, integration capabilities, alignment with District objectives, and solution price, as further outlined in this RFP.
Business Overview
The Northeast Ohio Regional Sewer District (District) protects public health and the environment by leading effective sanitary and stormwater management. As the largest wastewater treatment provider in the State of Ohio, the Sewer District spans 380 square miles, serves 62 communities and one million residents, treats 90 billion gallons of wastewater a year, and manages more than 400 miles of streams. 
In addition to its award-winning treatment plant and laboratory performance, the District's Project Clean Lake construction program will reduce annual Lake Erie pollution by 4 billion gallons by 2035, while its Regional Stormwater Management Program addresses widespread inter-community problems like flooding, pollution, and erosion.  
NEORSD is an Equal Opportunity Employer. We are committed to fostering a diverse and inclusive workforce, recognizing the full range of human differences and similarities. Through our unwavering efforts to leverage the potential of our diversity, we continually strive to build and foster an environment that respects each individual. We encourage and promote innovation, and provide opportunities for all employees to interact, communicate, and realize the full potential of their talents. 

District Administration is located at 3900 Euclid Avenue, Cleveland, Ohio 44115.  This location also includes the Engineering & Construction, Operations & Maintenance Administration, Employee Resources, Finance, Legal and Information Technology Departments.

In addition to the District Administration Building, the District owns and operates an Environmental and Maintenance Services Center (EMSC) and the following three wastewater treatment facilities:
· Westerly Wastewater Treatment Center, located at 5800 West Memorial Shoreway, Cleveland, 44102 (near Edgewater State Park)
· Southerly Wastewater Treatment Center, located at 6000 Canal Road, Cuyahoga Heights, 44125 (near the Interstate 77/Interstate 480 intersection)
· Easterly Wastewater Treatment Plant, located at 14021 Lakeshore Boulevard, Cleveland, 44110 (near the Cleveland/Bratenahl border)

The Environmental and Maintenance Services Center (EMSC), located at 4747 East 49th Street, Cuyahoga Heights 44125 (north of the Southerly Wastewater Treatment Center) houses the Sewer Maintenance & Control Department, the Water Quality & Industrial Surveillance Department, Analytical Services, and Fleet Services.

[bookmark: _Hlk9513015]SECTION II - SCOPE OF WORK
The District seeks a qualified Consultant to deliver a comprehensive IT Service Management (ITSM) and IT Asset Management (ITAM) solution, including implementation and support services. Consultants must also complete Attachment A: ITSM Solution Functionality Matrix — this is a required submission.

1. Assessment Phase
The Assessment Phase is critical to clearly understanding the District’s current environment, needs, and expectations. The Consultant is expected to:
· Conduct discovery sessions and stakeholder interviews to gather detailed requirements
· Review existing ITSM and ITAM processes, workflows, and integrations
· Analyze the current environment, including system architecture, data models, user roles, and security models
· Validate licensing numbers and cost estimates (approx. 45 access user accounts)
· Refine the implementation schedule and approach based on findings
Deliverables:
· Comprehensive Assessment Report summarizing findings and recommendations
· Validated System Licensing Cost
· Draft Implementation Plan with detailed resource needs, schedule, and risk considerations
· Review Meeting with District stakeholders to present assessment findings and implementation approach

2. Implementation Phase
Objective:
To execute a structured, phased ITSM/ITAM system implementation based on the approved Implementation Plan while ensuring full functionality, process alignment, and user readiness.
2.1. Workshops and Design
· Conduct facilitated workshops with District stakeholders covering:
· Incident Management and Request Fulfillment
· Problem Management
· Change Management
· Asset and Configuration Management
· Self-Service Portal & Service Catalog
· Knowledge Management & Customer Satisfaction Surveys
· Custom Forms (e.g., Onboarding, Offboarding, Inventory)
· Security Model & Access Controls
· Reporting & Dashboards (up to 10 custom dashboards)
· Release & Deployment Management
· Active Directory Integration
· Define functional and technical requirements based on workshop outcomes
· Document all design decisions and obtain District approval prior to build
2.2. System Configuration & Implementation
· Configure system components and workflows per approved designs
· Establish security model, access controls, and Active Directory synchronization
· Implement SLA management, escalation workflows, event management, email monitoring, and password reset alternatives
· Conduct iterative system builds with regular reviews and feedback sessions
· Perform comprehensive user acceptance testing (UAT)
· Ensure go-live readiness with cutover rehearsals and risk mitigation strategies
2.3. Training & Documentation
· Deliver comprehensive training for end users, system administrators, and IT staff, including:
· Two half-day end-user training sessions
· In-depth administrative training sessions
· Provide detailed technical, user, and “as-built” system documentation
· Develop training materials tailored for different user groups
2.4. Go-Live Support
· Provide on-site or remote support during go-live to ensure a smooth transition
· Assist with critical issue resolution and stabilization activities
· Monitor system performance and user adoption post-go-live

3. Data Migration (Separate Line-Item Quote Required)
Objective:
To ensure a complete, accurate, and validated historical data migration to the new ITSM/ITAM system.
3.1. ITSM Data Migration
· Migrate Incidents, Service Requests (~87,000 records), and Change Requests (~2,000 records)
· Perform data integrity checks post-migration to ensure completeness and accuracy
· Conduct reconciliation sessions with key District stakeholders to review migrated data
· Define and obtain approval on data migration acceptance criteria before migration begins
· Document data reconciliation results and secure formal stakeholder sign-off prior to finalizing the migration
3.2. ITAM Data Migration
· Migrate CMDB and Ivanti Neurons EPM data (~1,300 asset records) with all associated attributes
· Ensure comprehensive data mapping, validation, and integrity verification
· Engage stakeholders in reconciliation and validation sessions post-migration
· Confirm successful migration through documented stakeholder acceptance and sign-off
If deemed appropriate, alternative data retention solutions may be proposed, with clear validation and acceptance processes defined.

4. IT Asset Management (ITAM) Requirements
The Consultant must ensure that the proposed ITSM and ITAM solution, as well as the implementation approach, fully address the following requirements based on our current processes in Cherwell:
· Loaner Equipment Tracking: Provide robust support for tracking loaner equipment with a comprehensive Check-Out and Check-In process. The system must enable equipment assignment to end users for defined periods, send automated overdue notifications to users, and alert technicians to initiate collection when necessary.
· Device Lifecycle Management:  Facilitate end-to-end lifecycle management for all hardware assets, including desktops, laptops, and mobile devices. The system should support inventory processes that allow technicians to manage deployments, collections, and replacements efficiently. Customizable forms or automated workflows must be available to capture and update asset details such as assigned user, location, computer model, and serial number. 
· Employee on-boarding and off-boarding: the system must support automated on-boarding and off-boarding processes: on-boarding currently uses a self-service portal form completed by managers, which triggers the creation of all necessary IT tickets based on selections; off-boarding should leverage email monitoring, where notifications from the ERP system automatically generate the required tickets for employee departures.
· License Management: Support license tracking and management both on a per-user and per-instance basis, ensuring compliance and visibility into software usage.
· Maintenance Renewal Tracking: The system must support proactive management of hardware and software maintenance renewals. Our current system does this by sending automated reminders to responsible technicians ahead of renewal deadlines, specifically at 60, 30, and expiration. It also provides dedicated forms for tracking renewal details, ensuring timely completion and ongoing compliance.
· Additional Requirements: The new solution should maintain or enhance all current capabilities, support integration with existing systems where necessary, and provide comprehensive reporting and audit trails for all asset and license management activities.

The Consultant’s response should explicitly describe how their proposed system and services will replicate or improve upon these existing processes, ensuring a seamless transition and continued support for all outlined requirements.

5. Approval Workflow & ITIL Alignment
5.1. Approval Workflow Requirements
· Support multi-level, configurable approval workflows with email-based authorization
· Ensure approval routing and exception handling is flexible 
· Maintain a full audit trail of all approval actions, including timestamps and approver details
5.2. ITIL Process Guidance
· Conduct ITIL process workshops to align current District practices with ITIL best practices
· Develop a detailed ITSM process deployment roadmap
· Guide the District through process implementation, customization, and optimization
· Support ongoing review and continuous improvement of ITIL-aligned processes

6. Architecture, Security & Data Ownership
· Provide a comprehensive system architecture overview, highlighting deployment models (cloud/hybrid), scalability, and integration capabilities
· Detail security protocols, including:
· The Consultant shall ensure that the system and its operations comply with applicable regulatory, security, and data governance standards, such as SOC2, NIST, or GDPR, as relevant to the District’s operations
· Virus protection measures
· Backup and disaster recovery procedures
· Access control and logging
· Data storage, encryption, and transfer security
· Audit trail and compliance features
· Confirm District’s full data ownership rights with detailed data return procedures (data to be returned within 30 days upon contract termination)

7. Training & Product Documentation
· Develop and deliver a comprehensive training program for:
· System administrators
· IT support staff
· End users
· Schedule training sessions at various times to accommodate different groups
· Provide thorough “How To” guides, technical manuals, and support documentation for ongoing reference
· Clearly identify training and documentation costs in the proposal

8. Change Management Support
The Consultant must implement a robust Change Management process that supports the District’s operational needs and aligns with ITIL best practices.
8.1. Change Types and Workflow Requirements
· The system must support and distinguish between three primary change types:
· Normal Changes: Require a comprehensive review and approval process
· Standard Changes: Pre-approved, low-risk changes with predefined procedures
· Emergency Changes: For urgent situations requiring expedited processing
8.2. Change Request Details
· For Normal Changes, the workflow must allow detailed submissions, capturing:
· Reason for Change
· Affected Services
· Proposed Implementation Dates
· Risk Level 
· Test Plan and Back-Out Plan
· Impact Assessment and Stakeholder Identification
8.3. Approval Workflow Configuration
· Configurable approval workflows supporting up to nine approval paths, including:
· Peer Review (including validation testing)
· Customer or External System Administrator Approval (selectable from District employees)
· IT Team Manager (Change Manager) Approval
· IT Director Final Approval
· Automatic notifications to Change Owner and Stakeholders upon final approval
8.4. Approval Execution
· Approvals must be executable directly via email response (email monitoring)
· The system must log the approver’s identity, timestamp, and decision
· Full auditability of all approval actions
8.5. Post-Change Review and Audit
· The system must facilitate controlled and documented post-change reviews
· All change activities, outcomes, and lessons learned must be auditable and traceable
· The Consultant must work with the District to configure and validate these processes
Consultants must describe how their solution supports these detailed Change Management requirements and how it will be tailored to the District’s operational needs.

9. Email & Event Monitoring Capabilities
· Configure triggers based on email or system events for automated workflow actions
· Define system configurability for condition-based responses, escalation, and notifications
· Support automated issue resolution processes initiated by email or event triggers

10. Production Cutover & Post-Implementation Support
Production Cutover Deliverables:
· Develop a detailed Production Cutover Plan addressing both technical and business process changes
· Outline step-by-step cutover procedures, including tasks, timelines, and responsible parties
· Conduct conference room pilots, mock cutovers, or proof of concept trials as appropriate
· Provide a Post-Production Support Agreement specifying scope and support duration (minimum of 90 days)
· Monitor system health, collect user feedback, and conduct performance reviews post-cutover
· Support issue tracking, including establishing a dedicated issue log for post-cutover incidents and resolutions
· Provide regular status updates to District stakeholders summarizing issues, resolutions, and system performance trends
· Facilitate structured user feedback loops to gather input on system functionality, usability, and potential enhancements
· Conduct ongoing system tuning and optimization based on monitoring insights and user feedback
· Implement continuous improvement practices to address emerging issues and adapt processes as necessary

11. Project Management Requirements
The Consultant shall provide effective project management for the duration of the project, including developing a project schedule, resource management, budget management, project documentation, and timely provision of all identified project deliverables.  

The subtasks outlined below can be modified and adjusted to fit the project’s scale. PMI standards are expected to be followed throughout the project's lifecycle. 

This task also focuses on defining a complete timeline of all tasks and personnel involved in executing the project. 

The following outlines specific subtasks for Project Management:

I. Project Organization and Management

[bookmark: _Hlk203486344]Project Communications
The Consultant shall develop a communications protocol for the District staff assigned to this project. This protocol shall include verbal and written communications, including meetings, presentations, and communications between the Consultant and other District staff.

Risk Management Plan
The Consultant shall provide a comprehensive Risk Management Plan, which includes the identification of potential project risks, assessment of their impact, proposed mitigation strategies, and defined contingency plans. The plan shall be reviewed regularly and updated as needed throughout the project lifecycle.

Project Schedule
The Consultant shall develop and maintain a detailed master project schedule for the project in a standard project management format identifying milestones, deliverables, and key coordination meetings.  The master schedule shall be regularly updated and forwarded to the assigned District Project Manager.  A preliminary project schedule shall be submitted with the Consultant’s technical proposal.

Project Staffing
The Consultant shall maintain the project staff as recommended in the proposal.  Any changes in project staffing shall be notified to the assigned District Project Manager in advance, and they shall maintain an equivalent level of expertise as with the originally proposed staff.  

Project Billing
A milestone payment schedule will be negotiated with the Consultant that is awarded the project.  The Consultant will follow the approval and billing process that is outlined in the agreement and/or Statement of Work.  These documents will be drafted after selection and award.  The Consultant is responsible for assuring and certifying that invoices are correct and meet project invoicing standards for format and allowable costs per District policy.  The Consultant shall identify and address potential project budget, management, and scheduling issues.  If District action is required, the Consultant shall recommend a suggested course of action.   

Questions regarding invoicing procedures may be addressed to Adam Bruncak at (216) 881-6600 x6862, or at bruncaka@neorsd.org  

Project Cost Management
The Consultant shall monitor the budget closely and be responsible for identifying and resolving all budget and invoicing issues before including costs in the project master invoice. Consultant budget issues shall be described in detail, and the Consultant shall recommend corrective actions before these issues affect invoicing. 
To control project costs, the consultant shall justify any expected cost overruns within a task in advance and have them approved by the Director of Information Technology and the assigned Project Manager.

Project Management Documentation
The Consultant shall maintain a complete project library and master files of all contract actions and reports. The Consultant shall develop a District-approved, PC-based master spreadsheet on which all contract budgets, billings, and invoice actions will be tracked throughout the project. The Consultant shall provide summary reports and analyses of contract and budget issues upon the District's request. 

II. Progress Meetings and Reports
Progress meetings between the District and the Consultant shall be held, in general, on a weekly basis.  The Consultant shall prepare weekly status reports to be submitted to the assigned District Project Manager at least two (2) working days before the meeting. The project status reports shall set forth the following information, for the Consultant:

· Current scope of work completion status versus anticipated status
· Updated project schedule
· Current contract cost status versus anticipated status
· Project information and decision needs including the anticipated source, expected response time and any issues or problems that could delay the expected response
· Anticipated tasks and accomplishments for the coming month
· Questions, comments, problematic issues and suggestions
· Identification of out-of-scope task work
· Invoicing issues and proposals to address such issues

In addition to the weekly progress meetings, the Consultant shall conduct periodic coordination meetings as deemed necessary with District staff to explain and receive input on project issues.
Prior to payment of the final invoice, the Consultant shall deliver to the District all plans, documents, reports, and memoranda related to the project and as required by the Project Manager, as well as all non-expendable personal property purchased and approved by the District.
SECTION III - TRANSFER OF RECORDS  

All records generated during the ITSM and ITAM Selection and Implementation Project shall be the property of the District and shall be turned over to the District upon completion or as directed, including but not limited to data collected, project reports, data files, meeting notes, project data, graphics originals, etc. 

SECTION IV - SCHEDULE
Project Schedule – ITSM and ITAM Selection and Implementation Project
A detailed schedule for the RFP evaluation and selection process is as follows:  

•	Issue RFP						August 21, 2025
• 	Questions Deadline					August 29th by 4 p.m.
•	Consultant Proposals Due 				September 5th by 4 p.m.
•	Platform Demonstrations				Week of September 15th
•	Consultant Selection 				September 22nd
•	Consultant Contract Award			October 2nd 
•	Perform Scope of Work			           	October 6th 
•	Complete Implementation of the Project 	October 2026

Consultants are to include a detailed preliminary project schedule in their technical proposal.  The project schedule shall include anticipated completion dates for key task items.  Consultants are free to include discussion on any recommended schedule modifications, citing reasons for any recommended schedule modifications.
 
SECTION V – DISTRICT RESPONSIBILITY 
The District has provided several documents for the candidates' use in preparing proposals.  Any other readily available documents may be examined by making an appointment with Adam Bruncak at (216) 881-6600 x6862 or bruncaka@neorsd.org.  

The District shall not be responsible for any costs incurred in relation to preparing the proposals or regarding presentations and/or interviews. The District reserves the right to reject all proposals and to modify this RFP and schedule as needed.

SECTION VI - PROPOSAL FORMAT AND REQUIRED INFORMATION
A digital copy of the proposal should be emailed to bruncaka@neorsd.org by the submission deadline.  Once emailed, or if you encounter any issues, please contact Adam Bruncak at bruncaka@neorsd.org.  The proposal must be formatted as follows:

Cover Letter (1 page)

Executive Summary (3 pages or less)

Section 1 - Company History (2 pages or less)

Section 2 – Anticipated Approach to the Project (pages as needed)

Section II - Scope of Work contains several requests for items to be discussed in the proposal.  Discuss the anticipated approach to the project overall and for each task.  

In addition, the District invites alternatives to any approaches embodied in the Scope of Work.  Any proposed alternatives should be clearly identified in the technical proposal.  In developing the level of effort (hours by tasks), the Scope of Work as provided herein shall be assumed as the base proposal.  For each alternative task proposed, a total level of effort for the proposed alternative shall be separately identified, and an appropriate deduction or addition of task hours shall be included.  

The Consultant shall also discuss the expected challenges during the project and potential approaches to these challenges.  This part of the proposal will evaluate the extent to which the Consultant understands the project, its magnitude, and complexity.

Section 3 – Consultant Qualifications (6 pages or less)

A statement of the Consultant’s qualifications, including a list of three (3) of the most recent similar projects completed.  The following information shall be included for each of the three projects: 
· Start and end date of project;
· Consultant’s role in the project, and similarities to the scope of work in this RFP;
· Contact information (name, address, phone number) of the individual responsible for projects at the contracting agency.

* Attachment D, Client Reference Worksheet, will be used to provide client references

Section 4 – Consultant Personnel and Time Commitment (6 pages or less)

Include an experience profile of the proposed Project Manager and his or her proposed time commitment to the project. The District reserves the right to approve the proposed Project Manager, and if that individual leaves the firm during the project, to subsequently approve their replacement.

Also, include the experience profiles of key staff members who are proposed to work on the project. The District fully expects that personnel included in the proposal will be assigned to the project. Any personnel added to the project team or changes of personnel in significant roles shall be subject to advanced approval by the District.

Describe the availability and commitment of resources for this project.

Section 5 – Preliminary Schedule (3 pages or less)

A preliminary schedule showing the key tasks and activities and anticipated dates necessary to meet the ITSM and ITAM Replacement Selection and Implementation Project deadline identified in Section IV - Schedule.

Section 6 – Required Forms and Statements (1 page or less)

A statement confirming that no personal or organizational conflicts of interest are known to exist between the District and the Consultant.

Statement Acknowledging District Ethics Statement
By submitting a proposal in response to this RFP, I acknowledge, on behalf of the entity submitting this proposal, that I have familiarized myself with the Sewer District’s Code of Ethics which is located on the Sewer District’s web page and certify that, to the best of my knowledge, there is no conflict of interest involving my entity and that I have authority to make such certification. I understand that any conflict or potential conflict of interest must be reported to the Sewer District’s contact person for this request for proposal in writing prior to the submission of the proposal response. I further understand that conflict of interest or potential conflict of interest information may be considered by the Sewer District in evaluating a proposal response.


Section 7 – Task/Hour/Cost Summary (4 pages or less)

Cost Summary Form (Attachment B) completed for each activity necessary to fulfill the terms of this RFP.  An Excel spreadsheet accompanies the RFP for the Consultant to use in their proposal.  

The Consultant shall break the project down into the tasks identified in the Scope of Work. The total hours for all tasks shall accurately reflect the total effort needed to perform the entire project as outlined in the RFP.  Hours in all tasks shall be identified by labor category for each activity.    

To help the District understand your company’s software pricing model, please enter supporting cost information, monthly cost, and annual cost under the Hosting Price Breakdown & Info Tab in Attachment A.  Please enter the total annual cost on the task-hour-cost tab under the annual software cost line and ensure it appears on the cost summary tab under software.  For estimating purposes, the District provided privileged access account numbers under the project scope and overview section of this RFP.

In an attempt to keep travel and other reimbursable project costs to a minimum, the District encourages a project execution approach that leverages the use of remote collaboration tools whenever possible.  If your firm is not local and you feel that your team needs to be onsite to perform a task that can’t be done remotely during this project, please use the reimbursable tab in the Cost Summary Form (Attachment B) to document those costs.  Please make sure the costs are calculated and totaled correctly in all tabs of the Cost Summary Form before you submit your proposal.

The District will use these forms to assist in evaluating the proposals. The District reserves the right to request additional task / hour / cost information. A prompt response of one (1) working day shall be adhered to in these requests.




SECTION VII - EVALUATION OF PROPOSALS
The Consultant Selection Committee will evaluate proposals submitted to the District for the ITSM and ITAM Selection and Implementation Project utilizing the following criteria.
1. Pass/Fail Screening Criteria
Proposals not in compliance with the following pass/fail criteria will not receive additional consideration:
· Avoidance of personal and organizational conflicts of interest as prohibited by State and local law.  
· Required information as specified in the RFP.  The District will reject incomplete proposals.
· Proposal conforms to Section VI, Proposal Format and Required Information.  Emphasis will be on whether the proposal demonstrates an understanding of the project scope, required expertise, and the District’s needs and requirements as specified in the RFP.
· Proposals must be received on or before the deadline date.


2. Scoring Evaluation Criteria
Eligible proposals will be evaluated based on the following weighted criteria:

	Evaluation Criteria
	Weight
	Description

	1. Product, Approach, and Ability to Meet Project Objectives
	30%
	Assessment of the proposed solution’s fit to District needs, project management methodology, training plan, change management approach, knowledge transfer strategy, and demonstrated understanding of required functionality.


	2. Experience and Qualifications of the Implementation Consultant
	20%
	Evaluation of Consultant’s experience with ITSM/ITAM implementations, depth of business process knowledge, and history of delivering projects on time and within budget under fixed-price contracts.


	3. Method of Accomplishing the Scope of Work
	15%
	Review of the proposed work plan, organization of tasks, staffing approach, project communication strategy, data management, and problem-solving methodology.


	4. Technical Support, Training, and Implementation Approach
	15%
	Consideration of proposed support services, training approach, implementation methodology, and post-go-live support commitments.



	5. Presentation and Interview (if applicable)
	20%
	For shortlisted Consultant, evaluation of presentation quality, clarification of proposed methods, confirmation of experience and qualifications, and responsiveness to District questions.



3. Platform Demonstrations and Interviews
At its sole discretion, the District may invite shortlisted of the top-ranked Consultants to deliver a presentation and provide further clarification of their capabilities, experience, and approach.  The Sewer District may prepare and submit a list of questions to each of the short-listed Consultants before their interview, or may provide the questions by asking them during the interview.   These sessions will focus on:
Confirming the proposed approach to project delivery and scope
Verifying experience and qualifications of key personnel
Addressing specific questions from the District
The score from the presentation will be combined with the written evaluation scores to establish final rankings.
4. Cost Proposal Consideration
The District will review cost proposals with an emphasis on transparency, licensing model clarity, and overall total cost of ownership. Although price is not a separately scored criterion, it will be a significant factor in the District’s decision-making.
Proposals should clearly outline licensing options, implementation costs, and any ongoing fees using Attachment B – Cost Summary Form. The District intends to negotiate a fixed-price, milestone-based payment schedule for implementation services.
5. Award Recommendation
Following the evaluation process, the Consultant Selection Committee will recommend the highest-ranked Consultant for contract negotiation as outlined in Section VIII – Selection Process. The District reserves the right to reject any or all proposals.

SECTION VIII - SELECTION PROCESS
Once all proposals have been received, the District will evaluate them using the criteria listed above. 

The following steps will be followed to select the Consultant:

1. Platform demonstrations and technical proposals will be reviewed by the Consultant Selection Committee. Additionally, a phone survey may be conducted to evaluate the past performance of the participating Consultants on similar jobs. This survey will be limited to the contacts provided in the proposal as required in Section 3, Consultant Qualifications.

2. Negotiations will be conducted with the highest-ranked Consultant to agree upon a final Scope of Work and the fees for those services as proposed in the Cost Proposal.  The District intends to negotiate a not-to-exceed price for this project.  Attachment C has been provided as a sample Professional Services Agreement for the consultants to review.  After the final Scope of Work and fees have been negotiated, the maximum not-to-exceed contract price shall not be increased without written authorization by the District.  The final Scope of Work will be referenced as an exhibit in the final agreement/contract.  Upon satisfactory completion of the contract, the District shall retain all remaining unused funds.  Negotiations shall adhere to the following guidelines:

· The cost summaries shall contain a complete breakdown of man-hours for as many classifications as may be required, i.e., Project Manager, Project Associate, Clerical etc. and the hourly base rate.

· If needed, reimbursable expenses for traveling, lodging, and meals shall adhere to District Guidelines for such expenses.  Every attempt should be made to manage the project implementation remotely to save costs.  If you’re not a local Consultant, the District prefers to leverage remote collaboration tools and VPN for project execution.  Please justify any reimbursable expenses and any proposed onsite time.

· No overtime will be incurred during the project without consent of the District.  

3. The Selection Committee will report to Consultant Review Committee and will make a recommendation to enter into a contract based on the outcome of the selection process.
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