Request for Proposal


Request For Proposal

Remittance Processing System

Section 1

1.1 Quote Due Date

The deadline for submission of quotes in response to this RFP is 5:00 p.m. ___________, 2001

1.2  Number of Copies

Please provide four (4) copies of you response

1.3 Vendor Contact
Questions relating to this RFP and the formal quote should be directed to:

Customer RFP Contact Information Here
The response to the bid must include vendor contact information for purpose of questions and clarification.  

1.4  Turnkey Approach

The desired contract is one in which the vendor delivers, installs, implements and passes an acceptance test on equipment and software, training, and documentation.

1.5  False or Misleading Statements

If, in the opinion of the Customer, a Quote contains false or misleading statements of references that do not support a function, attribute, capability or condition as contended by the vendor, it might be rejected.

1.6  Clarification of Quote

The Customer reserves the right to obtain clarification of any point in a vendor’s quote or to obtain additional information necessary to properly evaluate a particular quote.  Failure of a vendor to respond to such a request for additional information or clarification may result in rejection of a vendor’s quote.

1.7  Contract Terms and Conditions

The Customer will develop a contract for purchase.  The bidder will supply a sample contract that may provide a guideline for the Customer to use in developing a contract.

1.8  Acceptance of Quote Content

The contents of the quote and all statements made within it will become, at the option of the Dept Customer, a contractual obligation if a contract ensues. Failure of the successful bidder to accept this obligation may result in cancellation of the award.

1.9 Responsiveness
Quotes should respond to all requirements of this RFP to the maximum extent possible.  Vendors are asked to clearly identify and limitations or exceptions to the requirements inherent in the proposed system.  Alternative approaches will be given consideration is that approach clearly offers increased benefits to the Customer.

1.10  Format of Quote

For ease of finding required information the bidder is to follow precisely the order and section number format of the Request. Other materials not directly related to the stated requirements are to be included in the Appendices.

Section 1 (Continued)
1.11  Software Requirements

Software requirements are specified in Section 3 of this RFP and constitute a list of desired features and functions.  If you do not have offerings for each of the stated applications, clearly indicate which modules you are proposing.

1.12  Equipment Requirements

The vendor should quote the equipment configuration best suited for the software application.  The equipment must have technical support available during normal business hours.

1.14  Support Requirements

Support requirements are specified in Section 4.  You Quote should specifically address each requirement listed.

1.15  Warranties

Please provide warranty coverage information for all equipment and software modules.  Include applicable starting periods for warranties.

1.16  Information about the Company

Please provide information that will enable us to evaluate your company’s financial stability, track record and support capabilities.  We require that you include the following:  

· Ownership of your company

· Number of years in business

· Number of installations

· Total number of employees.

· An indication of if software and hardware are developed internally or distributed by the vendor

· In the case of internal development, include Proof of Certifications (E.g. Microsoft Certification, ISO)

· In the case of a distributorship, include confirmation of status as an authorized distributor

1.18  User References/Demonstration

Please provide a list of five paying customers of your company who are using the equipment and software proposed. The list should provide a contact name, telephone number, length of time using you system and a brief description of the users’ equipment and software configuration. The Customer also reserves the right to request a demonstration of the system at a mutually acceptable site, which may be at the Customer’s office, or at another site. Failure to provide suitable references, or a functional demonstration acceptable to Customer will result in the vendor’s bid being rejected without further consideration.

1.19 Delivery and Implementation Schedule

The Customer plans to install all requested software and equipment as soon as possible after contract execution. Preference will be given to vendors that can complete installation within six to eight weeks of contract signing. Availability of proposed hardware and software will be used in the evaluation of the bid. The bidder must include a realistic delivery and implementation schedule in terms of weeks following contract signing.  Tasks to be preformed by the vendor as well as by the Customer should be specifically stated and included in the schedule.

Section 1 (Continued)
1.20 Payment/Retainer

Provide a payment schedule by percentage according to the following:

Contract Execution:



 

Equipment and Software Installation:



Successful Acceptance Test:



Annual Maintenance:





Installation/Training Expenses:




1.21 Evaluation Criteria

The following general criteria will be used to evaluate the responses.  

· Ability of the equipment and software to meet Customer general and specific integration requirements, as shown in the response, and verified by references and/or functional demonstration

· Software packages available now and enhancements planned

· Vendor’s ability to support both the hardware and software

· Total cost which considers both initial acquisition and ongoing operating costs
· Results of reference checks and on-site/off-site demonstrations
· Level, quality and type of client training and technical assistance provided
· Upward compatibility for future growth
· Ease of use and operation of the system according to the Customer’s general and specific requirements
1.22 Expenses for Response

Potential Vendors are solely responsible for their own expenses, if any, in preparing a response to this Request for Proposal. This would include any costs incurred during functional demonstrations or subsequent negotiations.

Section 2 Background Information

The Customer currently prints and mails bills for approximately ______ customers. This number is expected to increase as Customer experiences growth. The printed bill includes a return stub containing a scan line that provides account and amount due information. The Customer is considering automating this process in order to lower cost and improve service to its customers. For this reason, the Customer is seeking proposals for a remittance processing system and an associated image retrieval system. 

The Customer uses accounting software from _________, thus it is a requirement that the remittance processing system interface with this software. 

The department has determined the system must provide the following capabilities.:

· MICR encoding of the customers checks

· Endorsement of the checks for deposit

· Print audit trail information on the checks

· Provide Batch and Deposit reports

· Provide account and payment information for upload

· Provide image capture and retrieval of checks and payment stubs

· Archiving of images after 60 days 

Additional capabilities that provide for lower cost, more efficient operation, or better customer service are always of interest. We solicit information on product features and/or options that will help us meet these objectives.

Section 3 General Software and Hardware Standards

The proposed software must comply with the following general standards.

· 100% compatible with Windows NT, 2000 or XP Operating System

· to ensure compatibility, software Vendor must be Microsoft Certified Partner

· Software native to the PC environment 

· Software compatible with Customer Networking environment 

· Software able to print documents direct to PC networked printers

· Software currently supported with no plans for phase out

· Software adheres to widely accepted industry standards, and has passed independent audit testing

· Software is easy to use and has a Graphical User Interface (GUI)

· Adequate security features that include the ability to set access controls at Multiple levels.

· Software includes built-in back up features, and data recovery if processing is disrupted due to power loss or other interruptions

· Custom Report capabilities where applicable

· Documentation with on-line help, as well as printed user manuals

· Customer support, with a toll free support line, and available email and remote diagnostics during normal business hours. Optional extended hour coverage (up to 7 X 24) must be available.

· Ability to utilize customized forms used by the Customer
The proposed hardware must comply with the following standards:

· be certified by UL, CSA or other applicable safety standards

· be manufactured in an ISO certified facility

· have manufacturer’s  direct parts and service support available within North America

· fit easily into office environment

Section 3 (Continued) Specific Equipment and Software Standards

The proposed solution must provide the following capabilities

· Read and endorse utility stubs



· Read and encode utility checks



· Upload data from stubs into host computer individually or by batches

· Support Multiple OCR Fonts


· Must display image for data entry and allow zooming in to amount field in a single keystroke
· Process Multiple Types of batches

Process the following types of transactions, either in separate batches, or mixed within a batch:

· Single stub/single check

· Multiple checks/single stub

· Multiple stubs/single check

· Multiple stubs/multiple checks

· Power encode

· Exceptions

·  Check only processing

· Key amount or full amount processing

· CAR/LAR (Courtesy Amount Recognition/Legal Amount Recognition) to read handwritten amounts 

· Use of CAR/LAR to allow one pass mixed processing of multis/singles/partial payments without sorting

· Net amount/gross amount (late payment) processing, with one key toggle

· Automatic skip of exception transactions (e.g. payment on a credit balance) when in power encode mode

· Substitute stub processing

· Automatic feeding (at least 500 document capacity) or hand feeding

· PC to Host Communication

In order to allow the transaction data to be uploaded to the host accounts receivable system, the data will need to be in a format, which can be accepted by that system

· Automatic check encoding and endorsement

· Complete audit trail

· Reporting/Inquiry Module

· Audit Report

· Daily Activity Detail Report

· Generate Daily Balancing

· Batch Reports

· Sort Options

At a minimum 3 pockets (minimum 250 document capacity each) will be required to accommodate:

· Processed stubs

· Processed checks

· Exceptions/rejects

Availability of upgrades to a total of 12 pockets is desirable.

· Online Retrieval of Images

Retrieval and database indexing of images stored is required. Sufficient storage space for a front image of a check (and/or the stub) is required for 30 to 60 days work.  Optional image Archiving and Retrieval for longer term storage and permanent archive records using a CD-ROM or Optical Disk storage must be available. Images being viewed must be able to be enlarged by “zooming” in on areas of interest with a simple mouse click

· Check/Stub Images must be able to be reprinted

· Archive Capabilities must be available

· Console with Autofeed Hopper is required

Section 3 (Continued) Features and Specifications

· Rated Document Throughput

Provide a reasonable figure for actual throughput (not track speed) to use in estimating processing time. Verification of the quoted speed may be required as part of a functional demonstration.

· Image Capture

Provide the dots per inch and format of the images stored

· Front/Back

The system quoted should include a front image camera only. A, rear image camera option must be available

· Image Archive

 The PC quoted must be configured to provide up to 60 days storage of images and associated data. The retrieval/inquiry screen must allow for scrolling, zooming, copying, and printing of images.

· Monitor

The PC quoted must have a 17" VGA Color Monitor or better

· Endorsement

A stamp endorsement and an audit trail of up to 40 alphanumeric dot matrix characters is required

· Documents Standard

· Minimum Size 

4 ½ inches long, 2 ½ inches high

· Maximum Size 

9 inches long, 4 ½ inches high

· Paper Weight

· State paper Weight requirements

· Character Recognition

Support of these Fonts is a requirement

· OCR A Numeric

· OCR A Alphanumeric

· OCR B Numeric

· OCR A Alphanumeric 

· OCR B Alphanumeric or Special JNP

· E-13B

Installation and Training
The bidder will provide complete installation of the hardware and software, ensure proper system performance, and complete acceptance testing. Training is required to cover all aspects of operation including supervisor functions. 

Support Services

Customer software support, with a toll free support line, and available email and remote diagnostics during normal business hours is required. Optional extended hour coverage (up to 7 X 24) must be available.

Hardware Support with a maximum 4-hour response time during normal business hours is required.

Section 4 - Installation and Support Requirements

4.1  Equipment and Software Delivery and Installation Schedule

Bidder must provide a delivery and installation schedule based on time after contract signing

4.2 Equipment and Software Sign-off

The Customer requires that acceptance testing take place within 2 business days of the completion of installation, and be conducted using a checklist of functions to be verified:

· Verification of all functions and menus as listed in specification

· Verification of OCR read rate 

· Verification of encoding quality and accuracy

· Verification of endorsing (audit trail) quality and accuracy

· Verification of endorsing (bank stamp) quality and accuracy

· Verification of document sorting

· Throughput test of power encode

· Verification of batch limit detection and batch ticket creation

· Verification of check and batch listings for accuracy and format

· Verification of edit functions

· Verification of upload functions

· Upload test batch to ensure 100% accurate postings

· Retrieve selected archive images

· Verify image quality

· Verify image print function

Any discrepancies noted in any of the tests will to be corrected by the vendor prior to system acceptance. 

4.3  Equipment and Software Documentation

It is required that the vendor provides both on-line and hard copy documentation (user’s manual) to the Customer at no extra charge.

Equipment and software maintenance and updates

Provide the procedure the bidder uses for enhancements and upgrades. Detail any charges involved.

4.5  Software Source Code

A complete copy of the proposed source code is required to be available in escrow upon request.

4.6  Training for end users

Provide a proposed training schedule.

Section 5 Price Quotation

Provide a detailed price quotation, including a summary of all costs and a detailed list of each item proposed and its associated cost.

Section 6 Contingency Plans

It is extremely important that payments be posted and deposits made in a timely. Vendors should list any contingency  procedures provided if a prolong outage should occur .
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