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Contiractor Ceriification to Covered Agency

{Pursuant to Section 5-a of the Tax Law, as amended, effective April 26, 2008)

ST-220-C

(12/11)

For information, consul Publication 223, Questions and Answers Concerning Tax Law Section 5-a (see Need Help? on back).

Contractor name

For covered agency use only

Contractor's principal place of business City
Contractor’s mailing address (if different than above)

Contractor's federal employer identification number (EIN)

Contractor’s telephone number Covered agency name

Covered agency address

Contractor’s sales tax {D number (if different from contractor's EINy ¢
B

Contract number or description

State ZIP code

Estimated contract vaiue over
the full term of contract (but not
: including renewais)

$

Covered agency tefephone number

-, hereby affirm, under penalty of perjury, that { am

{name)

(title)

of the above-named contractor, that | am authorized io make this certification on behalf of such contractor, and 1 further certify

that:
(Mark an X in only one box)

—

I_l The contractor has filed Form ST-220-TD with the Department of Taxation and Finance in connection with this confract and, to the best of

contractor’s knowledge, the information provided on the Form ST-220-TD, is correct and complete.

1 The contractor has previously filed Form 8T-220-TD with the Tax Department in connection with

(insert contract number or description)

and, to the best of the contractor’s knowledge, the information provided on that previously filed Form ST-220-TD, is correct and complete
as of the current date, and_thus the contractor is not required to file a new Form ST-220-TD at this time.

Sworn o this_____day of ,20

(sign before a notary public)

(title)

instructions

General information

Tax Law section 5-a was amended, effective April 26, 2006. On or
after that date, in all cases where a contract is subject to Tax Law
section 5-a, a contractor must file (1) Form ST-220-CA, Coniractor
Certification to Covered Agency, with a covered agency, and

(2) Form ST-220-TD with the Tax Department before a coniract
may take effect. The circumstances when a contract is subject to
section 5-a are listed in Publication 223, Q&A 3. See Need help?
for more information on how to obtain this publication. In addition, a
contractor must file a new Form 8T-220-CA with a covered agency
before an existing contract with such agency may be renewed.

Note: Form ST-220-CA must be signed by a person authorized to make
the certification on behalf of the contractor, and the acknowledgement
on page 2 of this form must be completed before a notary pubilic.

When to complete this form

As set forth in Publication 223, a contract is subject to section 5-a, and
you must make the required certification(s), if:

i. The procuring entity is a covered agency within the meaning of the
statute (see Publication 223, Q&A 5); '

ii. The contractor is a coniracior within the meaning of the statute (see
Publication 223, Q&A 6); and

iii. The contract is a coniract within the meaning of the statute. This is
the case when it (a) has a value in excess of $100,000 and (b} is a
contract for commodities or services, as such terms are defined for
purposes of the statute (see Publication 223, Q&A 8 and 9).

Furthermore, the procuring entity must have begun the solicitation to
purchase on or after January 1, 2005, and the resulling contract must
have been awarded, amended, extended, renewed, or assigned on or
after April 26, 2006 (the effective date of the section 5-a amendments).
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Schedule of Events

	Issuance of RFP
	May 7, 2014

	Issuance of Draft Contract
	On or about May 14, 2014

	Deadline for filing Offerer Understanding of, and Compliance with, Procurement Lobbying Guidelines
	May 21, 2014 by 2:00 PM ET

	Deadline for first Submission of Questions
	May 21, 2014 by 2:00 PM 

	Department Response to Bidder Questions
	May 30, 2014

	Deadline for Registering for the Pre-Bid Conference
	June 2, 2014 by 12:00 PM ET

	Pre-Bid Conference Webinar
	June 2, 2014 2:00 PM ET

	Deadline for second submission of Bidder Questions
	June 17, 2014

	Department response to second submission of Bidder Questions
	June 24, 2014

	Deadline for Submission of Mandatory Notification of Intent to Bid and submission of Software Trial with converted data
	June 30, 2014

	Proposals Due
	July 16, 2014 by 2 PM ET

	Bidder’s System Presentations – Proof of Concept
	August 2014

	Notification of Intent to Award
	August 28, 2014

	Deadline for Contract Signature
	September 29, 2014

	Anticipated System Go Live Date
	December 1, 2015


Preface
A. Proposal Questions/Inquiries
Prospective Bidders have two opportunities to submit written questions and requests for clarification regarding this Request for Proposal (RFP).  All questions regarding this RFP must be submitted via e-mail (preferred), fax or mail and be received by the dates and times specified in the Schedule of Events.  Questions must reference the relevant page and section of the RFP and must be directed to one of the designated contacts identified below:
E-mail:


bfs.contracts@tax.ny.gov
Fax:


(518) 435-8413

Written Correspondence:




Attn:  Catherine Golden, Director

New York State Department of Taxation and Finance




Office of Budget and Management Analysis

Procurement Services Unit




WA Harriman State Campus




Albany, NY 12227

Questions submitted by Bidders should be in a word document in the following format:

	#
	RFP Section
	RFP Page #
	Vendor Name
	Question

	1
	
	
	
	

	2
	
	
	
	


Prospective Bidders should note that all clarifications and exceptions, including those relating to the terms and conditions of the RFP, are to be resolved prior to the submission of a bid by utilizing the Question and Answer periods.  Additionally, during the Question and Answer periods, Bidders should be certain to bring forward terms and conditions in the RFP and Preliminary Contract that would prohibit a Bidder from bidding.  Extraneous terms relating to Contract language in Exhibit J, Preliminary Contract, must be submitted with the Bid Proposal.  Bidders entering into a contract with the State are expected to comply with all the terms and conditions contained herein.
All inquiries concerning this solicitation must be addressed to one of the following designated contacts:
Catherine Golden

BFS.Contracts@tax.ny.gov
(518) 530-4484
Dorothy Lechmanski
BFS.Contracts@tax.ny.gov
(518) 530-4484

Karen Brino


BFS.Contracts@tax.ny.gov
(518) 530-4484

Amber Alexander

BFS.Contracts@tax.ny.gov
(518) 530-4484

John Blanch


BFS.Contracts@tax.ny.gov
(518) 530-4484

Contacting individuals other than the designated contacts listed above may result in the disqualification of the Bidder’s proposal – please refer to the Procurement Lobbying Law and the Department of Taxation and Finance (DTF or Department) guidelines posted on the Department’s procurement website at: http://www.tax.ny.gov/about/procure, and additional requirements in Section IX, Administrative Requirements.

B. Procurement Lobbying – Offerer Understanding of, and Compliance with, Procurement Lobbying Guidelines

New York State Finance Law 139-j(6)(b) requires that the Department seek written affirmation from all Offerers as to the Offerer’s understanding of, and agreement to comply with the DTF procedures relating to permissible contacts during a Government Procurement.  Information related to the Procurement Lobbying Law and DTF guidelines can be found on the Department’s website at:  http://www.tax.ny.gov/about/procure.
Offerers are requested to sign and submit Attachment 2:  Offerer Understanding of, and Compliance with, Procurement Lobbying Guidelines by the date and time specified in the Schedule of Events.  This may be submitted in conjunction with Bidder questions.
C. Proposal Amendments/Announcements

All Amendments, clarifications and any announcements related to this bid will be posted on the Department’s Procurement website at:  http://www.tax.ny.gov/about/procure.

It is the responsibility of the Bidder to check the website for any amendments, clarifications or updates.  All applicable amendment information must be incorporated into the Bidder’s proposal.  Failure to include this information in your proposal may result in the Bidder’s proposal being deemed non-responsive.

D. Response to Bidder Questions and Requests for Clarification

The Department will provide a written response to all substantive questions and requests for clarification.  Responses to Bidder questions and requests for clarifications will be posted on the Department’s Procurement website at:  http://www.tax.ny.gov/about/procure.

E. Pre-Bid Conference Webinar
A Pre-Bid Conference webinar will be conducted on Tuesday, June 2, 2014 at 2 PM ET. Prospective Bidders are not required to participate in the Pre-Bid Conference Webinar, however, those that do wish to participate must register to attend by e-mail (bfs.contracts@tax.ny.gov), fax (518-435-8413) or by phone (518-530-4484) to obtain instructions for participating.  The deadline to register is two hours prior to the webinar.  General information regarding this procurement will be provided during this presentation; in addition, there will be an opportunity to ask questions.  Questions asked during this presentation will be recorded and included in the Department’s response to the second submission of Bidder Questions (see Schedule of Events).  Bidders not able to participate in the Pre-Bid Conference webinar may access a recording of the event available on the Department’s web site after June 2, 2014.

NOTE:  Only those answers provided in writing by the Department in the Question and Answer document are effective and binding.
F. Mandatory Notification of Intent to Bid and Software Trial
If your firm is submitting a proposal in response to the RFP, Attachment 3, Mandatory Notification of Intent to Bid, must be completed and submitted by the date specified in the Schedule of Events.  Contact information provided on this form may be used to notify Bidders of Request for Proposals changes.  Bidders submitting a Notification of Intent to Bid must also submit trial software and converted data as detailed below.
A minimum of two license keys must be provided.  A Test Data file was provided with the RFP on the Department’s web-site.  The Bidder must convert the data in the file for use with their software.  The software key and converted data must be e-mailed to: bfs.contracts@tax.ny.gov.  
· Trial software must be released to State staff.

· Trial software will be installed with assistance from Bidders’ dedicated technical support.

· Bidder will provide a dedicated Technical Support contact for the duration of the software trial, in the event that the State encounters any issues while navigating the trial software.

· Trial software will be available to the State staff for a minimum of 90 days. 
G. Submission of Proposals
The Bidder must submit their proposals as instructed in Section X, Proposal Submission.
H. Bidder’s System Presentation 
All Bidders who pass Phase One of the evaluation process will be required to participate in a system presentation as outlined in Section XI. Proposal Evaluation Phase Two Evaluation, vi. System Presentation.
I. Contract Signing and Contract Term
The Bidder must agree to sign a contract within thirty (30) days of Notification of Award.  If the Bidder fails to do so, the Department reserves the right to begin negotiations with the next highest ranked Bidder.  The Preliminary Contract will be posted to the Department’s web site by the date specified in the Schedule of Events.  Any exceptions or additions to the terms and conditions of the Preliminary Contract must be identified in the Bidder’s proposal.  The Department will not sign any vendor supplied contract documents.  As such, if there are specific terms to be included in the final Contract, they must be submitted in response to Section IX.B.20.
The Department will award one Contract to the successful Bidder for an initial term commencing upon approval of the New York State Attorney General and the Office of the State Comptroller through December 31, 2017, with the ability to extend the contract for one (1) five (5) year term, for support and maintenance only.   Note:  Change Orders to modify the system to accommodate changes (ex. Legislative, policy, procedure, etc) are considered maintenance of the system.
RFP Key Points

1. Read the RFP in its entirety.  Note key items such as:  critical dates, qualifying and mandatory requirements, services required and proposal packaging requirements.

2. Note the name, address, phone numbers and e-mail address of the designated contacts.  These are the only individuals that you are permitted to contact regarding this RFP.
3. All announcements relating to this bid will be posted on the Department’s website.  It is the Bidder’s responsibility to check the Department’s website periodically for any updates.  All applicable amendment information must be incorporated into the Bidder’s proposal.  Failure to include this information in your proposal may result in disqualification or a reduced score.  

4. Take advantage of the question and answer periods.  Submit your questions by one of the methods identified by the dates and times listed in the Schedule of Events.  Responses and copies of the questions will be posted on the Department’s Procurement website at:  http://www.tax.ny.gov/about/procure. 

5. File a “Mandatory Notification of Intent to Bid” form by the date listed in the Schedule of Events.
6. Provide complete answers/descriptions.  Bidder proposals must completely address all qualifying and mandatory requirements.  To ensure you are not unnecessarily disqualified from bid evaluation, thoroughly read all proposal requirements and provide complete responses.  Use all forms provided to submit your response.  Vague or incomplete responses to desirable requirements may result in a reduced technical score.
7. Review the RFP document and your proposal.  Make sure all requirements are addressed and all copies are identical and complete.
8. Package your proposal as required in the RFP.  Make sure your proposal conforms to the packaging requirements.  Proposals not packaged accordingly may be deemed non-responsive.
9. Submit your proposal on time.  Except as specified in Section IX.A.16.E, proposals received after the date and time in the Schedule of Events will not be considered for award and may be returned, unopened, to the sender.
RFP Glossary
	Term
	Definition

	128-bit HTTPS connections
	Protocols which are designed to provide communication security over the internet, using certificates and hence asymmetric cryptography to assure the counterparty with whom they are communicating, and to exchange a authentication key.

	Acre
	A common measure of land area equal to 43,560 square feet.

	Ad Valorem
	According to value; at value. 

	Adjusted Sale Price
	The selling price of a comparable property adjusted to reflect differences in inventory, location and time as compared to the subject.

	Agricultural District
	An area established under New York State law to preserve and promote agriculture

	Appraisal
	An estimate or opinion of value, usually in writing.  The act or process of estimating value as of a certain date.

	Appraised Value
	The final opinion of an appraiser as to the worth of a property as of the effective date of appraisal.

	Appreciation
	Monetary gain resulting from the increase in the market value of an investment, excluding additions of capital. For example, a house which is sold five years after it was purchased for 50% more than the purchase price.

	Assessed Value
	A figure in dollars determined by an assessor which reflects a property's worth in relation to other properties on an Assessment Roll and which, unless exempt, is used to compute a tax dollar obligation by multiplying it by a tax rate.

	Assessing Unit
	A city, county, town or village with the authority to value real property for purposes of taxation.

	Assessment Roll
	A document listing, usually in alphabetic or tax map number sequence within roll section, all of the parcels within an assessment jurisdiction together with their land and total values, the names and addresses of owners, exemption data, property types and other pertinent information.

	Assessor
	An elected or appointed official of a county, city, town or village whose function is to value real property (and personal property in some states) for purposes of taxation.  For more information, see The Job of the Assessor.  

	Assessor’s Report (AR)
	A report of the total assessed value on the current assessment roll and the assessment activity since the prior roll resulting from reassessment, change in physical characteristics, or change in exempt status.  The report is filed with the Office of Real Property Tax Services (ORPTS) each year after final assessment rolls are completed and is used to determine any change in level of assessment for computation of change in level factors which are used to update equalization rates.

	Board of Assessment Review
	A quasi-judicial panel consisting of three to five members appointed by a Municipality to hear and make determinations on assessment grievances brought before it by property owners.

	Business Rules Engine
	A software system that executes one or more business rules in a runtime production environment.

	Change in Level Factor
	A multiplier computed by the Office of Real Property Tax Services (ORPTS) from Equalization changes listed on the assessor's report. It is used to adjust the prior year final Equalization rate so that it can be used as the advisory rate for county tax apportionment.

	Coefficient of Dispersion
	The average deviation of a group of observations (assessment ratios, for example) from the mean or, preferably, the median ratio expressed as a percentage of that mean or median. The standard measure of assessment equity.

	Comparable Sale
	A property which has sold recently and is sufficiently similar to the subject of an appraisal so that its adjusted selling price may be taken as an indication of the market value of the subject.

	Concurrent
	Existing, happening, or done at the same time.

	Configuration Code
	Code configured and built off, the base code of a software solution.

	Cooperative
	A dwelling unit owned by a corporation in which an owner owns stock commensurate with the value of his or her apartment compared to the value of the building as a whole.  The stockholder has a proprietary lease to the apartment.

	Cost Approach
	A method of estimating the value of real property by calculating a current construction cost, subtracting accrued depreciation and adding a land value obtained from the market. This method works best when the improvements are relatively new and estimates of depreciation are thus more likely to be accurate. 

	Data
	A set of values, qualitative or quantitative in structure; restated, data are individual pieces of information. Data can be viewed as the lowest level of abstraction, from which information and knowledge can be derived and formed.

	Data Sharing 
	The practice of making data used for scholarly research available to other investigators. Replication has a long history in science.

	Depreciation
	A loss of utility and thus value caused by physical deterioration, functional obsolescence or economic obsolescence or any combination thereof.

	Depth Factor
	A percentage which expresses the value of a lot of given depth relative to that of a lot having adopted standard (100%) depth.

	Development Environment 
	A collection of procedures and tools for developing, testing and debugging an application or program.

	Disaster Recovery
	A subset of business continuity which backs up data and systems to an off-site location, in the event of a disaster.

	Document Management
	The use of a computer system and software to store, manage and track electronic documents and electronic images of paper based information captured through the use of a document scanner.

	DTF or Department
	New York State Department of Taxation and Finance.

	Easement Code
	A code used in conjunction with allocation factor to indicate whether the parcel has a taxable conservation easement (code = A) or a taxable common law easement (code = C).

	Economic Obsolescence
	A loss in value caused by influences external to the property such as increasing industrial activity near a residential neighborhood.

	Encryption of data at rest
	Protecting data that's not moving through networks. The protection in this case is offered via encryption.

	Encryption of data in flight or in process
	Protecting data that's moving through networks. The protection in this case is offered via encryption.

	Enterprise level
	Enterprise software, also known as enterprise software application (ESA), is a software solution designed to satisfy the needs of an organization rather than individual users. Services provided by enterprise software are typically business-oriented tools including but not limited to, online processing, analytic tools, automated billing systems, security, content management, product support, and system optimizations. As enterprises have similar departments and systems in common, enterprise software is often available as a suite of customizable programs. Generally, the complexity of these tools requires specialist capabilities and specific knowledge.

	Equalization
	The process of bringing the assessed value of jurisdictions assessing at different levels to a common level, usually fair market value as of a given date. 

	Equalization Rate
	A weighted average ratio of the total assessed value in a municipality divided by the total market value.  An equalization rate of 20% indicates that assessments were at an average of one-fifth of market value when the equalization rate survey was made. To view equalization rates, go to Equalization Rates.

	Exemption

	A form of relief from taxation where all or part of the assessed value is free from payment of some or all tax levies.  Typically granted to individuals as a matter of public policy (elderly and veterans exemptions), property owned by the federal, state or municipal governments or their agencies, and organizations such as private schools organized for a specific exempt purpose with the added requirement that the parcel must be used to achieve that purpose.



	Exemption Code

	A five digit number assigned by the Office of Real Property Tax Services (ORPTS) to every exemption granted by statute in New York State.  The significance of the first digit of each code is as follows:

1. Publicly owned, wholly exempt. 

2. Privately owned, wholly exempt. 

3. Publicly owned, partially exempt. 

4. Privately owned, partially exempt. 

The second, third, and fourth digits identify and group exemptions and the last digit specifies the taxing purposes to which the exemption applies (county, town or city, school, village or some combination thereof or all).

	File Transfers
	A standard network protocol used to transfer files from one host to another host over a TCP-based network, such as the Internet. FTP is built on a client-server architecture and uses separate control and data connections between the client and the server.

	Final Assessment Roll
	A document containing assessment and exemption information on all parcels in a municipality.  It differs from the tentative assessment roll with respect to changes ordered by a board of assessment review, assessment and ceiling assessments made by the Office of Real Property Tax Services and ownership and address changes since the tentative roll.  It is filed on July 1 in most towns.

	Framework Code
	The codebase, or code base, is used in software development to mean the whole collection of source code used to build a particular software solution.

	Geocoding
	The process of finding associated geographic coordinates (often expressed as latitude and longitude) from other geographic data, such as street addresses, or ZIP codes (postal codes).

	GIS
	A geographic information system (GIS) is a computer system designed to capture, store, manipulate, analyze, manage and present all types of geographical data.

	Grade
	A measure of quality of construction.

	Grid Coordinates
	Information from the tax map process that represents an easting reading and a northing reading from the point of origin of the appropriate zone of the New York coordinate system to the visual center of each land parcel.

	Grievance Day
	A period of time designated for administrative review of assessments by a board of assessment review; Beginning on the fourth Tuesday of May, or such other date as is established by city charter, county charter, county tax act or other special law, and so many days thereafter as the board of assessment review deems necessary, such board shall meet to hear complaints in relation to assessments.

	Hard-coded
	Refers to the software development practice of embedding what may, perhaps only in retrospect, be regarded as input or configuration data directly into the source code of a program or other executable object, or fixed formatting of the data, instead of obtaining that data from external sources or generating data or formatting in the program itself with the given input.

	Homestead Class
	All one, two or three-family residential real property used wholly or primarily for residential purposes, farm dwellings, condominiums with certain restrictions and owner-occupied separately assessed mobile homes and trailers. (RPTL 1901).  The codes used are H for Homestead, N for Non-homestead and S for a parcel that is designated both homestead and non-homestead.

	HTML5
	A markup language used for structuring and presenting content for the World Wide Web and a core technology of the Internet.

	Income Approach
	An appraisal technique whereby the value of an income-producing property is estimating by capitalizing its net operating income using an appropriate capitalization rate.  Value = Income / Rate.

	Jurisdiction
	The physical territory over which authority, power or control is exercised.  Assessment jurisdictions in New York State may be counties, cities, towns and villages.  These may also be taxing jurisdictions such as school districts and special districts.

	Infrastructure
	The basic physical and organizational structures and facilities used in supporting and maintaining applications.

	Key Change
	The process of changing a parcel key on RPS.

	Level of Assessment
	The percentage of full market value at which assessments are, on average, made in a given assessing unit.

	Market Approach
	An appraisal process whereby the value of a subject property is predicated on the adjusted (for time and inventory differences) selling prices of comparable properties.  Also known as the "direct sales comparison approach."

	Market Value (also Full Market Value)
	That price in an open market at which a willing buyer would buy and a willing seller would sell neither being under abnormal pressure and both being fully informed. 

	Multi-tenancy
	Refers to a principle in software architecture, where in, a single instance of the software runs on a server, serving multiple client-organizations (tenants). Note: Multi-tenancy is not to be confused with multi-instance architectures, where in, separate software instances (or hardware systems) operate on behalf of different client organizations. With a multitenant architecture, a software application is designed to virtually partition its data and configuration, and each client organization works with a customized virtual application.

	Neighborhood
	An urban, suburban or rural area exhibiting a fairly high degree of homogeneity as to housing, tenancy, income and population characteristics.  Neighborhoods are often delineated by physical barriers such as railroad tracks, commercial or industrial developments, and topographical features such as hills and rivers.  Lines created by subdivision boundaries, differences in zoning ordinances or deed restrictions, and the type and/or age of buildings may also define neighborhoods.

	Neighborhood Code
	A locally specified code identifying a geographic area which exhibits similar land uses and economic and social characteristics.

	Non-Assessing Village
	A village which accepts the assessments set by the town, but which is still responsible for the taxing functions.

	O365
	Office 365 is a subscription-based online office and software plus services suite which offers access to various services and software built around the Microsoft Office platform.

	Obsolescence
	One of the causes of depreciation.  It is the loss of desirability and usefulness caused by new inventions, changes in design, and improved processes for production, or from the influence of external factors.  Obsolescence may be either economic or functional.

	OITS
	Office of Information Technology

	OLAP
	A computer-based technique for analyzing business data in the search for business intelligence. 

	Ownership Code
	A code used to further define the property classification code. The ownership codes are:

A - Association
C - Condominium
P - Cooperative
T - Time Share
W - Waterfront

B - Waterfront/Association
D - Waterfront/Condominium
Q - Waterfront/Cooperative
U - Waterfront/Time Share



	Parcel
	A separately assessed lot, piece or portion of real property.

	Payments in Lieu of Taxes (PILOT)
	An agreed upon payment that is made in place of taxes by a property owner who would not otherwise by liable for taxes because of exempt status. Such payments are collected in the same manner as other payments due to the municipality under contract.

	Physical or Quantity Change

	An increase in assessed value resulting from new construction, property annexed from another assessing unit, property omitted from the prior roll, property discovered during tax mapping and property which has become locally assessed (usually a transfer to assessment roll section 1 from assessment roll section 8). Also a decrease in assessed value resulting from fire, demolition, loss of parcels due to tax mapping, removal of mobile homes, removal of duplicate parcels and transfer out of the locally assessed category.

	Print Key
	A condensed version of the parcel key used on printed reports which shows only the significant characters in the parcel key.

	Production Environment
	A production environment is where the real-time staging of programs that run an organization are executed, and includes the personnel, processes, data, hardware, and software needed to perform day-to-day operations.

	Property Classification Code
	A three digit code, established by ORPTS for categorizing property by use.

	PSUCI
	Pipeline Special Use Uniform Construction Index.

	Real Property
	The sum of the tangible and intangible rights in land and improvements affixed thereto.  The bundle of rights that accrues to the owner of real estate. (RPTL Sec.102)  For another definition, see How the Property Tax Works.

	Real Property Tax Law (RPTL)
	Chapter 50-A of the consolidated laws of the State of New York in which are found most of the statutes pertaining to assessment and property tax administration. It's further subdivided into articles and sections.  The laws can be found at:  http://public.leginfo.state.ny.us/LAWSSEAF.cgi?QUERYTYPE=LAWS+&QUERYDATA=@LLRPT+&LIST=LAW+&BROWSER=EXPLORER+&TOKEN=20110053+&TARGET=VIEW

	Real Property Transfer Report (RP-5217)
	A form on which is reported to the Office of Real Property Tax Services and local municipalities pertinent information concerning transfers of title to real property. This information is used by ORPTS to determine residential assessment ratios and for full value measurement purposes. This form also ensures that the local assessors know the true consideration and other circumstances surrounding every sale. A copy of this form must be attached to every deed presented for recording. For further details, see Real Property Sales Information.

	Replacement Cost New (RCN)
	The cost to construct at current prices an improvement having utility and desirability equal to that of the improvement being appraised, but built with modern materials according to current design standards. The RCN concept effectively eliminates function obsolescence.

	Replacement Cost New less Depreciation (RCNLD)
	Equal to Replacement Cost New less a deduction for loss in value (depreciation) arising from physical, functional, and economic causes.



	Residential Percent
	The percent of a parcel's assessed value that represents the residential part of a parcel.

	REST APIs
	REST stands for Representational State Transfer, and it was proposed in a doctorate dissertation. It uses the four HTTP methods GET, POST, PUT and DELETE to execute different operations.

	Roll Section

	Divisions of an assessment roll in New York State used to group properties with similar taxing purposes. The following sections have been established under the real property tax law and the rules and regulations of the Office of Real Property Tax Services (ORPTS):

Roll Section 1 - Ordinary taxable property including that which is partially exempt.

Roll Section 3 - Taxable state owned land; all property owned by the State of New York that is subject to general tax levies.

Roll Section 5 - Special franchise; real property owned by public utilities, such as cables, transmission or distribution wires, mains, etc., which is located under, above, or upon any public right of way.

Roll Section 6 - Utilities and non-ceiling railroads; all property owned by public utility companies and privately held railroad companies except special franchise and ceiling railroad property.

Roll Section 7 - Ceiling railroads; all railroad transportation property whose assessments are subject to a ceiling imposed by the Office of Real Property Tax Services.

Roll Section 8 - Wholly exempt; includes all parcels which are entirely exempt from property taxes for the general levies. Many properties in this section are required to pay some special district taxes, however.

	Rollback
	The operation of restoring a database to a previous state by canceling a specific transaction or transaction set. Rollbacks are either performed automatically by database systems or manually by users.

	S305/306 

	Agricultural exemptions 41720 (Agricultural District formed by County or NY State), 41730 (Committed agricultural land outside of Agricultural District) and 41750 (Agricultural land eligible for an agricultural assessment) are not applicable to ad valorem or special assessment districts but are covered by Section 305/306 which allows the exemption to be applied to fire and/or ambulance special districts. In order for the exemption(s) to apply to the fire and/or ambulance special district, the Sec305/306 flag must be set on both the exemption (RPSV4 Exemption Reference Table) and the special district (RPSV4 Special District Reference Table).

	Scalability
	The ability of a system, network, or process to handle a growing amount of work in a capable manner or its ability to be enlarged to accommodate that growth.

	SDLC (system development life cycle)
	A process for planning, creating, testing, and deploying an information system. The systems development life-cycle concept applies to a range of hardware and software configurations, as a system can be composed of hardware only, software only, or a combination of both.

	Solution
	The software system which will satisfy all of the requirements contained in the RFP, RFP Attachments and RFP Exhibits.

	Source Code
	The programming statements or instructions written and expressed in any language understandable by a human being skilled in the art which are translated by a language compiler to produce executable machine Object Code.

	Special District

	A taxing unit formed in response to a need for a particular service by the owners of the real property within the district boundaries. A special district may be established to provide fire protection, to install and maintain a sewer or water system, to dispose of solid waste, etc. Special district taxes may be levied on the real property in the district on an ad valorem basis or by a unit charge in proportion to the benefit received by the property.

	Special Rate
	Represents the ratio of assessed value to market value in a municipality.  It is computed by multiplying the State Equalization Rate for the prior year by the change in level of assessment factor for the current year.  Special Equalization Rates are used to determine certain exemption values and assessments.

	Split Village
	An incorporated village contained within two or more towns.

	SPUCI
	Special Use Uniform Construction Index

	SSL 3.0 protocol
	A commonly-used protocol for managing the security of a message transmission.

	Standard Security Federation services
	A software component developed by Microsoft that can be installed on Windows Server operating systems to provide users with single sign-on access to systems and applications located across organizational boundaries. It uses a claims-based access control authorization model to maintain application security and implement federated identity. 

	STAR
	School Tax Relief Program

	Stress Testing 
	A form of deliberately intense or thorough testing used to determine the stability of a given system or entity.

	SWIS (Statewide Information System) Code
	A six-digit number assigned by the Office of Real Property Tax Services (ORPTS) as a unique identifier for every municipality in the state. The first two digits define the county, the second two the city or town, and the last pair the village, if any.

	Tax Rate
	The tax levy divided by the total taxable assessed value of a taxing jurisdiction, usually expressed in dollars per thousand, dollars per hundred.

	Tax Roll
	An official book listing all real property in a tax district. It shows the location and description of each parcel, the owner, the amount of the assessment, any exemptions and the amount of taxes levied against the parcel.

	Taxable Assessed Value
	The assessed value of a parcel (or an entire assessment roll) against which the tax rate is applied to compute the tax due. In case of a partial exemption, the exempt amount is subtracted from the assessed value in order to determine the taxable assessed value.

	Taxable Status Date

	The particular date on which the taxable status of real property must be determined according to its condition and ownership. An improvement added after taxable status date is not assessable until the following year; an improvement added before taxable status date is subject to current year assessment and taxation. The taxable status date of most towns in New York State is March 1. For more information, see The Real Property Tax Cycle.

	Technology Stack
	A technology stack comprises the layers of components or services that are used to provide a software solution or application.

	Testing Environment
	A computing environment in which application developers typically use real-life data and scenarios to test software that has been migrated from a Development Environment.  See also Development Environment and Production Environment.

	Thin Client
	A thin client is a computer or a computer program that depends heavily on some other computer (its server) to fulfill its computational roles. This is different from the traditional fat client, which is a computer designed to take on these roles by itself.

	UCI
	Uniform Construction Index

	Uniform  Percentage
	The standard of assessment in New York State. All properties in an assessing unit must be assessed at the same percentage of their market values except where classified assessments are allowed in which case all properties in the same class must be assessed at the same percentage of their market values.

	Valuation
	The process of estimating market value, investment value, insurable value, or other properly defined value of an identified interest or interests in a specific parcel or parcels of real property as of a given date.

	Valuation Date
	The date on which a value estimate applies. For assessment purposes, the valuation date in New York State is set by statute in all but a few jurisdictions as July 1 of the prior year. Appraisals for other purposes may have various valuation dates. For more information, see The Real Property Tax Cycle.

	Virtualized
	Refers to the act of creating a virtual (rather than actual) version of something, including but not limited to a virtual computer hardware platform, operating system (OS), storage device, or computer network resources.

	VMware Virtual Machine
	VMs are created within a virtualization layer, such as a hypervisor or a virtualization platform that runs on top of a client or server operating system. This operating system is known as the host OS. The virtualization layer can be used to create many individual, isolated VM environments.

	Web based
	Any program that is accessed over a network connection using HTTP, rather than existing within a device’s memory. Web-based applications often run inside a Web browser. 

	Web Browsers
	Commonly referred to as a browser. A software application for retrieving, presenting and traversing information resources on the World Wide Web.

	Workflow
	The sequence of industrial, administrative, or other processes through which a piece of work passes from initiation to completion.

	XML
	Extensible Markup Language (XML) is a markup language that defines a set of rules for encoding documents in a format that is both human-readable and machine-readable. It is defined in the XML 1.0 Specification produced by the W3C, and several other related specifications, all free open standards.


I. Introduction

A. Purpose

The Department of Taxation and Finance (“Department” or “DTF”) and the Office of Information Technology Services (“OITS”), hereinafter collectively referred to as the State, are jointly soliciting proposals from qualified entities to provide an enterprise, multi-tenancy capable, and web based Real Property Tax Administration System Solution  (RPSv5) to replace its current Real Property Tax Administration System (RPSv4).  The Department and OITS will jointly operate the Real Property Tax Administration Solution (RPSv5) and will jointly execute the Contract(s) resulting from this Request for Proposals (RFP).  For administrative purposes, the Department will manage the RFP and the Contract.
B. Program Overview
The Department of Taxation and Finance is responsible for the collection of tax revenue and the provision of associated services in support of government operations in New York State. In fulfilling its responsibilities, the Department collects and accounts for approximately $69 billion in State taxes and nearly $38 billion in local taxes; administers 37 state and nine local taxes, processes almost 40 million returns, registrations, and associated documents; and oversees the local property tax administration. The Department also manages the New York State Treasury, which provides investment and cash management services to various state agencies and public benefit corporations, and acts on the Commissioner’s behalf as the joint custodian of the state’s general checking account.  
The Office of Real Property Tax Services (ORPTS), a division within the Department, is the division that oversees local property tax administration. This division works directly with county and municipal officials to improve the fairness of property assessments. As part of its responsibilities, ORPTS developed, maintains and supports a software solution called the Real Property System (RPS) which is currently used by 95% of the Assessing Units in NYS for assessment administration.  2012 Real Property Tax levies amounted to $52 billion in local collections.

The Office of Information Technology Services (OITS) provides centralized Information Technology services to the state and its governmental entities and sets statewide technology policy for all state government agencies and monitors all large technology expenditures in the state.  OITS is comprised of the Enterprise Operations division responsible for enterprise level services such as email, network and VoIP, and nine OITS Cluster organizations that provide IT application services, data and business processes to clusters of state agencies.

New York has over 1,100 Assessing Units, each of which determines its own level of assessment and reassessment cycle. The size of the Assessing Units ranges from 189 parcels to more than 1 million, with more than 80% having fewer than 5,000 parcels. The frequency of reassessments varies widely, ranging from municipalities that reassess annually to others that have not reassessed in more than 75 years.
In New York State, the Property Tax is a local tax, raised and spent locally to finance local governments and public schools. While the state does not collect or receive any direct benefit from the Property Tax, this tax is still of major importance as the largest single revenue source for the support of municipal and school district services. 

ORPTS is statutorily obligated to administer an equalization program in order to assure equitable Property Tax allocation among nearly 4,000 taxing jurisdictions in New York State, and to insure the proper allocation of State Aid to Education funds, among other purposes. Equalization seeks to measure the relationship of locally assessed values to an ever-changing real estate market.
There are seven primary "action" dates in the real property tax cycle.
1. Taxable Status Date 

· March 1 in most communities 

· Due date for exemption applications 

· On or around this date, assessment impact notices are sent to property owners in municipalities conducting reassessments 

2. Tentative Roll Date 

· May 1 in most communities
· Tentative assessment roll is made available to the public 

· Assessments are based on their condition and ownership on Taxable Status Date and the value of property on Valuation Date 
· Within ten days: 

· Assessment rolls must be available from the municipal website 

· Assessment increase notices must be sent to affected property owners 

3. School Budget Voting Day 

· 3rd Tuesday in May 

· All residents are eligible to vote 

4. Grievance Day 

· 4th Tuesday in May in most communities 

5. Final Roll Date 

· July 1 in most communities 

6. School property tax bills 

· Mailed in the beginning of September in most communities 

7. Municipal & County property tax bills 

· Mailed in the beginning of January in most communities 

· Payment deadlines vary in some municipalities and counties 

C. Background

New York State has an established and widely embraced model for responsibly working collaboratively with local governments in the area of assessment administration.  New York State has been in the business of providing a state subsidized Real Property System (RPS) for over thirty years. This long standing relationship between State and local governments has proven mutually beneficial to both parties as well as the taxpayers of New York. The currently supported RPS system (RPSv4) provides a suite of useful technology tools and a guiding State presence essential at local governmental levels to aid in promoting legislative compliance, process uniformity and data consistency. This strong business relationship supports the ORPTS core mission; "To lead the State's efforts to support local governments in their pursuit of real property tax equity."

As technology advances and business needs evolve, it is important that the valued relationship remains adaptable, agile and, most critically, viable. RPS has proven core to that relationship since its inception. As 2014 opens a new year of service to local governments, technical and business realities dictate that opportunities be taken to sustain that relationship into the future. Aging technologies must be replaced with new, more robust technologies to meet the demands of this new world and seek to improve cost efficiency at all levels. Business processes must evolve to encompass visible new priorities of broad data integration, eRecording and consumer transparency, all while maintaining the stability of the government-to-government relationships we have borne, nurtured and reaped benefit from.

D. Implementation

Phase 1 of the Real Property Tax Administration System Solution must be implemented no later than December 1, 2015, and Phase 2 must be implemented no later than June 1, 2016.   The Phases are described in Section II. Scope of Services.
II. Scope of Services

The State is seeking a Bidder to provide a proven Commercial Off-The-Shelf (COTS) software solution, and associated services. The proposed solution must provide a Real Property Tax Administration System which is web-based, employs a thin client, utilizes middleware services, and has a back-end enterprise database data tier within a multi-tenant infrastructure.

Solution Functionality

The solution must contain: 

· An administrative module which allows designated administrators to assign users various rights and privileges; 

· Reference tables which accommodate the standard NYS coding schema for real property tax administration (municipal codes, SWIS codes, school codes, special district codes, property type codes, exemption codes, etc.); 

· User tools to support reversion to a current RPSv4 file layout, Freedom of Information Law (FOIL) compliance, tracking data changes to parcels and custom extraction of data from the RPSv5 file; 

· Standard user analysis tools; 
· Comprehensive on-line help; 
· A valuation tool providing for all three approaches to valuation (market, income/expense and cost – see further explanation below*); 
· System printing capabilities and querying that react based upon varying demand; 

· A GIS interface;  

· Image and document management capabilities; 

· Individual parcel file maintenance;
· Data structures capable of housing real property data;
· Administrative capacity to allow user and reference data management;
· Sketching capability;
· Online taxpayer access;
· Reporting capability, both standard (“out of the box”) and custom; and
· The ability to collect inventory utilizing mobile devices.
The system solution must also meet the needs of the Department’s internal users including, but not limited to: 

· Appraisal of complex properties (utility, industrial and forest); 

· Department full value measurement and market value survey functions and reports.
The proposed solution must be modifiable to accommodate legislative changes related to Real Property Tax Administration. Some changes may be configuration code changes handled by the state, if applicable, or need to be handled by the Bidder; while other changes require software customizations by the Bidder. The Bidder must respond to priority ratings and accompanying response times, by the terms of Section VII.E. Support and Maintenance of this RFP, or by a fixed deadline to changes resulting from legislative or administrative requirements (often in constrained time frames). 
*The Department is currently under contract with Marshall and Swift/Boeckh ™ which provides the source data necessary to support the existing RPSv4 Cost Valuation module. The conversion of this industry standard data to that used in Boeckh™ valuation models, is being performed annually, prior to the delivery of the current valuation data updates to the Department.  These updates are inserted by Department staff into the source data used by RPSv4. 
Within the proposed solution, the Bidder is responsible for supplying a Cost Valuation module which meets current industry standards.  The Department is not requiring the Boeckh cost valuation models.  The Bidder must indicate whether the proposed cost valuation module will include the source data and updates; or identify the cost data/update provider(s) that the cost valuation module will be set up to accept without modification. 
Technical Considerations

The proposed solution must allow for virtualization, scalability and perform optimally when accessed by the public and a minimum user community of 3,000 Concurrent users.  The solution must be a statewide solution for the approximately 1,100 city, town, county and village assessing units in NYS containing approximately 5.5 million parcels.  All Software Licenses necessary to support the Solution, must be unlimited, concurrent, perpetual licenses.  
The proposed system will be housed at a New York State Data Center.  Therefore, the proposed solution must accommodate the state’s federated service security model.  NYS will monitor and control access to the proposed solution. The licensed product will be accessed after authentication is granted from the State’s security layer. 
The Bidder must review the State’s minimum security requirements and be able to provide a solution which prevents gaps in the secure operations of the proposed solution.  The minimum security standards are defined at: http://www.dhses.ny.gov/ocs/resources/ ;

 http://www.its.ny.gov/tables/technologypolicyindex.htm/security; and 
http://www.its.ny.gov/policy/Enterprise_Secure_Coding_Standard_v1.0.pdf. 

The State will be working in tandem with the Bidder to prepare and configure all required development life cycle environments, including, Development, Testing, Stress, Training and Production. All installations and deployments of the RSPv5 solution and its components will be a collaborated effort between the State and the Bidder. The State and the Bidder will work together to load the necessary data required to operate the above mentioned environments. The State will work with the Bidder to test, optimize, load balance, scale and test performance of the RPSv5 solution. The State will be working with the Bidder at intervals of customization installations, configuration installations, migrations, updates and patches of the proposed solution.  

Data conversion of the RPSv4 system will not be a responsibility of the Bidder. The Department will be converting the data from the RPSv4 system, into the needed format for the RPSv5 solution.
The Bidder will provide the State with all Maintenance including new releases, product updates, upgrades, patches, bug fixes, rollback of problematic updates, and resolution of any outstanding issues caused by software updates, product and technical support.
The Bidder will be required to place the source code in escrow including all configurations, customizations, enhancements and tools necessary to utilize the source code.  In the event, that the Contractor files for bankruptcy or becomes insolvent, the Contractor misrepresents its products or services, the Contractor fails to perform work as agreed upon in the Contract resulting from this RFP, the Contractor ceases business operations generally or fails to make available maintenance or support services for the then-current version of the licensed product, the Contractor transfers any ownership interest in the code to any party not named in the Contract, the Contractor or the state does not renew or extend the Contract, the Contractor transfers all or substantially all of its assets or obligations set forth in the Contract to a third party, or the current licensed software reaches end of life or the current licensed software is otherwise discontinued,  the State shall have a royalty-free, nonexclusive, perpetual right to use, modify and maintain the escrowed code, and any other accompanying documentation.  Contractor shall identify the escrow agent upon commencement of the Contract term and shall certify annually that the escrow remains in compliance with the terms of this paragraph.   Source Code, as well as any corrections or Enhancements to such source code, shall be updated for each new release of the Product in the same manner as provided in maintenance and such updating of escrow shall be certified to the State in writing.  Contractor shall identify the escrow agent upon commencement of the Contract term and shall certify annually that the escrow remains in effect in compliance with the terms of this paragraph.
Implementation 

The State has divided the Real Property Tax Administration System Solution into two phases.  The Contractor may work in parallel on the phases, however: 

· Phase 1 - The implementation of Phase 1 must be completed, accepted and ready for use no later than December 1, 2015. This phase of the solution is the replacement of the current system (RPSv4).  Bidders should refer to the Department’s website to determine the components of the current RPSv4 system at: 


http://www.tax.ny.gov/research/property/assess/rps/supp ort/WebHelp/RPSV4_Web_Help.htm
· Phase 2 – The implementation of Phase 2 must be completed, accepted and ready for use no later than June 1, 2016.  This phase of the Solution will incorporate additional functionality to facilitate public access to state-wide real property related data; an integrated sketching package; and the ability to collect inventory utilizing mobile devices.

The State expects that only a small subset of the assessing units will be transitioning from RPSv4 to RPSv5 on December 1, 2015.
Post Implementation Support 

The Bidder must provide post implementation support.  The process that will be followed for post implementation support is as follows:
· Users will be calling the ORPTS business group, or the NYS Help Desk.  ORPTS/NYS Help Desk will field all support calls and resolve issues within our scope of ability (ex., reset passwords, direct the caller to FAQs, and Help Assistance).  If the reported issue cannot be resolved by ORPTS/NYS Help Desk, a determination will be made if it is a software issue or a data center issue and forward to the appropriate party as follows:

· If the issue is determined to be software related (i.e. a Bidder issue in the form of software bug or software defect, a customization not working as designed, a configuration that was completed as part of the RPSv5 contract is not working as designed, or an upgrade/update/patch effected the solution) The Bidder will be responsible for all software related issues addressed above that are level 2 and higher. 
· If it is Data Center issue (ex. platform issues, server down, database down, hardware related) the Data Center will be responsible for resolution.
Implementation Roles and Responsibilities

For the duration of the Contract the Contractor agrees to abide by the roles and responsibilities as outlined in the following table.  
Activity Role Key:

· R — Responsible: Those who do the work to achieve the task. There is typically one role with a participation type of Responsible, although others can be delegated to assist in the work required.

· A — Accountable: (Also Approver or final Approving Authority) accountable for reviewing, approving and taking ownership of the deliverable/activity
· C — Consulted: Those whose opinions are sought; and with whom there is two-way communication.

· I — Informed: Those who are kept up-to-date on progress, often only on completion of the task or deliverable; and with whom there is just one-way communication.

Table 1.   Project Management & Preparation Roles & Responsibilities

	Roles and Responsibilities
	Vendor
	State

	Project Management
	
	

	Provide a Project Plan for establishing the PMO, policies and standards
	R
	A

	Define and provide the approach (e.g., governance, methodologies, etc.)
	R
	A

	Developing risk management plan
	R
	A

	Risk assessment
	R
	A

	Risk assessment review and approval
	I
	R

	Ongoing monitoring of project risks
	R
	A

	Risk mitigation strategies and actions
	R
	A


	Roles and Responsibilities
	Vendor
	State

	Project Preparation
	
	

	Review and approve the Implementation Plan
	I
	R

	Establish the project structure and steering committees
	I
	R

	Develop project charter
	I
	R

	Define project management and facilitation implementation strategy
	C
	R

	Define the overall project schedule and implementation sequence
	R
	A

	Define appropriate project standards and procedures
	R
	A

	Approve appropriate project standard and procedures
	I
	R

	Conduct technical and business planning sessions to establish and communicate standards and decisions, driven by the project initiative, in the key architecture areas (e.g., application, data, security, integration)
	R
	A

	Develop the system landscape required for an implementation and ongoing operation of the implemented solution
	R
	A

	Approve design specifications standards and methodologies
	R
	A

	Conduct initial Core Project Team training Program
	R
	A

	Develop and implement a methodology for measurement of post-implementation benefits.  This includes providing the tools for the collection of baseline data as well as post-implementation data.
	R
	A

	Review and approve final project prep activities
	R
	A


Table 2.    Requirements Analysis & System Design

	Roles and Responsibilities
	Vendor
	State

	Requirements Analysis & System Design
	
	

	Conducting interviews, group workshops and surveys
	R
	A

	Facilitating consensus with DTF requirements group and representative stakeholders
	R
	A

	Validating requirements defined to date
	R
	A

	Developing functional requirements documents and related data definitions and information flows that are required to supplement RPSv5 documentation
	R
	A

	Developing business rule descriptions and required documentation to help drive Property Tax System configuration activities and facilitate knowledge transfer to the State.
	R
	A

	Developing technical requirements documents to describe platform, architecture, and integration requirement for related solution components that are required to supplement software or hardware vendor documentation
	R
	A

	Performing preliminary configuration to effectively align business processes where required
	R
	A

	Defining end user training strategy
	C
	R

	Conducting organizational risk assessment based on defined approach and plan
	RC
	RA

	Creating design documentation specific to RPSv5 which details all solution application footprint components, project modules, data flows, interface components and associated operations procedures for the solutions environment
	R
	A

	Creating design documentation that specifies RPSv5 configuration choices and recommended options according to the business rules developed during the requirements definition
	R
	A

	Obtaining State review and approval through coordination with the State’s project management office and Project Steering Committee
	I
	R

	Creating design documentation to account for interdependent requirements from other State applications or business process initiatives
	R
	A

	Contributing current state business process and data-related technical knowledge materials and subject matter personnel to complete design specification documents and deliverables
	R
	C

	Providing assistance, expertise, and resources to the State in developing and gathering current state business process and data-related technical knowledge materials and subject matter personnel to complete design specification documents and deliverables
	R
	A

	Contributing future state business process and technical knowledge and subject matter personnel who understand how the RPSv5 can best be designed to improve business processes and achieve business benefits
	R
	C

	Facilitating interview, group workshops and surveys to obtain and gain consensus on design input
	R
	A

	Designing solutions technical environment through a technology plan based on State standards, architecture and project initiatives
	R
	A

	Authorizing and approving technology plan through coordination with the appropriate State technology standards group or advisors
	R
	A

	Defining RPSv5 configuration and development standards and methodologies
	R
	A

	Developing security and authorization requirements
	R
	C

	Approving requirements definition documents and deliverables
	IC
	R

	Confirming that the Solution can technically and functionally support the design specification documents and deliverables
	R
	A

	Approving design specifications documents and deliverables
	I
	R

	Refining Project Plan components (Risk, Change Management, Data Conversion, Quality, etc.)
	R
	A

	Installing the Solution system production, development, test, and training hardware and software in the appropriate facilities necessary to support the application development/configuration, integration and testing platform requirements, including any elements required for supporting any new or enhanced functions or features
	C
	R

	Planning for data readiness activities
	C
	R

	Developing a Data Identification, Conversion and Migration Strategy
	C
	R


Table 3.    Solution Hosting

	Roles and Responsibilities
	Vendor
	State

	Solution Hosting
	
	

	Identifying all software licenses for any required software development tools, application programming and testing platforms, database software, application and Web server operating platforms, and any other software that is required to establish the necessary application integration and testing environment and ongoing production environment appropriate to meet State requirements
	R
	A

	Identifying all software licenses for any required software development tools, application programming and testing platforms, database software, application and Web server operating platforms, and any other software that is required to establish the necessary application integration  and testing environment and ongoing production environment appropriate to meet State requirements
	R
	A

	Purchasing/procuring all software licenses for any required software development tools, application programming and testing platforms, database software, application and Web server operating platforms, and any other software that is required to establish the necessary application integration and testing environment and ongoing production environment appropriate to meet State requirements
	C
	R

	Installation of base software
	R
	R

	Configuring the base software for optimal performance
	R
	R

	Configuring monitoring capabilities in the software
	R
	R

	Complying with best practices IT standards and architectures and State acceptance processes
	R
	R


Table 4. System Configuration, Customization, Development and Data Conversion
	Roles and Responsibilities
	Vendor
	State

	System Configuration, Customization, Development and Data Conversion
	
	

	Setting up enterprise wide user roles and authorizations
	R
	R

	Conduct data cleanup
	C
	R

	Developing functional requirements documents and related data definitions and information flows that are required to supplement the RPSv5 documentation
	R
	A

	Coding of automated data conversions mapping, and loads into the Property Tax System, using best practices tools and techniques that are consistent with the RPSv5 provided architecture and development standards
	C
	R

	Defining the RPSv5 data warehouse and data model/requirement standards and methodologies (assumes use of standard, out-of-box reports)
	C
	R

	Installing the RPS v5 Infrastructure environment
	C
	R

	Coding interfaces with the RPSv5
	R
	A

	Coding enhancements/customizations to the RPSv5
	R
	A

	Defining best practice tools and techniques wherever applicable
	R
	A

	Coding automated data conversion loads into the RPSv5
	C
	R

	Coordinating and executing manual data loads to the RPSv5
	C
	R

	Verifying results of data loads to the RPSv5
	C
	R

	Facilitating and leading configuration and development reviews
	R
	A

	Establishing the overall parameters for standards, policies, and procedures for all 

integration and testing activities
	AR
	RA

	Establishing RPSv5 product-specific standards, methodologies, and tools for all integration and testing activities
	R
	RA

	Establishing RPSv5 data and information management standards, methodologies, and tools to support integration and testing activities
	R
	A

	Creating integration (end-to-end), user acceptance, stress and regression test plans that are fully documented and repeatable
	R
	A

	Performing all appropriate life cycle testing (e.g., end-to-end testing, stress testing, regression testing, etc.)
	R
	A

	Developing test data
	C
	R

	Providing best practices to stage systems before production turn-over
	R
	A

	Managing the operational facilities and overall test environment
	C
	R

	Developing technical requirements documents to describe platform, architecture, and integration requirements
	R
	A

	Establishing initial cutover and go-live plan
	R
	A

	Conducting testing reviews and monitor/track issues, providing written results to the State
	R
	A

	Providing the State subject matter expertise for development and testing
	C
	R


Table 5.    (Development, Testing, Stress, Training) Lower Environments, Preparation for Solution Go-Live

	Roles and Responsibilities
	Vendor
	State

	Lower Environments, Preparation for Solution Go-Live 
	
	

	Defining deployment criteria and delivery requirements
	R
	A

	Performing selected integration and stress testing to validate that the solution is ready for production
	R
	A

	Installing and configuring all environments (Development, Testing, Stress, Training)
	R
	R

	Loading data for all environments (Development, Testing, Stress, Training)
	A
	R

	Developing site-specific transition plans that encompass business process, operations, and organization alignment (Business and IT)
	R
	A

	Finalizing risk management plan
	R
	A

	Establishing ongoing production Support organization (IT and Business)
	C
	R

	Delivering site-specific system and user documentation specific to RPS v5
	R
	A

	Conducting pre-installation site surveys to assess site readiness against a set of best practices checklist criteria
	R
	A

	Reviewing readiness of cutover deliverables
	C
	R

	Training and Change Management activities to ensure State Readiness
	R
	A

	Completing final installation of Property Tax System  Infrastructure
	C
	R

	Conduct system performance and load testing
	C
	R

	Migrating data from existing systems to new Property Tax System
	C
	R

	Performing user acceptance testing to validate that the Property Tax System is ready for production
	C
	R

	Approving and sign-off on all site-specific migrated data
	I
	R

	Coordinating deployment and support activities with DTF and site management teams
	C
	R

	Conducting post-implementation acceptance tests
	A
	R

	Reviewing/approving post-implementation acceptance test results
	I
	R

	Approving production implementation “Go/No-go” decisions
	C
	R


Table 6.    Migration & Support and Go-Live

	Roles and Responsibilities
	Vendor
	State

	Migration & Support and Go-Live
	
	

	Performing go-live to production
	R
	R

	System fixes to correct system level performance problems
	R
	A

	Data fixes to correct improperly converted files or tables
	C
	R

	Data fixes to correct translation or load errors for interfaces
	C
	R

	Data fixes to correct update errors from application configuration or parameter table settings that are not consistent with the intended design
	R
	A

	Rollback mechanism for updates/patches/bug fixes, or any other software related changes, the affect the configuration, customization and or RPS v5 solution
	R
	A

	Training material and delivery fixes to correct interpretation and documentation errors related to user or technical training documentation or other training delivery media
	R
	C

	Performing appropriate shutdown activities for converted systems
	C
	R

	Conducting Lessons Learned activities
	R
	R

	Implementing support organization transition
	C
	R

	Updating all documents associated with the Warranty Service fixes, as defined in the migration and support section of the RFP
	R
	A

	Providing personnel to manage Warranty Service requests and related tracking through resolution and sign-off
	R
	C

	Approving all Warranty Service fixes with formal sign-off
	I
	R

	Providing help desk management personnel to accept responsibility for ongoing level 1 support
	I
	R

	Providing the State personnel to accept responsibility for ongoing relationship management of the vendor-provided help desk and NYS Help Desk/OITS support
	I
	R


Table 7.    Change Management

	Roles and Responsibilities
	Vendor
	State

	Change Management
	
	

	Change Management Strategy & Objectives
	R
	A

	Executing Change management plan
	R
	A

	Develop Change Management Metrics
	R
	A


Table 8.    Training/Knowledge Transfer

	Roles and Responsibilities
	Vendor
	State

	Training/Knowledge Transfer
	
	

	Developing training plan, material, logistics and schedule
	R
	R

	Conduct Training/Knowledge Transfer
	R
	A

	Executing Training plan
	R
	C

	Conduct Technical Administrator Training
	R
	A

	Conduct Train the Trainer Training
	R
	A

	Conduct Process/Module Owner Training
	R
	A

	Conduct End-User Training
	C
	R

	Conduct Audience/Trainee Analysis
	C
	R


Table 9.    Third Party Products (***where applicable)

	Roles and Responsibilities
	Vendor
	State

	Third Party Products (Third party owns the responsibility for these tasks, vendor is accountable, and DTF is consulted)
	
	

	Defining business requirements, developing design and implementing end-to-end business processes using the Solution and Third Party software
	A
	C

	Developing/providing training and knowledge transfer to the State in order to properly configure, support, and maintain Third Party software
	A
	C

	Configuring the Solution to integrate with Third Party software
	A
	C

	Providing testing and integration services on Third Party software implementation
	A
	C

	Performing go-live to production
	A
	C


Table 10.    Compliance & Regulations

	Roles and Responsibilities
	Vendor
	State

	Compliance and Regulations
	
	

	Assessing the RPSv5 for all regulatory and compliance requirements affecting the State
	C
	R

	Documenting service-level objectives and requirements
	C
	R

	Defining and approving overall operation and administration policies
	C
	R

	Defining and approving overall technical support policies and procedures (internal solution)
	C
	R

	Defining and approving overall technical support policies and procedures (SaaS solution)
	R
	A

	Providing recommendations to comply with regulatory and compliance requirements
	R
	A

	Approving recommendations
	C
	A


III. Post Award Deliverables
The Contract resulting from this RFP will be a deliverable based fixed price Contract.  Any changes to the requirements of this RFP will be performed utilizing the Change Management Procedures in Section VII. C.  Change Control Management. 

The specific tasks and deliverables that the Contractor would be required to perform during the project are outlined in the chart and discussed in further detail below.

	Deliverable
	Deliverable Description
	Tasks
	Implementation Phase

	
	
	
	Phase 1
	Phase 2

	Deliverable 1
	Project Management - described in Section III. A. 
	1. Project Management Plan  

2. Project Management Work Plan

3. Risk Mitigation Plan
	X
	X

	Deliverable 2
	Implementation Plan - described in Section III.B.
	1. Implementation Plan

2. Database Diagram for new solution (including all data flows, table layouts, and all other pertinent data structures, diagrams and documentation necessary in assisting the State with its data conversion process.)

3. Project Tracking Web Site
	X
	X

	Deliverable 3
	Fit Gap Analysis, Customization Analysis and Configuration, and Integrations - described in Section III.C.
	1. Fit Gap Analysis Document

2. Customization Analysis and Configuration Document

3. Integration Document
	X
	

	Deliverable 4


	Customization, Software Development and Configuration. - described in Section III.D.
	1. Customization Response (includes Software Specifications and Interfaces)

2. Configuration Report

3. Work Plan for Software Customization 

4. Configured and Customized Base Software

5. Installed interfaces for all other related applications
	X
	X

	Deliverable 5
	Development Environment - described in Section III.E. 
	1. Check list of Implementation Steps 

2. Development data loaded, accessible and configured.

3. Completed installation of Development Environment 
	X
	X

	Deliverable 6
	Testing - described in Section III.F.
	1. Check list of Implementation Steps

2. User Test Environment -- described in Section III.F. 

Test data loaded, accessible and configured.

3. Completed installation of User Test Environment

4. Test Plan and Results

5. Installation Test and Results

6. Unit Test and Results

7. Integration Test and Results

8. Performance Test Plan and Results

9. Acceptance Test Plan and Results
	X
	X

	Deliverable 7
	Stress Environment - described in Section III.G.
	1. Check list of Implementation Steps

2. Stress Environment -- described in Section III.G.

3. Stress data loaded, accessible and configured.

4. Completed installation of Stress Environment

5. Stress Test and Results
	X
	X

	Deliverable 8
	Training Environment - described in Section III. H.
	1. Check list of Implementation Steps

2. Training Environment -- described in Section III.H.

3. Training data loaded, accessible and configured.

4. Completed installation of Training Environment

1. Training Environment Use Plan
	X
	X

	Deliverable 9
	Documentation - described in Section III.I. 
	1. Technical Documentation for developed system 

2. Operation Documentation for developed system

3. User Documentation for developed system
	X
	X

	Deliverable 10
	Training, Technology and Knowledge Transfer - described in Section III.J.
	1. Training Plan for developed system

2. Customized Product Technical/Operational Training

3. Customized Product Functional Training

4. Customized Product Training Materials
	X
	X

	Deliverable 11
	Production Deployment - described in Section III.K.
	1. Go-Live Checklist

2. Rollout to Production Plan
3. RPSv5 production deployment
4. Installation, set up, modifications, deployment and assist in loading data for select pilot municipalities
	X
	X


All deliverables from the Contract shall be the property of the State.  Acceptance of all deliverables shall be in accordance with the following procedures:

· The Contractor shall document such delivery on the Deliverable Transmittal Form (Exhibit C).

· The State Project Manager shall countersign the form indicating receipt of the contents described therein. The State Project Manager shall send a memo indicating the receipt of deliverables to the Contractor.

· Following review of the final deliverable, the State Project Manager shall issue to the Contractor notice of acceptance or rejection of the deliverable(s).

· In the event of rejection, the Contractor must correct the identified deficiencies or nonconformities, within the time frame specified in the rejection notice.  
· Subsequent project tasks may continue while deficiencies with a deliverable are rectified and accepted by the State Project Manager, unless the State Project Manager has specifically notified the Contractor, in writing, to not proceed until the deficiencies of the deliverable are rectified.

· Once the State’s issues have been addressed and resolutions are accepted by the State Project Manager, the Contractor shall incorporate the resolutions into the deliverable and resubmit the deliverable for acceptance.
Please note:  For each tangible deliverable, draft and final, the Contractor shall submit one hard copy and one electronic copy.  An annotated outline of each major deliverable shall be required before beginning development of the deliverable. This outline shall be reviewed by the RPSv5 project team and approved by the State Project Manager. At least one meeting shall be required with the RPSv5 project team to insure content coverage is complete.

The State shall review the draft documents and return comments for revision of the draft within five (5) business days. The State Project Manager shall send a letter/memo to the Contractor, indicating any required changes. The Contractor shall incorporate the changes within five (5) business days.

Written deliverables shall demonstrate due diligence in meeting the scope and requirements of the associated final written deliverable. Written deliverables shall:

· Satisfy the scope and requirements for that deliverable.

· Be presented in a format appropriate for the subject matter and depth of discussion.

· Meet the acceptance criteria developed for each deliverable.

A. Deliverable 1 - Project Management

Success of this project will be highly dependent on the quality and experience of the teams assigned.  
1. Project Management Plan
· Any and all State resource obligations must be clearly delineated by the Contractor in accordance with the Contractor’s project management approach and associated activities.  Contractor should provide a matrix of “roles and responsibilities” for each major activity contained in the proposed management plan.  Provide a description (number of staff, project roles and time commitment) of the minimum requirements of the State’s implementation team.  

· The proposed solution must include a comprehensive project management plan complete with a description of all activities, activity schedule and resources proposed for a successful implementation.  
· The State expects the Contractor to provide a project team that is familiar with, and expert in, implementation and use of the proposed solution, as it relates to the business requirements of property management.
2. Project Management Work Plan
· The Project Management Work Plan must be at a sufficient level of detail to allow the State’s evaluators to clearly understand the proposed approach and the dependent tasks/activities or external factors which may impact upon the timely completion of the tasks and deliverables.  
· Contractor will provide Project Management Work Plan which clearly explains how each key project activity will be addressed and by whom on the Contractor’s project team, as well as, suggested project roles on the State’s team.
· As part of its program management duties, the Contractor will designate a Project Manager to report to the State’s Project Manager.  It is highly desirable that the Project Manager have a Project Management Professional (PMP) certification from the Project Management Institute.  Responsibilities of the Project Manager shall include but not be limited to the following:

· Requirements Definition

· Manage the Project Implementation life cycle

· Maintain control over the work duties, schedule, budget and performance of the Contractor’s team members on all projects, including subcontracts
· Procurement Management

· Change Management

· Report all material project events including but not limited to weekly reports on work plans, in-progress action items, emerging issues, risks and mitigation plans.

· Provide work plans by work breakdown structure (WBS) that define tasks and responsibilities, as well as projected and actual start and end dates for all projects.

· Ensure quality control of deliverables.  

· Ensure continuity of Contractor staff throughout the engagement. 

· Keep project on task and time.
· Risk Mitigation Plan
The Contractor must submit a Risk Mitigation Plan to demonstrate their capacity to anticipate and minimize risks, which are inherent to a project of this magnitude. The State requires the Contractor to describe the implications of risks, and the risks’ impact on their proposed solution, as well as the project timeline and the deliverable milestones. This document describes the process the Contractor will use to manage risks within the project. It would also provide the expected project risks, risk analysis and risk mitigation. This process is iterative and the document will be updated periodically throughout the life cycle of the project.
As a part of the Risk Mitigation Plan, the Contractor:

· Will identify, analyze, prioritize, plan, track, mitigate and monitor all generic and product-specific risks.  The Contractor will keep a stream of open communication regarding any assessed risks, or any risks that surface during the proposed solution development life cycle. Examples of both are as follows:

· Generic risks

· Limiting scope creep.

· Loss of key personnel.

· Bankruptcy.

· Product-specific risks

· Technology

· Software development, testing, stress, training and production environments

· Software testing complexities

· Customization and configuration

Identified risks by the Contractor must not be limited to the above list. This list was provided as an example of risks which fall into the established risk categories.

· The Contractor will provide a table of all identified risks. The risks should be prioritized, given a status of high, medium, or low, assigned an owner, given a description and detailed with all preventative measures which apply.

· The Contractor will provide the means by which all risks will be monitored, i.e. what monitoring tools, team members, and risk resolution measures. 

Below are examples of risk areas that have been identified by the State, in regards to the RPSv5 solution. As a part of the Risk Mitigation Plan, the Contractor:

· Will provide its strategy for ensuring that all participating municipalities are making comparable progress toward completion of setting up and/or working with their tenancy within the RPSv5 solution. The Contractor will include assumptions it has regarding specific responsibilities of the State or actions to be carried out by the State to facilitate this end.

· Must propose what they can offer to the State to lower risk associated with maintaining customizations in new software releases, including how the State will be able to influence future development of the product. The Contractor will explain how they provide and maintain customizations to their product so that they minimize cost impact on standard maintenance.  (M)

B. Deliverable 2 – Implementation Plan 
1. Implementation Plan
The Contractor must develop an implementation plan for the RPSv5, which includes a project charter, project plan documentation, project timeline, component deliverable timeframe, order and component purpose to overall RPSv5 solution.  During the test process, the Contractor will be required to track all test problems and resolutions on a Project Tracking website.
Contractor must provide all required services to implement the RPSv5 solution including requirements analysis, configuration, application integration, user training, system acceptance, testing, and system support.  Contractor must provide a Implementation Plan for the RPSv5 project services. The plan must identify major releases, deliverables, major milestones and the related timelines for accomplishing these tasks and fully implementing RPSv5. The Implementation Plan must provide the specific tasks to be performed, start and end dates for each task, as well as specifying the release plan and modules proposed for each phase of the implementation plan.  
ORPTS is considered the end user for acceptance testing and will act on behalf of and in good faith for the RPS user community.  Counties and municipal assessing units will be welcomed into the established production environment and will have a role in the overall confirmation and adoption of the new Solution with their expected transition from RPSV4.  Contractor roles in testing are described in the Section II. Scope of Services, Roles and Responsibilities. Testing will be comprised of a collaborative effort of ORPTS, OITS, the assessment community, and the Contractor.
2. Database Diagram 
· For the RPSv5 solution including all data flows, table layouts, and all other pertinent data structures, diagrams and documentation necessary in assisting the Department with its data conversion process.
3. Project Tracking
Contractor will track and report status of milestones and project status and materials through a Contractor provided Project Tracking website.  Contractor will provide all project reporting in the form of:

· Roles and Responsibilities (see Table below for example layout. Add rows to the table as necessary) 

Use the table below to describe how different project roles contribute to the implementation effort for the project. Use positions or job titles rather than the names of individuals.

Use the following list of sample deployment activities as a starting point for populating the table:

· Describe the procedures to be used for installation in the target environment

· Install and verify the software release in the target environment at a support site

· Prepare the executable software for each site, including any batch files, command files, data files, or other files needed to regenerate the executable software

· Verify that the installation plan is consistent with other project plans and represents a sound approach for installation

· Identify and record the exact version of software prepared for the support site

· Define and record the methods used to verify copies of the software

Implementation Roles and Responsibilities Table
	Role
	Implementation Responsibility

	
	

	
	


· Weekly Status Reports to be provided to the State RPSv5 Project Manager.  This document would contain: Project Status against milestones, activities performed during the reporting period, activities planned for the next reporting period, project change control summary, problems, concerns, and recommendations.  
· Status Updates on the Work Plan.  The work plan document is a hierarchical representation of tasks, consisting of start and end dates, dependencies, milestones and deliverable list.
· Attending Status Meetings at the State.    Contractor would conduct regular weekly status meetings with State staff during which project progress, issues and risks will be discussed.  In addition, the Contractor would conduct monthly status meetings with the project steering committee.  

· Project Tracking Web Site.   The Contractor would maintain a project tracking Web site which would assist in tracking all aspects of the project, including milestones, tasks, documents, and the project schedule. This shared site facilitates communications and cooperation between the State and the Contractor, ensuring a quality product and on-schedule Implementation. The project tracking website is the repository for major project documents, system test data, and project status updates.
This reporting activity is ongoing for the duration of this project.  

Prior to conclusion of Implementation, the Contractor will be required to provide all system documentation and training material.

C. Deliverable 3 – Fit Gap Analysis – During the Fit Gap Analysis task, the Contractor must carefully assess the capabilities of the proposed solution against the RPSv5 Functional requirements. 

The deliverable will be a (a) Fit Gap Analysis Document.  The document shall clearly state those requirements that can be met out of the box or by configuration and those that will require customization.
After the Fit Gap Analysis, the Contractor will analyze the gaps identified in the Fit Gap Analysis and provide a (b) Customization Analysis and Configuration document. The document will outline the requirement, if it will take a customization or configuration to meet the requirement, an explanation of the proposed action to meet the requirement, what areas of the software, or modules which are affected, a complexity level (i.e. low, medium, high), time necessary to complete the customization/configuration (including development, testing, and production deployment), any recommendations and additional notes.  
In addition, the Contractor will provide an (c) Integration Document which describes in detail how all mandatory integration requirements will be met.  
D. Deliverable 4 – Customization, Software Development and Configuration

1. Customization Response

· Contractor must deliver a Customization Response which includes all Software Specifications and Interfaces, used, modified and needed in the development of the RPSv5 solution .
2. Configuration Report

· Contractor must deliver a Configuration Report stating what configurations have occurred in developing the RPSv5 solution. Included in this report will be a recap of the requirements, the configuration necessary to meet the requirement, the steps necessary to make the configuration, using screen shots, and any other visual aids where necessary .  
3. Work Plan for the Software Customization 

· Contractor must deliver a Work Plan for the Software Customization(s).  
4. Configured and Customized Software

· Contractor must deliver and install the Configured and Customized Base Software, including all customizations, and configurations which were necessary to meet the gaps identified in the Fit Gap Analysis.
5. Installed Interfaces

· Contractor must deliver and install the interfaces and integration points for all other related applications which are part of the RPSv5 solution.
E. Deliverable 5 – Development Environment

1. Check list of Implementation Steps 
· Contractor must provide a check list of steps for installation, set-up and configuration of the development environment .
2. Development data loaded, accessible and configured.
· Contractor must assist the State in loading data into the development environment and ensure that the data is loaded correctly, accessible and configured correctly .

3. Completed installation of Development Environment
· Before this task is completed the State’s Project Manager must sign-off on the development environment, therefore, the Contractor must submit the completed check list of the development environment for review and sign-off .
F. Deliverable 6 – Testing

The State requires that testing be an integrated part of the entire Implementation life cycle. Testing is not limited to the day or week prior to production cutover. The following considerations and responsibilities apply.

· Test Plan.  Each set of requirements will be accompanied by a test plan prepared by the Contractor. The test plan will identify the means by which the correct operation of the RPSv5 functionality can be validated. Program specifications are to be accompanied by a test plan or they will not be accepted by the State.

· Installation Test.  The Contractor will validate successful installation of the base software product by demonstrating that required functional specifications have been met.

· Unit Testing.  The Contractor will make changes to the base software in accordance with the project management team’s approved program specifications and test procedures. The Contractor will test programs and insure that they function in accordance with the test criteria. Upon successful unit testing, the Contractor will organize the test results and provide a copy to the State project management team.

· Integration Test.  The Contractor will be responsible for integration testing. The integration test would validate the correct operation of all components of the RPSv5 solution.  It will also verify that there were no unanticipated side effects to the system. Records of the integration test results will be retained and a copy provided to the project management team.

· Performance Test.  Given the large volumes of data associated with the State processing environment, the Contractor will be required to perform tests to ensure that the system provides acceptable response times. 

· Acceptance Test.  The Contractor should prepare a final acceptance test plan for approval by the State project management team. The final acceptance test would be conducted prior to production cutover and in accordance with the test plan. The final acceptance test would exercise all functionality, interfaces, and integration components. To this end, the new system would be loaded with actual data from the current systems.

Failure of Contractor to satisfactorily address problems arising during the final acceptance test in the specified period may result in withholding of final acceptance of the system.  Final acceptance of the new system will be at the sole discretion of the State.

· Problem Resolution. The Contractor must place the highest priority on the identification and resolution of any problems, which occur within their product, with Contractor's personnel, or with the integration or interfacing of their product with those of other Contractor’s. 

G. Deliverable 7 – Stress Environment

The Contractor will assist the State with the set-up of a stress environment.
· Stress Test.  Each set of requirements will be accompanied by a test plan prepared by the Contractor. The test plan will identify the means by which the correct operation of the RPSv5 functionality can be validated. Program specifications are to be accompanied by a test plan or they will not be accepted by the State. The Contractor will provide bench marking, performance testing of the software, and scalability testing. 
H. Deliverable 8 – Training Environment

The Contractor will assist the State with the set-up of a training environment.
· Training Environment Use Plan. The Contractor will provide a training plan that will be used as a guide to ensure that the training environment is utilized efficiently for the training of State staff.
I. Deliverable 9 – Documentation

The Contractor must provide, at a minimum three (3) types of written documentation in an editable format:

1. Product Technical Documentation
· The Product Technical Documentation must describe the technical architecture of the product. The technical documentation must include information regarding the relational database design, record or table layouts, data dictionary, performance specifications, hardware specifications, program description, etc. The technical documentation, in conjunction with the Technical/Operational Training, must provide sufficient information to enable the State technical staff to maintain the system.
2. Product Operation Documentation
· The Product Operation Documentation must describe the steps and procedures needed to operate the product on a day-to-day basis. It must include information relating to system start-up and shut down procedures, backup and restore procedures, batch job submission procedures, security procedures, table maintenance procedures, etc.
3. Product User Documentation
· The Product User Documentation must describe the operation of the products from the perspective of the end user. The documentation must cover sign on and sign off sequences, menu operation, screen descriptions, means of invoking on-line help facilities, etc. The Contractor will be responsible for developing procedural manuals for The State’s internal use.

Specific documentation to be provided must include: 

· Major system overviews for all components

· System flowcharts and/or Data Flow Diagrams

· Entity Relationship Diagrams

· Work Flow Diagrams

· Data Dictionary

· Program documentation
· Program source code documentation (for customizations)

· Installation and configuration procedure manuals for servers and workstations including the setting of the server environment. (These define ports to be defined, space limitations)

· Manuals describing the use of the application software (User’s Manual)

· Training materials

· Input screen/panel documentation with data entry explanations

· Samples of all standard reports with narrative descriptions of all fields displayed on the report, input parameters and an explanation of how to execute each report

· All error codes, messages and their explanations displayed on-line and/or on reports with action required or options available

· Samples of all on-line screens with a narrative description of all fields displayed on the screen

· System Administration and Security Manuals

· Computer operations documentation (e.g., Scheduling information, job and restart/recovery information, error codes, job dependencies and flow charts).

· Procedures for updating technical and user documentation for new releases

· Standardized user exits/plug-ins for custom enhancements

· Help desk documentation for internal user support
· The base product may change as the result of customization, integration, and interface efforts. The Contractor would be responsible for updating the product documentation accordingly. This documentation includes not only the types described above, but on-line help, on-line manuals, quick reference guides, and any other standard documentation provided with the base product.  In preparing the documentation changes, the Contractor would identify and ensure that any of the State-specific changes are properly annotated to facilitate re-application when the next release of the documentation is distributed. The Contractor should make an effort to consolidate the State-specific changes to ease the upgrade to future releases.  The deliverable from this task is the modified documentation and a document identifying State-specific documentation sections . 

Contractor shall confirm that (1) updated system documentation will be provided concurrent with the release of new software updates, (2) the State shall be authorized to make or print additional copies of the documentation for their own use without incurring any additional fees, (3) all documentation is available in Microsoft Word or Adobe Acrobat.
J. Deliverable 10 – Training, Technology and Knowledge Transfer

The Contractor must provide a training plan that minimally includes the following:
· The proposed training plan/strategy, including options for on-site or off-site training services, for the project work team, end-users, and technology personnel.

· The role and responsibility of the Contractor team in the design and implementation of the training plan (e.g., development of customized training materials, delivering training to State end-users).

· How training of IT staff will be handled by Contractor.

· The role and responsibility of State staff in the design and implementation of the training plan.

· The knowledge transfer strategy proposed by the Contractor to prepare State staff to maintain the system and system training programs after it is placed into production. 

· Descriptions of classes/courses proposed in the training plan. Training shall include use of the system as well as training for any business process changes required. The Contractor should specify the unit of measure for its training (e.g., units, classes, days, etc.) and define the hours associated with these units of measure.

The deliverable includes:

· A training plan for RPSv5 approved by the project management team (the State anticipates a train-the-trainer approach).

· System Technical/Operational Training for the base product and customized product.
· RPSv5 Functional Training.

· Training materials for the base product and customized product.

K.  Deliverable 11 –  Production Deployment

The final stage of the project is the transition of the RPSv5 solution to the production environment. All necessary go-live activities shall be identified, executed, documented and reviewed.  Once deployed, the State and municipalities may begin to use the system in their day-to-day activities. 

The Contractor must describe how they would coordinate and manage the integrated cutover planning and execution for all functionality and critical areas to the production environment.
1. “Go-Live” Checklist

· In preparation for System deployment, detailed measures shall be taken by the Contractor to ensure that the application can be assembled and installed in the State’s designated environment.  Specific items that the Contractor would deliver shall be documented in a Go-Live checklist.  The checklist shall contain all the information required to assemble the application, databases and supporting infrastructure in order to place the new System into production.  The Contractor will also be required to work alongside State Data Center staff to ensure all components are installed, and ready for use.

2. Rollout to Production Plan
· The Contractor must incorporate the above in a detailed step-by-step rollout to production plan that documents all the activities (Contractor and State) that need to be accomplished to successfully migrate the new System to the production environment.  The plan shall provide a detailed schedule of activities with key go/no go decision points identified throughout the deployment process, including a migration and change control plan for future releases and versions (please see Section VII.C – Change Control Management and Exhibit A – Change Control procedure for more details).  In addition, the plan shall detail a back-out and recovery Process to be triggered in the event the turnover to production fails. The back-out and recovery process shall ensure that the old System is maintained and restored if necessary and all remaining data remaining available to State users with no impact to their job function or activities.

Any bug patches or upgrades that occur during the deployment would be the responsibility of the Contractor with knowledge transfer to the State’s technology staff.  The Contractor is expected to describe the role of the State and Contractor staff for bug and patch applications (if any).
3. RPSv5 production deployment
· Contractor must assist the State in the deployment of RPSv5, into the Production Environment. 
4. Installation, set up, modifications, deployment and assist in loading live data for select pilot municipalities
· Contractor must work in collaboration with the State to install, set-up and make any all modifications to the RPSv5 solution in the Production Environment. Contractor must assist the State with the loading data for select municipalities. 
IV. Qualifying Requirements
Only qualified entities may submit a proposal in response to this RFP.  A qualified entity is defined as one that meets all of the following qualifying requirements.  Entities not meeting these qualifying requirements should not submit a proposal.

A. Attestation

The Bidder is required to attest it has read, understands and agrees to provide the services as specified in the Scope of Services, Post Award Deliverables, Functional Requirements, Technical Requirements and General Requirements of this RFP.

Response Requirement

The Bidder must complete Attachment A., Bidder Attestation.
B. Qualifying Experience
The Bidder must have experience employing multi-tier web-based solutions, which utilize technologies such as HTML5. The Bidder must have experience with two (2) Contracts for the delivery of a Real Property Tax Administration System Solution which employs a thin client, middleware services, a back-end enterprise database data tier within a multi-tenant infrastructure, within the past three (3) years. The solutions resulting from the two (2) Contracts must have surpassed the system development life cycle, and be in a state of maintenance.
Response Requirements

The Bidder must complete Attachment B, Qualifying Experience Response Form with the applicable information for two (2) Contracts for Real Property Tax Administration System engagements which employ a thin client, middleware services, a back-end enterprise database data tier within a multi-tenant infrastructure, all within the last year.  At a minimum, for each engagement, provide:

· A description of the previously created enterprise solution and how it pertains to the State’s request for procurement of an enterprise, multi-tenancy capable, web based Real Property Tax Administration System Solution. The description should outline project(s) (e.g., client served, contract term and scope of services).

· In addition to the above documentation, the State requires all names, titles and telephone numbers of client staff who administered the Bidder’s contract and/or supervised the Bidder during the course of the project.  
The Bidder is solely responsible for providing contact information for clients that are readily available to be contacted by the State and will respond to questions.  If the State is unable to contact a client, the Bidder will be provided one opportunity, with a deadline, to assist in obtaining cooperation from those clients that have not responded.

C. Qualifying Insurance

At the time of proposal submission, the Bidder’s company and all staff must be insured against financial losses resulting from Bidder’s employees’ actions.

Response Requirement

With Attachment C., Qualifying Insurance Response Form the Bidder must provide its current insurance information and must attach a copy of its current insurance including a description of coverage and the amount of coverage.
D. Financial Stability

The Bidder must be a financially stable entity, such that it may initiate and perform its obligations through the duration of the Contract.

The Department will conduct an evaluation of the Bidder’s financial stability which will include, but not be limited to, a review of the Bidder’s equity position, liquidity, profitability trends and prospects for financial growth.  The financial stability evaluation will also include a business background review of the entity’s officers and management team, its organizational structure and the financial operating relationship between the business units and divisions.

As a condition of the resulting Contract, the Contractor must continue to evidence financial stability.  The on-going financial stability of the Contractor may be evaluated based upon criteria similar to that used in the evaluation process.  If the Department elects to evaluate financial stability, annual financial statements prepared by an accountant in accordance with Generally Accepted Accounting Principles (GAAP) will be required to be submitted for review to the Department within 90 days of the fiscal year end.  Any material change in ownership of the Contractor, or material financial change of the Contractor, will require a reevaluation of the Contract in its entirety by the Department.
Response Requirement

Financial Data
With Attachment D, Financial Stability Response Form, the Bidder must submit proof of financial stability required for its particular organizational structures as set forth in the requirements listed in paragraphs a.i, a.ii, b.i and b.ii below.  Where reviewed financial statements are required these must have been prepared by a CPA in accordance with GAAP.  All required information must be provided for any predecessor entity within the last three years and any other subsidiary, affiliate, or related company requested by the Department.  
a. Publicly Held Companies

i. If the Bidder is a subsidiary of a parent company that is publicly held, the Bidder must comply with the preceding requirements by submitting copies of audited statements, including consolidating statements, for the parent and subsidiary for the last three years.

Additionally, the most recent interim quarterly statements are required for both the parent and subsidiary within 60 days of the end of the previous quarter.

ii. If the Bidder is not a subsidiary of a parent company, audited statements for the last three years are required.
Additionally, the most recent interim quarterly statements are required within 60 days of the end of the previous quarter.
b. Privately Held Entities

i. If the Bidder is a subsidiary of a parent company, LLP or other entity that is privately held, the Bidder must comply with the requirements outlined under Financial Data by submitting separate annual, audited or reviewed consolidated and consolidating financial statements for parent, Bidder and any other sister subsidiaries for the last three years. Where there are two or more subsidiaries, the consolidating statements should detail the financial information on the largest five subsidiaries as measured by Revenues.

Additionally the most recent interim quarterly, reviewed financial statements are required for both the parent and subsidiary.  

A Dunn and Bradstreet Comprehensive Report, dated no earlier than 30 days prior, would be required for both the parent and Bidder. 

ii. If a Bidder is not a subsidiary of a parent company, audited or reviewed financial statements for the last three years are required.

Additionally, the most recent interim quarterly statements are required within 60 days of the end of the previous quarter.
c. Other Financial

i. The Bidder must provide the name and phone number of a contact at its primary bank in order for a bank reference to be obtained as part of the financial stability evaluation.  

ii. The Bidder must provide documentation attesting to any and all lines of credit that are available to the Bidder.  This documentation must include information identifying the source of such lines and detailing the maximum credit amount(s) available to the Bidder, outstanding balance(s), and current amount(s) available.  

iii. The Bidder must indicate whether or not it guarantees the debt of any other entity.

iv. If the Bidder is a subsidiary of a parent company, the Bidder must explain, in detail, the inter-company financial relationship between the parent company and the Bidder, including inter-company loans if any and repayment terms.  The Bidder must indicate if the parent company guarantees the debt of the Bidder, or if the Bidder guarantees the debt of the parent company.  

d. Organizational Data

At a minimum, the Bidder must provide:

i. Organizational charts, including a listing and detailed description of:

· the Bidder’s primary business units and divisions;

· any and all subsidiaries; and

· any and all minority interests, joint ventures, or other type of business affiliations.
ii. Ownership and management, including a listing and detailed description of:

· all owners and their percentage of ownership in the entity;
· key executives; and
· brief biographies of its key officers and management.
V. Functional Requirements

This section of the RFP provides instructions to Bidders regarding information that is to be included in the Functional Proposal.  The State reminds Bidders that responses must be complete, factual, and as detailed as necessary to allow the State to perform a comprehensive review and evaluation of proposed services, capabilities and experience.

The purpose of the Functional Proposal is to provide a Bidder with the opportunity to demonstrate its qualifications, competence and capacity to undertake the engagement described herein in a manner which complies with applicable laws and regulations, and the requirements in the RFP; it should specifically detail the Bidder’s qualifications and experience providing services sought by the State (including the experience of subcontractors, where applicable).  The Bidder must not include costs in the Functional Proposal document.
Certain requirements are considered critical to successful project implementation.  These critical requirements are indicated as Mandatory (M).  The Bidders response will be evaluated to determine if it meets these mandatory critical requirements.  Therefore, Bidders must provide the State with all the information requested to establish they meet the minimums identified in the mandatory requirements.  Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder being deemed non-responsive and removed from further consideration.  Bidder responses which meet those minimums will gain evaluation points in the scoring process to the extent the proposed solution exceeds what is required. Certain requirements are desirable for project implementation and are indicated as Desirable (D).  The Bidder’s response to desirable requirements will be evaluated and scored.
A. Individual Parcel Maintenance (M)
The Real Property Tax Administration System Solution must include the ability to manage real property data.  Basic functions such as adding, deleting and editing are essential and must be available.  Presenting visual displays with a logical and meaningful structure helps to facilitate ease of view, efficient use of time and resources.

Real property data consists of a variety of components, with the parcel at its core. Each characteristic of real property data is fundamentally linked.  

Response Requirement

The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

B. Data (M)
The Real Property Tax Administration System Solution must include a back-end enterprise level database which:

· Provides for the periodic reference data distributions from the Department to the user community including, at a minimum, agricultural assessed values, cost structures and values, STAR savings limits, uniform construction indices, SWIS codes, school codes, property classification codes, company codes, owner codes, building styles, alternate veteran limits, cold war veteran limits and exemption codes.
· Provides for the necessary periodic integration of local sales data from the user community for use within the system including, but not limited to, the SalesNet/SalesScan data file. See Exhibit 27 – SaleScan – RPSv4 File Layout.
The Bidder must supply a database solution which allows for a single statewide instance of the database containing a minimum of 5.5 million parcels along with all associated inventory records. The Solution must also allow for a minimum of 3,000 concurrent local users; inquiry only access by taxpayers and any other interested parties providing public access to state-wide real property related data.
Response Requirement

The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the Department with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

C. Administration  (M)
The Real Property Tax Administration System Solution must contain the ability for a System Administrator to create, customize and utilize a collection of user accounts and reference data to perform real property administration functions. The system must allow the System Administrator to configure reference data management for users.  
Response Requirement

The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

D. Valuation (M)
The Real Property Tax Administration System Solution must contain the ability to manage and perform each of the following approaches to valuation:  

· Replacement cost; 

· market; and  

· income.
Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

E. GIS (M)
The Real Property Tax Administration System Solution must contain GIS capability including an integration between real property parcel level data and associated GIS data.  The system must provide for the ability for the user community to easily integrate and effectively utilize geographic data as a service.

Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

F. Sketching (M)
For Phase 2, the Real Property Tax Administration System Solution must provide for sketching as an integrated service.

Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

G. Images (M)


The Real Property Tax Administration System Solution must provide for the integration between real property parcel level data, associated images and/or other electronic form data. The system must provide for the ability for users to integrate document management as a service.

Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

H. User Accessories (M)


The Real Property Tax Administration System Solution must provide the ability to perform routine data management tasks and local data creation.  The system must provide for on-demand data mining.


Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.
I. Online Taxpayer Access (M)


For Phase 2, the Real Property Tax Administration System Solution must allow for online access of real property related information for the public.

Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.

J. Standard Reports (M)
The Real Property Tax Administration System Solution must provide ‘standard’ reports.  

Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.  
K. Custom Report Writer (M)
The Real Property Tax Administration System Solution must contain the ability to create and utilize a collection of ‘custom’ reports for users to perform real property tax administration. 
Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.
L. Help File (M)


The Real Property Tax Administration System Solution must be designed to promote self-help and contain a repository of standard system level user documentation (user “how to” documentation and other assistive resources) to enable the users to navigate the system.  

An example of the current RPSv4 help can be found at: 
http://www.tax.ny.gov/research/property/assess/rps/support/WebHelp/RPSV4_Web_Help.htm
Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.
M. Additional Business Processing Considerations (M)
The following list represents non-standard processing situations and/or specific allowed data anomalies currently accommodated in the RPSv4 system. The new system must also accommodate:
· Non-standard Print Keys are allowed in RPSv4. Print Keys are accepted as received in a formatted manner. Internal Print Key explosion routine is currently customized, as having to allow for multiple scenarios to populate key parts (section, sub-section, block, lot, sub-lot and suffix). RPSv4 currently allows for four Print Key variations beyond the standard.

· Big Five Cities
Cities that include City and School Real Property Taxes in the same levy - Buffalo, Rochester, Syracuse, Yonkers, New York City.
· Villages
Data separation is a key consideration here. By virtue that Villages are a copy of the Town roll for the Village portion, the simultaneous existence of both in a 'state-wide' model needs to be seamless.

· Cities with Inside/Outside City
Cities that have an inside and outside component - Oneida, Rome and Saratoga Springs. These are not processing anomalies; they are simply SWIS data convention anomalies.

· Non-standard Assessment Calendars
The assessment calendar is not uniformly practiced across the state. Any system must allow for such. Additionally, Assessment/Tax Roll production in municipalities where the assessment year crosses the calendar year is a critical consideration - Amsterdam, Buffalo, Lackawanna, Watertown and Yonkers.

· School Districts that levy taxes using the prior year’s municipal assessment roll
Assessment roll data for a tax levy does not always come from the latest final assessment roll.  The following jurisdictions use the prior year’s assessment roll to gain proper assessments for taxation:  Amsterdam School District, the Cities of Cortland, Rome, Utica, Peekskill, the Towns in Westchester County.
Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration.
N. Mobile Devices (M)
In Phase 2, users must have the ability to collect parcel inventory using a hand held device, as described in the Functional Requirements and Exhibits listed below.  At a minimum, all the inventory data items indicated in “Attachment E, Functional Requirements Response Form, A. Individual Parcel Maintenance” must be included.
	Functional Requirement Number
	Exhibit Number

	8   - parcel site data
	9 and 10

	9 -  land
	11

	10 -  building
	12 and 13

	11 -  improvement 
	14 and 15

	13 -  commercial use 
	18

	14  - agricultural   
	19

	15  - co-op   
	20

	16  - mobile home park
	21

	17  - forest   
	22

	18  - income/expense 
	23


Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

Failure to provide sufficient detail to the mandatory topics of this section will result in the Bidder’s proposal being deemed non-responsive and removed from further consideration. 
O. Desirable Functional Requirements (D)
The following are the desirable functional requirements for which the Bidder may provide further information for:

1. Any future matching efforts between the Department’s Personal Income Tax (PIT) data and locally maintained real property tax data.

2. Any future collaborative efforts between local government and the Department related to the filing and processing of real property sales information. A description of the Department’s sales filing and processing program can be found at:

http://www.tax.ny.gov/research/property/assess/sales/
3. Replacement of the administrative system associated with the Department’s taxable state land program. A description of the Department’s taxable state land program can be found at:

http://www.tax.ny.gov/research/property/valuation/sol/index.htm
Response Requirement
The Bidder must complete Attachment E, Functional Requirements Response Form with the requested information and provide a narrative detailing how the proposed system meets each of the requirements of this section.  The Bidder’s response must provide the State with a clear understanding of how the proposed solution meets the requirement. The Bidder must indicate whether each requirement is provided fully functional, fully functional with configuration (no custom development), or is a customized enhancement. 

VI. Technical Requirements

This section of the RFP provides instructions to Bidders regarding information that is to be included in the Technical Proposal.  The State reminds Bidders that responses must be complete, factual, and as detailed as necessary to allow the State to perform a comprehensive review and evaluation of proposed services, capabilities and experience.
The purpose of the Technical Proposal is to provide a Bidder with the opportunity to demonstrate its qualifications, competence and capacity to undertake the engagement described herein in a manner which complies with applicable laws and regulations, and the requirements in the RFP; it should specifically detail the Bidder’s qualifications and experience providing services sought by the State (including the experience of subcontractors, where applicable).  The Bidder must not include costs in the Technical Proposal document.
Certain requirements are considered critical to successful project implementation.  These critical requirements are indicated as Mandatory (M).  The Bidder’s response will be evaluated to determine if it meets these mandatory critical requirements.  Therefore, Bidders must provide the Department with all the information requested to establish they meet the minimums identified in the mandatory requirements.  Failure to provide sufficient detail to the mandatory requirement topics of this section will result in the Bidder being deemed non-responsive and removed from further consideration.  Bidder responses that meet those minimums will gain evaluation points in the scoring process to the extent the response exceeds the requirement.  Certain requirements are desirable for project implementation and are indicated as Desirable (D).  The Bidder’s response to desirable requirements will be evaluated and scored.
A. Technology Considerations 

    
The State is only willing to consider: 

Multi-tier web-based solutions, utilizing modern technologies, which employ a thin client, middleware services, and a backend enterprise database data tier within a multi-tenant infrastructure. 

In addition, the software solution will include the capabilities of document management, GIS, valuation, standard and customized reporting and sketching.  The solution must be expandable in the future to include the integration of electronic filing of real property related forms, and billing and payment collection.
Finally, the solution will have an architectural foundation which allows integration with School Tax Relief (STAR), O365 and Standard Security Federation services as well as facilitates the data sharing and file transfers.
All modules and integration points of the RPSv5 solution should be fully operational, past the hurdles of the System Development Life Cycle, and in maintenance, in order to be considered and scored as part of this RFP.

1. Architecture (M/D)
The Bidder must provide detailed descriptions of the set of structures utilized in the proposed solution. The structures consist of technologies in use, such as XML and HTML5, for both web and application structures, the differentiated layers of the software structure outlined as clients, modern technologies, and the technology foundation such as multi-tenancy, and the handling of integration points.
The proposed solution must employ a web-based thin client, allow for access via mobile devices, support multi-tenancy and be proven in supporting and maintaining large data sets (over one million properties).
Response Requirement
The Bidder must complete Attachment F, Architecture Response Form with a narrative addressing the following:

How will the architectural foundation integrate with the following systems or applications?
· STAR (M)- Explain how the proposed solution will integrate with STAR.

· Data sharing and file transfers (M)- Explain how the proposed solution facilitates data sharing and file transfer.

· Office 365 (M)- Explain how the proposed solution will integrate with Office 365.

· Standard Security Federation services (M)- Explain how the proposed solution will integrate with Standard Security Federation services.
· List what modern technologies are being utilized.  Below are examples of modern technologies used in support of web-based solutions: 
· The following technology is mandatory: 
· HTML5 (M)
· The following technologies are acceptable:
· REST APIs (D)
· XML (D)
· Describe the current application technology stack (M).
· The proposed solution must be compatible for use with the current (at time of RFP release) version of Internet Explorer, as well as older versions of this browser (M).   Confirm the solution is compatible for use with the current version of Internet Explorer.
· The solution should be able to display and have full functionality in all other web browsers in order to support all device types (D).  Provide detail regarding which web browsers the proposed solution will display and have full functionality.
· Provide a narrative describing the web-based thin client and screen shots of the client (M).
· Confirm the solution allows for access via mobile devices (M).  
· Explain in which ways the proposed solution supports and utilizes multi-tenancy (M).
· Provide examples of how multi-tenancy is currently employed for other customers (M).
· Explain in what ways it has been proven (M)?
2. Solution Hosting (M)
The RPSv5 software solution will be hosted at the State’s Data Center. The Data Center’s infrastructure has specific services which are delivered through a service catalog, and will be available to subscribers. Included in the catalog are standardized infrastructure service bundle options.

· The State’s Data Center supports the following platforms:

· IBM POWER AIX

· Red Hat Enterprise Linux

· Microsoft Windows Server

· The State’s Data Center supports the following databases:

· Oracle

· MS SQL

· DB2
The solution must be able to be employed in a virtualized environment.  The system must be developed/configured/etc. to operate in a shared services virtual environment.  In most cases, the software will run on a VMware virtual machine on centralized servers.
Response Requirement
The Bidder must complete Attachment G, Solution Hosting Response Form with a narrative addressing the following:

· Explain in detail (with diagrams, documentation, and specifications) the proposed solution’s infrastructure (M)?  
· Detail the current use infrastructure technology stack (M).
· Identify which of the operating system listed in Section VI.A.2 the proposed solution utilizes. (M)?
· Identify which of the enterprise databases listed in Section VI.A.2 the proposed solution utilizes. (M)?
· Explain how the proposed solution can be virtualized (M)?
3. System Performance/Usage/Scalability (M)
The Bidder must provide a solution which supports a multi-tenant web-based enterprise solution, which employs a thin client, which supports access by a minimum user community of 3,000 Concurrent users and the general public. The proposed solution must meet the minimum requirements and scale on demand to meet peak time usage and high traffic timeframes.

The proposed solution will be one centralized deployment, in which the State hosts the application for the assessing Jurisdictions around the state. 

The proposed solution must meet minimal requirements for transactional performance (e.g., batch vs. real-time), therefore the proposed solution must run 95% of transactions in less than 5 seconds.

The Bidder must meet the NYS accessibility requirements outlined in the following document:  http://www.its.ny.gov/policy/NYS-P08-005.pdf. 

Response Requirement

The Bidder must complete Attachment H, System Performance/Usage/Scalability Response Form addressing the following:

· Describe how the solution will meet the minimum requirements of System Performance/Usage/Scalability. (M)
· Explain how the proposed solution will scale during high volume demand. (M)
· Give examples of response times (e.g. screen refresh, data transmission). Describe the testing tools and best practices utilized to measure response times. (M)
· Explain how the proposed solution will be utilized by power users, basic users, delete/update users, and administrators. The Bidder must provide a clear understanding of the hierarchy of the user usage structure. (M)
· Describe how the proposed solution runs 95% of transactions in less than 5 seconds, and how the proposed solution would be able to produce tax rolls for a locality in under an hour, as any processing over an hour would be deemed poor performance (M).
· Confirm the proposed solution meets NYS accessibility requirements (M).
4. Disaster Recovery (M)
The RPSv5 solution will be hosted at NYS’s Data Center. NYS has its own Disaster Recovery process, policies and procedures. The RPSv5 solution will be incorporated into the State’s Disaster Recovery plan, therefore the Bidder must provide the State with all related Disaster Recovery documentation which will be necessary for the State’s use to incorporate the RPSv5 solution into its Disaster Recovery  process. The provided Disaster Recovery documentation must include the bulleted response items listed below, but should not be limited to only these requirements, if the Bidder discovers additional information necessary for Disaster Recovery; the Bidder must include this documentation along with the Disaster Recovery response below.

Response Requirement

The Bidder must complete Attachment I, Disaster Recovery Response Form addressing the following:

· Describe the system’s fault tolerance and disaster recovery approaches (M).
· Describe any single points of failure (M).
5. Security (M/D)
The Bidder must provide a Real Property Tax Administration solution which prevents gaps in the secure operations of the proposed solution. The proposed solution must not expose system vulnerabilities through flaws in the design, development, deployment, upgrades, or maintenance of the proposed solution.

The web server must be secure, allowing only 128-bit HTTPS connections using the SSL 3.0 protocol; the site must be restricted exclusively to connections from the approved State server. Any and all data transmitted to users over a network must be encrypted using 128-bit HTTPS connections using the SSL 3.0 protocol. 
Application data is not to be stored directly on the web server; any data collected on the web server should be immediately written to a database residing on a different host.
User IDs and passwords must not be Hard-Coded into any portion of the application.
The web server must be configured to not allow browsing of the web server pages without user authentication or public access rights. 
The solution will be required to restrict and maintain data and database access to authorized users, in accordance with the privileges of those users. 
It is desirable that the proposed solution:

· Include multiple authorization roles and data factoring to limit data access to only those who need access a particular subset of the data. 
· Contain active monitoring and alerting of all data access. 
· Contain proactive monitoring of all network activities and blocking of all suspicious activities.
Response Requirement

The Bidder must complete Attachment J, Security Response Form addressing the following:
· Explain how the included security tools in the proposed solution work with Standard Security Federation services (M)? 
· Explain how the proposed solution restricts access to the following (M):  

· Administrative tool access
· Application access
· Menu access
· Record access
· Field access
· Querying/reporting access  
· Provide documentation detailing how the proposed solution complies with 128-bit HTTPS connections using SSL 3.0 protocol. (M) 
· Does the proposed solution handle encryption of data at rest (D)?
· If so, explain how the proposed solution handles encryption of data at rest (D).
· Does the proposed solution handle encryption as data being stored?  If so, explain how the proposed solution handles encryption as data being stored (D).
· Does the proposed solution handle encryption of data in flight or in process (D)?  If so, explain how the proposed solution handles encryption of data in flight or in process (D).
· Explain how the proposed solution complies with the Application Data standards (M)?  
· Explain how the proposed solution complies with best practice security requirements (M). 
· Explain how the proposed solution complies with the user id and password standards (M)?
· Describe how the proposed solution is configured to restrict web browsing of the web server without user authentication (M).
· Describe how the proposed solution restricts data and database access to authorized users (M).
· Describe how the proposed solution provides multiple authorization roles and data factoring to limit access (D).
· Describe how the proposed solution provides active monitoring and alerting of all data access (D).
· Describe the proposed solutions proactive monitoring of all network activities and blocking of suspicious activities capabilities (D).
· Does the proposed solution comply with best practice security requirements?  If so, please explain how the proposed solution complies with best practice security requirements (D)?

6. Licensing (M)
The Bidder must provide a licensing module which provides unlimited perpetual concurrent licensing for the RPSv5 solution.  
Response Requirement

The Bidder must complete Attachment K, Licensing Response Form addressing the following:

· Provide details of how licenses are sold for the proposed solution? (M)
· Provide all other materials pertaining to licensing for the proposed solution. (M)
· Supply all Software License Agreements and affirm that such agreements are subject to negotiation to conform with the terms and conditions of the RFP and draft contract. (M)
7. GIS (M/D)
The RPSv5 solution relies heavily on GIS tools. Location tools and mapping capabilities play significant roles in parcel management. The proposed solution must contain a GIS toolset either in the software or through integration with a 3rd party GIS toolset.  The State’s preference is the RPSv5 solution utilizes Environmental Systems Research Institute, Inc. (Esri) for its GIS toolset.
Below find standard uses of GIS software within the individual parcel maintenance construct:
· Standard geocoding capabilities (D)
· Standard mapping capabilities (M)
· Routing (D)
· Map exporting/updating/saving (M)
It is desirable that the proposed solution allows for the following:

In the future, New York State will have an availability base map of New York State parcel data.  It may be desirable for the localities, and State to be able to utilize this data.  
In the future, New York State will publish its own statewide geocoding service.  It may be desirable for the localities and State to be able to utilize the State’s geocoding service.  
Response Requirement

The Bidder must complete Attachment L, GIS Response Form addressing the following:

· Does the proposed solution provide for GIS capability and/or does your solution provide for integration with 3rd party GIS (M)?
· Describe the proposed solutions GIS capabilities. (M)
· Explain what product and version of GIS is currently in use in the proposed solution. (M)
· Describe how the proposed solution provides for the following standard uses:
· Standard geocoding capabilities (D)

· Standard mapping capabilities (M)

· Routing (D)

· Map exporting/updating/saving (M)
· Will the GIS solution be able to import and use the published shapes, files and/or map document?  Explain how the proposed GIS capability will accomplish this task (D).  
· Explain how the proposed solution will allow for utilization of the states geocoding service.  (D)
· Identify any third party GIS toolset that the proposed solution integrates with and where they are in use.   (D)
8. Sketching (M/D)
The RPSv5 solution must contain the ability to sketch while managing parcels either contained in the software solution or through integration with a 3rd party sketching tool.  Bidders will be scored according to sketching package options which best fits the real property tax management system.  The State prefers that the proposed solution utilizes a state of the art sketching tool; however the State is open to other sketching toolset options or integrations. 
Below are desirable standard uses of sketching within the individual parcel maintenance construct, 
· Architectural drawing 
· Dimensioning and symbols for architectural drawing 
· Line drawing 
Response Requirement

The Bidder must complete Attachment M, Sketching Response Form addressing the following:

· Does the proposed solution provide for Sketching capability and/or does your solution provide for integration with 3rd party Sketching (M)?
· Describe the proposed solution’s sketching capabilities. (M)
· Detail how the proposed solution will be capable of allowing customers to sketch and attach sketches to specific parcels. Include screen shots. (M)
· Explain what product and version of sketching software is currently in use in the proposed solution.  (M)
· Explain how sketches will be retrieved, how sketches will be displayed and what mechanisms are used for updating, exporting and saving sketches. (M)
· Describe how the sketching solution, in the proposed solution, provide for the following standard uses:
· Architectural drawing (D)
· Dimensioning and symbols for architectural drawing (D)
· Line drawing (D)
· Identify any third party sketching package that the proposed solution integrates with and where they are in use.   (D)
9. Document Management (M)
The RPSv5 solution must have the ability to manage documents while managing parcels.  The proposed solution must contain a document management package either in the software or through integration with a 3rd party document management package.    Bidders will be scored according to document management package which best fits the real property tax management system.  For specific functional requirements of the document management needs, refer to Section V. Functional Requirements of this RFP.

Response Requirement
The Bidder must complete Attachment N, Document Management Response Form addressing the following:

· Does the proposed solution provide for Document Management capability and/or does the proposed solution provide for integration with 3rd party Document Management (M)?
· Explain what product and version of document management is currently in use in the proposed solution. (M)
· How does the system manage electronic documents such as correspondence, notices, forms and images? (M)
· Describe the proposed software's ability to publish documents, including online, application development and content related documentation. (M)
· How does the document management integrate with workflow? (M)
· How can a power user change view and revise an existing notice or correspondence?  (M)
· How can power users view the history of all correspondence? (M)
· Identify any third party document management systems that your solution integrates with and where they are in use. (D)
· Is there room for integration with other document management products which are not included in the current integration list? (D)
10. Billing and Collection

A future integration part of the RPSv5 solution is to have the ability to facilitate Real Property Tax billing and collection of payment.  The solution must have billing and payment collection capability and/or allow for the integration of a separate billing and payment collection solution. (M)
Response Requirement

The Bidder must complete Attachment O, Billing and Collection Response Form addressing the following:

· Does the proposed solution provide billing and payment collections capabilities (M)?  If so, describe how the proposed solution provides billing and payment capabilities.
· If the proposed solution does not provide billing and collections capabilities, does the proposed solution provide for integration with a separate party billing and collections software (M)?  Identify which 3rd party packages the proposed solution will integrate with and where they are in use.
11. Business Rules (M/D)

The Bidder must provide a mechanism for the users of the RPSv5 solution to edit, create and apply rules to control or influence the operations, definitions and constraints of their business. Business rules can apply to people, processes, business behaviors and computing systems. 
Response Requirement

The Bidder must complete Attachment P, Business Rules Response Form addressing the following:

· Describe how business rules are managed and modified in the system (M).  
· Does the proposed solution utilize a Business Rules Engine (BRE) that allows for the separation and specification of business rules from programming components (D)?  
· Describe how the system user-interface assists with the creation, modification and deployment of business rules (M)?  
· Is there a history kept of business rules (D)?  If yes provide a description of the process.
· Describe the central business rules repository (M).  
· Provide a representative sample of items that can be configured by business rules and those needing programming (M).
12. Reporting and Analytics Toolset (M/D)

The Bidder must provide standard and custom reports for the users to build, configure, consolidate, organize, format and summarize their data in the RPSv5 solution. In addition, the Bidder must provide a means for the users to examine, compare, and analyze their data with an analytics toolset.
Response Requirement

The Bidder must complete Attachment Q, Reporting and Analytics Toolset Response Form addressing the following:

· Describe the proposed solutions reporting capabilities. 
· Provide a list of standard reports, by module, that come “out of the box” with the software (M).
· What reporting tools are available, i.e. querying tools, formatting etc. (M)?  
· What On-Line Analytical Processing (OLAP) tools are available (D)?
· The State uses reporting solutions, such as IBM Cognos and Crystal Reports, does the reporting module in the proposed solution integrate with these systems (D)?
· If so, explain how the proposed solution would integrate with these systems (D).
· Are there any interfaces to Microsoft Office (O365) (D)? If so, provide an example.
· Do the same security definitions apply to the reporting tools, as to the main software (D)? If so, provide an example.
· Do you provide a data warehouse or use the production system for ad hoc reporting (D)?   If so, provide an example.
13. Administration/Development Toolset (M/D)
The Bidder must provide a means for the users to administer and configure their tenancies.  Administration toolsets must be included with the software.  Tools must be available to customize the software (e.g., add fields, create new tables, change menus, update business rules, customize toolbars, etc.
Response Requirement
The Bidder must complete Attachment R, Administration/Development Toolset Response Form addressing the following:

· Describe the administration toolsets (M).  
· Describe all available tools for customization (M).
· Describe the help indices available as guidance for toolset usage (M).
· What is the rollback availability, and/or practice, for changes made to data via a toolset (D).
14. Systems Environment (M)
Bidder must describe all necessary roles, resources, and where applicable any back-end systems, and needed hardware to configure and support the required environments for developing, testing, stress testing, and training with the proposed solution.  
Below are the four environments necessary to support the new RPSv5 solution, the Bidder must provide documentation and necessary support plans for each environment.

· The Development Environment 
· The Testing Environment 
· The Stress Testing/Training Environment
· The Production Environment
Response Requirement

The Bidder must complete Attachment S, Systems Environment Response Form addressing the following:

· Explain all necessary staffing roles and the required number, resources, back-end systems and hardware that will be required (by both the Bidder and the State), to support these four environments (M). 
· Explain how the changes and migrations will work through each environment, detailing timelines, resource requirements and tracking. (M)
· Provide documentation and necessary support plans for each of the environments (Development, Testing, Stress Testing/Training and Production).  (M)
B. Project Management (M/D)
Success of this project will be highly dependent on the quality and experience of the teams assigned.  The Bidder must demonstrate that its organization is capable of staffing and sustaining a project of the size and scope of the RPSv5 project.
The State expects “key personnel” for the selected Bidder to remain on the project for a minimum of 24 months to ensure continuity of knowledge.  Key personnel are defined as individuals on the Bidder project team with primary or otherwise significant responsibility for key work, activities or task components on the critical path of the project.  An example of key personnel could be an application developer responsible for coding critical system interfaces.  Bidders should also provide a description of their ability to bring in additional highly-capable key personnel, if required, including the typical speed at which such personnel could be provided.  This is important in order to minimize any disruptions to the State’s project target timetables.  
The Bidder shall not transfer or replace the project manager or other individuals designated as “key personnel” unless such transfer or replacement is at State’s request or due to a bona fide promotion, illness, family leave, disability, termination of employment, or other circumstance beyond the Bidder’s reasonable control.  Prior to any permitted transfer of “key personnel” to another position, the Bidder shall provide the State with at least thirty (30) days’ notice of such transfer. No staffing decisions regarding the addition or removal of staff will be made without the State’s consent and approval.

The Bidder is required to have a backup plan for all activities of the solution.  The backup plan is critical as the State will expect the selected Bidder to be able to carry out all State’s Project activities without interruption regardless of any absences of project staff at any level.  In addition, the backup plan cannot assume State staff or any other non-Bidder staff will provide coverage for Bidder staff.

The State reserves the right to screen and approve or deny all personnel, including Bidder and subcontractor(s), assigned to this engagement. The selected Bidder must ensure that all personnel engaged in this effort are sufficiently experienced and proven in providing the specific services requested and that all work provided meets high quality standards as deemed appropriate
Response Requirement

The Bidder must complete Attachment T, Project Management Response Form addressing the following:

· Provide a proposed project staffing roster and position descriptions (roles/responsibilities) should be provided by the Bidder (M).

· Provide an organization chart showing the Bidder’s organization for this project, and how it will interact with the State’s staff and other entities. Also, include a narrative describing the organization and interactions. The Bidder’s key project personnel may work off-site for most activities of the project unless on-site work is necessary and agreed to by the State’s Project Manager. The Bidder shall identify those staff that will be on-site versus off-site and the percentage of time for each (M).
· Affirm that staff identified in its proposal will actually perform the assigned work (M).
· Certify the intent and ability to ensure the continued assignment of originally proposed personnel throughout the State’s project beyond originally planned durations in the event of unexpected shifts in project schedule (M).
· Provide a detailed plan regarding backing up project staff in the event of scheduled/expected and unscheduled/unexpected absences for both short and longer term durations. (M).
· Provide a Project Management approach which describes, in detail, the Bidder’s approach to delivering the RPSv5 solution emphasizing the delivery of working software components throughout the duration of the project (M).  

C. Risk Mitigation

The State requires the Bidder to demonstrate their capacity to anticipate and minimize risks, which are inherent to a project of this magnitude. The State requires the Bidder to describe the implications of risks, and the risks impact on their proposed solution, as well as the project timeline and the deliverable milestones.

· The Bidder will identify, analyze, prioritize, plan, track, mitigate and monitor all generic and product-specific risks. Examples of both are as follows:

· Generic risks

· Limiting scope creep.

· Loss of key personnel.

· Bankruptcy.

· Product-specific risks.
· Technology.
· Software development, testing, stress, training and production environments.
· Software testing complexities.
· Customization and configuration.
Identified risks by the Bidder must not be limited to the above list. This list was provided as an example of risks which fall into the established risk categories.

Response Requirement

The Bidder must complete Attachment U, Risk Mitigation Response Form addressing the following:

· Provide a table of all identified risks. The risks must be prioritized, given a status of high, medium, or low, assigned an owner, given a description and detailed with all preventative measures which apply. (M)
· Provide the means by which all risks will be monitored, (i.e., what monitoring tools, team members, and risk resolution measures).  (M)
Below are examples of risk areas that have been identified by the State, in regards to the RPSv5 solution.  As a part of the Risk Mitigation Plan, the Bidder:

· Will provide its strategy for ensuring that that all participating municipalities, are making comparable progress toward completion of setting up and working with their tenancy within the RPSv5 solution. The Bidder will include assumptions it has regarding specific responsibilities of the State or actions to be carried out by the State to facilitate this end. (M)
· Must propose what they can offer to the State to lower risk associated with maintaining customizations in new software releases, include if the State will be able to influence future development of the product. The Bidder will explain how they provide and maintain customizations to their product so that they minimize cost impact on standard maintenance.  (M)
D. Implementation

Bidders must provide the State with an Implementation Plan describing how the proposed solution will be installed, deployed and transitioned within the system development life cycle. The Implementation Plan will contain an overview of the proposed solution, a description of the major tasks involved in implementing the proposed solution, the overall resources needed to support the implementation of the proposed solution, and any other specific implementation requirements. 
Response Requirement

On Attachment V, Implementation Response Form, the Bidder must complete an Implementation Plan document containing the following criteria and any other qualifying criteria deemed necessary by the Bidder for the Implementation of the proposed solution. 

· An overview of the proposed solution including any additional information that may be appropriate.

· The purpose of the Implementation Plan.  

· A brief overview of the system to be implemented, including a description of the system and its organization.

· A brief overview of the requirements that the proposed solution is intended to support.

· A brief description of proposed solutions architecture and the major system components essential to the Implementation of the system.  Charts, diagrams, and graphics may be included as necessary.

· A glossary of all terms and abbreviations for the proposed solution.  

· Provide a brief description of the system and the planned deployment, installation, and Implementation approach.

· Provide a brief description of each major task required for the implementation of the system.  Add as many subsections as necessary to this section to describe all the major tasks adequately.  The tasks described in this section are not site-specific, but generic or overall project tasks that are required to install software, prepare data, and verify the system. Include the following information for the description of each major task, if appropriate:

· What the task will accomplish

· Resources required to accomplish the task

· Key person(s) responsible for the task

· Criteria for successful completion of the task

Examples of major tasks are the following:

· Providing overall planning and coordination for the implementation

· Providing appropriate training for personnel

· Ensuring that all manuals applicable to the implementation effort are available when needed

· Providing all needed technical assistance

· Scheduling any special computer processing required for the implementation

· Performing site surveys before implementation

· Ensuring that all prerequisites have been fulfilled before the implementation date

· Providing personnel for the implementation team

· Acquiring special software

· Performing data conversion before loading data into the system

· Preparing site facilities for Implementation Schedule

· Provide a schedule of activities to be accomplished during implementation.  Show the required tasks in chronological order, with the beginning and end dates of each task.

· Provide an overview in narrative form of the system security features and requirements during the implementation.

· Provide an overview and discussion of the security features that will be associated with the system when it is implemented.  It should include primary security features associated with the system.  Security and protection of sensitive data and information should be discussed, if applicable.  Reference the sections of previous deliverables that address system security issues, if appropriate.

· Describe the support software, materials, equipment, and facilities required for the implementation, as well as the personnel requirements and training necessary for the implementation.  The information provided in this section is not site-specific.  If there are additional support requirements not covered by the subsequent sections, others may be added as needed.

· Identify the physical facilities and accommodations required during implementation.  Examples include physical workspace or desk space for software installers, and classroom space for training the implementation stall.  Specify the hours per day needed, number of days, and anticipated dates. 

· Describe the personnel requirements and any known or proposed staffing requirements, if appropriate.  Also describe the training, if any, to be provided for the implementation staff.

· Describe the performance monitoring tool and techniques and how it will be used to help decide if the implementation is successful.

· Provide a sequence of detailed procedures required to accomplish the implementation at this site, if applicable.  If necessary, other documents may be referenced.  If appropriate, include a step-by-step sequence of the detailed procedures.  A checklist of the installation events may be provided to record the results of the process.

· Include database administration procedures for testing changes, if any, to the database management system before the system implementation.

C. Training/Technology and Knowledge transfer

As part of the system development life cycle, training and knowledge transfer play valuable roles.  The Bidder will provide plans, timelines, approaches and any other information necessary to convey how the Bidder will tackle training and knowledge transfer as part of the RPSv5 solution system development life cycle. Training and knowledge transfer, in some cases, will be an ongoing part of development, implementation and the final deliverable of the completed RPSv5 solution.

Response Requirement

On Attachment W, Training Response Form, the Bidder must describe their approach to training, and knowledge transfer.  Bidder will include how a training environment would be created and maintained.  Samples of training materials shall be provided by the Bidder.  The Bidder should specifically discuss:

· Knowledge transfer planning, execution, and measurement approach and tools as it pertains State staff and the user community on the RPSv5 solution.

· The training environment requirements (facilities, hardware, software, databases, etc.)

· How WebEx (or other related products) will be utilized as part of the knowledge transfer and training of State staff.

· A time line, approach and staffing for resource planning for training in relation to other implementation activities.

· Required ongoing training exercises.

· Identification of State staff that would need to be trained, how often and the length of each training session.

· What will be the State’s role in the training of State staff, and the user community?

The Bidder must provide a software training plan that includes the following.  (If any aspect of the training and knowledge transfer process has been omitted in the below list, the Bidder shall add additional areas:

· The proposed training plan/strategy, including options for on-site or off-site training services, for the project work team, end-users, and technology personnel.

· The role and responsibility of the Bidder team in the design and implementation of the training plan (e.g., development of customized training materials, delivering training to State end-users).

· How training of State staff will be handled by Bidder.

· The role and responsibility of State staff in the design and implementation of the training plan.

· The knowledge transfer strategy proposed by the Bidder to prepare State staff to maintain the system and system training programs after it is placed into production. 

· Descriptions of classes/courses proposed in the training plan. Training shall include use of the system as well as training for any business process changes required. The Bidder should specify the unit of measure for its training (e.g., units, classes, days, etc.) and define the hours associated with these units of measure.

VII. General Requirements

A. Bidder Experience and  References

The Bidder must have experience with the development and implementation of an enterprise Real Property Tax Administration System Solutions.  The Bidder must submit the two (2) qualifying contracts which meet the criteria provided for Section IV., Qualifying Requirements of this RFP in response to this requirement.  Additionally, the Bidder may submit two (2) client references from two (2) distinct contracts which have surpassed the System Development Life Cycle, and are in a state of maintenance.  It is desirable that Bidders' possess prior experience developing a solution that administers the Real Property Tax Laws of New York State.  The State will also evaluate, but give less weight to Real Property Tax Solutions implemented to administer other state’s Real Property Tax Laws.
The Bidder should select contracts that best meet the criteria to be evaluated.    The Bidder is solely responsible for providing references that are readily available to be contacted by DTF and will respond to reference questions.  If DTF is unable to contact a reference, the Bidder will be provided one opportunity, with a deadline, to assist in obtaining cooperation from those clients that have not responded.

Response Requirements

With Attachment X, Experience and Reference Response Form, Bidders should provide information for client references including contact names, email addresses, etc. who are readily available to be contacted by the Department and capable of responding to questions.

B. Acceptance

The State shall have thirty (30) days from the submission of each deliverable to accept the deliverable submitted on the Deliverable Transmittal Form.  Failure to provide notice of acceptance or rejection or a deficiency statement to the Contractor by the end of the period provided for under this clause constitutes acceptance by the State as of the expiration of that period.  

The State shall have the option to run testing on the deliverable prior to acceptance, as applicable at the State’s sole discretion, such tests and data sets to be specified by the State.  Where using its own data or tests, the State will have the tests or representative set of data available upon delivery.  This demonstration will take the form of a documented installation test, capable of observation by the State, and shall be made part of the Contractor’s standard documentation.  The test data shall remain accessible to the State after completion of the test.

In the event that the documented installation test cannot be completed successfully within the specified acceptance period, and the Contractor or deliverable is responsible for the delay, the State shall have the option to cancel the Contract, or to extend the testing period for an additional thirty (30) day increment.  Such cancellation shall not give rise to any cause of action against the State for damages, loss of profits, expenses, or other remuneration of any kind.  The State shall notify Contractor of acceptance upon successful completion of the documented installation test.  

If the State elects to provide a deficiency statement or rejection letter specifying how the deliverable fails to meet the specifications within the acceptance period, Contractor shall correct the deficiency within the timeframe specified in the Notice of Deficiency or Rejection Letter, and the State shall have an additional sixty (60) days to evaluate the deliverable as provided herein.  If the deliverable does not meet the specifications at the end of the extended testing period, the Department, upon prior written notice to Contractor, may then reject the deliverable and return all defective deliverables to Contractor.  Costs and liabilities associated with a failure of the deliverable to perform in accordance with the functionality tests or deliverable specifications during the acceptance period shall be borne fully by Contractor to the extent that said costs or liabilities shall not have been caused by negligent or willful acts or omissions of the State‘s agents or employees.  Said costs shall be limited to the amounts set forth in the Limitation of Liability Clause of the Contract for any liability for costs incurred at the direction or recommendation of Contractor.  See Exhibit C for Deliverable Transmittal Forms, Exhibit D for Sample Letter of Deliverable Rejection and Exhibit E for Sample Letter of Deliverable Acceptance.
Response Requirement

The Bidder must complete Attachment Y, Acceptance Response Form, affirming understanding of, and agreeing to comply with the acceptance requirement stated above.

A. Change Control Management

Change Control Management is the process by which modifications and enhancements to the Real Property Tax Administration System Solution requirements are administered by the Contractor and the State.  When a circumstance occurs for which a change or addition to the requirements may be necessary, the State will communicate the requirements for the change to the Contractor via the Change Control Procedures as set forth in Exhibit A.   On receipt, the Contractor will estimate the effort and the cost of the change, if a cost is warranted, complete the Change Analysis Form and return to the State with the Change Request for review and approval.  If the State approves a no cost Change Request, the signed form will be returned to the Contractor to complete the services.  If the State approves a change resulting in an increase in cost to the services solicited in this RFP, such change must receive the approval of the Office of the State Comptroller prior to services being performed.   The Contractor will maintain a log of change requests for the State for the duration of the project.  This log and the accepted Change Request will act as documentation of the changes made.
Response Requirement:

On Attachment Z, Change Control Management Response Form, the Bidder must affirm understanding of the State’s Change Control Management Requirements and provide the following information:
1) A description of the process by which enhancements/changes shall occur during the post-acceptance/production phase (M).

2) Bidder shall provide documentation on the following four change management scenarios which are being presented to allow the Bidder to review and respond with details on how these changes would be implemented “across” their respective systems (e.g. would the cases require code or configuration changes in order to be implemented, what role Bidder staff would take in making code/configuration changes, and what role State staff would take in making code/configuration changes) (M):

· Responses must address;

· Any areas affected by the change.
· Whether it can be done with basic user configuration tools only.
· Whether it requires web application code/screen changes.
· Whether it requires database changes?.
· The process of compiling the code and transferring to the data center for migrations and user testing.

· Specifically, what are the responsibilities of the Contractor and what are the responsibilities of the State in order to implement these changes.

i. Revise screen display of Structure Code Reference Data

· Business need - Users require that the system provide a more elaborate explanation of a coded field.  This field is displayed on multiple screens and is updatable on some screens.    How flexible is screen design in the system?

ii. Parcel Class Data - Increase granularity of Class Percentages

· Business need - Municipalities which have adopted the homestead provisions of Article 19 RPTL and have parcels that are "split between both the homestead and non-homestead classes" have perpetuated a previously unforeseen issue.  Where one class was extremely large relative to the other class, rounding associated with the periodic recalculation of assessed values could result in a zero Assessed Value for the smaller piece.  This issue will have a negative impact related to the STAR program, assessor's annual reports and various equalization products computed by the Department. This process uses the class percentages fields defined as Numeric (3).  How are data typing and precision changes handled?

iii. STAR Savings Cap - Legislative Revision to Section 1306-a RPTL. 

· Business need - Real Property Tax law was changed effectively limiting the amount of increase in STAR related savings a taxpayer could receive, from one year to the next to 2% or less. Prior to this statute, no limit existed in the billing cycle. Since schools are effectively reimbursed by NYS for STAR savings incurred by the property owner, NYS's costs associated with this program were rising at an unsustainable rate.  In addition to limiting the STAR savings amount, changes are also required to the Tax Roll and Bill processing modules. The tax extension programs and extract files, tax bill content and rounding of totals all require extensive changes to meet new requirements.

iv. Annual ORPTS Business data changes affecting the Real Property System. 

· Business need – Annual cycle changes are required to the Real Property System to incorporate new fields, or changes to existing fields that allow ORPTS business to process current data for annual Equalization Rates and Full Value Measurement estimations. This change management process creates new fields and system changes that support the Annual Municipal Tentative and Final Assessment Roll submittal process. These annual RPS Assessment Roll submittals are loaded into an internal parcel database which supports all ORPTS business program areas.  Provide examples of how you handle annual cycle changes?

D. Warranty

The system warranty period must include all items in Section VII.E., Support and Maintenance.

Contractor further warrants and represents that components and deliverables specified and furnished by or through the Contractor shall individually, and where specified and furnished as a system, be substantially uninterrupted or error-free in operation and guaranteed against faulty material and workmanship for a minimum of two (2) years from the date of acceptance of each phase of the solution.  During the Project warranty period, defects in the materials or workmanship of components or deliverables specified and furnished by or through Contractor shall be repaired or replaced by Contractor at no cost or expense to the State.  Contractor shall extend the Project warranty period for individual component(s), or for the System as a whole, as applicable, by the cumulative period(s) of time, after notification, during which an individual component or the System requires servicing or replacement (down time) or is in the possession of the Contractor, its agents, officers, Subcontractors, distributors, resellers or employees (“extended warranty”).

Where Contractor, the Independent Software Vendor “ISV,” or other third party manufacturer markets any Project Deliverable delivered by or through Contractor with a standard commercial warranty, such standard warranty shall be in addition to, and not relieve the Contractor from, Contractor’s warranty obligations during the project warranty and extended warranty period(s).  Where such standard commercial warranty covers all or some of the Project warranty or extended warranty period(s), Contractor shall be responsible for the coordination during the Project warranty or extended warranty period(s) with ISV or other third party manufacturer(s) for warranty repair or replacement of ISV or other third party manufacturer’s Product.

Where Contractor, ISV or other third party manufacturer markets any Project Deliverable with a standard commercial warranty which goes beyond the Project warranty or extended warranty period(s), Contractor shall notify the State and pass through the manufacturer’s standard commercial warranty to the State at no additional charge; provided, however, that Contractor shall not be responsible for coordinating services under the third party extended warranty after expiration of the Project warranty and extended warranty period(s).
Response Requirement
On Attachment AA, Warranty Response Form, the Bidder must affirm understanding of and agreement to comply with the Warranty Requirements stated in this Section.  
E. Support and Maintenance 

Contractor will provide software maintenance, customer support and system upgrades.  

· Software maintenance means any and all services necessary to correct defects or problems in software (including third party products proposed), together with providing any and all enhancements, updates, bug fixes or other fixes to problems and functional updates to the base system.  As software updates are released, distribution of those updates is the responsibility of Contractor during the two-year warranty period.  Bidders also must include in their proposal a detailed Help Desk strategy for the State, both during the implementation, upon “go-live,” and for the warranty and post-warranty period (M).  

· The State shall assign a priority rating for each problem.  Accompanying response times take effect once a call is placed by the State.  The following priority ratings and accompanying response times shall be used:

· Severity Level 1 – Critical: The application or system is down, no work can be performed; e.g., SYSTEM ALERT. Corrective-Action Time Frame: Four (4) hours

· Severity Level 2 – Serious:  There is a major problem, but there is a work-around for the problem. Corrective-Action Time Frame: Two (2) work days

· Severity Level 3 – Moderate:  There is a problem, but it does not significantly impact work because there is a mutually agreed upon short term workaround. Corrective-Action Time Frame: Five (5) workdays

· Severity Level 4 – Routine: The work order is a “non-problem,” for example, a request for service, or “how to”   questions, or requests for installation of application(s) on new equipment. Corrective-Action Time Frame: Five (5) work days or more with concurrence of the State.
· The Contractor must track all calls made to the central point of contact (M).  

· The Contractor must keep a record of each problem call received that includes the name of the person who made the call, the date and time the call was received, the State priority rating assigned to the call, a synopsis of the call, the status of the call, the date and time the   call was resolved (if resolved), and the corrective action taken to resolve the call (M). 

· The Contractor must submit this report in a format and timeframe agreed to by the State (M).

· The Contractor shall also provide the State with all software tools, plans, and documentation necessary for future systems maintenance for Bidders or the State personnel to maintain the system upon completion of the RPSv5 contract period (M).   

Response Requirement
On Attachment BB, Support and Maintenance Response Form, the Bidder must affirm understanding of the State’s Support and Maintenance Requirements and provide the following:
Bidder shall specify the nature of on-going support provided by the Bidder including (M):

· Telephone support (include toll-free support hotline, hours of operation, availability of 24 x 7 hotline, etc.).

· Special plans defining “levels” of customer support (e.g., gold, silver, etc.).  Define what level of support is being proposed.

· Delivery method of future upgrades and product enhancements including historical frequency of upgrades by module. 

· Availability of user groups and their geographic areas as well as user group contact information.

· Help Desk, problem reporting and resolution procedures.

· Bug fixes and patches.

· Support provided for third-party solutions.

· Other support (e.g., on-site, remote dial-in, Web site access to patches, fixes and knowledge base).

D. Insurance Requirements

Prior to the commencement of services, the Contractor shall file with the State of New York, Department of Taxation and Finance, Certificates of Insurance evidencing compliance with all requirements contained in this Contract.  These policies must be written in accordance with the requirements of the paragraphs below.   Each insurance carrier must be rated at least “A-” Class “VII” in the most recently published Best’s Insurance Report.  If, during the term of the policy, a carrier’s rating falls below “A-” Class “VII”, the insurance must be replaced no later than the renewal date of the policy with an insurer acceptable to the Department and rated at least “A-” Class ”VII” in the most recently published Best’s Insurance Report.
The Department may, at its sole discretion, accept policies of insurance written by a non-authorized carrier(s) when Certificates and/or other policy documentation are accompanied by a completed Excess Lines Association of New York (ELANY) Affidavit.  Nothing herein shall be construed to require the Department to accept insurance placed with a non-authorized carrier under any circumstances. Acceptance and/or approval by the Department does not and shall not be construed to relieve Contractor of any obligations, responsibilities or liabilities under the Contract.

All insurance required by the Contract shall: i) be obtained at the sole cost and expense of the Contractor, ii) be maintained with insurance carriers licensed to do business in New York State, and acceptable to DTF, iii) be primary and non-contributing to any insurance or self-insurance maintained by DTF, iv) be endorsed to provide DTF with written notice at least thirty (30) days prior to the cancellation of such policies,  and v) name The People of the State of New York, its officers, agents, and employees as additional insureds thereunder.  The additional insured requirement does not apply to Workers Compensation, Disability or Technology Errors and Omissions.
The Contractor shall be solely responsible for the payment of all deductibles and self-insured retentions to which such policies are subject. 

The Contractor shall require that any subcontractors hired, carry insurance with the same limits and provisions provided herein.   

The Contractor shall cause all insurance to be in full force and effect as of the commencement date of this Contract and to remain in full force and effect throughout the term of the Contract and as further required by the Contract.  The Contractor shall not take any action, or omit to take any action that would suspend or invalidate any of the required coverages during the period of time such coverages are required to be in effect.

As soon as reasonably practicable prior to the expiration date or renewal date, the Contractor shall supply DTF updated/replacement Certificates of Insurance, and amendatory endorsements. 

The Contractor, throughout the term of the Contract, or as otherwise required by the Contract, shall obtain and maintain in full force and effect, the following insurances with limits not less than those described below and as required by the terms of the Contract, or as required by law, whichever is greater (limits may be provided through a combination of primary and umbrella/excess policies):

I. Specific Coverage and Limits.  The types of insurance and the minimum policy limits shall be as follows:
1. General Liability.  Commercial General Liability Insurance (CGL) covering the liability of Contractor for bodily injury, property damage, and personal/advertising injury arising from all work and operations under the Contract.  Such liability shall be written on the ISO occurrence form CG 00 01, or a substitute form providing equivalent coverages.  The limits under such policy shall not be less than the following: 

· Each Occurrence Limit - $1,000,000

· General Aggregate - $2,000,000

· Products/Completed Operations - $1,000,000

· Personal Advertising Injury - $1,000,000

· Damage to Rented Premises - $50,000

· Medical Expense - $5,000

Coverage shall include, but not be limited to, the following: 

· Premises liability

· Independent contractors

· Blanket contractual liability, including tort liability of another assumed in a contract 

· Defense and/or indemnification obligations

· Cross liability for additional insured’s 

· Products/completed operations 

2. Additional Insured. The Department shall be named as additional insureds thereunder where applicable.  Such liability must be written on the ISO occurrence form CG 20 10 11 85, or a substitute form providing equivalent coverages.

3. Technology Errors and Omissions.  The Contractor shall procure and maintain Technology Errors and Omissions insurance in the amount of Two Million ($2,000,000.00) dollars for damages arising from computer-related services, including the following:  Consulting, data processing, programming, system integration, software development, installation, distribution or maintenance, systems analysis or design, training, staffing or other support services, and the use of any electronic equipment, computer hardware or software developed, manufactured, distributed, licensed, marketed or sold.  If the Technology Errors and Omissions insurance is written on a claims-made basis, the Contractor shall also provide, at its sole expense, an Extended Discovery Clause providing coverage for up to three (3) years after the work is completed, in the event that the original coverage is cancelled or not renewed.
4. Workers Compensation.  For work to be performed in NYS, Contractor shall provide and maintain coverage during the life of the Contract for the benefit of such employees of Contractor that are required to be covered by the NYS Workers Compensation Law.

5. Disability Benefits.  For work to be performed in NYS, Contractor shall provide and maintain coverage during the life of the Contract for the benefit of such employees of Contractor that are required to be covered by the NYS Disability Benefits Law.  Any waiver of this requirement must be approved by the Department and will only be granted in unique or unusual circumstances.
6. Business Automobile Liability. Business Automobile Liability insurance covering liability arising out of the use of any motor vehicle  in connection with the work, including owned, leased, hired and non-owned vehicles bearing or, under the circumstances under which they are being used, required by the Motor Vehicle Laws of New York to bear, license plates. Such policy shall have a combined single limit for Bodily Injury and Property Damage of at least One Million Dollars ($1,000,000.00) and shall name The People of the State of New York, its officers, agents, and employees as additional insureds thereunder. The limits may be provided through a combination of primary and umbrella/excess liability policies.
I. Waiver of Subrogation.  Contractor shall cause to be included in each of its policies insuring against loss, damage or destruction by fire or other insured casualty, excluding Cyber Liability, a waiver of the insurer’s right of subrogation against Department, or, if such waiver is unobtainable, (i) an express agreement that such policy shall not be invalidated if Contractor waives or has waived before the casualty, the right of recovery against Department, or (ii) any other form of permission for the release of Department.
Response Requirement

On Attachment CC, Insurance Response Form, the Bidder must affirm understanding of the State’s Insurance Requirements.

VIII. Financial Requirements

This is a deliverable-based Fixed Price Contract.  The payment structure for the contract awarded from this RFP will be based on the project tasks and deliverables specified in Section III. Post Award Deliverables.  Payment will be made upon completion and acceptance of the deliverables and in accordance with State Finance Law.
Retainage
A twenty percent (20%) retainage will be held from each invoice submitted.  However, if the Contractor fails to meet the finalized deliverable timeline specified in the implementation plan, the retainage for the following tasks will be modified as follows:
· Deliverables Number: 3, 4, 10, and 11 will increase from a twenty percent (20%) retainage to a fifty percent (50%) retainage.  The State reserves the right to allow for a grace period, at its sole discretion.
The retainage will be held until the final deliverable has been accepted and the Real Property Tax Administration System Solution has been in Production for 90 days with no Level 1 or Level 2 errors, at which time the Contractor may invoice for the retainage.  
Incentives 
The State will expect the Contractor to strictly adhere to the finalized project timeline (Deliverable 2). As such, the Contractor may be subject to an incentive for each deliverable at the State’s sole discretion. Incentives are outlined as follows:

· Incentive – If the vendor meets the project timeline prior to the date specified in the implementation plan; and the deliverable(s) is/are fully accepted by the State, the retainage withheld for that deliverable will drop from twenty percent (20%) to ten percent (10%).
Response Requirement
In response to this section, the Bidder must complete Attachment 18, Financial Response Form.  With the exception of adding lines to provide the required information, Bidders should not modify or change the attachment.  Pricing information should be completed as presented and as specified in the instructions.  All costs associated with the requirements of the RFP must be incorporated into the Bidder’s financial response.  All pricing provided in response to the requirements included in this RFP must be inclusive of travel, meals and lodging and other ancillary costs.  No other add-on costs are permitted.  

IX. Administrative Requirements
A. Administrative Proposal Conditions

With the submission of a response to this Request for Proposal, the Bidder agrees to the proposal conditions outlined in this Section.

1. Issuing Agency

This RFP is issued by the New York State Department of Taxation and Finance on behalf of the Department and OITS, which is responsible for all criteria stated herein and for evaluation of all proposals submitted.

2. Solicitation

This RFP is a solicitation to bid, not an offer of a contract.

3. Liability
The State of New York is not liable for any costs incurred by a Bidder in the preparation and production of any proposal, or for any work performed prior to the execution of a formal contract.

4. Proposal Ownership

All proposals and accompanying documentation become the property of the State of New York and will not be returned.  The Department reserves the right to use any of the portions of the Bidder’s proposal not specifically noted as proprietary.

5. Proposal Security

Each Bidder’s proposal will be held in strict confidence by State staff and will not be disclosed except to the Office of the Attorney General and the Office of the State Comptroller as may be necessary to obtain approvals of those agencies for the final contract and except as required by law.

Public inspection of the bids is regulated by the Freedom of Information Law (Article 6 of the New York State Public Officers Law).  The bids are presumptively available for public inspection.  If this would be unacceptable to Bidders, they should apply to the Department for trade secret protection for their bid.
The public officers’ code of ethics (Section 74 of the Public Officers Law) sets the standard that no officer or employee of a State agency shall disclose confidential information that he acquires during the course of his official duties.  These standards control the confidentiality of a Bidder’s proposal unless the Department grants a petition for records access in accordance with the Freedom of Information Law.

Bidders should be advised that the confidentiality of their proposals is founded upon statute, as described above.  A nondisclosure agreement, whether prescribed by the Department or the Bidder, would not alter the rights and responsibilities of either party under the Freedom of Information Law.  Bidders should not propose a nondisclosure agreement for Department employees, for that would be legally ineffective to alter any legal responsibility under the Freedom of Information Law or the code of ethics.

The provisions of the Freedom of Information Law will also govern the confidentiality of any and all products or services supplied by the successful Bidder.

6. Timely Submission
The Bidders are solely responsible for timely delivery of their proposal to the location set forth by the stated bid due date/time and are solely responsible for delays in receipt, including but not limited to those due to third-party carriers.
7. Proposal Effective Period

The Bidder’s proposal must be firm and binding for a period of at least 180 days following the proposal due date.

8. Bid Opening

Bids will not be opened publicly.  The Department reserves the right at any time to postpone or cancel a scheduled bid opening.

9. Bidder Proposal Clarification

Prior to award, the Department reserves the right to seek clarifications, request Bid revisions, or to request any information deemed necessary for proper evaluation of Bids from all Bidders deemed to be eligible for Contract award.  Failure of a Bidder to cooperate with the Department’s effort to clarify a proposal may result in the proposal being labeled as non-responsive and be given no further consideration.  

Additionally, the Department reserves the right to use information submitted by the Bidder in response to the Department’s request for clarifying information in the course of evaluation and selection under this RFP.
10. Bid Evaluation and Selection
See Section XI: Proposal Evaluation, regarding bid selection and evaluation methodology.  Submitted proposals may be reviewed and evaluated by any personnel or agents of the Department and/or OITS, other than one associated with a competing Bidder.
11. Contract Negotiations and Authorized Negotiators

During contract negotiations, the Department must have direct access to Bidder personnel who have full authority to make commitments on behalf of the Bidder.  Bidders must include, as part of their proposal, any restrictions under which their primary negotiators will operate.
12. Bidder Notification of Intent to Award

Upon completion of the evaluation process, the successful Bidder will be advised of selection by the Department through the issuance of a “Notification of Intent to Award” letter.  Bidders who have not been selected by the Department in response to this RFP shall be notified of such non-selection.

13. Proposal Review and Contract Approval

Any contract resulting from this RFP will not be effective until approved by the Office of the Attorney General and the Office of the State Comptroller.

14. Debriefing Sessions
Bidders will be notified in writing and may request the opportunity for a debriefing session.  Such sessions will be limited to discussions of evaluation results as they apply to the Bidder receiving the debriefing.

15. Bid Protest Policy

The Department’s procedures for handling protests of bid awards are set forth in Appendix B:  Bid Protest Policy.

16. Reserved Rights

The Department of Taxation and Finance reserves the right to exercise the following:

a. Change any of the scheduled dates herein.

b. Amend RFP specification(s) after their release to correct errors or oversights, or to supply additional information as it becomes available and so notify all Bidders.

c. Withdraw the RFP, at its sole discretion.

d. Eliminate a mandatory requirement when all Bidders cannot meet such requirement.

e. Evaluate, accept and/or reject any and all proposals, in whole or in part, and to waive technicalities, irregularities, and omissions if, in the Department’s judgment, the best interests of the Department will be served.  In the event compliant bids are not received, the Department reserves the right to consider late or non-conforming bids as offers.
f. Require the Bidder to demonstrate, to the satisfaction of the Department, any information presented as a part of their proposal.

g. Require clarification at any time during the procurement process and/or require correction of arithmetic or other apparent errors for the purpose of assuring a full and complete understanding of an Offerer’s proposal and/or to determine an Offerer’s compliance with the requirements of the solicitation.

h. Disqualify any Bidder whose conduct and/or proposal fails to conform to the requirements of the solicitation. 

i. Use proposal information obtained through the Department’s investigation of a Bidder’s qualifications, experience, ability or financial standing, and any material or information submitted by the Bidder in response to the Department’s request for clarifying information in the course of evaluation and selection under this RFP.

j. Prior to the bid opening, determine a tie breaking mechanism for award of the contract to serve the best interests of the State.

k. Negotiate with the successful Bidder within the scope of the RFP to serve the best interests of the State.

l. Conduct contract negotiations with the next ranked responsible Bidder should the Department be unsuccessful in negotiating an agreement with the selected Bidder or for failure to successfully complete the Fit Gap upon approval of the initial contract.  
m. If the Department must terminate the contract for non-performance or is unable to maintain the support required, the Department reserves the right, with the approval of the Attorney General and the Office of the State Comptroller, to award a contract to the next highest ranked Bidder of the original bid submission within the first twelve months of the award. 
n. Utilize any and all ideas submitted in the proposals received.  
o. Make an award under the RFP in whole or in part.  
p. Seek revisions of proposals.
B. Administrative Contract Conditions

With the submission of a response to this Request for Proposals, the Bidder agrees to the contract conditions outlined in this Section unless the Bidder proposes extraneous terms (see IX.B.20).
1. Appendix A

Appendix A – Standard Clauses for New York State Contracts will be incorporated, in its entirety, into any Contract resulting from this RFP.

2. Payments

All payments will be made in accordance with Article XI-A of the New York State Finance Law.
3. Public Announcements

Public announcements or news releases relating to this RFP or the resulting Contract shall not be made by any Bidder or its agent without the prior approval of the Department.  All requests for public announcements should be directed to one of the designated contacts specified herein.  Such approval shall not be considered until an executed contract is in place.

4. New York State Vendor File

Prior to being awarded a contract pursuant to this Solicitation, the Bidder(s) and any designated authorized resellers who accept payment directly from the State, must be registered in the New York State Vendor File (Vendor File) administered by the Office of the State Comptroller (OSC).   This is a central registry for all vendors who do business with New York State Agencies and the registration must be initiated by a State Agency.  Following the initial registration, unique New York State ten-digit vendor identification numbers will be assigned to your company and to each of your authorized resellers (if any) for usage on all future transactions with New York State.   Additionally, the Vendor File enables vendors to use the Vendor Self-Service application to manage all vendor information in one central location for all transactions related to the State of New York.

If Bidder is already registered in the New York State Vendor File, list the ten-digit vendor id number on the first page of the Proposal document.   Authorized resellers already registered should list the ten-digit vendor id number along with the authorized reseller information.

 If the Bidder is not currently registered in the Vendor File, complete the enclosed Exhibit I, New York State Office of the State Comptroller Substitute Form W-9, and submit it with your bid.   In addition, if authorized resellers are to be used, an OSC Substitute W-9 form should be completed and filed by each of the designated authorized resellers. The Procurement Services Unit will initiate the vendor registration process for all Bidders recommended for Contract Award and their authorized resellers.    Once the process is initiated, registrants will receive an email from OSC that includes the unique ten-digit vendor identification number assigned to the company and instructions on how to enroll in the online Vendor Self-Service application.

For more information on the vendor file please visit the following website: http://www.osc.state.ny.us/vendor_management/
4. Requirements and Procedures for Business Participation Opportunities for New York State Certified Minority and Women-Owned Business Enterprises and Equal Employment Opportunities for Minority Group Members and Women 

NEW YORK STATE LAW

Pursuant to New York State Executive Law Article 15-A, the Department recognizes its obligation under the law to promote opportunities for maximum feasible participation of certified minority-and women-owned business enterprises and the employment of minority group members and women in the performance of Department contracts.  

In 2006, the State of New York commissioned a disparity study to evaluate whether minority and women-owned business enterprises had a full and fair opportunity to participate in state contracting.  The findings of the study were published on April 29, 2010, under the title "The State of Minority and Women-Owned Business Enterprises: Evidence from New York" (“Disparity Study”).  The report found evidence of statistically significant disparities between the level of participation of minority-and women-owned business enterprises in state procurement contracting versus the number of minority-and women-owned business enterprises that were ready, willing and able to participate in state procurements.  As a result of these findings, the Disparity Study made recommendations concerning the implementation and operation of the statewide certified minority- and women-owned business enterprises program.  The recommendations from the Disparity Study culminated in the enactment and the implementation of New York State Executive Law Article 15-A, which requires, among other things, that the Department establishes goals for maximum feasible participation of New York State Certified minority- and women – owned business enterprises (“MWBE”) and the employment of minority groups members and women in the performance of New York State contracts.

Business Participation Opportunities for MWBEs

For purposes of this solicitation, DTF hereby establishes an overall goal of 20% for MWBE participation; 8.38% for Minority-Owned Business Enterprises (“MBE”) participation and 11.62% for Women-Owned Business Enterprises (“WBE”) participation (based on the current availability of qualified MBEs and WBEs). A contractor (“Contractor”) on the subject contract (“Contract”) must document good faith efforts to provide meaningful participation by MWBEs as subcontractors or suppliers in the performance of the Contract and Contractor agrees that DTF may withhold payment pending receipt of the required MWBE documentation.  The directory of New York State Certified MWBEs can be viewed at: http://www.esd.ny.gov/mwbe.html .  
For guidance on how DTF will determine a Contractor’s “good faith efforts,” refer to 5 NYCRR §142.8.

In accordance with 5 NYCRR §142.13, Contractor acknowledges that if it is found to have willfully and intentionally failed to comply with the MWBE participation goals set forth in the Contract, such finding constitutes a breach of Contract and DTF may withhold payment from the Contractor as liquidated damages.  

Such liquidated damages shall be calculated as an amount equaling the difference between:  (1) all sums identified for payment to MWBEs had the Contractor achieved the contractual MWBE goals; and (2) all sums actually paid to MWBEs for work performed or materials supplied under the Contract.  

By submitting a bid or proposal a Bidder on the Contract (“Bidder”) agrees to submit the following documents  and information as evidence of compliance with the foregoing:

a. Bidders are required to submit Attachment 4, MWBE Utilization Plan, with their bid or proposal.  Any modifications or changes to the MWBE Utilization Plan after the Contract award and during the term of the Contract must be reported on a revised MWBE Utilization Plan and submitted to DTF.
b. DTF will review the submitted MWBE Utilization Plan and advise the Bidder of DTF’s acceptance or issue a notice of deficiency within 30 days of receipt.

c. If a notice of deficiency is issued, Bidder agrees that it shall respond to the notice of deficiency within seven (7) business days of receipt by submitting to the New York State Department of Taxation and Finance, Office of Budget and Management Analysis, State Office Campus, Albany, NY 12227, ATTN: Ms. Catherine Golden, Director, Procurement Services Unit, a written remedy in response to the notice of deficiency.  If the written remedy that is submitted is not timely or is found by DTF to be inadequate, DTF shall notify the Bidder and direct the Bidder to submit, within five (5) business days, a request for a partial or total waiver of MWBE participation goals on Exhibit M, Request for Waiver Form.  Failure to file the waiver form in a timely manner may be grounds for disqualification of the bid or proposal. 

d. DTF may disqualify a Bidder as being non-responsive under the following circumstances: 

i. If a Bidder fails to submit  a MWBE Utilization Plan;  

ii. If a Bidder fails to submit a written remedy to a notice of deficiency;  

iii. If a Bidder fails to submit a request for waiver; or 

iv. If DTF determines that the Bidder has failed to document good faith efforts. 

Contractors shall attempt to utilize, in good faith, any MBE or WBE identified within its MWBE Utilization Plan, during the performance of the Contract.  Requests for a partial or total waiver of established goal requirements made subsequent to Contract Award may be made at any time during the term of the Contract to DTF, but must be made no later than prior to the submission of a request for final payment on the Contract.

Contractors are required to submit Quarterly M/WBE Contractor Compliance & Payment Information in the New York State Contracting System located at https://ny.newnycontracts.com/ , by the 10th day following each end of quarter over the term of the Contract documenting the progress made toward achievement of the MWBE goals of the Contract.  See Exhibit N, M/WBE Quarterly Report. For an example of the information required.
1. Equal Employment Opportunity Requirements

By submission of a bid or proposal in response to this solicitation, the Bidder/Contractor agrees with all of the terms and conditions of Appendix A including Clause 12 - Equal Employment Opportunities for Minorities and Women. The Contractor is required to ensure that it and any subcontractors awarded a subcontract over $25,000 for the construction, demolition, replacement, major repair, renovation, planning or design of real property and improvements thereon (the "Work") except where the Work is for the beneficial use of the Contractor, shall undertake or continue programs to ensure that minority group members and women are afforded equal employment opportunities without discrimination because of race, creed, color, national origin, sex, age, disability or marital status. For these purposes, equal opportunity shall apply in the areas of recruitment, employment, job assignment, promotion, upgrading, demotion, transfer, layoff, termination, and rates of pay or other forms of compensation.  This requirement does not apply to:  (i) work, goods, or services unrelated to the Contract; or (ii) employment outside New York State.
Bidder further agrees, where applicable, to submit with the bid Attachment 5, Staffing Plan, identifying the anticipated work force to be utilized on the Contract and if awarded a Contract, will, upon request, submit to DTF, a workforce utilization report identifying the workforce actually utilized on the Contract if known. 

Further, pursuant to Article 15 of the Executive Law (the “Human Rights Law”), all other State and Federal statutory and constitutional non-discrimination provisions, the Contractor and sub-contractors will not discriminate against any employee or applicant for employment because of race, creed (religion), color, sex, national origin, sexual orientation, military status, age, disability, predisposing genetic characteristic, marital status or domestic violence victim status, and shall also follow the requirements of the Human Rights Law with regard to non-discrimination on the basis of prior criminal conviction and prior arrest.  

Please Note: Failure to comply with the foregoing requirements may result in a finding of non-responsiveness, non-responsibility and/or a breach of the Contract, leading to the withholding of funds, suspension or termination of the Contract or such other actions or enforcement proceedings as allowed by the Contract.

6. Omnibus Procurement Act of 1992

The Omnibus Procurement Act of 1992 requires that by signing this bid proposal, Contractors certify that whenever the total bid amount is greater than $1 million:

a. The Contractor has made reasonable efforts to encourage the participation of New York Sate Business Enterprises as suppliers and subcontractors on this project, and has retained the documentation of these efforts to be provided upon request to the State;

b. The Contractor has complied with the federal Equal Opportunity Act of 1972 (P.L.92-261), as amended:
c. The Contractor agrees to make reasonable efforts to provide notification to New York State residents of employment opportunities on this project through listing any such positions with the Job Service Division of the New York State Department of Labor, or by providing such notification in such manner as is consistent with existing collective bargaining contracts or agreements.  The Contractor agrees to document these efforts and to provide said documentation to the State upon request;
d. The Contractor acknowledges notice that New York State may seek to obtain offset credits from foreign countries as a result of this contract and agrees to cooperate with the State in these efforts.

1. Permission to Investigate

In the event that the Department determines it necessary to investigate evidence relative to a possible or actual 1) crime or 2) breach of confidentiality or security, Contractor and its subcontractors shall cooperate fully with the Department to the extent permitted by law to investigate and identify the responsible individuals.  Contractor and its subcontractors shall, to the extent permitted by law, make their employees and all relevant records, including personnel records and employee photographs, available to Department investigators upon request by the Department’s Office of Risk Management.  The Department may interview Contractor’s employees and/or agents in connection with an investigation during normal business hours.
2. Cover Letter

A transmittal letter must be signed by an official authorized to bind the Bidder to its provisions.

Response Requirement:

The cover letter must be signed by an official authorized to bind the Bidder to proposal provisions.

The cover letter must include the following:

· The complete name and address of the bidding entity;

· The Federal or Taxpayer Identification Number of the entity; and

· An affirmation that the proposal is binding for the required period indicated in Section IX. A. 7.

3. Vendor Responsibility Questionnaire

Article XI §163(4)(d) of the State Finance Law states that “service contracts shall be awarded on the basis of best value to a responsive and responsible offerer.”

Upon identification of the Bidder with the highest score, the Bidders’ Vendor Responsibility will be analyzed to ensure that the Bidder is responsible.

In the event that a Bidder is found to be not responsible, the Bidder may be disqualified.

Response Requirement:

Bidders must complete a Vendor Responsibility Questionnaire.  Bidders are invited to file the required Vendor Responsibility Questionnaire online via the OSC New York State VendRep system or may choose to complete and submit a paper questionnaire.  To enroll and use the New York State VendRep system, see the VendRep system instructions available at:  www.osc.state.ny.us/vendrep or go directly to the VendRep system online at:  https://portal.osc.state.ny.us.   For direct VendRep System user assistance, the OSC Help Desk may be reached at (866) 370-4672 or (518) 408-4672 or by email at ciohelpdesk@osc.state.ny.us.   Bidders opting to file a paper questionnaire can obtain the appropriate questionnaire from the VendRep website at www.osc.state.ny.us/vendrep or may contact one of the Department’s designated contacts.
Bidders that have filed a Vendor Responsibility Questionnaire online that has been certified/updated within the last six months or Bidders opting to file online must complete Attachment 6, Vendor Responsibility Response Form.  If a Vendor Responsibility Questionnaire has been filed online and has not been certified within the last six months, the Bidder must either update/recertify the online questionnaire or submit a new paper Vendor Responsibility Questionnaire.

Bidders filing paper questionnaires must submit a copy of the completed questionnaire with its bid proposal.

Upon notification of award, the Contractor will be required to update/recertify the online questionnaire.

4. MacBride Fair Employment Principles Form

Required as part of the proposal submission in accordance with Chapter 807 of the Laws of 1992 and in accordance with Section 165 of the State Finance Law, the Bidder, by submission of this bid, certifies that it or any individual or legal entity that the Bidder holds a 10% or greater ownership interest in the Bidder, either have business operations in Northern Ireland  and, if yes, shall take lawful steps in good faith to conduct any business operations in Northern Ireland in accordance with the MacBride Fair Employment Principles relating to non-discrimination in employment and freedom of workplace opportunity regarding such operations in Northern Ireland, and shall permit independent monitoring if compliance with such Principles.

Response Requirement

Each Bidder must complete and submit the Non-Discrimination in Employment in Northern Ireland:  Attachment 7, MacBride Fair Employment Principles Form.
5. Designation of Prime Contact
This designation will last for the entire evaluation process and contract negotiations, and the Bidder must certify that this individual is authorized to respond on the behalf of the Bidder.  Any change in this designation must be submitted in writing to the Department and include a revised form.

Response Requirement

Each Bidder must complete and submit the Attachment 8, Designation of Prime Contact Form.

6. Non-Collusive Bidding Practices Certification

A bid shall not be considered for award nor shall any award be made where the conditions of the Non-Collusive Bidding Certification have not been complied with; provided, however, that if in any case the Bidder cannot make the foregoing certification, the Bidder shall so state and shall furnish with the bid a signed statement which sets forth in detail the reasons therefore.  Where the above conditions have not been complied with, the bid shall not be considered for award nor shall any award be made unless the head of the purchasing unit of the State, public department or agency to which the bid is made, or his designee, determine that such disclosure was not made for the purpose of restricting competition (Section 139-d of the State Finance Law).
Response Requirement

The Bidder is responsible for reading, signing and submitting the Attachment 9, Non-Collusive Bidding Certification.

7. Procurement Lobbying 
Pursuant to State Finance Law §§139-j and 139-k, this solicitation includes and imposes certain restrictions on communications between DTF and an Offerer/Bidder during the procurement process.  An Offerer/Bidder is restricted from making contacts from the earliest notice of intent to solicit offers/bids through final award and approval of the Procurement Contract by DTF and, if applicable, the Office of the State Comptroller (“restricted period”) to other than designated staff unless it is a contract that is included among certain statutory exceptions set forth in State Finance Law §139-j (3) (a).  Designated staff, as of the date hereof, are identified in the Preface section of the Request for Proposal.  DTF employees are also required to obtain certain information when contacted during the restricted period and make a determination of the responsibility of the Offerer/Bidder pursuant to these two statutes.  Certain findings of non-responsibility can result in rejection for Contract award and in the event of two findings within a four-year period; the Offerer/Bidder is debarred from obtaining governmental Procurement Contracts.  Information related to the Procurement Lobbying Law and DTF guidelines can be found on the Department’s Procurement website at:  http://www.tax.ny.gov/about/procure.
Contacting individuals other than the designated contacts listed in the Preface Section of this document during the restricted period may result in disqualification of the Bidder’s proposal – please refer to the Procurement Lobbying Law and the Department’s guidelines posted on the Department’s website at:  http://www.tax.ny.gov/about/procure.
a. Offerer Disclosure of Prior Non-Responsibility Determinations

New York State Finance Law §139-k(2) obligates a Governmental Entity to obtain specific information regarding prior non-responsibility determinations with respect to State Finance Law §139-j.  This information must be collected in addition to the information that is separately obtained pursuant to State Finance Law §163(9).  In accordance with State Finance Law §139-k, an Offerer must be asked to disclose whether there has been a finding of non-responsibility made within the previous four (4) years by any Governmental Entity due to: (1) a violation of State Finance Law §139-j to (2) the intentional provision of false or incomplete information to a Governmental Entity.  The terms “Offerer” and “Governmental Entity” are defined in State Finance Law §139-k(1).  State Finance Law §139-j sets forth detailed requirements about the restrictions on Contacts during the procurement process.  A violation of State Finance Law §139-j includes, but is not limited to, an impermissible Contact during the restricted period (for example, contacting a person or entity other than the designated contact person, when such contact does not fall within one of the exemptions).
As part of its responsibility determination, State Finance Law §139-k(3) mandates consideration of whether an Offerer fails to timely disclose accurate or complete information regarding the above non-responsibility determination.  In accordance with law, no Procurement Contract shall be awarded to any Offerer that fails to timely disclose accurate or complete information under this Section, unless a finding is made that the award of the Procurement Contract to the Offerer is necessary to protect public property or public health or safety, and that the Offerer is the only source capable of supplying the required Article of Procurement within the necessary timeframe.  See State Finance Law §§139-j(10)(b) and 139-k(3).
A Governmental Entity must include a disclosure request regarding prior non-responsibility determinations in accordance with State Finance Law §139-k in its solicitation of proposals or bid documents or specifications or Contract documents, as applicable, for Procurement Contracts.  The attached form is to be completed and submitted by the individual or entity seeking to enter into a Procurement Contract.  It shall be submitted to the Governmental Entity conducting the Governmental Procurement.
Response Requirement

Each Bidder must complete and submit the Attachment 10, Offerer Disclosure of Prior Non-Responsibility Determinations.
b. Offerer’s Certification of Compliance with State Finance Law 139-k(5)
New York State Finance Law 139-k(5) requires that every Procurement Contract Award subject to the provisions of State Finance Law 139-k or 139-j shall contain a certification by the Offerer that all information provided to the procuring Governmental Entity with respect to State Finance Law 139-k is complete, true and accurate.  

The Department reserves the right to terminate any Contract award as a result of this RFP in the event it is found that the certification filed by the Offerer/Bidder in accordance with New York State Finance Law 139-k was intentionally false or intentionally incomplete.

Response Requirement

Each Bidder must complete and submit Attachment 11, Offerer’s Certification of Compliance with State Finance Law 139-k(5).
8. Secrecy Provisions (DTF-202)

Bidders are required to adhere to secrecy provisions as outlined in Article VII, of the Preliminary Contract, Exhibit J.

Response Requirement

Each Bidder must complete and submit Attachment 12, New York State Department of Taxation and Finance Agreement to Adhere to the Secrecy Provisions of the Tax Law and the Internal Revenue Code.

9. Acknowledgement of Confidentiality of IRS Tax Return Information and Internal Revenue Code Selected Confidentiality Provisions Pertaining to Contractors

Bidders are required to adhere to secrecy provisions as outlined in Article VII, of the Preliminary Contract, Exhibit J.
Response Requirement

Each Bidder must complete and submit Attachment 13, Acknowledgement of Confidentiality of IRS Tax Return Information and Internal Revenue Code Selected Confidentiality Provisions Pertaining to Contractors.
10. Ethics Compliance
All Bidders/contractors and their employees must comply with Public Officers Law §§73 and 74 to the extent applicable, Chapter 1 of the Laws of 2005, the Procurement Lobbying Reform Act, and other State statutes, rules, regulations and executive orders establishing ethical standards for the conduct of business with New York State.  In signing the bid, the Bidder certifies full compliance with those provisions for any present or future dealings, transactions, sales, Contracts, services, offers, relationships, etc., involving New York State and/or its employees.  Failure to comply with those provisions may result in disqualification from the bidding process, termination of Contracts, and/or other civil or criminal proceedings as required by law.

Response Requirement

Each Bidder must complete and submit Attachment 14, Public Officers Law Form and Attachment 15 Public Officers Law – Post Employment Restrictions which addresses business or professional activities by current or past state officers and employees and party officers.  These forms shall be made part of the resultant contract.
11. Sales and Compensating Use Tax Documentation

Pursuant to Tax Law Section 5-a, Bidders will be required to complete and sign, under penalty of perjury, Contractor Sales Tax Certification Form ST-220, Exhibit F.  Bidders must also submit a copy of the Certificate of Authority, if available, for itself, any affiliates, and any subcontractors required to register to collect state sales and compensating use tax.  If Certificates of Authority are unavailable, the Contractor, affiliate, subcontractor or affiliate of subcontractor must represent that it is registered and that it has conferment such status with the Department.

Exhibit F provides the Contractor Certification Forms and Instructions for completing the forms.  ST-220-TD must be filed with and returned directly to the Department address provided on the form.  Unless the information upon which the ST-220-TD is based changes, this form only needs to be filed once with DTF.  If the information changes for the Contractor, its affiliate(s), or its subcontractor(s), a new form ST-220-TD must be filed with DTF.  Completion of the form at the time of bid submission is not required; however, Form ST-220-TD must be filed and returned to DTF upon notification of Contract award.
Form ST-220-CA must be provided to the Office of Budget and Management Analysis upon notification of contract award certifying that the Contractor filed ST-220-TD.  Proposed Contractors should complete and return the certification form within two business days of request.

Failure to make either of these filings may render a Bidder non-responsive and non-responsible.  Bidders shall take the necessary steps to provide properly certified forms within a timely manner to ensure compliance with the law.

Vendors may call DTF at 1-518-485-2889 for any and all questions relating to Section 5-a of the Tax Law and relating to a company’s registration status with the DTF.  For additional information and frequently asked questions, please refer to the Department’s website:  http://www.tax.ny.gov. 
12. Prime Contractors/Subcontractors
The successful Bidder shall act as Prime Contractor under the contract, and shall be held solely responsible for contract performance by the Bidder, its partners, officers, employees, subcontractors and agents.  The Bidder shall be responsible for payment of all subcontractors and suppliers, including all third-party service providers contracted by or through the Bidder in performance of the contract.

Where services are supplied by or through the Bidder under the contract, it is mandatory for the Bidder to assume full integration responsibility for delivery, installation, maintenance, performance and support services for such items, as applicable.  The Bidder shall also be responsible for payment of any license fees, rents or other monies due third parties for services or materials provided under this contract.

Proposed subcontractors must be identified at the time of bid submission and are subject to the approval of the State (see Article XIV, General Terms and Conditions of Exhibit J:  Preliminary Contract, for additional information).
Response Requirement

The Department requires a list of subcontractors who will be utilized for the performance of services under any resultant contract as well as a description of the services to be subcontracted.  This information must be provided on the Attachment 16, Listing of Proposed Subcontractors  Form.
13. Proposed Extraneous Terms

Proposals must conform to the terms and conditions set forth in this RFP and the Preliminary Contract, Exhibit J.  Any objections to terms and conditions set forth in this section of the RFP (Section IX) and the Preliminary Contract, Exhibit J, must be provided to the Department in the Bidder’s Administrative Proposal.  Material deviations to the terms and conditions set forth in the RFP (including additional, inconsistent, conflicting or alternative terms) may render the bid non-responsive and may result in rejection.
Response Requirement

The Bidder must attach any objections to the terms and conditions outlined in Section VI.B. or the Preliminary Contract, Exhibit J.

Only those extraneous terms that meet all the following requirements will be considered as having been submitted as part of the proposal:

· Each proposed extraneous term (addition, counter-offer, deviation or modification) must be specifically enumerated in writing which is not part of a pre-printed form; and
· The writing must identify the particular term to which the Bidder objects or proposes to modify by inclusion of the extraneous term and the reasons therefore.

Extraneous term(s) submitted on standard, pre-printed forms (including but not limited to: product literature, order forms, license agreements, contracts or other documents), whether or not deemed “material”, which are attached or referenced with submissions which do not meet the above requirements will not be considered part of the bid or resulting contract, but rather will be deemed to have been included for informational or promotional purposed only.

Acceptance and/or processing of the bid proposal shall not constitute such written acceptance of Extraneous Term(s) or a waiver of the Department’s right set forth in Section IX.  Failure to object to any terms identified in Section IX of this RFP and the Preliminary Contract, Exhibit J, shall be deemed to constitute acceptance thereof by the Bidder.
14. Request for Exemption from Disclosure

The bids are presumptively available for public inspection.  If this would be unacceptable to Bidders, they should apply to the Department for trade secret protection of their bid.

In applying for trade secret protection, it would be unacceptable to indiscriminately categorize the entire proposal as such. The Bidder should point out those sections of the proposal that are trade secrets and explain the reasons therefore.  The Bidder may wish to review with its legal counsel Restatement of Torts, Section 757, comment b, and the cases under the Federal Freedom of Information Act, 5 USC Section 522, as well as the Freedom of Information Act.  The Department will review applications and grant trade secret protection, if appropriate.  
Response Requirements

To obtain trade secret protections, the Bidder must submit with its response, a letter specifically identifying the page number, line or other appropriate designation of the information that is trade secret and explain in detail why such information is a trade secret and would be exempt from disclosure.
15. Requirements Imposed Pursuant to Laws of 2006, Chapter 10

a. The procurement record for each new consulting services contract received by the Office of the State Comptroller for approval on or after July 17, 2006, must include a properly completed copy of Form A, State Consultant Services – Contractor’s Planned Employment From Contract Start Date Through The End of the Contract Term, attached hereto as Exhibit G.  This form, which is a one-time report of planned employment data for the entire term of a consulting services contract on a prospective basis, must include the following information, by “employment category,” for all employees who will be providing services under the contract, whether employed by the Contractor or a subcontractor:
i. The number of employees employed to provide consulting services under the contract;

ii. The number of hours worked by such employees under the contract; and

iii. The total compensation paid by the State to such employees under the contract.

The Contractor may be requested to assist in the completion of Form A.

b. In addition, for each year a consulting services contract is in effect, contracting agencies must require contractors to report annually regarding the above described employment information including work performed by subcontractors.  The Contractor must properly complete a copy of Form B, State Consultant Services – Contractor’s Annual Employment Report, attached hereto as Exhibit H, and provide it to the contracting agency, i.e., the New York State Department of Taxation and Finance; the Office of the State Comptroller (OSC) and the Department of Civil Service (CS).  Form B captures historical information, detailing actual employment information for the most recently concluded State fiscal year (April 1 – March 31).  Form B will be due no later than May 15 of each year.
Form B shall be provided to OSC and Civil Service as set forth in OSC Guide to Financial Operations at: 
 http://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/18/C.htm
Form B shall be provided to Tax as follows:

By mail:

New York State Department of Taxation and Finance

Office of Budget and Management Analysis


Procurement Services Unit


W. A. Harriman State Office Building Campus


Albany, NY 12227

By email:  
bfs.contracts@tax.ny.gov
Fax:
(518) 435-8413

A. For purposes of this section, the following terms have the specified meanings:

· “employment category” means the specific occupation(s), as listed in the O*NET occupational classification system, which best describes the employees providing services under this contract; and

(Note:  The O*NET database is available through the US Department of Labor’s Employment and Training Administration, at http://online.onetcenter.org to find a list of occupations.)

· “consulting services contract” includes any contract entered into by a State agency for analysis, evaluation, research, training, data processing, computer programming, engineering, environmental, health and mental health services; accounting, auditing, paralegal, legal, or similar services.

2. Iran Divestment Act
By submitting a bid in response to this solicitation or by assuming the responsibility of a Contract awarded hereunder, Bidder/Contractor (or any assignee) certifies that it is not on the “Entities Determined To Be Non-Responsive Bidders/Offerers Pursuant to The New York State Iran Divestment Act of 2012” list (“Prohibited Entities List”) posted on the OGS website at: http://www.ogs.ny.gov/about/regs/docs/ListofEntities.pdf and further certifies that it will not utilize on such Contract any subcontractor that is identified on the Prohibited Entities List. Additionally, Bidder/Contractor is advised that should it seek to renew or extend a Contract awarded in response to the solicitation, it must provide the same certification at the time the Contract is renewed or extended. 

During the term of the Contract, should DTF receive information that a person (as defined in State Finance Law §165-a) is in violation of the above-referenced certifications, DTF will review such information and offer the person an opportunity to respond. If the person fails to demonstrate that it has ceased its engagement in the investment activity which is in violation of the Act within 90 days after the determination of such violation, then DTF shall take such action as may be appropriate and provided for by law, rule, or contract, including, but not limited to, seeking compliance, recovering damages, or declaring the Contractor in default. 

DTF reserves the right to reject any bid, request for assignment, renewal or extension for an entity that appears on the Prohibited Entities List prior to the award, assignment, renewal or extension of a contract, and to pursue a responsibility review with respect to any entity that is awarded a contract and appears on the Prohibited Entities list after contract award. 
23. Encouraging use of New York State Business in Contract Performance

New York State businesses have a substantial presence in State contracts and strongly contribute to the economies of the state and nation.  In recognition of their economic activity and leadership in doing business in New York State, bidders/proposers for this contract for commodities, services or technology are strongly encouraged and expected to consider New York State businesses in the fulfillment of the requirements of the contract.  Such partnering may be as subcontractors, suppliers, protégés or other supporting roles.

Response Requirements

Each Bidder must complete and submit Attachment 17, Encouraging Use of New York State Business in Contract Performance.

X. Proposal Submission
The Bidder must provide a response that clearly and precisely provides all required information.  Emphasis should be placed on conformance with the RFP instructions, responsiveness to the RFP requirements and clarity of the intent.

Proposals that do not comply with these instructions or do not meet the full intent of all of the requirements of this RFP may be subject to scoring reductions during the evaluation process or may be deemed non-responsive.

The Department does not require, nor desire, any excessive promotional material which does not specifically address the response requirements of this RFP.

A. Proposal Content and Organization

To facilitate in the evaluation process, the Bidder must organize the proposal into three distinct volumes as follows:

Volume One:
Qualifying, Functional, Technical  and General Requirements

Volume Two:
Administrative Requirements

Volume Three:
Financial Requirements

1. Volume One format

Volume One should contain a table of contents with page numbers and each section should be tabbed as follows:

a. Tab 1 –  Executive Summary

b. Tab 2 -  Qualifying Requirements

c. Tab 3 – Functional Requirements

d. Tab 4 – Technical Requirements
e. Tab 5 – General Requirements

2. Volume Two Format

a. Tab 1 –  Cover Letter

· Extraneous terms, if applicable

· Request for exemption from Disclosure, if applicable

a. Administrative Response Forms

3. Volume Three Format

This volume must contain the Financial Response Form.
B. Submission of Proposals
The Bidder must submit three (3) originals and five (5) copies of Volume One: Qualifying, Functional, Technical and General Requirements and three (3) originals and two (2) copies of Volume Two: Administrative Requirements and Volume Three: Financial Requirements.  All volumes must be bound separately, be clearly identified and should contain page numbers.
 Proposals must be received by the date and time specified in the Schedule of Events.

Electronic Copies (CD/DVD/Flash Drive):

· Two electronic copies of Volume 1- Qualifying and Technical Proposal ONLY

· One (1) electronic copy of the Qualifying and Technical, Administrative and Financial Proposal with any proprietary information redacted.  This will be used to facilitate requests for information under the Freedom of Information Law (FOIL).

The electronic copies must be encrypted and password protected.  The password must be submitted via email to bfs.contracts@tax.ny.gov.

To facilitate the evaluation process, the proposal must be packaged and submitted as outlined in this section.  Faxed or electronically transmitted proposals will not be accepted.

Bidder proposals must be enclosed in sealed containers with the following visibly inscribed on the outside of all containers:

Attn:  Catherine Golden, Director

New York State Department of Taxation and Finance

Office of Budget and Management Analysis

Procurement Services Unit

W. A. Harriman State Office Building Campus

Albany, NY 12227

All proposals must have a label on the outside of the package or shipping container outlining the following information:

“BID ENCLOSED”

RFP 14-04
Real Property Tax Administration System Solution
Bid Submission Date and time

Please note:  Deliveries by delivery services (e.g. UPS, FedEx, etc.) and/or requiring a signature of receipt should be addressed to the Department’s Campus address, however, the delivery service must be instructed to deliver the bid documents to the following address:

90 Cohoes Avenue
Green Island, NY 12183

Only under circumstances identified in Section IX. A. 16, will the Department consider any proposals received after the time and date specified in the Schedule of Events.  In the event a package is not labeled properly as described in this Section, the Department reserves the right to inspect the contents of the package(s) to determine the contents.  The Bidder shall have no claim against the Department arising from such inspection and such inspection shall not affect the validity of the procurement.  Notwithstanding, the Department’s right to inspect the contents of the package(s), the Bidder assumes all risk of late delivery associated with the bid not being identified, packaged or labeled in accordance with the foregoing requirements.

XI. Proposal Evaluation
Pursuant to Article XI of the State Finance Law, the basis for contract award under this RFP will be “best value;” optimizing quality, cost and efficiency among responsive and responsible Bidders.

1. Proposal Clarification
The Department reserves the right to require a Bidder to provide clarification and validation of its proposal through any means the Department deems necessary.  Failure of a Bidder to cooperate with the Department efforts to clarify or validate proposal information may result in the proposal being labeled as non-responsive and given no further consideration.
2. Evaluation Process Overview
There will be three phases to the evaluation process.  Proposals which pass Phase One of the evaluation will be further evaluated in Phase Two. 

a. Phase One Evaluation

All timely submitted proposals will be evaluated in Phase One.  Proposals will be evaluated in the following areas:

i. Proposal Screening (Pass/Fail)
Each proposal will be screened for completeness and conformance with the requirements for proposal submission as specified in this RFP.  Proposals which do not meet the requirements may be labeled as non-responsive and may not be given further consideration.
ii. Qualifying Requirements

All proposals that pass the Proposal Screening will be evaluated to determine if the Bidder meets the Qualifying Requirements specified in Section IV:  Qualifying Requirements.  If all Qualifying Requirements are not met, the Bidder’s proposal will be labeled non-responsive and will not be given further consideration.

Note:  The Financial Stability review (Section IV.D) will be started in this Phase of the evaluation and completed in Phase Three.  
All proposals that pass this stage of the evaluation process will be further evaluated in Phase Two.
b. Phase Two Evaluation
Bidders who pass Phase One of the evaluation will be further evaluated as follows:

i. Functional Evaluation/Technical/General Requirements (including extraneous terms) - 50 Points

ii. Financial Evaluation -30 points
Bidder’s financial proposals will be scored concurrently and separately from the Technical evaluation.

iii. System Presentation -20 points
To further evaluate the bidder’s proposed solution, the State requires the Bidder to demonstrate how the proposed solution meets the functional and technical requirements of this RFP. 

All Bidders will be required to participate in a System Presentation.  The Bidder will be given a minimum of one week’s notice of the date and time of the presentation.   The presentation will be an opportunity for the bidder to provide an overview of their solution, demonstrate a clear understanding of the needs, demonstrate the ease of use for end users and demonstrate knowledge and experience to successfully provide the Services required.

 The presentation will not be an opportunity to cure material omissions in the firm’s proposal and is not a substitute for a well written proposal.

Note:  
The Bidder’s presentation must not reference the cost component of the bid, as this is evaluated separately.
The Department will record the presentation which will become part of the procurement record.  The recording will be subject to the same Freedom of Information Law requirements as written documents.

Place:  
New York State Department of Taxation and Finance, located at WA Harriman State Campus, Albany, NY 12227.  The Bidder will be responsible for all cost associated with the presentation, including travel costs.

Attendees:  
The Bidder should bring a team of qualified staff to present the demo. In additions to sales staff and technical team members, Bidder should include those staff members with Real Property Tax Administration knowledge. 

Time Allowed:  The Bidder will have four (4) business days to present their proof of concept to State staff. Bidder will submit a timeline on how their product will be presented prior to coming in for the presentation.  

Form of Presentation:  Presenters will provide a demonstration of their Real Property Tax Administration System Solution Prototype and may use power point and/or other visual aids to assist them with the presentation.  The Bidder will be expected to bring whatever they need for the presentation.  If access to the internet is required, the Bidder will notify the Department at the time of invitation.  Any presentation materials or other documentation related to the presentation may become part of the resultant Contract at the sole discretion of the Department.

A. Technical Demonstration Requirements

As part of the product demonstration, the Bidder shall demo their product incorporating the technical requirements outlined below as well as provide documentation detailing the infrastructure of the proposed solution. The Department understands that not all technical requirements will be demonstrable via a product demo, but requires that the capabilities of the proposed solution that are not demonstrable be addressed by the Bidder during the demonstration. It is expected that the Bidder will provide a combination of power point examples, diagrams, documentation, charts and any other forms of visual aid that will assist the State in confirming that the proposed solution is capable of handling and supporting the requirements of RPSv5. 

· Utilizes a thin client. The Bidder must demonstrate use case experiences for end users (e.g. daily system use, navigation, reporting), system administrators (e.g. business rules management, user addition, removal and updating, maintenance, security rules), system maintenance (e.g. reference table configurations, system updates, database updates), and customization/configuration wizards and navigation options.

· Utilizes multi-tenancy. The Bidder must configure a demonstration with multiple jurisdictions operating within their own tenancy.

· Is an enterprise solution. The Bidder must provide a demonstration that mimics over 300 concurrent user connections and public access (anonymous web use).

· Integrates with or utilizes GIS, sketching, document management, electronic filing, Standard and customized reporting, tax billing and payment collection, standard federation security, O365, data sharing, file transfers and School Tax Relief (STAR) reliance on income tax data.

A. Functional Demonstration Requirements

As part of the product demonstration, the Bidder shall demo their product incorporating the functional requirements outlined below as well as provide documentation detailing information the Bidder believes is pertinent to the Department’s understanding on how the Bidder’s proposed solution will accommodate the functional requirements. The Department understands that not all functional requirements will be demonstrable via a product demo, but requires that the system capabilities of the proposed solution that are not demonstrable be addressed by Bidder during the demonstration. It is expected that the Bidder will provide a combination of  power point examples, diagrams, documentation, charts and any other forms of visual aid that will assist the State in confirming that the proposed solution is capable of handling and supporting the requirements of RPSv5. 

Administration

· Group & User Account Management

· Demonstrate available user security settings and how each impacts the view and access of parcel data

· Reference Data Management

· Demonstrate the mass update of Agricultural parcels in a given Jurisdiction for a selected Assessment Roll Year when annual Agricultural Values are provided.

· Demonstrate the mass update of parcels having STAR Exemptions in a given Jurisdiction for a selected Assessment Roll Year when annual Certified STAR Exemptions are provided.

· Demonstrate the mass update of parcels having rate based Exemptions in a given Jurisdiction for a selected Assessment Roll Year when annual Equalization Rates and/or Special Rates are provided.

· Demonstrate the mass update of parcels having Change in Level based Exemptions in a given Jurisdiction for a selected Assessment Roll Year when a Change in Level Factor is certified and updated.

· Demonstrate the mass update of parcels having income-based Exemptions in a given Jurisdiction for a selected Assessment Roll Year when local limits are assigned or changed.

· Demonstrate the mass update of parcels having certain Veterans Exemptions in a given Jurisdiction for a selected Assessment Roll Year when local limits are assigned or changed.

· Demonstrate the delivery and propagation of:

· A new exemption code

· A new property classification code / the deactivation of an existing property classification code

· A school district consolidation

· A village dissolution

· Update Programs

· Batch File Maintenance

· Demonstrate mass maintenance from external data sources

· Next Year Processing 

· Demonstrate the process of creating a new assessment year and the process for updating all time/duration based exemptions.

Custom Report Writer

· Demonstrate various reporting:
· Tabular data view with summary totals
· Mailing label(s)
· Formatted letter(s)
· Report with parcel image
· Report showing values from multiple assessment years at once
· Describe the paradigm for data availability and query construction/optimization
User Accessories

· Audit Transaction Management

· Demonstrate the paradigm and user interactions with Transaction Management

GIS

· Demonstrate Map access from Parcel

· Demonstrate Parcel access from Map

Help

· Demonstrate access to user documentation, on-line help facilities, FAQs, etc.
Images

· Demonstrate image/document acquisition; describe source media (camera, scanner, etc) options; describe any image size and/or resolution limitations
· Demonstrate images/documents associated with a parcel and selection of preferred image(s) for display on printed materials
· Demonstrate for copying/moving an image/document from one parcel to another
· Demonstrate for image/document removal
Individual Parcel Maintenance

· Parcel

· Demonstrate the creation of a new parcel

· Owner / Tax Bill Mailing / Third Party Mailing / Bank

· Demonstrate multiple ownership and describe any ‘ownership ranking’

· Demonstrate how an Owner’s Primary Residence is recorded

· Assessment / Class Assessment

· Demonstrate the paradigm used to store multiple assessment years

· Demonstrate access to an assessment history

· Demonstrate the calculation of Full Market Value using the Equalization Rate

· Demonstrate the assignment of value (assessed, taxable, AR changes) when a parcel is split between homestead and non-homestead

· Demonstrate a parcel easement and use of an allocation factor

· Exemptions

· Demonstrate a parcel having:

· multiple exemptions

· Multiple exemptions with one or more impacted by residential percentage, owner percentage and/or exemption percentage

· Multiple exemptions and multiple special districts of varying types with one or more impacted by residential percentage

· Multiple exemptions where the value of exemptions exceeds the assessment

· Demonstrate a homestead, non-homestead and split parcel having:
· Multiple exemptions

· Multiple exemptions where the Equalization Rate is less than 100

· Land

· Demonstrate the recording of parcel land size and how impacted by addition of land parts

· Valuation

· Demonstrate the recording of all approaches to valuation

· Agricultural Assessment

· Demonstrate the calculation of an agricultural assessment for a Cattle Farm (Property Class 112) with an Exemption Code of 41720 inside an Agricultural District

· Cooperative

· Demonstrate the recording of Cooperative inventory

· Demonstrate the recording of ownership

· Demonstrate the recording of exemptions 

· Produce a report of all Cooperative Units and their assessment data

· Mobile Home

· Demonstrate the recording of Park inventory

· Demonstrate the recording of ownership

· Demonstrate recording of exemptions

· Produce a report of all Mobile Homes and their assessment data

· Forest

· Demonstrate the recording of Forest Stands

· Sale

· Add a sale

· Demonstrate an ownership change

· Demonstrate “time of sale” values and inventory captured

· Demonstrate how sales are retained if a parcel is deleted/inactivated

· Search

· Demonstrate available parcel search options

· Notes

· Demonstrate Notes recording abilities

Standard Reports

· Agricultural Assessment

· Produce a report of the calculated Agricultural Assessments for a County, Town or SWIS for a selected Roll Year

· Assessed Value Display

· Produce a report sorted by either print key, location or owner that displays all properties and their respective property class, land assessed value and total assessed value

· Assessment Change Array

· Produce a report comparing the current assessed value with the prior assessed value for active and reactivated parcels.  Display values in both dollars and percentages

· Assessment/Tax Roll

· Produce a County/Town Roll containing exemptions and special districts
· Produce a School District Roll with multiple Towns containing exemptions and special districts

· Produce a County/Town/School Roll containing exemptions and special districts
· Produce a Roll for a designated municipality

· Produce a Roll containing parcels with easements

· Demonstrate the generation of Tax Bills…

· To primary addressee

· To Third Party

· To Tax Bill Mailing

· Demonstrate the recording of outstanding tax balances

· Change of Assessment Notice

· Produce Change of Assessment Notices to notify each owner of real property of any increase in their assessment, a change from non-taxable to taxable roll section or a change in taxation class.

· Data Mailer

· Produce Data Mailers for all parcels within a County, Town or SWIS.  Record whether a Mailer has been sent in order to suppress duplication in later requests.

· Disclosure Notice 

· Produce Change of Assessment Notices to notify each owner of real property of any increase in their assessment, a change from non-taxable to taxable roll section, a change in taxation class or if an informal hearing was held.

· Exemption Summary

· Produce a report displaying exemptions per parcel and parcels per exemption.

· Exemption Impact

· Produce a report for selected municipalities and/or school districts.

· Inventory Cross Edits 

· Produce a report

· Missing Value

· Produce a report

· Property Record Card 

· Produce a report

· Sales/COD

· Produce a report

· Totals / Property Class Summary / File Count Summary

· Produce a set of reports displaying assessment summary information, school district summary of re-levies, property class summary and a roll section summary.  Select the type of totals, Class or Parcel, if parcels are apportioned between homestead and non-homestead.

· Utility Label

· Demonstrate label generation:
· Full page capability

· Single label capability

Valuation

· Cost Valuation

· Land

· Demonstrate creation of a land table by neighborhood within school district

· Cost

· Demonstrate modification of cost tables and use them to generate replacement cost

· Demonstrate the creation of a new cost table with rates by size and grade, and with condition factors

· Market Valuation

· Comparable Sales (Residential, Farm and Vacant)

· Demonstrate creation of Comparable Neighborhoods and use them to generate a Comparable Sales Report

· Time Adjust Sale Price

· Demonstrate time adjustment of a group of Sales over several time periods and the associated trends

· Manual Model

· Demonstrate the creation of a manual model based on quantitative data items and apply to a set of parcels

· Income Valuation

· Commercial Market & Income

· Demonstrate valuation for commercial properties based on market value or income approach

· Demonstrate how market values come from items in inventory

· Demonstrate how income/expense data is used

· Forest Property Valuation

· Demonstrate abilities to value forested properties

· Industrial/Utility Accumulation Report

· Demonstrate that certain diverse commercial/utility parcels can be assigned into one appraisal and show how the diverse parcel inventories and valuation datum can be reported as a whole

· Print Valuation Documentation

· Demonstrate effective collation and printing of various documents for a parcel or group of parcels, allowing for ordering based
At the completion of Phase Two, the technical and financial scores will be combined to determine the Bidder ranking.  The highest ranked Bidder will proceed to Phase Three of the evaluation.  In the event of a tie for the highest rank, all Bidders at the highest score will proceed to Phase Three.
c. Phase Three Evaluation
Financial Stability Review – pass/fail
3. Final Ranking/Contract Award
The Contract will be awarded to the Bidder whose proposal obtains the highest aggregate score that passes Phase Three, Financial Stability.

The table below summarizes the evaluation point distribution:
	Evaluation Component
	Points

	Functional/Technical/General  Requirements Evaluation (including extraneous terms)
	50

	Demonstration Evaluation
	20

	Financial Evaluation
	30

	TOTAL
	100


In the event that Bidders receive the same final score, the Department will use the following tie breaking mechanisms, in the order listed, to determine final ranking:
· The Bidder’s Financial Score

· The Bidder’s Functional Score
· The Bidder’s System Presentation Score
· Determination by the Commissioner.

Exhibit A – Change Control Procedure
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New York State Department of Taxation and Finance Change Analysis




New York State Department of Taxation and Finance Change Request
A.   Change Category

	
	Maintenance
	Enhancement

	Information Services
(components include: computer and end-user hardware, Proprietary Software, Licensed Software, data communications, etc.
	Program Software 


	Changes necessitated by modifications to Licensed Software.
	All changes to Program software to support new business functionality.  

	
	Reporting 


	Existing Reports
	Development and implementation of modifications to existing reports when initiated by Contractor with Department approval.  
	Significant changes to existing reports initiated by the Department.  

	
	
	New Reports
	N/A
	Development and implementation of a new report or inquiry created from either existing or newly captured data elements.   

	
	Business Functionality 
	New
	N/A
	New business functionality.  

	Program Support Plans (includes Program Support Plans and execution of those Plans)
	Information Services
	Program Support Plan changes driven by Information Services maintenance activities. 
	N/A

	
	
	New
	N/A
	Changes necessary to achieve new business functionality 


B. Change Control Procedure

	
	Maintenance
	Enhancement

	Change Request (CR)


	State Change Control Representative (CCR) submits CR, including the following:  

· Program

· Change environment (Information Services, Program Support)

· Preliminary determination of change category (Maintenance or Enhancement) and supporting information (i.e. number of data fields)

· Priority of change, within outstanding change requests

· Description of current process/ system(s) affected

· System(s)/plan(s) affected

· Description of required change

· Condition necessitating change (e.g., legislative mandate, production problem, audit/monitoring results, etc.)

· Suggested implementation strategy/ approach

· required implementation date

· date by which change analysis required (2 weeks from the date CR is sent to contractor, if contractor requires more than 2 weeks to prepare CA, the contractor and the State will negotiate a mutually agreed upon date)

· list of attachments

· primary State contact, if different from CCR

Source documents are appended to CR as needed and provided to the State Project Manager . 

NOTE:   State prepares Change Request for all changes.  Where Contractor desired to initiate a change, Contractor contacts appropriate State CCR for information discussion and, upon agreement, Department CCR prepares and submits CR.  If the State does not agree with a proposed change it will provide in writing the basis for the decision, Contractor shall not proceed with the change.  Any preliminary analysis completed as part of these information discussions shall be included in the Change Request documentation.  
	(same as Maintenance.)

	Analysis of Implementation Alternatives
	N/A
	Upon receipt of CR, Contractor initiates discussion with State CCR to identify alternatives and determine suggested implementation approach.  

	Change Analysis (CA)


	Contractor completes CA, including: 

· Indication of agreement with State’s preliminary determination of change category.  If not in agreement, initiate negotiation with State CCR.

· Recommend implementation approach

· Development and implementation time frames

· Impact on other systems/plans

· State dependencies

· Impact on fees, if any (all proposed fees subject to Fee Change Procedure)

Change analysis sent to Department CCR on or before the CA required date.    
	Contractor completes CA, including: 

· Program

· Change environment (Information Services, Program Support)

· Indication of agreement with State’s preliminary determination of change category

· If not in agreement, initiate negotiation with State CCR

· Recommended implementation approach

· Development and implementation time frames

· Impacts on other systems/plans

· Resource requirements (staff, by staff category, equipment, facilities) (required for enhancement but not required for maintenance)

· Additional required enhancement information

· State dependencies

· Proposed fees (development and operations, if any) (all proposed fees subject to Fee Change Procedure)

Change Analysis sent to:  State Project Manager on or before the CA required date. 

	Technical Terms Negotiation
	State and Contractor CCR’s (3) negotiate and document technical details;

CCR’s sign off
	State and Contractor CCR’s (3) negotiate and document technical details; 

· All CCR’s sign off;

· Copy of approved CA State Project Manager; and

· State and Contractor sign off on CA

	Approvals
	The State has final approval for all changes to the Program, regardless of the party initiating the change.  The State has final approval for all changes to the Program defined herein.  All change controls with a cost associated, require the approval of the NYS Office of the State Comptroller.  
	(Same as Maintenance.)

	Fee Negotiation
	N/A
	The State negotiates final development fees per Fee Change Procedure (see Section C below).

	Development/ Implementation
	Upon sign off of Change Analysis, development and implementation commences in accordance with an accepted system development methodology.  

PRIOR TO IMPLEMENTATION, Contractor updates all related documentation in accordance with the Performance Standards. 

State may require that development/ implementation of legislatively mandated enhancements proceed prior to agreement.   
	(Same as Maintenance.)

	Update Administrative Documentation 
	CCR’s maintain files of Change Plans (CR, CA and all related documents). 

CR, CA and any attachments and other related documents become official documentation.  
	The State Project Manager and CCR’s maintain files of Change Plans (CR, CA and all related documents). 

CR, CA and any attachments and other related documents become official documentation.  


	New York State Department of Taxation and Finance

Change Analysis

	CHANGE ENVIRONMENT:

           Information Systems;

           Operations; or,

           Other
	CHANGE CATEGORY:

            Maintenance

            Enhancement; or

            Fee
	CONTRACT: 

Number: 

Tax Type: 

Fiscal Year: 

Lifetime Sequence Number:


	PRIORITY:

___ High

___ Medium

___ Low

	

	I. RECOMMENDED IMPLEMENTATION APPROACH:

	II. DEVELOPMENT/IMPLEMENTATION TIMEFRAMES:

	III.  IMPACTS ON OTHER SYSTEMS/PLANS:

	IV.  RESOURCE REQUIREMENTS  (NOT REQUIRED for Maintenance Change)



	V.  ADDITIONAL INFORMATION REQUIRED FOR ENHANCEMENT , attach following required information:  

	For Information Services Change:

_____Design Specifications

_____Schedule of Deliverables 
	For Operations Change:

____Workflow

	VI.  DEPARTMENT DEPENDENCIES:



	VII.  APPLICABLE CONTRACT REFERENCE:

	VIII.  PROPOSED FEES (Attach additional documentation, if necessary):

One-Time Development: 


Task Breakdown

· Project Management/Analysis/Design             0  hours

· Development                                                    0  hours

· Testing                                                              0  hours

· Total Hours                                                       0 hours

                         Operational/On Going Cost:


	IX.  APPROVALS/CONTACTS:

	A.           Selected Bidder CHANGE CONTROL REPRESENTATIVE (CCR) NAME:  

	SIGNATURE:                                              









DATE

	OFFICE:












PHONE:


FAX:

	B.

DTF APPROVAL OF ANALYSIS:   -

	CHANGE CONTROL REPRESENTATIVE (CCR) NAME: 

	SIGNATURE:                                              









DATE:

	OFFICE:












PHONE:


FAX:

	PROGRAM AREA APPROVAL - NAME:

	SIGNATURE:                                              









DATE:


Change Request

[image: image3.emf]

Exhibit B- Minimum Qualifications for Job Titles

Project Managers

Project Manager I – Minimum of 2 years experience in overseeing small scaled, non-complex projects, comprised of a small number of deliverables and/or a small number of phases; typically coordinates and delegates the assignments for the consultant project staff numbering up to 10; focal point of contact for Issuing Entity regarding project status, meetings, reporting requirements, scope changes/extensions, and issues and concerns raised by consultant staff or Issuing Entity.

Project Manager II – Minimum 4 years experience in overseeing medium scaled projects comprised of sub-projects and distinct deliverables; typically coordinates and delegates the assignments for the consultant project staff numbering over 10; focal point of contact for Issuing Entity regarding project status, meetings, reporting requirements; scope changes/extensions, and financial, administrative, and technical issues and concerns raised by consultant staff or Issuing Entity.

Project Manager III – Minimum 8 years experience in overseeing medium to large scaled projects comprised of sub-projects and distinct deliverables; typically coordinates and delegates the assignments for the consultant project staff numbering over 20; focal point of contact for Issuing Entity regarding project status, meetings, reporting requirements, scope changes/extensions, and financial, administrative, and technical issues and concerns raised by consultant staff or Issuing Entity.

Programmer/Analysts

Programmer/Analyst I – Minimum of 2 years experience with writing application software, data analysis, data access, data structures, data manipulation, databases, design, programming, testing and implementation, technical and user documentation, software conversions; environments include but are not limited to mainframe, mid range, personal computers, laptops.

Programmer/Analyst II – Minimum of 4 years experience with writing application software, data analysis, data access, data structures, data manipulation, databases, programming, testing and implementation, technical and user documentation, software conversions; environments include but are not limited to mainframe, mid range, personal computers, laptop; available to assist and/or lead in the design of program specifications and the implementation of software solutions.

Programmer/Analyst III – Minimum of 8 years experience with writing application software, data analysis, data access, data structures, data manipulation, databases, programming, testing and implementation, technical and user documentation, software conversions; environments include but are not limited to mainframe, mid range, personal computers, laptop; available to assist and/or lead in the design of program specifications and the implementation of software solutions.

Specialists

The Specialist Title should be considered a "catch-all" job title which should cover all skill sets which are not covered by the Project Managers and Programmer Analyst Mandatory Job Titles.
Specialist I – Minimum of 2 years experience in a particular technical and/or business application which is beyond the requirements addressed in the Project Manager I and Programmer/Analyst I Job Classification/Title as defined above.

Specialist II – Minimum of 4 years experience in a particular technical and/or business application which is beyond the requirements addressed in the Project Manager II and Programmer/Analyst II Job Classification/Title as defined above.  

Specialist III – Minimum of 8 years experience in a particular technical and/or business application which is beyond the requirements addressed in the Project Manager III and Programmer/Analyst III Job Classification/Title as defined above.

Exhibit C – Deliverable Transmittal Form
	Contractor Deliverable Information to be completed by Contractor

	Date Deliverable Presented for Acceptance: 


	Deliverable Title:
	Deliverable #:

	Deliverable Due Date (per work plan):
	Contact person(s):
	Deliverable Status:

Draft    Final  

	Date(s) Delivered to Project Manager:

  -  Hardcopies:

  -  Electronic (soft) copy:
	Electronic Copy:

  Disk/CD/DVD Attached  

  File e-mailed to:  

	Project Manager

	Date Deliverable Received:

  -  Hardcopies:

  -  Electronic (soft) copy:
	Received by:
	Document Number:  
	Number(s) of related documents: 

	Functional Manager

  -  Name:

  -  Functional Area:
	Date Sent to Functional Manager:
	Project Tracking Website Updated?

  No  Yes       

	Additional Reviewers

	Comments and this transmittal package are to be returned to the Project Manager no later than the date indicated:

	Due Date
	Reviewer                                                                          Reviewer Name
	# of comments documents.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Functional Manager Review

	Did Deliverable meet contractual requirements?    No
  Yes   

	Functional Manager Recommendation:

  Disapproval  Approval    

	Comments:  

	Functional Manager Signature:


	Date:


	MS Project Updated?

  No  Yes      

	Before forwarding to Project Manager, does this package contain:

  Copies of all supporting documentation (email, comments, etc.)
  Copy of Deliverable?    
  Draft letter of notification of approval/disapproval for project director’s signature
	Date sent to Project Manager:

	

OITS Manager Review

	Did Deliverable meet contractual requirements?    No
  Yes   

	Functional Manager Recommendation:

  Disapproval  Approval    

	Comments:  



	Functional Manager Signature:
	Date:


	MS Project Updated?

  No  Yes      

	Before forwarding to Project Manager, does this package contain:

  Copies of all supporting documentation (email, comments, etc.)
  Copy of Deliverable?    
  Draft letter of notification of approval/disapproval for project director’s signature
	Date sent to Project Manager:

	  Approved

  Disapproved
	Signature:
	Date:

	Project Manager Review

	  Approved

  Disapproved
	Signature:
	Date:


Exhibit D - Sample Letter of Deliverable Rejection

Rejection Letter

Date

To:  < Contractor >
From:  < Project Manager >
Re:   Rejection of Deliverable < #XXX, Deliverable Name >
This letter serves as notification that your deliverable < deliverable name and number > has not met our agreed upon expectations and is rejected as of  < rejection date >. You have < xx days/weeks/months > to rectify the defects noted below. 

< Specific reasons for rejection go here. Reference the deliverable comment form as appropriate. >

< Special instructions or next step specific to the deliverable and/or vendor go here. Describe the process to resubmit the corrected deliverable.  > 
Please retain a copy of this letter for your records.  Any questions can be directed to < Person Name >, < Contract Manager or State Administrative Manager >.
Thank you for your valued contributions to our joint success,

< Project Manager Name >

< Project Name > Project Manager
Exhibit E - Sample Letter of Deliverable Acceptance

Acceptance Letter

Date

To:  < Contractor >
From:  < Project Manager >
Re:   Acceptance of Deliverable < #XXX, Deliverable Name >
This letter serves as notification that your deliverable < deliverable name and number > has met our agreed upon expectations and is accepted as of  < acceptance date >.
< Special instructions or next step specific to the deliverable and/or vendor go here if applicable > 

Please retain a copy of this letter for your records.  Any questions can be directed to < Person Name >, < Contract Manager or State Administrative Manager >.
Incentive
If the vendor meets the deliverable timeline prior to the date specified in the implementation plan; and the deliverable(s) is/are fully accepted by the State, the retainage withheld for that deliverable will drop from twenty percent (20%) to ten percent (10%).

Thank you for your valued contributions to our joint success,

< Project Manager Name >

< Project Name > Project Manager
Exhibit F – Contractor Sales Tax Certification Forms


[image: image4]
[image: image5.emf]
[image: image6.emf]
[image: image7.emf]
[image: image1.png]DEPARTMENT OF TAXATION & FINANCE

STATE OF NEW YORK .



 SHAPE  \* MERGEFORMAT 


 

[image: image9.emf]
Exhibit G – State Consulting Services – Contractor’s Planned Employment – Form A
	
	
	
	
	
	OSC Use Only:  

	
	
	
	
	
	Reporting Code:      

	
	
	
	
	
	Category Code:      

	
	
	
	
	
	Date Contract Approved:     

	FORM A
	
	
	
	
	
	
	
	

	State Consultant Services - Contractor's Planned Employment

	From Contract Start Date Through The End Of The Contract Term

	
	
	
	
	
	
	
	
	

	State Agency Name:      
	Agency Code:      

	Contractor Name:      
	Contract Number:      

	Contract Start Date:    /  /    
	Contract End Date:   /  /    

	
	
	
	
	
	
	
	
	

	Employment Category 
	Number of Employees 
	Number of hours to be worked
	Amount Payable Under the Contract

	
	
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Total this page
	   0
	   0
	$   0.00

	 
	Grand Total 
	     
	     
	     

	Name of person who prepared this report:      

	Title:      
	Phone #:      

	Preparer's Signature:  

	Date Prepared:   /  /    
	
	
	
	

	(Use additional pages, if necessary)
	
	
	
	Page     of     


Exhibit H – Contractor’s Annual Employment Report – Form B
	FORM B
	
	
	
	
	
	OSC Use Only:       
	 

	
	
	
	
	
	
	Reporting Code:      

	
	
	
	
	
	
	Category Code:      

	
	
	
	
	
	
	
	
	

	State Consultant Services 

	Contractor’s Annual Employment Report

	Report Period: April 1,      to March 31,     

	
	
	
	
	
	
	
	
	

	Contracting State Agency Name:                            Agency Code:       

	Contract Number:      
	
	
	
	 

	Contract Term:   /  /       to     /  /    
	
	 

	Contractor Name:       

	Contractor Address:       

	Description of Services Being Provided:      

	
	 

	Scope of Contract (Choose one that best fits):

	Analysis  FORMCHECKBOX 
     Evaluation  FORMCHECKBOX 
      Research  FORMCHECKBOX 
      Training  FORMCHECKBOX 


	Data Processing  FORMCHECKBOX 
      Computer Programming  FORMCHECKBOX 
      Other IT consulting  FORMCHECKBOX 


	Engineering  FORMCHECKBOX 
      Architect Services  FORMCHECKBOX 
      Surveying  FORMCHECKBOX 
      Environmental Services  FORMCHECKBOX 


	Health Services  FORMCHECKBOX 
     Mental Health Services  FORMCHECKBOX 

	
	
	
	 

	Accounting  FORMCHECKBOX 
      Auditing  FORMCHECKBOX 
     Paralegal  FORMCHECKBOX 
     Legal  FORMCHECKBOX 
    Other Consulting  FORMCHECKBOX 


	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employment Category 
	Number of Employees
	Number of Hours Worked
	Amount Payable Under the Contract

	      
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	      
	     
	     
	     

	     
	     
	     
	     

	Total this page
	   0
	   0
	$   0.00 

	Grand Total
	     
	      
	      

	
	
	
	
	
	
	
	
	

	Name of person who prepared this report:       
	 

	Preparer's Signature:___________________________________________________

	Title:       
	Phone #:      

	Date Prepared:    /  /    
	 
	 
	 
	 

	Use additional pages if necessary)
	
	
	
	Page     of     


Exhibit I – New York State Office of the State Comptroller Substitute Form W-9
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Exhibit J – Preliminary Contract

The preliminary contract will be posted to the Department’s web site on or about May 14, 2014.

Exhibit K – Minority and Women-Owned Business Enterprises – Equal
Employment Opportunity Policy Statement
M/WBE AND EEO POLICY STATEMENT

I, _________________________, the (awardee/contractor)____________________ agree to adopt the following policies with respect to the project being developed or services rendered at __________________________________________________________________________________

	M/WBE


	EEO


This organization will and will cause its contractors and subcontractors to take good faith actions to achieve the M/WBE contract participations goals set by the State for that area in which the State-funded project is located, by taking the following steps:  

1) Actively and affirmatively solicit bids for contracts and subcontracts from qualified State certified MBEs or WBEs, including solicitations to M/WBE contractor associations.

2) Request a list of State-certified M/WBEs from AGENCY and solicit bids from them directly.

3) Ensure that plans, specifications, request for proposals and other documents used to secure bids will be made available in sufficient time for review by prospective M/WBEs.

4) Where feasible, divide the work into smaller portions to enhanced participations by M/WBEs and encourage the formation of joint venture and other partnerships among M/WBE contractors to enhance their participation.

5) Document and maintain records of bid solicitation, including those to M/WBEs and the results thereof.  Contractor will also maintain records of actions that its subcontractors have taken toward meeting M/WBE contract participation goals.

6) Ensure that progress payments to M/WBEs are made on a timely basis so that undue financial hardship is avoided, and that bonding and other credit requirements are waived or appropriate alternatives developed to encourage M/WBE participation.
a. This organization will not discriminate against any employee or applicant for employment because of race, creed, color, national origin, sex, age, disability or marital status, will undertake or continue existing programs of affirmative action to ensure that minority group members are afforded equal employment opportunities without discrimination, and shall make and document its conscientious and active efforts to employ and utilize minority group members and women in its work force on state contracts.

b. This organization shall state in all solicitation or advertisements for employees that in the performance of the State contract all qualified applicants will be afforded equal employment opportunities without discrimination because of race, creed, color, national origin, sex disability or marital status.

c. At the request of the contracting agency, this organization shall request each employment agency, labor union, or authorized representative will not discriminate on the basis of race, creed, color, national origin, sex, age, disability or marital status and that such union or representative will affirmatively cooperate in the implementation of this organizations’ obligations herein.
d. Contractor shall comply with the provisions of the Human Rights Law, all other State and Federal statutory and constitutional non-discrimination provisions.  Contractor and subcontractors shall not discriminate against any employee or applicant for employment because of race, creed (religion), color, sex, national origin, sexual orientation, marital status or domestic violence victim status, and shall also follow the requirements of the Human Rights Law with regard to non-discrimination on the basis of prior criminal conviction and prior arrest.
a.  This organization will include the provisions of sections (a) through (d) of this agreement in every subcontract in such a manner that the requirements of the subdivisions will be binding upon each subcontractor as to work in connection with the State contract. 
Agreed to this _______ day of ____________________, 2___________

By __________________________________________

Print: _____________________________________ Title:  _____________________________

Minority Business Enterprise Liaison

_________________________________is designated as the Minority Business Enterprise Liasion

     (Name of Designated Liaison)

responsible for administering the Minority and Women-Owned Business Enterprises- Equal Employment 

Opportunity (M/WBE-EEO) program.

M/WBE Contract Goals

________% Minority Business Enterprise Participation

________% Women’s Business Enterprise Participation

EEO Contract Goals

________% Minority Labor Force Participation

________%Female Labor Force Participation

____________________________________________

       (Authorized Representative)

Title: ________________________________________

Date: ________________________________________

Exhibit L - Work Force Employment Utilization
	Contract No.: 

	Reporting Entity:

□   Contractor    

□   Subcontractor  
	Reporting Period:                                       

□   January 1, 20___ - March 31, 20___

□   April 1, 20___ - June 30, 20___

□   July 1, 20___ - September 30, 20___

□   October 1, 20___ - December 31, 20___

	Contractor’s Name: 
                                                    
	Report includes:

□   Work force to be utilized on this contract

□   Contractor/Subcontractor’s total work force

	Contractor’s Address: 

	




                                 Enter the total number of employees in each classification in each of the EEO-Job Categories identified.

	EEO-Job  Category
	Total Work force
	Work force by Gender
	Work force by

Race/Ethnic Identification
	 

	
	
	Male

(M)
	Female

(F)
	White

  (M)         (F)


	Black

  (M)        (F)        

 
	Hispanic
 (M)         (F)


	Asian
  (M)        (F)


	Native American   

  (M)        (F)
	Disabled
(M)        (F)


	Veteran
 (M)       (F)



	Officials/Administrators
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Professionals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Technicians
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sales Workers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Office/Clerical
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Craft Workers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Laborers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Service Workers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Temporary/Apprentices
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Totals
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


	PREPARED BY (Signature):                                                                                                
	TELEPHONE NO.:      
EMAIL ADDRESS: 
	DATE:       

	NAME AND TITLE OF PREPARER (Print or Type):      
	Submit completed form to: 

NYS (add Agency name)

                                     M/WBE 102 (Revised 11/08)


General Instructions:  The work force utilization (M/WBE 102) is to be submitted on a quarterly basis during the life of the contract to report the actual work force utilized in the performance of the contract broken down by the specified categories.  When the work force utilized in the performance of the contract can be separated out from the contractor’s and/or subcontractor’s total work force, the contractor and/or subcontractor shall submit a Utilization Report of the work force utilized on the contract.  When the work force to be utilized on the contract cannot be separated out from the contractor’s and/or subcontractor’s total work force, information on the total work force shall be included in the Utilization Report.  Utilization reports are to be completed for the quarters ended 3/31, 6/30, 9/30 and 12/31 and submitted to the M/WBE Program Management Unit within 15 days of the end of each quarter.  If there are no changes to the work force utilized on the contract during the reporting period, the contractor can submit a copy of the previously submitted report indicating no change with the date and reporting period updated.  

Instructions for completing:

1. Enter the number of the contract that this report applies to along with the name and address of the Contractor preparing the report.

2. Check off the appropriate box to indicate if the entity completing the report is the contractor or a subcontractor.

3. Check off the box that corresponds to the reporting period for this report.

4. Check off the appropriate box to indicate if the work force being reported is just for the contract or the Contractor’s total work force. 

5. Enter the total work force by EEO job category. 

6. Break down the total work force by gender and enter under the heading ‘Work force by Gender’

7. Break down the total work force by race/ethnic background and enter under the heading ‘Work force by Race/Ethnic Identification’.  Contact the M/WBE Program Management Unit at (518) 474-5513 if you have any questions. 

8. Enter information on any disabled or veteran employees included in the work force under the appropriate heading.

9. Enter the name, title, phone number and email address for the person completing the form.  Sign and date the form in the designated boxes. 

RACE/ETHNIC IDENTIFICATION

Race/ethnic designations as used by the Equal Employment Opportunity Commission do not denote scientific definitions of anthropological origins. For the purposes of this report, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as belonging. However, no person should be counted in more than one race/ethnic group. The race/ethnic categories for this survey are:

· WHITE
 (Not of Hispanic origin) All persons having origins in any of the original peoples of Europe, North Africa, or the Middle East.

· BLACK
a person, not of Hispanic origin, who has origins in any of the black racial groups of the original peoples of Africa.

· HISPANIC
a person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race.

· ASIAN & PACIFIC   a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent or the Pacific Islands.
      ISLANDER
· NATIVE INDIAN (NATIVE            a person having origins in any of the original peoples of North America, and who maintains cultural identification through tribal 

AMERICAN/ALASKAN Native)   affiliation or community recognition. 

            OTHER CATEGORIES
· DISABLED INDIVIDUAL
any person who: 
- 
has a physical or mental impairment that substantially limits one or more major life activity(ies)




-
has a record of such an impairment; or 



-
is regarded as having such an impairment.

· VIETNAM ERA VETERAN

a veteran who served at any time between and including January 1, 1963 and May 7, 1975.

· GENDER

Male
or
Female
Exhibit M - Request For Waiver Form
	INSTRUCTIONS: SEE PAGE 2 OF THIS ATTACHMENT FOR REQUIREMENTS AND DOCUMENT SUBMISSION INSTRUCTIONS.

	Offeror/Contractor Name: 
	Federal Identification No.: 

	Address: 
	Solicitation/Contract No.: 

	City, State, Zip Code: 
	M/WBE Goals: MBE 

	By submitting this form and the required information, the offeror/contractor certifies that every Good Faith Effort has been taken

 to promote M/WBE participation pursuant to the M/WBE requirements set forth under the contract.

	Contractor is requesting a: 

1.   FORMCHECKBOX 
 MBE Waiver – A waiver of the MBE Goal for this procurement is requested.  FORMCHECKBOX 
 Total
 FORMCHECKBOX 
 Partial


2.   FORMCHECKBOX 
 WBE Waiver – A waiver of the WBE Goal for this procurement is requested.  FORMCHECKBOX 
 Total
 FORMCHECKBOX 
 Partial



3.   FORMCHECKBOX 
 Waiver Pending ESD Certification – (Check here if subcontractors or suppliers of Contractor are not certified M/WBE, but an application for certification has been filed with Empire State Development.)       Date of such filing with Empire State Development:_____________________

	PREPARED BY (Signature): 
SUBMISSION OF THIS FORM CONSTITUTES THE OFFEROR/CONTRACTOR’S ACKNOWLEDGEMENT AND AGREEMENT TO COMPLY WITH THE M/WBE REQUIREMENTS SET FORTH UNDER NYS EXECUTIVE LAW, ARTICLE 15-A AND 5 NYCRR PART 143. FAILURE TO SUBMIT COMPLETE AND ACCURATE INFORMATION MAY RESULT IN A FINDING OF NONCOMPLIANCE AND/OR TERMINATION OF THE CONTRACT.                                                                                               
	Date: 


	Name and Title of Preparer (Printed or Typed): 
	Telephone Number: 
	Email Address: 


	Submit with the bid or proposal or if submitting after award submit to:


	********************  FOR M/WBE USE ONLY  ********************

	
	REVIEWED BY: 

	DATE: 

	
	Waiver Granted:  FORMCHECKBOX 
 YES
 MBE:  FORMCHECKBOX 

WBE:  FORMCHECKBOX 

 FORMCHECKBOX 
 Total Waiver

 FORMCHECKBOX 
 Partial Waiver

 FORMCHECKBOX 
 ESD Certification Waiver
 FORMCHECKBOX 
 *Conditional

 FORMCHECKBOX 
 Notice of Deficiency Issued ___________________

*Comments:


M/WBE 104 (Revised 11/08)
REQUIREMENTS AND DOCUMENT SUBMISSION INSTRUCTIONS

When completing the Request for Waiver Form please check all boxes that apply. To be considered, the Request for Waiver Form must be accompanied by documentation for items 1 – 11, as listed below. If box # 3 has been checked above, please see item 11. Copies of the following information and all relevant supporting documentation must be submitted along with the request:

1. A statement setting forth your basis for requesting a partial or total waiver.

2. The names of general circulation, trade association, and M/WBE-oriented publications in which you solicited certified M/WBEs for the purposes of complying with your participation goals.

3. A list identifying the date(s) that all solicitations for certified M/WBE participation were published in any of the above publications.

4. A list of all certified M/WBEs appearing in the NYS Directory of Certified Firms that were solicited for purposes of complying with your certified M/WBE participation levels.

5. Copies of notices, dates of contact, letters, and other correspondence as proof that solicitations were made in writing and copies of such solicitations, or a sample copy of the solicitation if an identical solicitation was made to all certified M/WBEs.

6. Provide copies of responses made by certified M/WBEs to your solicitations.

7. Provide a description of any contract documents, plans, or specifications made available to certified M/WBEs for purposes of soliciting their bids and the date and manner in which these documents were made available.

8. Provide documentation of any negotiations between you, the Offeror/Contractor, and the M/WBEs undertaken for purposes of complying with the certified M/WBE participation goals.

9. Provide any other information you deem relevant which may help us in evaluating your request for a waiver.

10. Provide the name, title, address, telephone number, and email address of offeror/contractor’s representative authorized to discuss and negotiate this waiver request.

11. Copy of notice of application receipt issued by Empire State Development (ESD). 

Note: 

Unless a Total Waiver has been granted, the Offeror/Contractor will be required to submit all reports and documents pursuant to the provisions set forth in the Contract, as deemed appropriate by AGENCY, to determine M/WBE compliance.
M/WBE 104 Instructions (11/08)
[image: image12.png]P
New York State Department of Taxation and Finance

- Contractor Certification

(Pursuant to Section 5-a of the Tax Law, as amended,
effective April 26, 2006)

ST-220-TD

(12/11)

For information, consult Publication 223, Questions and Answers Concerning Tax Law Section 5-a (see Need help? below).

Contractor name
Contractor’s principal place of business City

Coniracior’s mailing address (if different than above)

State ZIP code

Contractor’s federal employer identification number (EIN) | Contracior’s sales tax ID number i different from contrastor's EIN) | Contractor's telephone number
( )

Covered agency or state agency Contract number or description

Covered agency address

General information

Section 5-a of the Tax Law, as amended, effective April 26,
2006, requires certain contractors awarded certain state
contracts valued at more than $100,000 to certify to the

Tax Department that they are registered fo collect New York
State and local sales and compensating use taxes, if they
made sales delivered by any means to locations within New
York State of tangible personal property or taxabie services
having a cumulative value in excess of $300,000, measured
over a specified period. in addition, contractors must certify
o the Tax Department that each affiliate and subcontractor
exceeding such sales threshold during a specified period

is registered fo coliect New York State and local sales

and compensating use taxes. Contractors must also file a
Form ST-220-CA, certifying to the procuring state entity that
they filed Form ST-220-TD with the Tax Department and that
the information contained on Form $T-220-TD is correct and
complete as of the date they file Form ST-220-CA.

All sections must be completed including all fields on the top
of this page, all sections-on page 2, Schedule A on page 3, if
applicable, and Individual, Corporation, Parinership, or LLC
Acknowledgement on page 4. If you do not complete these
areas, the form will be returned to you for compietion.

For more detailed information regarding this form and
section 5-a of the Tax Law, see Publication 223, Questions
and Answers Concerning Tax Law Section 5-a, (as
amended, effective April 26, 2006). See Need help? for more
information on how to obtain this publication.

Note: Form ST-220-TD must be signed by a person
authorized to make the certification on behalf of the
contractor, and the acknowiedgement on page 4 of this form
must be completed before a notary public.

Mail completed form to:

NYS TAX DEPARTMENT
DATA ENTRY SECTION

W A HARRIMAN CAMPUS
ALBANY NY 12227

Estimated contract value over
the 1ull term of contract
{bui not including renewals) $

Covered agency telephone number

Privacy notification

The Commissioner of Taxation and Finance may coliect and
maintain personal information pursuant to the New York
State Tax Law, including but not limited to, sections 5-a,
171, 171-a, 287, 308, 429, 475, 505, 697, 1096, 1142, and
1415 of that Law; and may require disciosure of social
security numbers pursuant to 42 USC 405(c)(2){C)().

This information will be used to determine and administer
tax liabilities and, when authorized by law, for certain tax
offset and exchange of tax information programs as well as
for any other lawful purpose.

' Information concerning quarterly wages paid to employees

is provided fo certain state agencies for purposes of

fraud prevention, support enforcement, evaluation of the
effectiveness of certain empioyment and training programs
and other purposes authorized by law.

Failure to provide the required information may subject you
to civil or criminal penalties, or both, under the Tax Law.

This information is maintained by the Manager of Document
Management, NYS Tax Department, W A Harriman Campus,
Albany NY 12227; telephone (518) 457-5181.

Need help?

Visit our Web site at www.fax.ny.gov
== - getinformation and manage your taxes online
« check for new oniine services and features

@ Telephone assistance
(518) 485-2889
(5618) 457-5431

Bales Tax Information Center:
To order forms and publications:

Text Telephone (TTY) Hotline (for persons with

hearing and speech disabilities using a TTY): (518) 485-5082

4 Persons with disabiiities: In compliance with the
t\ Americans with Disabilities Act, we will ensure that our
lobbies, offices, meeting rooms, and other facilities are
accessible to persons with disabilities. If you have questions
about special accommeodations for persons with disabilities, call the
information center.





Exhibit N -  M/WBE Quarterly Report
of

NYS AGENCY Contract No. ___________________  Project No. _____________________

The following information indicates the payment amounts made by the grantee/contractor to the NYS Certified M/WBE subcontractor on this project.

	Contractors Name and Address
	Federal ID#
	Goals/$ Amt.

MBE ____%= __________

WBE____%=___________
	Contract Type ___________________________

Paid to Contractor This Quarter_____________

Total Paid to Contractor To Date ____________

	
	Project Completion Date
	Work Location
	Reporting Period:

___ 1st Quarter (4/1-6/30)  ____ 3rd Quarter (10/1-12/31)

___ 2nd Quarter (7/1-9/30)  ____ 4th Quarter (1/1-3/31)

	M/WBE Subcontractor/Vendor
	Product Code*
	Work Status This Report
	Total Subcontractor Contract Amount
	Payments this Quarter
	Previous Payments


	Total Payment Made to Date

	
	
	
	MBE
	WBE
	MBE
	WBE
	MBE
	WBE
	MBE
	WBE

	Name:

FED ID#


	
	___Active

___Inactive

___Complete
	
	
	
	
	
	
	
	

	Name:  

FED ID#
	
	___Active

___Inactive

___Complete
	
	
	
	
	
	
	
	

	Name:  

FED ID#
	
	___Active

___Inactive

___Complete
	
	
	
	
	
	
	
	

	Name:  

FED ID#
	
	___Active

___Inactive

___Complete
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


The payments as shown made are in compliance with contract documents for the above referenced project.

                                                                                                                                                                 *See Reverse Side for Product Codes
Date_________      Name________________________   Title ____________________
Signature______________________

PRODUCT KEY CODE

A
=

Agriculture/ Landscaping (e.g., all forms of landscaping services)

B
= 

Mining (e.g., geological investigations)

C
=

Construction

C15
= 

Building Construction – General Contractors

C16
=

Heavy Construction (e.g., highway, pipe laying)

C17
=

Special Trade Contractors (e.g., plumbing, heating, electrical, carpentry)

D
=

Manufacturing

E
=
Transportation, Communication and Sanitary Services (e.g., delivery services, warehousing,                                  broadcasting and cable systems)

F/G
=
Wholesale/Retail Goods (e.g. hospital supplies and equipment, food stores, computer stores, office supplies

G52
=

Construction Materials (e.g., lumber, paint, law supplies)

H
=

Financial, Insurance and Real Estate Services

I
=

Services

I73
=
Business Services (e.g., copying, advertising, secretarial, janitorial, rental services of equipment, computer programming, security services)

I81
=

Legal Services

I82
=

Education Services (e.g., AIDS education, automobile safety, tutoring, public speaking)

I83
=

Social Services (Counselors, vocational training, child care)

I87
=

Engineering, architectural, accounting, research, management and related services

Appendix A - Standard Clauses For NYS Contracts
STANDARD CLAUSES FOR NYS CONTRACTS
The parties to the attached contract, license, lease, amendment or other agreement of any kind (hereinafter, "the contract" or "this contract") agree to be bound by the following clauses which are hereby made a part of the contract (the word "Contractor" herein refers to any party other than the State, whether a contractor, licenser, licensee, lessor, lessee or any other party):

1. EXECUTORY CLAUSE.  In accordance with Section 41 of the State Finance Law, the State shall have no liability under this contract to the Contractor or to anyone else beyond funds appro​priated and available for this contract.

2. NON-ASSIGNMENT CLAUSE.  In accordance with Section 138 of the State Finance Law, this contract may not be assigned by the Contractor or its right, title or interest therein assigned, transferred, conveyed, sublet or otherwise disposed of without the State’s previous written consent, and attempts to do so are null and void.  Notwithstanding the foregoing, such prior written consent of an assignment of a contract let pursuant to Article XI of the State Finance Law may be waived at the discretion of the contracting agency and with the concurrence of the State Comptroller where the original contract was subject to the State Comptroller’s approval, where the assignment is due to a reorganization, merger or consolidation of the Contractor’s business entity or enterprise. The State retains its right to approve an assignment and to require that any Contractor demonstrate its responsibility to do business with the State.  The Contractor may, however, assign its right to receive payments without the State’s prior written consent unless this contract concerns Certificates of Participation pursuant to Article 5-A of the State Finance Law.
3. COMPTROLLER'S APPROVAL.  In accordance with Section 112 of the State Finance Law (or, if this contract is with the State University or City University of New York, Section 355 or Section 6218 of the Education Law), if this contract exceeds $50,000 (or the minimum thresholds agreed to by the Office of the State Comptroller for certain S.U.N.Y. and C.U.N.Y. contracts), or if this is an amendment for any amount to a contract which, as so amended, exceeds said statutory amount, or if, by this contract, the State agrees to give something other than money when the value or reasonably estimated value of such consideration exceeds $10,000, it shall not be valid, effective or binding upon the State until it has been approved by the State Comptroller and filed in his office.  Comptroller's approval of contracts let by the Office of General Services is required when such contracts exceed $85,000 (State Finance Law Section 163.6-a). However, such pre-approval shall not be required for any contract established as a centralized contract through the Office of General Services or for a purchase order or other transaction issued under such centralized contract.

4. WORKERS' COMPENSATION BENEFITS. In accordance with Section 142 of the State Finance Law, this contract shall be void and of no force and effect unless the Contractor shall provide and maintain coverage during the life of this contract for the benefit of such employees as are required to be covered by the provisions of the Workers' Compensation Law.

5. NON-DISCRIMINATION REQUIREMENTS.  To the extent required by Article 15 of the Executive Law (also known as the Human Rights Law) and all other State and Federal statutory and constitutional non-discrimination provisions, the Contractor will not discriminate against any employee or applicant for employment because of race, creed, color, sex (including gender identity or expression), national origin, sexual orientation, military status, age, disability, predisposing genetic characteristics, marital status or domestic violence victim status.  Furthermore, in accordance with Section 220-e of the Labor Law, if this is a contract for the construction, alteration or repair of any public building or public work or for the manufacture, sale or distribution of materials, equipment or supplies, and to the extent that this contract shall be performed within the State of New York, Contractor agrees that neither it nor its subcontractors shall, by reason of race, creed, color, disability, sex, or national origin:  (a) discriminate in hiring against any New York State citizen who is qualified and available to perform the work; or (b) discriminate against or intimidate any employee hired for the performance of work under this contract.  If this is a building service contract as defined in Section 230 of the Labor Law, then, in accordance with Section 239 thereof, Contractor agrees that neither it nor its subcontractors shall by reason of race, creed, color, national origin, age, sex or disability:  (a) discriminate in hiring against any New York State citizen who is qualified and available to perform the work; or (b) discriminate against or intimidate any employee hired for the performance of work under this contract.  Contractor is subject to fines of $50.00 per person per day for any violation of Section 220-e or Section 239 as well as possible termination of this contract and forfeiture of all moneys due hereunder for a second or subsequent violation.
6. WAGE AND HOURS PROVISIONS.  If this is a public work contract covered by Article 8 of the Labor Law or a building service contract covered by Article 9 thereof, neither Contractor's employees nor the employees of its subcontractors may be required or permitted to work more than the number of hours or days stated in said statutes, except as otherwise provided in the Labor Law and as set forth in prevailing wage and supplement schedules issued by the State Labor Department.  Furthermore, Contractor and its subcontractors must pay at least the prevail​ing wage rate and pay or provide the prevailing supplements, including the premium rates for overtime pay, as determined by the State Labor Department in accordance with the Labor Law.  Additionally, effective April 28, 2008, if this is a public work contract covered by Article 8 of the Labor Law, the Contractor understands and agrees that the filing of payrolls in a manner consistent with Subdivision 3-a of Section 220 of the Labor Law shall be a condition precedent to payment by the State of any State approved sums due and owing for work done upon the project.

7. NON-COLLUSIVE BIDDING CERTIFICATION.  In accordance with Section 139-d of the State Finance Law, if this contract was awarded based upon the submission of bids, Contractor affirms, under penalty of perjury, that its bid was arrived at indepen​dently and without collusion aimed at restricting competition.  Contractor further affirms that, at the time Contractor submitted its bid, an authorized and responsible person executed and delivered to the State a non-collusive bidding certification on Contractor's behalf.

8. INTERNATIONAL BOYCOTT PROHIBITION.  In accordance with Section 220-f of the Labor Law and Section 139-h of the State Finance Law, if this contract exceeds $5,000, the Contractor agrees, as a material condition of the contract, that neither the Contractor nor any substantially owned or affiliated person, firm, partnership or corporation has participated, is participa​ting, or shall participate in an international boycott in viola​tion of the federal Export Administration Act of 1979 (50 USC App. Sections 2401 et seq.) or regulations thereunder.  If such Contractor, or any of the aforesaid affiliates of Contractor, is convicted or is otherwise found to have violated said laws or regulations upon the final determination of the United States Commerce Department or any other appropriate agency of the United States subsequent to the contract's execution, such contract, amendment or modification thereto shall be rendered forfeit and void.  The Contractor shall so notify the State Comptroller within five (5) business days of such conviction, determination or disposition of appeal (2NYCRR 105.4).

9. SET-OFF RIGHTS.  The State shall have all of its common law, equitable and statutory rights of set-off.  These rights shall include, but not be limited to, the State's option to withhold for the purposes of set-off any moneys due to the Contractor under this contract up to any amounts due and owing to the State with regard to this contract, any other contract with any State department or agency, including any contract for a term commenc​ing prior to the term of this contract, plus any amounts due and owing to the State for any other reason including, without limitation, tax delinquencies, fee delinquencies or monetary penalties relative thereto.  The State shall exercise its set-off rights in accordance with normal State practices including, in cases of set-off pursuant to an audit, the finalization of such audit by the State agency, its representatives, or the State Comptroller.

10.  RECORDS.  The Contractor shall establish and maintain complete and accurate books, records, documents, accounts and other evidence directly pertinent to performance under this contract (hereinafter, collectively, "the Records").  The Records must be kept for the balance of the calendar year in which they were made and for six (6) additional years thereafter.  The State Comptroller, the Attorney General and any other person or entity authorized to conduct an examination, as well as the agency or agencies involved in this contract, shall have access to the Records during normal business hours at an office of the Contractor within the State of New York or, if no such office is available, at a mutually agreeable and reasonable venue within the State, for the term specified above for the purposes of inspec​tion, auditing and copying.  The State shall take reasonable steps to protect from public disclosure any of the Records which are exempt from disclosure under Section 87 of the Public Offi​cers Law (the "Statute") provided that:  (i) the Contractor shall timely inform an appropriate State official, in writing, that said records should not be disclosed; and (ii) said records shall be sufficiently identified; and (iii) designation of said records as exempt under the Statute is reasonable.  Nothing contained herein shall diminish, or in any way adversely affect, the State's right to discovery in any pending or future litigation.

11. IDENTIFYING INFORMATION AND PRIVACY NOTIFICATION.    (a) Identification Number(s).  Every invoice or New York State Claim for Payment submitted to a New York State agency by a payee, for payment for the sale of goods or services or for transactions (e.g., leases, easements, licenses, etc.) related to real or personal property must include the payee's identification number.  The number is any or all of the following: (i) the payee’s Federal employer identification number, (ii) the payee’s Federal social security number, and/or (iii) the payee’s Vendor Identification Number assigned by the Statewide Financial System.  Failure to include such number or numbers may delay payment. Where the payee does not have such number or numbers, the payee, on its invoice or Claim for Payment, must give the reason or reasons why the payee does not have such number or numbers.

(b) Privacy Notification.  (1)  The authority to request the above personal information from a seller of goods or services or a lessor of real or personal property, and the authority to maintain such information, is found in Section 5 of the State Tax Law.  Disclosure of this information by the seller or lessor to the State is mandatory. The principal purpose for which the information is collected is to enable the State to identify individuals,  businesses  and others who have been delinquent in filing tax returns or may have understated their tax liabilities and to generally identify persons affected by the taxes administered by the Commissioner of Taxation and Finance.  The information will be used for tax administration purposes and for any other purpose authorized by law. (2) The personal information is requested by the purchasing unit of the agency contracting to purchase the goods or services or lease the real or personal property covered by this contract or lease. The information is maintained in the Statewide Financial System by the Vendor Management Unit within the Bureau of State Expenditures, Office of the State Comptroller, 110 State Street, Albany, New York 12236.

12. EQUAL EMPLOYMENT OPPORTUNITIES FOR MINORITIES AND WOMEN.  In accordance with Section 312 of the Executive Law and 5 NYCRR 143, if this contract is:  (i) a written agreement or purchase order instrument, providing for a total expenditure in excess of $25,000.00, whereby a contracting agency is committed to expend or does expend funds in return for labor, services, supplies, equipment, materials or any combination of the foregoing, to be performed for, or rendered or furnished to the contracting agency; or (ii) a written agreement in excess of $100,000.00 whereby a contracting agency is committed to expend or does expend funds for the acquisition, construction, demolition, replacement, major repair or renovation of real property and improvements thereon; or (iii) a written agreement in excess of $100,000.00 whereby the owner of a State assisted housing project is committed to expend or does expend funds for the acquisition, construction, demolition, replacement, major repair or renovation of real property and improvements thereon for such project, then the following shall apply and by signing this agreement the Contractor certifies and affirms that it is Contractor’s equal employment opportunity policy that:

(a)  The Contractor will not discriminate against employees or applicants for employment because of race, creed, color, national origin, sex, age, disability or marital status, shall make and document its conscientious and active efforts to employ and utilize minority group members and women in its work force on State contracts and will undertake or continue existing programs of affirmative action to ensure that minority group members and women are afforded equal employment opportunities without discrimination.  Affirmative action shall mean recruitment, employment, job assignment, promotion, upgradings, demotion, transfer, layoff, or termina​tion and rates of pay or other forms of compensation;

(b)  at the request of the contracting agency, the Contractor shall request each employment agency, labor union, or authorized representative of workers with which it has a collective bargaining or other agreement or understanding, to furnish a written statement that such employment agency, labor union or representative will not discriminate on the basis of race, creed, color, national origin, sex, age, disability or marital status and that such union or representative will affirmatively cooperate in the implementation of the Contractor's obligations herein; and 

(c)  the Contractor shall state, in all solicitations or advertisements for employees, that, in the performance of the State contract, all qualified applicants will be afforded equal employment opportunities without discrimination because of race, creed, color, national origin, sex, age, disability or marital status.

Contractor will include the provisions of "a", "b", and "c" above, in every subcontract over $25,000.00 for the construction, demolition, replacement, major repair, renovation, planning or design of real property and improvements thereon (the "Work") except where the Work is for the beneficial use of the Contractor.  Section 312 does not apply to:  (i) work, goods or services unrelated to this contract; or (ii) employment outside New York State.  The State shall consider compliance by a contractor or subcontractor with the requirements of any federal law concerning equal employment opportunity which effectuates the purpose of this section.  The contracting agency shall determine whether the imposition of the requirements of the provisions hereof duplicate or conflict with any such federal law and if such duplication or conflict exists, the contracting agency shall waive the applicability of Section 312 to the extent of such duplication or conflict.  Contractor will comply with all duly promulgated and lawful rules and regulations of the Department of Economic Development’s  Division of Minority and Women's Business Development pertaining hereto.

13. CONFLICTING TERMS.  In the event of a conflict between the terms of the contract (including any and all attachments thereto and amendments thereof) and the terms of this Appendix A, the terms of this Appendix A shall control.

14. GOVERNING LAW.  This contract shall be governed by the laws of the State of New York except where the Federal supremacy clause requires otherwise.

15. LATE PAYMENT.  Timeliness of payment and any interest to be paid to Contractor for late payment shall be governed by Article 11-A of the State Finance Law to the extent required by law.

16. NO ARBITRATION.  Disputes involving this contract, including the breach or alleged breach thereof, may not be submitted to binding arbitration (except where statutorily authorized), but must, instead, be heard in a court of competent jurisdiction of the State of New York.

17. SERVICE OF PROCESS.  In addition to the methods of service allowed by the State Civil Practice Law & Rules ("CPLR"), Contractor hereby consents to service of process upon it by registered or certified mail, return receipt requested.  Service hereunder shall be complete upon Contractor's actual receipt of process or upon the State's receipt of the return thereof by the United States Postal Service as refused or undeliverable.  Contractor must promptly notify the State, in writing, of each and every change of address to which service of process can be made.  Service by the State to the last known address shall be sufficient.  Contractor will have thirty (30) calendar days after service hereunder is complete in which to respond.

18. PROHIBITION ON PURCHASE OF TROPICAL HARDWOODS. The Contractor certifies and warrants that all wood products to be used under this contract award will be in accordance with, but not limited to, the specifica​tions and provisions of Section 165 of the State Finance Law, (Use of Tropical Hardwoods) which prohibits purchase and use of tropical hardwoods, unless specifically exempted, by the State or any governmental agency or political subdivision or public benefit corporation. Qualifica​tion for an exemption under this law will be the responsibility of the contractor to establish to meet with the approval of the State.

In addition, when any portion of this contract involving the use of woods, whether supply or installation, is to be performed by any subcontractor, the prime Contractor will indicate and certify in the submitted bid proposal that the subcontractor has been informed and is in compliance with specifications and provisions regarding use of tropical hardwoods as detailed in §165 State Finance Law. Any such use must meet with the approval of the State; otherwise, the bid may not be considered responsive. Under bidder certifications, proof of qualification for exemption will be the responsibility of the Contractor to meet with the approval of the State.

19. MACBRIDE FAIR EMPLOYMENT PRINCIPLES.  In accordance with the MacBride Fair Employment Principles (Chapter 807 of the Laws of 1992), the Contractor hereby stipulates that the Contractor either (a) has no business operations in Northern Ireland, or (b) shall take lawful steps in good faith to conduct any business operations in Northern Ireland in accordance with the MacBride Fair Employment Principles (as described in Section 165 of the New York State Finance Law), and shall permit independent monitoring of compliance with such principles.

20.  OMNIBUS PROCUREMENT ACT OF 1992. It is the policy of New York State to maximize opportunities for the participation of New York State business enterprises, including minority and women-owned business enterprises as bidders, subcontractors and suppliers on its procurement contracts.

Information on the availability of New York State subcontractors and suppliers is available from:

NYS Department of Economic Development

Division for Small Business

Albany, New York  12245

Telephone:  518-292-5100

Fax:  518-292-5884

email: opa@esd.ny.gov
A directory of certified minority and women-owned business enterprises is available from:

NYS Department of Economic Development

Division of Minority and Women's Business Development

633 Third Avenue

New York, NY 10017

212-803-2414

email: mwbecertification@esd.ny.gov
https://ny.newnycontracts.com/FrontEnd/VendorSearchPublic.asp
The Omnibus Procurement Act of 1992 requires that by signing this bid proposal or contract, as applicable, Contractors certify that whenever the total bid amount is greater than $1 million:

(a)  The Contractor has made reasonable efforts to encourage the participation of New York State Business Enterprises as suppliers and subcontractors, including certified minority and women-owned business enterprises, on this project, and has retained the documentation of these efforts to be provided upon request to the State;

(b) The Contractor has complied with the Federal Equal Opportunity Act of 1972 (P.L. 92-261), as amended; 

(c) The Contractor agrees to make reasonable efforts to provide notification to New York State residents of employment opportunities on this project through listing any such positions with the Job Service Division of the New York State Department of Labor, or providing such notification in such manner as is consistent with existing collective bargaining contracts or agreements.  The Contractor agrees to document these efforts and to provide said documentation to the State upon request; and 

(d) The Contractor acknowledges notice that the State may seek to obtain offset credits from foreign countries as a result of this contract and agrees to cooperate with the State in these efforts.
21. RECIPROCITY AND SANCTIONS PROVISIONS.   Bidders are hereby notified that if their principal place of business is located in a country, nation, province, state or political subdivision that penalizes New York State vendors, and if the goods or services they offer will be substantially produced or performed outside New York State, the Omnibus Procurement Act 1994 and 2000 amendments (Chapter 684 and Chapter 383, respectively) require that they be denied contracts which they would otherwise obtain.  NOTE:  As of May 15, 2002, the list of discriminatory jurisdictions subject to this provision includes the states of South Carolina, Alaska, West Virginia, Wyoming, Louisiana and Hawaii.  Contact NYS Department of Economic Development for a current list of jurisdictions subject to this provision.

22. COMPLIANCE WITH NEW YORK STATE INFORMATION SECURITY BREACH AND NOTIFICATION ACT.   Contractor shall comply with the provisions of the New York State Information Security Breach and Notification Act (General Business Law Section 899-aa; State Technology Law Section 208).  

23. COMPLIANCE WITH CONSULTANT DISCLOSURE LAW. If this is a contract for consulting services, defined for purposes of this requirement to include analysis, evaluation, research, training, data processing, computer programming, engineering, environmental, health, and mental health services, accounting, auditing, paralegal, legal or similar services, then, in accordance with Section 163 (4-g) of the State Finance Law (as amended by Chapter 10 of the Laws of 2006), the Contractor shall timely, accurately and properly comply with the requirement to submit an annual employment report for the contract to the agency that awarded the contract, the Department of Civil Service and the State Comptroller.  

24. PROCUREMENT LOBBYING. To the extent this agreement is a "procurement contract" as defined by 

State Finance Law Sections 139-j and 139-k, by signing this agreement the contractor certifies and affirms that all disclosures made in accordance with State Finance Law Sections 139-j and 139-k are complete, true and accurate.  In the event such certification is found to be intentionally false or intentionally incomplete, the State may terminate the agreement by providing written notification to the Contractor in accordance with the terms of the agreement.  

25. CERTIFICATION OF REGISTRATION TO COLLECT SALES AND COMPENSATING USE TAX BY CERTAIN STATE CONTRACTORS, AFFILIATES AND SUBCONTRACTORS.  

To the extent this agreement is a contract as defined by Tax Law Section 5-a, if the contractor fails to make the certification required by Tax Law Section 5-a or if during the term of the contract, the Department of Taxation and Finance or the covered agency, as defined by Tax Law 5-a, discovers that the certification, made under penalty of perjury, is false, then such failure to file or false certification shall be a material breach of this contract and this contract may be terminated, by providing written notification to the Contractor in accordance with the terms of the agreement, if the covered agency determines that such action is in the best interest of the State.

26. IRAN DIVESTMENT ACT.  By entering into this Agreement, Contractor certifies in accordance with State Finance Law §165-a that it is not on the “Entities Determined to be Non-Responsive Bidders/Offerers pursuant to the New York State Iran Divestment Act of 2012” (“Prohibited Entities List”) posted at: http://www.ogs.ny.gov/about/regs/docs/ListofEntities.pdf
Contractor further certifies that it will not utilize on this Contract any subcontractor that is identified on the Prohibited Entities List.  Contractor agrees that should it seek to renew or extend this Contract, it must provide the same certification at the time the Contract is renewed or extended.  Contractor also agrees that any proposed Assignee of this Contract will be required to certify that it is not on the Prohibited Entities List before the contract assignment will be approved by the State.

During the term of the Contract, should the state agency receive information that a person (as defined in State Finance Law §165-a) is in violation of the above-referenced certifications, the state agency will review such information and offer the person an opportunity to respond.  If the person fails to demonstrate that it has ceased its engagement in the investment activity which is in violation of the Act within 90 days after the determination of such violation, then the state agency shall take such action as may be appropriate and provided for by law, rule, or contract, including, but not limited to, imposing sanctions, seeking compliance, recovering damages, or declaring the Contractor in default.

The state agency reserves the right to reject any bid, request for assignment, renewal or extension for an entity that appears on the Prohibited Entities List prior to the award, assignment, renewal or extension of a contract, and to pursue a responsibility review with respect to any entity that is awarded a contract and appears on the Prohibited Entities list after contract award.  
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Appendix B – Bid Protest Policy
It is the policy of the Department of Taxation and Finance contracting program (hereafter “DTF”) to provide all Bidders with an opportunity to administratively resolve complaints or inquiries related to bid solicitations or pending contract awards.  DTF encourages Bidders to seek resolution of complaints concerning the contract award process through consultation with the program.  All such matters will be accorded impartial and timely consideration.

Informal Complaints/Protests

It is strongly recommended that staff encourage, be receptive to and resolve issues, inquiries, questions and complaints on an informal basis, whenever possible.  Information provided informally by any interested party should be fully reviewed by Program Team Leaders, the contract administrator of the Contract Management Unit and/or the Director, Procurement Services Unit, Office of Budget and Management Analysis.  In addition, matters that are perceived to contain, or are potentially confidential or trade secret information should be shared with the Chief Financial Officer of the Office of Budget and Management Analysis for possible direction.  Staff should document the subject matter and results of informal inquiries.  As appropriate, DTF responses to the inquirer should indicate the existence of a formal protest policy available to them should the informal process fail to resolve the matter.

In addition to informal inquiries, Bidders may also file formal written protests according to the procedures specified below.  Final agency determinations or recommendations for award generally may only be reconsidered in the context of a formal written protest. 

Formal Written Protests

Any potential Bidder who believes that there are errors or omissions in the procurement process, or that the Bidder has been aggrieved in the drafting or issuance of a bid solicitation or pending contract award, may present to a formal complaint to DTF and request administrative relief concerning such action (“formal protest”).  

Submission of Bid or Award Protests   

Deadline for Submission

a. Concerning Errors, Omissions or Prejudice in the Bid Specifications or Documents - Formal protests which concern the drafting of bid specifications must be received by DTF at least twenty (20) business days before the date set in the solicitation for receipt of bids.   If the date set in the solicitation for receipt of bids is less than twenty (20) business days from the date of issue, formal protests concerning the specifications must be received by DTF at least seventy-two (72) hours before the time designated for receipt of bids.   

b. Concerning Proposed Contract Award - Formal protests concerning a pending contract award must be received within five (5) business days after the protesting party (“protester”) knows or should have known of the facts which form the basis of the protest, and, where State Finance Law § 112 approval is required, prior to final approval of the recommendation by the State Comptroller.

Transmittal

A formal protest must be submitted in writing to DTF, by ground mail, or, where permitted in the solicitation, facsimile or e-mail transmission.   The following statement must be clearly and prominently displayed on the envelope or package or header of electronic or facsimile transmittal:  “Bid Protest of DTF Solicitation (Reference Number).”
Contents

A formal protest must include:

a. a statement of all legal and/or factual grounds for disagreement with a specification or a procurement determination;

b. a description of all remedies or relief requested;  and

c. copies of all applicable supporting documentation.

Protests should be delivered to the Contact named in the RFP.

Review and Final Determination

Copies of all protests will be provided to the Director, Procurement Services Unit, Office of Budget and Management Analysis and appropriate program staff.

Protests shall be resolved through written correspondence, however, either the protester or DTF may request a meeting to discuss a formal protest, at which time the participants may present their concerns.   Where further formal resolution is required, the Director, Procurement Services Unit, Office of Budget and Management Analysis may designate an alternate (“designee”) to determine and undertake the initial resolution or settlement of any protest.

The Program staff in conjunction with Contract Management Unit staff will conduct a review of the records involved in the protest, consult with the Director, Procurement services Unit, Office of Budget and Management Analysis, and provide a memorandum to the Chief Financial Officer of the Office of Budget and Management Analysis summarizing the results of the review and recommendation.  The Chief Financial Officer of the Office of Budget and Management Analysis will evaluate the recommendation, the material presented by the protester, and, if necessary, consult with appropriate senior level program staff, Counsel, and the Executive Deputy Commissioner, and prepare a written response to the protest.

A copy of the decision, stating the reason(s) upon which it is based shall be sent to the protester or its agent within thirty (30) business days of receipt of the protest, except that upon notice to the protester such period may be extended.  The protest determination should be recorded and included in the Procurement Record, or otherwise forwarded to OSC upon issue.  The decision of the Chief Financial Officer of the Office of Budget and Management Analysis will be final.

Reservation of Rights and Responsibilities of DTF

DTF reserves the right to waive or extend the time requirements for protest submissions, decisions and appeals herein prescribed when, in its sole judgment, circumstances so warrant to serve the best interests of the State and DTF.

If DTF determines that there are compelling circumstances, including the need to proceed immediately with contract award in the best interest of the State, then these protest procedures may be suspended and such determination shall be documented in the procurement record.

DTF will consider all information relevant to the protest, and may, at its discretion, suspend, modify, or cancel the protested procurement action including solicitation of bids or withdraw the recommendation of contract award prior to issuance of a formal protest decision. 

If a formal bid protest is received by DTF, a final determination on the protest must be made prior to OSC approval of the award under State Finance Law § 112.  However, during the pendency of the protest, bid evaluation by DTF and subsequent OSC review of the recommended award may continue to progress at the discretion of the Chief Financial Officer of the Office of Budget and Management Analysis. 

If a formal protest is received prior to a determination by DTF on a recommended award, notice of receipt of the protest must be given in the procurement record forwarded to OSC.  If a final protest determination has been reached prior to transmittal to OSC, a copy of the final determination should be included in the Procurement Record and forwarded with the recommendation for award.   

If a final protest determination is made after the transmittal of a bid package to OSC but prior to OSC approval under State Finance Law § 112, a copy of the final DTF determination shall be forwarded to OSC when issued, along with a letter either: a) confirming the original DTF recommendation for award and supporting the request for final State Finance Law § 112 approval, b) modifying the proposed award recommendation in part and supporting a request for final State Finance Law § 112 approval as modified; or c) withdrawing the original award recommendation.

All records related to formal Bidder protests and appeals shall be retained for at least one (1) year following resolution of the protest.  All other records concerning the procurement shall be retained according to the statutory requirements for records retention. 
Attachment 1 – Bidders Checklist
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Qualifying Requirements

 FORMCHECKBOX 

Attachment A – Bidder Attestation
 FORMCHECKBOX 

Attachment B – Qualifying Experience Response Form
 FORMCHECKBOX 

Attachment C – Insurance Response Form
 FORMCHECKBOX 

Attachment D – Financial Stability Response Form
Technical and System Response Requirements

 FORMCHECKBOX 

Attachment E - Functional Requirements Response Form
 FORMCHECKBOX 

Attachment F –Architecture Response Form

 FORMCHECKBOX 

Attachment G –Hosting Response Form

 FORMCHECKBOX 

Attachment H –System Performance/Usage/Scalability Response Form

 FORMCHECKBOX 

Attachment I –Disaster Recovery Response Form

 FORMCHECKBOX 

Attachment J –Security Response Form

 FORMCHECKBOX 

Attachment K –Licensing Response Form

 FORMCHECKBOX 

Attachment L –GIS Response Form
 FORMCHECKBOX 

Attachment M –Sketching Response Form

 FORMCHECKBOX 

Attachment N –Document Management Response Form

 FORMCHECKBOX 

Attachment O –Billing and Collection Response Form

 FORMCHECKBOX 

Attachment P –Business Rules Response Form

 FORMCHECKBOX 

Attachment Q –Reporting and Analytics Toolset Response Form

 FORMCHECKBOX 

Attachment R –Administration/Development Toolset Response Form

 FORMCHECKBOX 

Attachment S –System Environment Response Form
 FORMCHECKBOX 

Attachment T –Project Management Response Form

 FORMCHECKBOX 

Attachment U –Risk Mitigation Response Form

 FORMCHECKBOX 

Attachment V –Implementation Response Form

 FORMCHECKBOX 

Attachment W –Training Response Form

 FORMCHECKBOX 

Attachment X – Experience and Reference Response Form

 FORMCHECKBOX 

Attachment Y – Acceptance Response Form

 FORMCHECKBOX 

Attachment Z – Change Control Management Response Form

 FORMCHECKBOX 

Attachment AA – Warranty Response Form

 FORMCHECKBOX 

Attachment BB – Support and Maintenance Response Form

 FORMCHECKBOX 

Attachment CC – Insurance Response Form
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Administrative Requirements

 FORMCHECKBOX 

Cover Letter
 FORMCHECKBOX 

Proposed Extraneous Terms

 FORMCHECKBOX 

Request for Exemption from Disclosure
 FORMCHECKBOX 

Attachment 4 – M/WBE Utilization Plan
 FORMCHECKBOX 

Attachment 5 – Staffing Plan
 FORMCHECKBOX 

Attachment 6 – Vendor Responsibility Response Form
 FORMCHECKBOX 

Attachment 7 – MacBride Fair Employment Principles Form

 FORMCHECKBOX 

Attachment 8 – Designation of Prime Contact

 FORMCHECKBOX 

Attachment 9 – Non-Collusive Bidding Certification

 FORMCHECKBOX 

Attachment 10 – Offerer Disclosure of Prior Non-Responsibility Determination

 FORMCHECKBOX 

Attachment 11 – Offerer Certification of Compliance with State Finance Law §139-k(5)

 FORMCHECKBOX 

Attachment 12 – DTF-202 Agreement to Adhere to Secrecy Provisions
 FORMCHECKBOX 

Attachment 13  – Acknowledgement of Confidentiality of Internal Revenue Service Tax Return Information
 FORMCHECKBOX 

Attachment 14 – Public Officers Law
 FORMCHECKBOX 

Attachment 15 – Public Officers Law – Post Employment Restrictions

 FORMCHECKBOX 

Attachment 16 – Subcontractor List

 FORMCHECKBOX 

Attachment 17 – Encouraging Use of New York State Businesses in Contract Performance
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 FORMCHECKBOX 

Attachment 18 – Financial Response Form
 FORMCHECKBOX 
  Pricing Summary

 FORMCHECKBOX 
  Phase 1 Services Pricing Summary

 FORMCHECKBOX 
  Phase 2 Services Pricing Summary

 FORMCHECKBOX 
  Software Pricing

 FORMCHECKBOX 
  General Rates

Attachment 2 – Offerer Understanding of, and Compliance with Procurement Lobbying Guidelines

New York State Finance Law §139-j(6)(b) requires the DTF seek written affirmation from all Offerers as to the Offerer’s understanding of and agreement to comply with the DTF procedures relating to permissible contacts during a Government Procurement pursuant to subdivision three of this section.

Procurement Description, Contract or Bid Number: 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Offerer Name:  _________________________________________________________

Offerer Address:  _______________________________________________________
 

Telephone Number:  ____________________________________________________

e-Mail Address:  ________________________________________________________ 

Offerer affirms it has read, understands and agrees to comply with the Guidelines of the New York State Department of Taxation and Finance relative to permissible contacts as required by the State Finance Law 139-j(3) and 139-j(6)(b).

By (signature):  ___________________________________________________________

Name (please print):   ______________________________________________________

Title (please print):    _______________________________________________________

Date:                       _____________________________________

Attachment 3 – Mandatory Notification of Intent to Bid

Please indicate your interest in submitting a proposal for this acquisition by completing and returning this form to the Department by the date indicated on the Schedule of Events for this Request for Proposal.

Firm Name:  _________________________________

Authorized Signature:  _________________________

Printed Name:  _______________________________

Title:  ______________________________________

Telephone number:  __________________________

Fax:  ______________________________________

E-mail address:  ______________________________

Address:  ___________________________________

                 ____________________________________

                   ___________________________________

                     __________________________________

Date:  ______________________________________

Please check the appropriate line:


__
We are interested in submitting a proposal.


__  
We are a certified minority or woman owned business.


__
We are not interested in submitting a proposal for this service.



Reason:  __________________________________________________________

Attachment 4 - M/WBE Utilization Plan
INSTRUCTIONS:
This form must be submitted with any bid, proposal, or proposed negotiated contract or within a reasonable time thereafter, but prior to contract award.  This Utilization Plan must contain a detailed description of the supplies and/or services to be provided by each certified Minority and Women-owned Business Enterprise (M/WBE) under the contract.  Attach additional sheets if necessary.

Offeror’s Name:      


Federal Identification No.:      
Address:      


Solicitation No.:      
City, State, Zip Code:         
Project No.:
Telephone No.:                                                                  
M/WBE Goals in the Contract: MBE      %    WBE      %

Region/Location of Work:         

	1.  Certified M/WBE Subcontractors/Suppliers 

     Name, Address, Email Address, Telephone No.  

 
	2. Classification
	3. Federal ID No.
	4. Detailed Description of Work

    (Attach additional sheets, if necessary)
	5. Dollar Value of Subcontracts/

    Supplies/Services and intended      performance dates of each component of the contract.

	A.       

	NYS ESD CERTIFIED

 FORMCHECKBOX 
 MBE 

 FORMCHECKBOX 
 WBE 
	              
	     
	     

	B.       
	NYS ESD CERTIFIED

 FORMCHECKBOX 
 MBE

 FORMCHECKBOX 
 WBE 
	     
	     
	     

	6.  IF UNABLE TO FULLY MEET THE MBE AND WBE GOALS SET FORTH IN THE CONTRACT, OFFEROR MUST SUBMIT A REQUEST FOR WAIVER FORM (M/WBE 104).

	PREPARED BY (Signature):                                                                    

DATE:       
NAME AND TITLE OF PREPARER (Print or Type):      
SUBMISSION OF THIS FORM CONSTITUTES THE OFFEROR’S ACKNOWLEDGEMENT AND AGREEMENT TO COMPLY WITH THE M/WBE REQUIREMENTS SET FORTH UNDER NYS EXECUTIVE LAW, ARTICLE 15-A, 5 NYCRR PART 143, AND THE ABOVE-REFERENCED SOLICITATION. FAILURE TO SUBMIT COMPLETE AND ACCURATE INFORMATION MAY RESULT IN A FINDING OF NONCOMPLIANCE AND POSSIBLE TERMINATION OF YOUR CONTRACT.
	TELEPHONE NO.:     

	EMAIL ADDRESS:             

	
	FOR M/WBE USE ONLY

	
	REVIEWED BY:

     
	DATE:

     

	
	UTILIZATION PLAN APPROVED:   FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO   Date:      
Contract No.:                                         Project No. (if applicable):      
Contract Award Date:      
Estimated Date of Completion:      
Amount Obligated Under the Contract:      
Description of Work:      
NOTICE OF DEFICIENCY ISSUED:   FORMCHECKBOX 
 YES  FORMCHECKBOX 
 NO   Date:______________

NOTICE OF ACCEPTANCE ISSUED:   FORMCHECKBOX 
 YES  FORMCHECKBOX 
 NO  Date:_____________


Attachment 5 – Staffing Plan
Submit with Bid or Proposal – Instructions on page 2

	Solicitation No.: 

	Reporting Entity:


	Report includes Contractor’s/Subcontractor’s:

□   Work force to be utilized on this contract

□   Total work force

	Offeror’s Name: 
                                                    
	□   Offeror    

□   Subcontractor  

       Subcontractor’s name________________

	Offeror’s Address: 
	


                                 Enter the total number of employees for each classification in each of the EEO-Job Categories identified
	EEO-Job  Category
	Total Work force
	Work force by Gender
	Work force by

Race/Ethnic Identification
	

	
	
	Total

Male

(M)
	Total

Female

(F)
	White

  (M)           (F)
	Black
  (M)         (F)
	Hispanic
  (M)         (F)
	Asian
  (M)         (F)
	Native American

  (M)        (F)
	Disabled
 (M)         (F)
	Veteran
 (M)         (F)

	Officials/Administrators
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Professionals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Technicians
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sales Workers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Office/Clerical
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Craft Workers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Laborers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Service Workers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Temporary  /Apprentices
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Totals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	PREPARED BY (Signature): 
	TELEPHONE NO.: 
EMAIL ADDRESS: 

	DATE:  

	NAME AND TITLE OF PREPARER (Print or Type): 

     
	Submit completed with bid or proposal   M/WBE 101 (Rev 11/08)


General instructions:  All Offerors and each subcontractor identified in the bid or proposal must complete an EEO Staffing Plan (M/WBE 101) and submit it as part of the bid or proposal package.  Where the work force to be utilized in the performance of the State contract can be separated out from the contractor’s and/or subcontractor’s total work force, the Offeror shall complete this form only for the anticipated work force to be utilized on the State contract.  Where the work force to be utilized in the performance of the State contract cannot be separated out from the contractor’s and/or subcontractor’s total work force, the Offeror shall complete this form for the contractor’s and/or subcontractor’s total work force.

Instructions for completing:

10. Enter the Solicitation number that this report applies to along with the name and address of the Offeror.

11. Check off the appropriate box to indicate if the Offeror completing the report is the contractor or a subcontractor.

12. Check off the appropriate box to indicate work force to be utilized on the contract or the Offerors’ total work force. 

13. Enter the total work force by EEO job category.  

14. Break down the anticipated total work force by gender and enter under the heading ‘Work force by Gender’

15. Break down the anticipated total work force by race/ethnic identification and enter under the heading ‘Work force by Race/Ethnic Identification’.  Contact the OM/WBE Permissible contact(s) for the solicitation if you have any questions. 

16. Enter information on disabled or veterans included in the anticipated work force under the appropriate headings.

17. Enter the name, title, phone number and email address for the person completing the form.  Sign and date the form in the designated boxes. 

RACE/ETHNIC IDENTIFICATION

Race/ethnic designations as used by the Equal Employment Opportunity Commission do not denote scientific definitions of anthropological origins. For the purposes of this form, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as belonging. However, no person should be counted in more than one race/ethnic group. The race/ethnic categories for this survey are:

· WHITE
 (Not of Hispanic origin) All persons having origins in any of the original peoples of Europe, North Africa, or the Middle East.

· BLACK
a person, not of Hispanic origin, who has origins in any of the black racial groups of the original peoples of Africa.

· HISPANIC
a person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race.

· ASIAN & PACIFIC   a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent or the Pacific Islands.
     IISLANDER


· NATIVE INDIAN (NATIVE  
a person having origins in any of the original peoples of North America, and who maintains cultural identification through tribal 

AMERICAN/ ALASKAN NATIVE)     affiliation or community recognition.
     
OTHER CATEGORIES     

· DISABLED INDIVIDUAL
any person who: 
- 
has a physical or mental impairment that substantially limits one or more major life activity(ies)




-
has a record of such an impairment; or 



-
is regarded as having such an impairment.

· VIETNAM ERA VETERAN

a veteran who served at any time between and including January 1, 1963 and May 7, 1975.

· GENDER
Male
or
Female
Attachment 6 – Vendor Responsibility Response Form 

Bidder’s Name:  ______________________________________________

Bidders must complete a Vendor Responsibility Questionnaire in response to this RFP.  Bidders are invited to file the required Vendor Responsibility Questionnaire online via the OSC New York State VendRep System or may choose to complete and submit a paper questionnaire.  To enroll in and use the New York State VendRep System, see the VendRep System instructions available at www.osc.state.ny.us/vendrep or go directly to the VendRep System online at https://portal.osc.state.ny.us.  For direct VendRep System user assistance, the OSC Help Desk may be reached at 866-370-4672 or 518-408-4672 or by email at ciohelpdesk@osc.state.ny.us.  Bidders opting to file a paper questionnaire can obtain the appropriate questionnaire from the VendRep website at www.osc.state.ny.us/vendrep or may contact one of the Department’s designated contacts.

Please check one of the following:


 FORMCHECKBOX 

A Vendor Responsibility Questionnaire has been filed online and has been certified/updated within the last six months. 

 
 FORMCHECKBOX 

A Vendor Responsibility Questionnaire is attached to this bid proposal.

NOTE:  If a Vendor Responsibility Questionnaire has been filed online and has not been certified within the last six months, the Bidder must either update/recertify the online questionnaire or submit a new paper Vendor Responsibility Questionnaire.  Upon notification of award, the Contractor will be required to update/recertify the online questionnaire.

Attachment 7 – MacBride Fair Employment Principles Form
BIDDER’S NAME:  _______________________________________________________________

NONDISCRIMINATION IN EMPLOYMENT IN NORTHERN IRELAND:

MACBRIDE FAIR EMPLOYMENT PRINCIPLES

In accordance with Chapter 807 of the Laws of 1992, New York State, the Contractor, by submission of this bid, certifies that it and any individual or legal entity in which the Bidder holds a 10% or greater ownership interest, and any individual or legal entity that holds a 10% or greater ownership interest in the Bidder, either:

(Answer Yes to one of the following, as applicable):

Have no business operations in Northern Ireland:
_________ Yes

or

Shall take lawful steps in good faith to conduct any business operations they have in Northern Ireland in accordance with the MacBride Fair Employment Principles relating to nondiscrimination in employment and freedom of workplace opportunity, and shall permit independent monitoring of their compliance with such Principles.








________ Yes

Attachment 8 – Designation of Prime Contact

The Bidder designates the following individual as the prime contact for this proposal and acknowledges that this individual is authorized to respond on behalf of the Bidder.  This designation will last for the entire evaluation process and contract negotiations.  Any request for change in the designated contact must be submitted in writing to the issuing officer designated on the cover of this RFP and must be accompanied by an updated form.

Firm Name:  ______________________________________________

Address:  ________________________________________________


     ________________________________________________


     ________________________________________________

Prime Contact Name:  ________________________  Title:  ____________________________

e-mail address:  __________________________________________

Phone Number:  ____________________  Fax:  ____________________________

Authorized Signature:  ________________________________________________

Printed Name:  ______________________________________________________

Title:  _________________________________________________

Date:  _________________________________________________

Attachment 9 – Non-Collusive Bidding Certification

In accordance with Section §139-d of the State Finance Law:

a) By submission of this bid, Bidder and each person signing on behalf of any Bidder certifies, and in the case of a joint bid, each party thereto certifies as to its own organization, under penalty of perjury, that to the best of their knowledge and belief:

1. The prices in this bid have been arrived at independently, without collusion, consultation, communication, or agreement, for the purpose of restricting competition, as to any matter relating to such prices with any other Bidder or with any competitor;

2. Unless otherwise required by law, the prices which have been quoted in this bid have not been knowingly disclosed by the Bidder and will not knowingly be disclosed by the Bidder prior to opening, directly or indirectly, to any other Bidder or to any competitor; and

3. No attempt has been made or will be made by the Bidder to induce any other person, partnership or corporation to submit or not to submit a bid for the purpose of restricting competition.

· A bid shall not be considered for award nor shall any award be made where (a), (1), (2), and (3) above have not been complied with; provided however, that if in any case the Bidder cannot make the foregoing certification, the Bidder shall so state and shall furnish with the bid a signed statement which sets forth in detail the reasons therefor.  Where (a), (1), (2), and (3) above have not been complied with, the bid shall not be considered for award nor shall any award be made unless the head of the purchasing unit of the state, public department or agency to which the bid was made, or his designee, determines that such disclosure was not made for the purpose of restricting competition. 

The fact that a Bidder has published price lists, rates, or tariffs covering items or services being procured, has informed prospective customers of proposed or pending publication of new or revised price lists for such items, or has sold the same items to other customers at the same prices being bid, does not constitute a disclosure within the meaning stated above.

The Bidder certifies adherence to all conditions in the Bidding Practices subsection of this RFP.

Bidder's Name:   _____________________________________________ 

Bidder's Address:____________________________________________



    __________________________________________

                                   __________________________________________

Authorized Signature:  _______________________________________

Name:
__________________________________________________

Title:_____________________________________________________

Attachment 10 - Offerer Disclosure of Prior Non-Responsibility Determinations

New York State Finance Law §139-k(2) obligates a Governmental Entity to obtain specific information regarding prior non-responsibility determinations with respect to State Finance Law §139-j.  This information must be collected in addition to the information that is separately obtained pursuant to State Finance Law §163(9).  In accordance with State Finance Law §139-k, an Offerer must be asked to disclose whether there has been a finding of non-responsibility made within the previous four (4) years by any Governmental Entity due to:  (a) a violation of State Finance Law §139-j or (b) the intentional provision of false or incomplete information to a Governmental Entity.  The terms “Offerer” and “Governmental Entity” are defined in State Finance Law § 139-k(1).  State Finance Law §139-j sets forth detailed requirements about the restrictions on Contacts during the procurement process.  A violation of State Finance Law §139-j includes, but is not limited to, an impermissible Contact during the restricted period (for example, contacting a person or entity other than the designated contact person, when such contact does not fall within one of the exemptions).

As part of its responsibility determination, State Finance Law §139-k(3) mandates consideration of whether an Offerer fails to timely disclose accurate or complete information regarding the above non-responsibility determination.   In accordance with law, no Procurement Contract shall be awarded to any Offerer that fails to timely disclose accurate or complete information under this section, unless a finding is made that the award of the Procurement Contract to the Offerer is necessary to protect public property or public health safety, and that the Offerer is the only source capable of supplying the required Article of Procurement within the necessary timeframe.  See State Finance Law §§139-j (10)(b) and §139-k(3). 
A Governmental Entity must include a disclosure request regarding prior non-responsibility determinations in accordance with State Finance Law §139-k in its solicitation of proposals or bid documents or specifications or contract documents, as applicable, for procurement contracts. The attached form is to be completed and submitted by the individual or entity seeking to enter into a Procurement Contract.  It shall be submitted to the Governmental Entity conducting the Governmental Procurement.
Offerer Disclosure of Prior Non-Responsibility Determinations

Procurement Description, Contract or Bid Number:   ________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

Offerer Name:
 ______________________________________________________________________ 
Offerer Address:  ________________________________________________________________
 _______________________________________________________________________________ 
Telephone Number: 
 _________________________________________________________________

e-Mail Address: ______________________________________________________________________
Name and Title of Person Submitting this Form:   ____________________________________________





  _________________________________________________

1. Has any New York State agency or authority made a finding of non-responsibility regarding the Offerer in the last four years?  (Please circle):  





No 

Yes 

If yes, please answer the following questions:

2. Was the basis for the finding of the Offerer’s non-responsibility due to a violation of State Finance Law 139-j?  (Please circle): 





No 

Yes 

3. Was the basis for the finding of the Offerer’s non-responsibility due to the intentional provision of false or incomplete information to a Governmental Entity? (Please circle):





No 

Yes 
4. If you responded yes to Questions 1, 2 or 3 , please provide details regarding the finding of non-responsibility below:
Government Entity:   ___ _________________________________________________
Date of Finding of Non-responsibility: _______________________________________

Facts Underlying Finding of Non-Responsibility (Add additional pages as necessary)
___________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. Has any New York State agency or authority terminated a procurement contract with the Offerer due to the intentional provision of false or incomplete information? (Please circle): 





No 

Yes 

If you responded yes to the above question, please provide details regarding the termination below: 

Government Entity:  _________________________________________________________________


Date of Finding of Non-Responsibility:__________________________________________________


Facts Underlying Finding of Non-Responsibility: (Add additional pages as necessary)
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Offerer certifies that all information provided to the DTF with respect to State Finance Law §139-k is complete, true and accurate.

By: (Signature): _________________________________________________ 

 Name: (Please print) ________________________________________________

Date:  ____________________________

Attachment 11 – Offerer’s Certification of Compliance with State Finance Law 139-k (5)

New York State Finance Law §139-k(5) requires that every Procurement Contract award subject to the provisions of State Finance Law §139-k or §139-j shall contain a certification by the Offerer that all information provided to the procuring Government Entity with respect to State Finance Law §139-k is complete, true and accurate.

Offerer Certification
I certify that all information provided to the DTF with respect to State Finance Law §139-k is complete, true and accurate.
By: (signature)  ______________________________________________

Date:                ______________________________________________    
Procurement Description, Contract or Bid Number:   ________________________________________

Name (Please print):   __________________________________________________________________
Title:  ______________________________________________________________________________
Offerer Name:  ______________________________________________________________________
Offerer Address:  _____________________________________________________________________ 
______________________________________________________________________

Telephone Number: ____________________________________

e-Mail Address: __________________________________________________
Attachment 12 – DTF-202

New York State Department of Taxation and Finance - Agreement to Adhere to the Secrecy Provisions of the Tax Law and the Internal Revenue Code

The New York State Tax Law and the Department of Taxation and Finance impose secrecy restrictions on:

•
all officers, employees, and agents of the Department of Taxation and Finance;

•
any person engaged or retained by this department on an independent contract basis;

•
any depository, its officers and employees, to which a return may be delivered;

•
any person who is permitted to inspect any report or return;

•
Contractors and workmen hired by the department to work on its equipment, buildings, or premises, or to process returns or other papers; and

•
visitors to the department’s buildings or premises.

Except in accordance with proper judicial order or as otherwise provided by law, it is unlawful for anyone to divulge or make known in any manner the contents or any particulars set forth or disclosed in any report or return required under the Tax Law.  Computer files and their contents are covered by the same standards and secrecy provisions of the Tax Law and Internal Revenue Code that apply to physical documents.

Any unlawful disclosure of information is punishable by a fine not exceeding $10,000, imprisonment not exceeding one year, or both. State officers and employees making unlawful disclosures are subject to dismissal from public office for a period of five years.

Unauthorized disclosure of automated tax systems information developed by the department is strictly prohibited. Examples of confidential systems information include: functional, technical, and detailed systems design; systems architecture; automated analysis techniques; systems analysis and development methodology; audit selection methodologies; and proprietary vendor products such as software packages.

The Internal Revenue Code contains secrecy provisions which apply to federal tax reports and returns. Pursuant to sections 6103 and 7213 of the Internal Revenue Code, penalties similar to those in the New York State law are imposed on any person making an unauthorized disclosure of federal tax information. In addition, section 7213A of the Internal Revenue Code was enacted to prohibit the unauthorized inspection of returns or return information (also known as “browsing”). The unauthorized inspection of returns or return information by state employees is punishable by a fine not exceeding $1000 for each access, or by imprisonment of not more than one (1) year, or both, together with the cost of prosecution.

I certify that I have read the above document and that I have been advised of the statutory and Department of Taxation and Finance secrecy requirements; I certify that I will adhere thereto, even after my relationship with the department is terminated.

Organization:
___________________________________________________________________________

Signature
__________________________________Date   ______________________
Name:
__________________________________

Address  Street:
__________________________________________________________________________

City:
_____________________________
State  _____________
ZIP code  ___________

Attachment 13 – Acknowledgement of Confidentiality of IRS Tax Return Information and Internal Revenue Code Selected Confidentiality Provisions Pertaining to Contractors 
I ______________________________________, hereby acknowledge that I have read the quoted provisions of §§6103, 7213, 7213A and 7431 of the Internal Revenue Code (IRC) and I understand that IRC §6103 imposes strict confidentiality requirements on current and former officers and employees of the Contractor who have or have had access to Federal tax returns or return information.  I understand that §§7213, 7213A and 7431 of the IRC impose civil and criminal penalties for unauthorized inspection or disclosure of any tax return or return information.  I further understand that:

I. Performance

In performance of this contract, the contractor agrees to comply with and assume responsibility for compliance by his or her employees with the following requirements:

a. All work will be done under the supervision of the contractor or the contractor’s employees.

b. Any return or return information made available in any format shall be used only for the purpose of carrying out the provisions of this contract.  Information contained in such material will be treated as confidential and will not be divulged or made known in any manner to any person except as may be necessary in the performance of this contract.  Disclosure to anyone other than an officer or employee of the contractor will be prohibited.

c. All returns and return information will be accounted for upon receipt and properly stored before, during, and after processing.  In addition, all related output will be given the same level of protection as required for the source material.

d. The contractor certifies that the data processed during the performance of this contract will be completely purged from all data storage components of his or her computer facility, and no output will be retained by the contractor at the time the work is completed. If immediate purging of all data storage components is not possible, the contractor certifies that any IRS data remaining in any storage component will be safeguarded to prevent unauthorized disclosures.  
e. Any spoilage or any intermediate hard copy printout that may result during the processing of IRS data will be given to the agency or his or her designee. When this is not possible, the contractor will be responsible for the destruction of the spoilage or any intermediate hard copy printouts, and will provide the agency or his or her designee with a statement containing the date of destruction, description of material destroyed, and the method used.
f. All computer systems receiving, processing, storing or transmitting FTI must meet the requirements defined in IRS Publication 1075. To meet functional and assurance requirements, the security features of the environment must provide for the managerial, operational, and technical controls. All security features must be available and activated to protect against unauthorized use of and access to Federal Tax Information.
g. No work involving Federal Tax Information furnished under this contract will be subcontracted without prior written approval of the IRS.

h. The contractor will maintain a list of employees authorized access.  Such list will be provided to the agency and, upon request, to the IRS reviewing office.

i. The agency will have the right to void the contract if the contractor fails to provide the safeguards described above.

II. Criminal/Civil Sanctions

a. Each officer or employee of any person to whom returns or return information is or may be disclosed will be notified in writing by such person that returns or return information disclosed to such officer or employee can be used only for a purpose and to the extent authorized herein, and that further disclosure of any such returns or return information for a purpose or to an extent unauthorized herein constitutes a felony punishable upon conviction by a fine of as much as $5,000 or imprisonment for as long as 5 years, or both, together with the costs of prosecution. Such person shall also notify each such officer and employee that any such unauthorized further disclosure of returns or return information may also result in an award of civil damages against the officer or employee in an amount not less than $1,000 with respect to each instance of unauthorized disclosure. These penalties are prescribed by IRCs 7213 and 7431 and set forth at 26 CFR 301.6103(n)-1.

b. Each officer or employee of any person to whom returns or return information is or may be disclosed shall be notified in writing by such person that any return or return information made available in any format shall be used only for the purpose of carrying out the provisions of this contract. Information contained in such material shall be treated as confidential and shall not be divulged or made known in any manner to any person except as may be necessary in the performance of the contract. Inspection by or disclosure to anyone without an official need-to-know constitutes a criminal misdemeanor punishable upon conviction by a fine of as much as $1,000 or imprisonment for as long as 1 year, or both, together with the costs of prosecution. Such person shall also notify each such officer and employee that any such unauthorized inspection or disclosure of returns or return information may also result in an award of civil damages against the officer or employee [United States for Federal employees] in an amount equal to the sum of the greater of $1,000 for each act of unauthorized inspection or disclosure with respect to which such defendant is found liable or the sum of the actual damages sustained by the plaintiff as a result of such unauthorized inspection or disclosure plus in the case of a willful inspection or disclosure which is the result of gross negligence, punitive damages, plus the costs of the action. These penalties are prescribed by IRC 7213A and 7431.

c. Additionally, it is incumbent upon the contractor to inform its officers and employees of the penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a. Specifically, 5 U.S.C. 552a(i)(1), which is made applicable to contractors by 5 U.S.C. 552a(m)(1), provides that any officer or employee of a contractor, who by virtue of his/her employment or official position, has possession of or access to agency records which contain individually identifiable information, the disclosure of which is prohibited by the Privacy Act or regulations established thereunder, and who knowing that disclosure of the specific material is prohibited, willfully discloses the material in any manner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000.

d. Granting a contractor access to FTI must be preceded by certifying that each individual understands the agency’s security policy and procedures for safeguarding IRS information. Contractors must maintain their authorization to access FTI through annual recertification. The initial certification and recertification must be documented and placed in the agency's files for review. As part of the certification and at least annually afterwards, contractors must be advised of the provisions of IRCs 7431, 7213, and 7213A (see Exhibit 4, Sanctions for Unauthorized Disclosure, and Exhibit 5, Civil Damages for Unauthorized Disclosure). The training provided before the initial certification and annually thereafter must also cover the incident response policy and procedure for reporting unauthorized disclosures and data breaches. (See Section 10) For both the initial certification and the annual certification, the contractor must sign, either with ink or electronic signature, a confidentiality statement certifying their understanding of the security requirements.

III. Inspection

The IRS and the Agency shall have the right to send its officers and employees into the offices and plants of the contractor for inspection of the facilities and operations provided for the performance of any work under this contract.  On the basis of such inspection, specific measures may be required in cases where the contractor is found to be noncompliant with contract safeguards.

Additionally, I acknowledge and understand that violation of these requirements of confidentiality could result in disciplinary action, including termination of employment.

Signed:___________________________________________  Date:  _________________

Printed Name:  _________________________________________________

Company Name:  _______________________________________________

Address:  _____________________________________________________

City:  _________________________  State:  ____________________  Zip Code:  _____________

Attachment 14 – Public Officers Law
Disclosure of business or professional activities by state officers and employees and party officers.

§ 73. Business or professional activities by state officers and employees and party officers.

4. (a) No statewide  elected  official,  state  officer  or  employee,  member of  the  legislature, legislative  employee  or political party  chairman or firm or association of which such person  is a  member,  or  corporation,  ten  per  centum or more of the stock of which is owned or controlled directly or indirectly by such person,  shall  (i)  sell  any  goods or services having a value in excess of twenty-five dollars to any  state  agency,  or  (ii)  contract for or provide such goods or services  with or to any private entity where the power to  contract,  appoint  or retain  on  behalf  of  such  private  entity  is exercised, directly or  indirectly, by a state agency or officer thereof, unless such  goods  or  services  are provided pursuant to an award or contract let after public  notice and competitive bidding. This paragraph shall not apply to the publication of resolutions, advertisements or other legal propositions  or notices in newspapers designated pursuant to law for such purpose and  for which the rates are fixed pursuant to law.

1. Is the Bidder a New York State officer, employee, or party officer?
  YES ☐

NO ☐ 

2. Are any of the members of bidder’s firm or corporation, who own or control ten per centum or more of stock, a New York State officer, employee, or party officer?  
   YES ☐               NO  ☐
3. Is the proposed subcontractor (if applicable) a New York State officer, employee, or party officer?

YES  ☐

NO  ☐
Bidder affirms it has read, understands and agrees to comply with the Guidelines of Public Officers Law § 73 (4)(a).

By (signature):  ___________________________________________________________

Name (please print):   ______________________________________________________

Title (please print):    _______________________________________________________

Date:                       _____________________________________
Attachment 15 – Public Officers Law – Post Employment Requirements
By signing below and submitting a proposal to this RFP the person signing certifies, for and on behalf of the Bidder, that: 

A. He/she has read and understands the provisions applicable to post-employment restrictions affecting former State officers and employees, available using the link* below: 

i. Public Officers Law § 73(8)(a)(i), (the two-year bar); and 

ii. Public Officers Law § 73(8)(a)(ii), (the life-time bar); 

B. Submission of this proposal does not violate either provision; 
C. He/she is familiar with or has made diligent inquiry of, the Proposer's relevant employees, and agents; 

D. No violation shall occur by entering into a contract or in performance of the contractual services; 

E. This certification is material to the proposal; and 

F. He/she understands that the Department intends to rely on this certification. 

The Proposer shall fully disclose to the Department, within its proposal and on a continuing basis, any circumstances that affect this certification the Proposer’s ability to comply with the cited laws. Proposers shall address any questions concerning §73(8) of the Public Officer Law to: 

The New York State Joint Commission on Public Ethics 
540 Broadway 
Albany, NY 12207 
Telephone #: (518) 408-3976 

By (signature):  ___________________________________________________________

Name (please print):   ______________________________________________________

Title (please print):    _______________________________________________________

Date:                       _____________________________________
*Click on this link: Public Officers Law, Article 4. When the page opens, click on “Laws of New York”. On the next page, select “PBO Public Officers”. When this page opens, select “Article 4 – (60 - 79) POWERS AND DUTIES OF PUBLIC OFFICERS” and choose Sections 73 (8-a)(i) and 73 (8-a)(ii).

Attachment 16 – Listing of Proposed Subcontractor’s Form 
Complete this form for the Subcontractor requirement as requested in section IX.B.19.  The Bidder must identify all subs to be utilized for any resultant contract, their Employer Identification Number (EIN) and the services that they will perform.

	Subcontractor Name
	EIN
	Services to be performed

	
	
	

	
	
	

	
	
	


Expand form if necessary.

Attachment 17 – Encouraging Use of New York State Businesses in Contract Performance

New York State businesses have a substantial presence in State contracts and strongly contribute to the economies of the state and nation.  In recognition of their economic activity and leadership in doing business in New York State, bidders/proposers for this contract for commodities, services or technology are strongly encouraged and expected to consider New York State businesses in the fulfillment of the requirements of the contract.  Such partnering may be as subcontractors, suppliers, protégés or other supporting roles.

Bidders/proposers need to be aware that all authorized users of this contract will be strongly encouraged to the maximum extent practical and consistent with legal requirements, to use responsible and responsive New York State businesses in purchasing commodities that are of equal quality and functionality and in utilizing services and technology.  Furthermore, bidders/proposers are reminded that they must continue to utilize small, minority and women-owned businesses, consistent with current State law.
Utilizing New York State businesses in State contracts will help create more private sector jobs, rebuild New York’s infrastructure, and maximize economic activity to the mutual benefit of the contractor and its New York State business partners.  New York State businesses will promote the contractor’s optimal performance under the contract, thereby fully benefitting the public sector programs that are supported by associated procurements.

Public procurements can drive and improve the State’s economic engine through promotion of the use of New York businesses by its contractors.  The State therefore expects bidders/proposers to provide maximum assistance to New York businesses in their use of the contract.  The potential participation by all kinds of New York businesses will deliver great value to the State and its taxpayers.

Bidders/proposers can demonstrate their commitment to the use of New York State businesses by responding to the question below:

Will New York State Businesses be used in the performance of this contract?   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

If yes, identify New York State businesses that will be used and attach identifying information.

By (signature):  ___________________________________________________________

Name (please print):   ______________________________________________________

Title (please print):    _______________________________________________________

Date:                       _____________________________________
Attachment A – Bidder Attestation
This form is for the attestation requirement as specified in Section IV. Qualifying Requirements.

I have read, understand and agree to provide the Services as specified in the Scope of Services, Post Award Deliverables, Functional Requirements, Technical Requirements and General Requirements in this RFP.

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

The Bidders Signature below indicates the Bidder has read, understands and agrees to provide the Real Property Tax Administration System Solution as described in this RFP.
Firm Name:  ___________________________________________

Authorized Representative:  ______________________________

Representative’s Signature:  ______________________________

Date:  _____________________________

Attachment B – Qualifying Experience Response Form
This form is for the Real Property Tax Administration System Solution experience as specified in Section IV. B.

The Bidder must have experience employing multi-tier web-based solutions, which utilize technologies such as HTML5. The Bidder must have experience with two (2) Contracts for the delivery of a Real Property Tax Administration System Solution which employs a thin client, middleware services, a back-end enterprise database data tier within a multi-tenant infrastructure, within the past three (3) years. The solutions resulting from the two (2) Contracts must have surpassed the system development life cycle, and be in a state of maintenance.
The Bidder must provide information for two references for engagements similar in complexity and scope to the program set forth herein
Engagement 1:

Client Name:  ________________________________

Client Address:  ______________________________



______________________________

Contact Name:  ______________________________

Contact Title:  _______________________________
Contact Phone Number:  ______________________

Contact email address:  _______________________

Start and end dates of engagement:  Start:  _____________________  End:  _______________________

Description of engagement (attach additional sheets as necessary to describe engagement).  Provide sufficient detail to support similarity in complexity and scope, including, but not limited to:  timeframe from contract award to implementation, etc.):
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Engagement 2:

Client Name:  ________________________________

Client Address:  ______________________________



______________________________

Contact Name:  ______________________________

Contact Title:  _______________________________

Contact Phone Number:  ______________________

Contact email address:  _______________________

Start and end dates of engagement:  Start:  _____________________  End:  _______________________

Description of engagement (attach additional sheets as necessary to describe engagement).  Provide sufficient detail to support similarity in complexity and scope, including, but not limited to:  timeframe from contract award to implementation, etc.):

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Attachment C – Qualifying Insurance Response Form

This form is for the Insurance requirement as specified in Section IV. C. Qualifying Insurance.
The Bidder must provide the following information regarding their insurance coverage:

Insurance Company Name:       
Contact Name:       
Address:       
Phone Number:  (   )    -    
The Bidder must also attach a Certificate of Insurance demonstrating that the Bidder’s company and all staff and subcontractor’s are insured against financial losses resulting from the Bidder’s employees’/subcontractors’ actions or other documentation to suppor thtis requirement.  This certificate should include:

· A description of each type of coverage; and

· The amount of coverage for each type listed.

Attachment D – Financial Stability Response Form

This form is for the Financial Responsibility requirement as specified in Section IV. D.

With Attachment D, the Bidder must submit proof of financial stability required for its particular organizational structures as set forth in the requirements listed in paragraphs a.i , a.ii., b.i and b.ii. below.  Where reviewed financial statements are required these must have been prepared by a CPA in accordance with GAAP.  All required information must be provided for any predecessor company within the last three years and any other subsidiary, affiliate, or related company requested by the Department.
a. Publicly Held Companies

i. If the Bidder is a subsidiary of a parent company that is publicly held, the Bidder must comply with the preceding requirements by submitting copies of audited statements, including consolidating statements, for the parent and subsidiary for the last three years.

Additionally, the most recent interim quarterly statements are required for both the parent and subsidiary within 60 days of the end of the previous quarter.

ii. If the Bidder is not a subsidiary of a parent company, audited statements for the last three years are required.
Additionally, the most recent interim quarterly statements are required within 60 days of the end of the previous quarter.
b. Privately Held Entities

i. If the Bidder is a subsidiary of a parent company, LLP or other entity that is privately held, the Bidder must comply with the requirements outlined under Financial Data by submitting separate annual, audited or reviewed consolidated and consolidating financial statements for parent, Bidder and any other sister subsidiaries for the last three years. Where there are two or more subsidiaries, the consolidating statements should detail the financial information on the largest five subsidiaries as measured by Revenues.

Additionally the most recent interim quarterly, reviewed financial statements are required for both the parent and subsidiary.  

A Dunn and Bradstreet Comprehensive Report, dated no earlier than 30 days prior, would be required for both the parent and Bidder. 

ii. If a Bidder is not a subsidiary of a parent company, audited or reviewed financial statements for the last three years are required.

Additionally, the most recent interim quarterly statements are required within 60 days of the end of the previous quarter.

c. Other Financial

i. The Bidder must provide the name and phone number of a contact at its primary bank in order for a bank reference to be obtained as part of the financial stability evaluation.  

ii. The Bidder must provide documentation attesting to any and all lines of credit that are available to the Bidder.  This documentation must include information identifying the source of such lines and detailing the maximum credit amount(s) available to the Bidder, outstanding balance(s), and current amount(s) available.  

iii. The Bidder must indicate whether or not it guarantees the debt of any other entity.

iv. If the Bidder is a subsidiary of a parent company, the Bidder must explain, in detail, the inter-company financial relationship between the parent company and the Bidder, including inter-company loans if any and repayment terms.  The Bidder must indicate if the parent company guarantees the debt of the Bidder, or if the Bidder guarantees the debt of the parent company.  

d. Organizational Data

At a minimum, the Bidder must provide:

i. Organizational charts, including a listing and detailed description of:

· the Bidder’s primary business units and divisions;

· any and all subsidiaries; and

· any and all minority interests, joint ventures, or other type of business affiliations.
ii. Ownership and management, including a listing and detailed description of:

· all owners and their percentage of ownership in the entity;
· key executives; and
· brief biographies of its key officers and management.
Attachment E – Functional Requirements Response Form
For each requirement below, the Bidder must provide a narrative describing how their proposed solution will accommodate the requirement.  In addition, the Bidder must identify how the requirement will be met utilizing the following coding:

· F
Provided fully functional out of the box (no custom development, i.e., source code changes)

· CO 
Provided fully functional with configuration (no custom development)

· CU
Customization/Software Enhancement (Any custom development)

· TP
Third-party Software Required to Fully Provide Requirement (Third-party Software Must be Proposed)

· SR
Provided with Standard Report or Reporting Tool

· CR
Custom Report Development Required

· N
Not Included in this Proposal

Note:  For codes other than “F” or “N”, the Bidder must indicate the level of severity of the change utilizing “H” for high, “M” for Medium or “L” for low.

	Requirement No.
	Requirement Status

M=Mandatory

D=Desirable
	Requirement

	
	F
	CO
	CU
	TP
	SR
	CR
	N

	

	Functional Requirements

	A.   Individual Parcel Maintenance (M)

	1. 
	Parcel – See Exhibit 1 – Sample Parcel Information

	
	Narrative to describe solutions Individual Parcel Maintenance capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.a.
	M
	The system must provide for creation of a parcel in accordance with a defined map section, sub-section, block, lot, sub-lot and suffix.


	
	
	
	
	
	
	

	1.b.
	M
	The system must, at a minimum, provide for recording of parcel data including, parcel location, map centroid, parcel size, an indication of parcel lot irregularity, account number and a description of last maintenance action. 
	
	
	
	
	
	
	

	2. 
	Owner / Tax Bill Mailing / Third Party Mailing / Bank – See Exhibit 2 – Sample Owner Information

	
	Narrative to describe solutions Owner / Tax Bill Mailing / Third Party Mailing / Bank capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	2.a.
	M
	The system must, at a minimum, enable recording of parcel ownership including owner name, owner mailing address, owner type (Primary, Additional) and whether the owner considers the parcel her/his primary residence.


	
	
	
	
	
	
	

	2.b.
	M
	The system must allow owners to be added, edited and removed.


	
	
	
	
	
	
	

	2.c.
	M
	The system must require a minimum of one primary owner.  


	
	
	
	
	
	
	

	2.d.
	M
	The system must not limit the number of additional owners.
	
	
	
	
	
	
	

	2.e.
	M
	The system must enable recording of an optional Tax Bill Mailing designation, an optional Third Party Mailing designation and an optional Bank Lienholder association.
	
	
	
	
	
	
	

	3.
	Building Permit – See Exhibit 3 – Sample Building Permit Information

	
	Narrative to describe solutions Building Permit capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	3.a.
	M
	The system must, at a minimum, enable recording of building permits including permit number, date issued and a description of use.

	
	
	
	
	
	
	

	4.   
	Deed Reference / Parcel History – See Exhibit 4 – Sample Deed Information

	
	
	Narrative to describe solutions Deed Reference/Parcel History capabilities:


	
	
	
	
	
	
	

	
	F
	CO
	CU
	TP
	SR
	CR
	N

	4.a.
	M
	The system must enable recording of active deeds, of parcel splits/merges/key changes and of the sales transaction history for the parcel.
	
	
	
	
	
	
	

	5. 
	Assessment / Class Assessment – 

	
	
	Narrative to describe solutions Assessment/Class Assessment capabilities:

	
	
	
	
	
	
	

	
	F
	CO
	CU
	TP
	SR
	CR
	N

	5.a.
	M
	The system must, at a minimum, enable recording of parcel classification data by roll year including parcel property class, roll section, school district, ownership code, easement code, tax code (applicable to municipalities subject to Article 19 of the RPTL) and date of last physical inspection.   See Exhibit 5 –Sample Parcel Classification Information
	
	
	
	
	
	
	

	5.b.
	M
	The system must, at a minimum enable recording of parcel assessment data by roll year including parcel assessment, assessment changes from the previous year in accordance with Assessors Reporting requirements, full value and taxable assessed values. See Exhibit 6 – Sample Assessment Information
	
	
	
	
	
	
	

	5.c.
	M
	The system must provide for class assessments, if applicable, for the taxing jurisdiction.  Class assessments would be defined for split parcels (applicable to municipalities subject to Article 19 of the RPTL).
	
	
	
	
	
	
	

	5.d.
	M
	The system must allow for the viewing of a parcel’s assessment history.  
	
	
	
	
	
	
	

	6.
	Exemptions - See Exhibit 7 – Sample Exemption Information

	
	
	Narrative to describe the solutions Exemptions capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	6.a.
	M
	The system must, at a minimum, provide for recording of parcel exemption data by roll year including exemption code and exemption value.
	
	
	
	
	
	
	

	6.b.
	M
	The system must not require a parcel to have an exemption code or limit the number of exemption codes recorded.
	
	
	
	
	
	
	

	6.c.
	M
	The system must be customizable by localities to reflect local laws and resolutions regarding real property tax exemptions.
	
	
	
	
	
	
	

	6.d.
	M
	The system must provide localities the ability to manage individual parcel data to be in compliance with the Assessor’s Manual, Exemption Administration and Real Property Tax Law (i.e.; exemption applicability, eligibility, calculation, term and other legislatively defined requirements).
	
	
	
	
	
	
	

	6.e.
	M
	The system must enable appropriate calculations of taxable assessed values for each taxing jurisdiction.
	
	
	
	
	
	
	

	7.
	Special District - See Exhibit 8 – Sample Special District Information

	
	Narrative to describe the solutions Special district capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	7.a.
	M
	The system must, at a minimum, enable recording of parcel special district data by roll year including special district code and its applicable taxable value.
	
	
	
	
	
	
	

	7.b.
	M
	The system must not require a parcel to have a special district code.
	
	
	
	
	
	
	

	7.c.
	M
	The system must not limit the number of special district codes recorded.
	
	
	
	
	
	
	

	7.d.
	M
	This system must be customizable by localities to reflect local laws and resolutions regarding real property tax exemptions applicability to special districts.
	
	
	
	
	
	
	

	7.e.
	M
	The system must provide localities with the ability to manage the individual parcel data to be in compliance with the Assessor’s Manual, Exemption Administration and Real Property Tax Law for exemption applicability to special districts.
	
	
	
	
	
	
	

	7.f.
	M
	The system must enable appropriate levying of taxes for each district.
	
	
	
	
	
	
	

	8.
	Site – See Exhibit 9 for Residential and Exhibit 10 for Commercial/Industrial/Utility Site Information

	
	Narrative to describe the solutions Site capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	8.a
	M
	The system must, at a minimum, enable recording of parcel site data including property use class, neighborhood code and various site characteristics as recommended by data collection standards outlined in the Data Collection Assessor’s  Manual .
	
	
	
	
	
	
	

	8.b.
	M
	The system must not require a parcel to have a site. 
	
	
	
	
	
	
	

	8.c.
	M
	The system must not limit the number or types of sites recorded.
	
	
	
	
	
	
	

	8.d.
	M
	Industrial and Utility sites must include data items for Location, Facility and Sub-Facility.
	
	
	
	
	
	
	

	9.
	Land – See Exhibit 11 for Sample Land Information

	
	Narrative to describe the solutions Land capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	9.a.
	M
	The system must, at a minimum, enable recording of parcel land data including land type, land size and various land characteristics as recommended by data collection standards outlined in the Data Collection Assessor’s Manual .
	
	
	
	
	
	
	

	9.b.
	M
	The system must not require a parcel to have individual land types.
	
	
	
	
	
	
	

	9.c.
	M
	The system must not limit the number of land types recorded.
	
	
	
	
	
	
	

	10.
	Building – See Exhibit 12 for Sample Residential Building Information and Exhibit 13 for Sample Commercial/Industrial/Utility Information

	
	Narrative to describe the solutions Building capalities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	10.a.
	M
	The system must, at a minimum, enable recording of parcel building data including building style and various building characteristics as recommended by data collection standards outlined in the Data Collection Assessor’s Manual .
	
	
	
	
	
	
	

	10.b.
	M
	The system must not require a residential parcel to have a residential building.
	
	
	
	
	
	
	

	10.c.
	M
	The system must limit residential sites to a single residential building record.
	
	
	
	
	
	
	

	10.d.
	M
	The system must not require a commercial, industrial or utility parcel to have a commercial, industrial or utility building.
	
	
	
	
	
	
	

	10.e
	M
	The system must not limit commercial, industrial or utility sites to a single commercial, industrial or utility record.
	
	
	
	
	
	
	

	10.f.
	M
	The system must allow commercial, industrial or utility sites to have multiple buildings and any one building may have multiple sections.
	
	
	
	
	
	
	

	11.
	Improvement – See Exhibit 14 for Sample Residential Improvement Information and Exhibit 15 for Sample Commercial/Industrial/Utility Improvement Information

	
	Narrative to describe the solutions Improvement capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	11.a.
	M
	The system must, at a minimum, enable recording of parcel improvement data including improvement type and various improvement characteristics as recommended by data collection standards outlined in the Data Collection Assessor’s  Manual .
	
	
	
	
	
	
	

	11.b.
	M
	The system must not require a parcel to have an improvement.
	
	
	
	
	
	
	

	11.c.
	M
	The system must not limit the number of improvements recorded.
	
	
	
	
	
	
	

	11.d.
	M
	A commercial, industrial or utility parcel improvement must be able to be specified to belong to a given building and/or section.
	
	
	
	
	
	
	

	12.
	Valuation – See Exhibit 16 for Sample Residential Valuation Information and Exhibit 17 for Sample Commercial/Industrial/Utility Valuation Information

	
	Narrative to describe the solutions Valuation capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	12.a.
	M
	The system must enable the assignment of a valuation project and other essential valuation characteristics for the purposes of establishing the conditions applicable for the given parcel in terms of the multiple approaches to valuation.
	
	
	
	
	
	
	

	12.b.
	M
	The system must provide for areas to display the results of each approach and the associated dates values were established.
	
	
	
	
	
	
	

	12.c.
	M
	The system must provide an opportunity to apply a discretionary value.
	
	
	
	
	
	
	

	12.d.
	M
	The system must provide a display area for established comparable sales for the given property.
	
	
	
	
	
	
	

	12.e.
	M
	The system must provide a display area for established comparable assessments for a given property. 
	
	
	
	
	
	
	

	13.
	Commercial Use – See Exhibit 18 for Sample Commercial/Industrial/Utility Use Information

	
	Narrative to describe the solutions Commercial Use capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	13.a.
	M
	The system must, at a minimum, enable recording of parcel commercial use data including a description of the property use and the associated rental incomes as recommended by data collection standards outlined in the Data Collection Assessor’s Manual .
	
	
	
	
	
	
	

	13.b.
	M
	The system must not require a parcel to have individual uses.
	
	
	
	
	
	
	

	13.c.
	M
	The system must not  limit the number of uses recorded.
	
	
	
	
	
	
	

	13.d.
	M
	The system must make the parcel commercial use data recordable on commercial property types only
	
	
	
	
	
	
	

	14.
	Agricultural Assessments – See Exhibit 19 for Sample Agricultural Assessment Information

	
	Narrative to describe the solutions Agricultural Assessments capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	14.a.
	M
	The system must, at a minimum, enable recording of agricultural land uses by roll year including acreages and their given uses.
	
	
	
	
	
	
	

	14.b.
	M
	The system must not require a parcel to have a collection of agricultural assessment information; however, when agricultural information has been identified it must minimally exist as one cumulative record of land uses and acreages.
	
	
	
	
	
	
	

	14.c.
	M
	The system must utilize agricultural assessment values as reflected in administrative reference data in conjunction with the given land use definition to calculate the agricultural exemption, as specified in and in full compliance with, the Assessor’s Manual, Exemption Administration and Real Property Tax Law for exemption applicability, eligibility, calculation, term and other legislatively defined requirements.
	
	
	
	
	
	
	

	15.
	Cooperatives – See Exhibit 20 for Sample Cooperative Information

	
	Narrative to describe the solutions Cooperatives capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	15.a.
	M
	The system must, at a minimum, enable recording of ownership within Cooperative establishments including unit number, owner name, owner mailing address, owner type (Primary, Additional) and whether the owner considers the parcel her/his primary residence.
	
	
	
	
	
	
	

	15.b.
	M
	The system must not require a parcel to have cooperative information; however, when cooperative information is identified, it must minimally exist as one cumulative record of all owners of cooperative units, their addresses, the unit’s ownership shares and its derived value based on those shares.
	
	
	
	
	
	
	

	15.c
	M
	The system must provide a means to record exemptions granted to owners.
	
	
	
	
	
	
	

	15.d.
	M
	The system must provide for recording of shares allocated to the given unit and calculate its assessment based on those shares.
	
	
	
	
	
	
	

	16.
	Mobile Homes – See Exhibit 21 for Sample Mobile Home Park Information

	
	Narrative to describe the solutions Mobile Homes capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	16.a.
	M
	The system must, at a minimum, enable recording of ownership within mobile home parks including pad number, owner name, owner mailing address, owner type (primary, additional) and whether the owner considers the parcel her/his primary residence.
	
	
	
	
	
	
	

	16.b.
	M
	The system must not require a parcel to have mobile home information; however, when mobile home park information is identified, it must minimally exist as one cumulative record of all owners of mobile home pads, their addresses, and a description (model, dimensions, condition, value) of their mobile home.
	
	
	
	
	
	
	

	16.c.
	M
	The system must provide a means to record exemptions granted to owners.
	
	
	
	
	
	
	

	16.d.
	M
	The system must, at a minimum, enable recording of pad inventories within mobile home parks including mobile home type and its physical characteristics
	
	
	
	
	
	
	

	17.
	Forest – See Exhibit 22 for Sample Forest Stand Information

	
	Narrative to describe the solutions Forest capabilities: 


	
	F
	CO
	CU
	TP
	SR
	CR
	N

	17.a.
	M
	The system must, at a minimum, enable recording of forest stand data including stand type and various stand/timber characteristics as recommended by data gathering standards outlined in the Data Collection Assessor’s Manual .
	
	
	
	
	
	
	

	17.b.
	M
	The system must not require a parcel to have forest stand types.
	
	
	
	
	
	
	

	17.c.
	M
	The system must not limit the number of forest stands recorded.
	
	
	
	
	
	
	

	18.
	Income/Expense – See Exhibit 23 for Sample Income/Expense Information

	
	Narrative to describe the solutions Income/Expense capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	18.a.
	M
	The system must, at a minimum, enable recording of parcel income and expense data including a description of the property use and the associated derived incomes as recommended by data collection standards outlined in the Data Collection Assessor’s Manual .
	
	
	
	
	
	
	

	18.b.
	M
	The system must not require a parcel to have income and expense data.
	
	
	
	
	
	
	

	18.c.
	M
	The system must limit a parcel to a single income and expense record.
	
	
	
	
	
	
	

	18.d.
	M
	The system must make this data recordable on commercial property types only.
	
	
	
	
	
	
	

	19.
	Sale – See Exhibit 24 for Sample Sale Information

	
	Narrative to describe the solutions Sale capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	19.a.
	M
	The system must enable recording of real property transfers to be in compliance with Real Property Transfer Report/Sales Reporting and the Real Property Tax Law.
	
	
	
	
	
	
	

	19.b.
	M
	The system must not require a parcel to have a property transfer.
	
	
	
	
	
	
	

	19.c
	M
	The system must not limit the number of property transfers recorded.
	
	
	
	
	
	
	

	20.
	Cross Reference – See Exhibit 25 for Sample Municipal Parcel Cross Reference Information

	
	Narrative to describe the systems Cross Reference capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	20.a.
	M
	The system must provide for the ability to sort and filter based on the dataset available for that locality. 
	
	
	
	
	
	
	

	21.
	Search – See Exhibit 26 Sample Search Information

	
	Narrative to describe the solutions Search capabilities:


	
	F
	CO
	CU
	TP
	SR
	CR
	N

	21.a.
	M
	The system must provide search/filtering options for parcel retrieval/navigation.
	
	
	
	
	
	
	

	22.
	Auditing

	
	Narrative to describe the solutions Auditing capabilities:


	
	F
	CO
	CU
	TP
	SR
	CR
	N

	22.a.
	M
	The system must enable tracking of all actions upon parcels, whether user initiated or system controlled, by recording the responsible party, the data table and column acted upon, the original data value, the new data value and the date/time the action was transacted.
	
	
	
	
	
	
	

	23.
	Tax Map/Parcel Identifier Change 

	
	Narrative to describe the solutions Tax Map/Parcel Identifier change:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	23.a.
	M
	The system must enable the duplication of a single parcel’s contents to further the creation of new parcels with an alternate parcel identifier.
	
	
	
	
	
	
	

	24.
	Letters

	
	Narrative to describe the solutions letters capabilities:


	
	F
	CO
	CU
	TP
	SR
	CR
	N

	24.a.
	M
	The system must, at a minimum, provide the ability to generate standard, predefined letters and forms with the benefit of populated data items including owner’s name(s) and address. See Exhibit 81 – Sample Letters
	
	
	
	
	
	
	

	25.
	Notes

	
	Narrative to describe the solutions notes capabilities:


	
	F
	CO
	CU
	TP
	SR
	CR
	N

	25.a.
	M
	The system must contain free-form text areas that can be attached to any parcel or part thereof, for the purposes of recording user comments.
	
	
	
	
	
	
	

	26.
	Parcel Copy

	
	Narrative to describe the solutions Parcel Copy capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	26.a.
	M
	The system must enable the duplication of parcel contents to further the creation of new parcels as needed for subdivisions and/or splits.


	
	
	
	
	
	
	

	27.
	Property Record Card

	
	Narrative to describe the solutions Property Report Card capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	27.a.
	M
	The system must provide the ability to generate a standard property record card, with or without pre-populated data, on demand for all property types.
	
	
	
	
	
	
	

	A.   Data (M)

	
	Narrative to describe the solutions Data capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1
	M
	The database must, at a minimum, contain all necessary data items needed for real property tax administration in NYS. The following link provides information concerning our existing database structure:


" 
http://www.tax.ny.gov/research/property/assess/rps/dblayout/default.htm
 .
	
	
	
	
	
	
	

	2
	M
	The database must, at a minimum, allow for a single statewide instance of the database that accommodates the approximately 1,000 city, town and county Assessing Units in NYS currently using RPS. It must also provide for any village Assessing Units which may choose to use it.  
	
	
	
	
	
	
	

	B.   Administration (M)

	1. 
	Group & User Account Management 

	
	Narrative to describe the solutions Group & User Account Management capabilities:


	The System must:
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.a.
	M
	Provide an interface to manage User Groups and associated permissions.
	
	
	
	
	
	
	

	1.b.
	M
	Provide an interface to manage Users, passwords and associated permissions.
	
	
	
	
	
	
	

	1.c.
	M
	Provide for an encryption algorithm to be applied to all user account data.
	
	
	
	
	
	
	

	1.d.
	M
	Provide an Administrative Group and User having all defined permissions.
	
	
	
	
	
	
	

	1.e.
	M
	Provide internal logic to enforce a collection of User Group and Individual User permissions including, but not limited to: 
	
	
	
	
	
	
	

	
	
	Simple access, viewing and reporting by jurisdiction
	
	
	
	
	
	
	

	
	
	Simple access, viewing and reporting by roll year
	
	
	
	
	
	
	

	
	
	Functional access/restriction by jurisdiction
	
	
	
	
	
	
	

	
	
	Functional access/restriction by roll year
	
	
	
	
	
	
	

	
	
	Functional access/restriction by function
	
	
	
	
	
	
	

	
	
	Functional access/restriction by data area and/or element
	
	
	
	
	
	
	

	1.f.
	M
	Provide a secured reporting mechanism for Groups, Users and their associated permissions.
	
	
	
	
	
	
	

	2. 
	Reference Data Management 

	
	Narrative to describe the solutions Reference Data Management capabilities:

	The System must:
	F
	CO
	CU
	TP
	SR
	CR
	N

	2.a.
	M
	Provide for secured interfaces to define, manage and report reference data by jurisdiction and by roll year. Definitions for the current reference data can be found in one or more of the following sources:

http://www.tax.ny.gov/research/property/assess/rps/support/WebHelp/RPSv4_Web_Help.htm
http://www.tax.ny.gov/research/property/assess/rps/support/glossary.htm
http://www.tax.ny.gov/research/property/assess/manuals/assersmanual.htm
	
	
	
	
	
	
	

	2.b.
	M
	Provide for the ‘cascading’ of removed or altered reference codes throughout the parcel data, where it exists, and provide for a reporting of the results.
	
	
	
	
	
	
	

	2.c.
	M
	Provide for a reporting mechanism for reference data by jurisdiction and by roll year.
	
	
	
	
	
	
	

	2.d.
	M
	Provide for two types of reference data:
	
	
	
	
	
	
	

	
	
	User Maintainable – the system must include:
	
	
	
	
	
	
	

	
	
	Agricultural Soil Group Definition – lookup code value, description, and numeric rate

The system must perform an automatic calculation of all Agricultural Exemptions in all jurisdictions for the applicable roll year when Soil Rates are electronically distributed by the Department.

NOTE:  This data is currently maintainable within RPSv4.  It may be better suited for one of the following:

· a maintainable set allocated to each jurisdiction
· a non-maintainable set allocated to the entire body of users
	
	
	
	
	
	
	

	
	
	Bank – bank code, name, and contact information
	
	
	
	
	
	
	

	
	
	Building Styles – code and description
	
	
	
	
	
	
	

	
	
	Cost Value Method – code and description
	
	
	
	
	
	
	

	
	
	County – SWIS code, county name, alternative veterans group and cold war veteran group

· The system must provide for automatic calculation of all Exemptions subject to Alternative Veterans or Cold War Veterans limits in a given secured jurisdiction when those limits are assigned/changed by the user.
	
	
	
	
	
	
	

	
	
	Entry Type – code and description 
	
	
	
	
	
	
	

	
	
	Exemption Definition – Exemption code, exemption name, amount code, amount check, fixed dollar amount, fixed percent amount, S490 applicability, Ad valorem District Applicability, Special Assessment District Applicability, S305/306 Applicability, Term Year required.
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all STAR Exemptions in a given secured jurisdiction when Certified STAR Amounts are distributed by DTF/ORPTS, received by the jurisdiction and updated by the user.
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all STAR Exemptions in all jurisdictions IF Certified STAR Amounts are electronically distributed by the Department.
	
	
	
	
	
	
	

	
	
	Exemption Senior/Low Income Disabled Reference – Exemption code, applicability, income limit and sliding scale values.
· The system must perform an automatic calculation of all income-based Exemptions subject to Senior and/or Low Income Disabled limits in a given secured jurisdiction when those limits are assigned / changed by the user.
	
	
	
	
	
	
	

	
	
	Income Value Method – code and description
	
	
	
	
	
	
	

	
	
	Market Sqft/Unit – code and description
	
	
	
	
	
	
	

	
	
	Market Value Method – code and description
	
	
	
	
	
	
	

	
	
	Min/Max Reference – within a municipality, set the minimum and maximum values for certain fields:
· Residential building values
	
	
	
	
	
	
	

	
	
	· Commercial building values
	
	
	
	
	
	
	

	
	
	· Land values
	
	
	
	
	
	
	

	
	
	Neighborhood Code – neighborhood code and description
	
	
	
	
	
	
	

	
	
	Neighborhood Rate – neighborhood rating code and description
	
	
	
	
	
	
	

	
	
	Neighborhood Type – neighborhood type code and description
	
	
	
	
	
	
	

	
	
	Original Value Type – Original Value Type Code and description
	
	
	
	
	
	
	

	
	
	PILOT – PILOT name, initial year, term year, origin date, and description
	
	
	
	
	
	
	

	
	
	Print Key Edit – define the print key fields, suppression rules, separators, and type code
	
	
	
	
	
	
	

	
	
	Revised Value Code - Revised Value Code and description
	
	
	
	
	
	
	

	
	
	Road Type – Road type code and definition
	
	
	
	
	
	
	

	
	
	Building Style Edits – For each building style, define minimum and maximum Square Foot of Living Area (SFLA) and year built. This is only a warning message and not preventative.
	
	
	
	
	
	
	

	
	
	School District – School district code, school name, dual rate option, consolidated school flag and consolidated school code
	
	
	
	
	
	
	

	
	
	Select Source – Select source code and description
	
	
	
	
	
	
	

	
	
	Soil Land Rate Table – soil rating code and description
	
	
	
	
	
	
	

	
	
	Special District Definition – district code, name, type, and extensive tax definitions
	
	
	
	
	
	
	

	
	
	STAR Cap – tax code, basic and enhanced cap for STAR exemption 
	
	
	
	
	
	
	

	
	
	Structure Code – code, definition, measurement code, and property type
	
	
	
	
	
	
	

	
	
	SWIS – code, name, final roll date, alternate veteran exemption group, cold war veteran exemption group, non-assessing village flag, split village code, tentative roll date, tax code, split merge number, uniform percent, equalization rate, special rate, current year flag, Westchester flag, valuation date, cycle flag
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all Full Market Values when the Uniform Percentage is updated by the user.
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all rate-based Exemptions in a given secured jurisdiction when Equalization Rates / Special Rates are distributed by the Department, received by the jurisdiction and updated by the user.
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all rate-based Exemptions in all jurisdictions IF Equalization Rates/Special Rates Amounts are electronically distributed by the Department.
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all Exemptions subject to Alternative Veterans or Cold War Veterans limits in a given secured jurisdiction when those limits are assigned / changed by the user.
	
	
	
	
	
	
	

	
	
	· The system must perform an automatic calculation of all Change in Level based Exemptions in a given secured jurisdiction when A Change in Level Factor is certified by the Department and updated by the user.  NOTE:  A Change in Level Factor is currently not maintainable and stored within RPSv4:

· If not stored within the data, the system shall provide the user with the ability to specify the Change in Level Factor for this calculation
	
	
	
	
	
	
	

	
	
	· If stored within the data, the system shall access and use for this calculation
	
	
	
	
	
	
	

	
	
	SWIS to School – list which school districts are in which SWIS
	
	
	
	
	
	
	

	
	
	Valuation Source – Valuation source code and description
	
	
	
	
	
	
	

	
	
	Value Adjustment Type – Value Adjustment Type code and description
	
	
	
	
	
	
	

	
	
	Waterfront Type – waterfront type code and description
	
	
	
	
	
	
	

	
	
	Zoning Code – zoning code and description
	
	
	
	
	
	
	

	2.e.
	M
	Non-maintainable – Provided by the Department
	
	
	
	
	
	
	

	
	
	Accessibility
	
	
	
	
	
	
	

	
	
	Activity
	
	
	
	
	
	
	

	
	
	Alternate Veterans Exemption
	
	
	
	
	
	
	

	
	
	Appreciation/Depreciation
	
	
	
	
	
	
	

	
	
	Cold War Veterans Exemption
	
	
	
	
	
	
	

	
	
	Commercial Basement Type
	
	
	
	
	
	
	

	
	
	Condition
	
	
	
	
	
	
	

	
	
	Construction Quality
	
	
	
	
	
	
	

	
	
	Cost Valuation Data
	
	
	
	
	
	
	

	
	
	Deed Type
	
	
	
	
	
	
	

	
	
	Desirability
	
	
	
	
	
	
	

	
	
	Easement Code
	
	
	
	
	
	
	

	
	
	Expense Type
	
	
	
	
	
	
	

	
	
	Exterior Wall
	
	
	
	
	
	
	

	
	
	Fireplace Type
	
	
	
	
	
	
	

	
	
	Forest Cut Class
	
	
	
	
	
	
	

	
	
	Forest Region
	
	
	
	
	
	
	

	
	
	Forest Type
	
	
	
	
	
	
	

	
	
	Grade
	
	
	
	
	
	
	

	
	
	Heat Type
	
	
	
	
	
	
	

	
	
	Land Commitment
	
	
	
	
	
	
	

	
	
	Land Influence Code
	
	
	
	
	
	
	

	
	
	Land Type
	
	
	
	
	
	
	

	
	
	Logging Ease
	
	
	
	
	
	
	

	
	
	Measurement Code
	
	
	
	
	
	
	

	
	
	Overall Desirability
	
	
	
	
	
	
	

	
	
	Owner Code
	
	
	
	
	
	
	

	
	
	Property Class
	
	
	
	
	
	
	

	
	
	Rent Type
	
	
	
	
	
	
	

	
	
	Residential Basement Type
	
	
	
	
	
	
	

	
	
	State
	
	
	
	
	
	
	

	
	
	Street Suffix
	
	
	
	
	
	
	

	
	
	Tax Code
	
	
	
	
	
	
	

	
	
	Uniform Construction Index Code
	
	
	
	
	
	
	

	
	
	Unit Code
	
	
	
	
	
	
	

	
	
	Unit Design
	
	
	
	
	
	
	

	
	
	Used-As Code
	
	
	
	
	
	
	

	
	
	Utilities
	
	
	
	
	
	
	

	
	
	Volume Per Acre
	
	
	
	
	
	
	

	
	
	Water Supply
	
	
	
	
	
	
	

	
	
	Company Codes
	
	
	
	
	
	
	

	
	
	Exemption Reference / Exemption Code Index
	
	
	
	
	
	
	

	
	
	Grid Coordinates
	
	
	
	
	
	
	

	
	
	Law Reference
	
	
	
	
	
	
	

	2.f.
	M
	Update Programs
	
	
	
	
	
	
	

	
	
	Batch File Maintenance

· The system must provide for two methods of maintaining volumes of parcel data:

· Access to and use of an external data file to perform data additions, updates or removals
	
	
	
	
	
	
	

	
	
	· Use of internal or user-defined static data to perform data updates
	
	
	
	
	
	
	

	
	
	Change Next Year to Current Year

· The system must facilitate user management of the existing assessment years within the database.  The user shall be able to identify one assessment year as current/active.
	
	
	
	
	
	
	

	
	
	Next Year Processing

· The system must provide an interface or series of interfaces for creation of a new assessment year for all active parcels in a jurisdiction containing all necessary information based on the current, active assessment year.  
	
	
	
	
	
	
	

	
	
	· The system must provide additional routine user data management abilities with optional reporting of results including, but not limited to:
· Removal of exemptions that have reached their termination year or have otherwise expired as no longer in effect.
	
	
	
	
	
	
	

	
	
	· Removal of special districts that have expired as no longer in effect.
	
	
	
	
	
	
	

	
	
	· Notes content management; given Notes can be assigned to any parcel or part thereof, the system should allow for transfer of all or selected parcel part Notes to the new assessment year.
	
	
	
	
	
	
	

	
	
	· Providing updates to Business Investment Exemptions, as defined by the Real Property Tax Law, by calculating the exemption amount as appropriate for the year within the defined ten-year cycle, if still in effect for the parcel.
	
	
	
	
	
	
	

	
	
	· Providing updates to Home Investment Exemptions, as defined by the Real Property Tax Law, by calculating the exemption amount as appropriate for the year within the defined ten-year cycle, if still in effect for the parcel.
	
	
	
	
	
	
	

	
	
	· Providing updates to Leadership in Energy and Environmental Design (LEED) Exemptions, as defined by the Real Property Tax Law, by calculating the exemption amount as appropriate for the year within the defined ten-year cycle, if still in effect for the parcel.
	
	
	
	
	
	
	

	
	
	· Providing updates to Residential Investment Exemptions, as defined by the Real Property Tax Law, by calculating the exemption amount as appropriate for the year within the defined cycle, if still in effect for the parcel.
	
	
	
	
	
	
	

	
	
	Recalculate Exemptions and Taxable Assessed Values

· The system must provide a means to validate, and recalculate if necessary, all granted exemptions, their amounts and the resulting taxable assessments.
	
	
	
	
	
	
	

	
	
	Field Review Values

· The system must allow summarization of individual site values, determined by an accepted valuation methodology, to the parcel level.
	
	
	
	
	
	
	

	
	
	· The system shall allow selection of the specific data items as the target of this action.
	
	
	
	
	
	
	

	
	
	Initialize Site Values

· The system must allow initialization of parcel inventory by municipality and roll year or by other parcel group construct.
· The system shall allow selection of specific inventory data items as the target of this action.
	
	
	
	
	
	
	

	
	
	Set Village Flags 

· The system must facilitate user management of the village assessment rolls.
	
	
	
	
	
	
	

	D.  Valuation

	
	Narrative to describe the solutions Valuation capabilities (the narrative must include whether the cost valuation model will include the source data and updates; or identify the Vendor that the State will need to enter into contract with, in order to obtain the cost source data –Pricing information must not be included in response to this requirement) :


	1.
	Cost Valuation

	The System must:
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.a.
	M
	Land
The system must:
	
	
	
	
	
	
	

	
	
	Provide users with the ability to create, modify, generate and report land values independently of buildings and improvements.  Values are based upon criteria defined by the user in groups, rates, depth adjustments, land types and soil rates.  The same method is used to compute Land Value for both Commercial and Residential properties.
	
	
	
	
	
	
	

	
	
	Allow each parcel site to be be assigned a specific Land Group.  The purpose of the Land Group is to specify the group to which a land segment belongs so that proper land rates and influence adjustment factors can be used to calculate land values.  A group for a given site is determined based upon any one or two of the following: property class, SWIS, section, neighborhood code, school code, route number or zoning code.  Sites having characteristics included in a given Land Group will have a value generated whereas sites having characteristics outside all defined Land Groups will not.
	
	
	
	
	
	
	

	
	
	Allow for fifteen different Land Types within the Land Groups which are used to determine a method of calculation.  There are six methods of calculation - by soil, by site, by front feet with depth adjustment, by front feet, by acreage and by square feet – and values are based upon the rates of the acreage front feet, depth, square footage defined.  Allow for the setting of land size preference used in the calculation as either acreage or front feet.

· Valuing by Soil:  For land types valued by Soil type, the rate area shall show a list of Soil types and the associated rate.  The soil valuation type requires there to be one or more lines in the Soil Land Rate Table.  Soil types may be chosen from the following:
· Numeric Rating from 01 to 15 and/or
· Alpha character of G (Good), N (Normal) or P (Poor)
	
	
	
	
	
	
	

	
	
	· Valuing by Site:  For land types valued by Site, this area shall show an area to input the value of the land type, regardless of size.
	
	
	
	
	
	
	

	
	
	· Valuing by Size: For land types valued by a size calculation, this area will be broken down by the following units of measurement:
· Acres
· Square feet
· Front feet with depth adjustment
· Front feet
	
	
	
	
	
	
	

	
	
	The system must include within each unit of measurement, rows for entering the maximum value, the rate, and the calculated accumulated value.  Maximum Value indicates the upper limit on land size for a given rate.  Rate equals the land rate for this Group Number, Land Type, Unit of Measure and Maximum value.
	
	
	
	
	
	
	

	
	
	The size to be used depends on a number of factors: the size units which have been entered for the current land segment, the rates which have been stored in the tables for the current Group Number and Land Type and whether acreage or front feet is used in the calculation.
	
	
	
	
	
	
	

	
	
	Provide for definition of groups, rates, and depth tables, and allow for the setting of land size preference used in the calculation as either acreage or front feet.  Depth tables can also be created manually or copied from a pre-existing land table.
	
	
	
	
	
	
	

	
	
	Provide up to ten size breakpoints to be specified for each calculation along with a depth factor chart.
	
	
	
	
	
	
	

	
	
	Provide for mixed land measurements by site.
	
	
	
	
	
	
	

	
	
	Provide for maintainable influence codes which can be modified by percent must exist on each property.
	
	
	
	
	
	
	

	
	
	Provide the ability to process Land cost in mass using a defined group of parcels or in single parcel mode.
	
	
	
	
	
	
	

	
	
	Provide a Standard Depth file that includes a number of depth tables to view, edit, or copy into existing Land table. These tables contain adjustment factors as a function of standard depth and actual depth. It is used for rate groups which have a unit of measure equal to front feet with depth adjustment. This table contains the following fields:
· Standard Depth
· Actual Depth
· Depth Factor
	
	
	
	
	
	
	

	
	
	Provide for import and export of land cost data.
	
	
	
	
	
	
	

	
	
	Provide for a number of reporting options:

· Land Groups and Rates – See Exhibit 28 Sample Land Groups and Rates Information
· Land Calculations – See Exhibit 29 Sample Land Calculations
· Land Frequency – See Exhibit 30 Sample Land Frequency
	
	
	
	
	
	
	

	2.
	
	Improvements  - See Exhibit 31 Sample Cost Reports and Exhibit 32 Sample Sales Ratio Report
	
	
	
	
	
	
	

	2.a.
	M
	The system must:
· Provide the capability to create, modify, generate and report replacement cost values for parcels.
	
	
	
	
	
	
	

	
	
	· Provide the ability to integrate New York State County multipliers which are produced on an annual basis within the Valuation Services Division of DTF/ORPTS.
	
	
	
	
	
	
	

	
	
	· Provide the ability to integrate Uniform Construction Index (UCI) costs which are produced on an annual basis within the Valuation Services Division of DTF/ORPTS with structure costs.
	
	
	
	
	
	
	

	
	
	· Provide the ability to override all multipliers for County, as currently supplied by DTF/ORPTS-VSD, and locational zip code.
	
	
	
	
	
	
	

	
	
	· Provide the ability to access pre-defined set of depreciation tables, and create/ update new ones using residential, commercial, farm or straight line equations.  Depreciation should be associated with each structure code.  Service life and condition are associated with the depreciation.
	
	
	
	
	
	
	

	
	
	· Provide the ability to maintain, generate and print structure and UCI unit costs, adjusted costs and user defined costs.
	
	
	
	
	
	
	

	
	
	· The system must provide the ability to process replacement cost in mass using a defined group of parcels or in single parcel mode.
	
	
	
	
	
	
	

	
	
	· Provide for processing Commercial/Utility/Industrial improvements as well as residential /farm improvements.  For Commercial/Utility/Industrial, the system shall allow value generation by building and/or building section.
	
	
	
	
	
	
	

	
	
	· Provide Cost Valuation estimates for Commercial, Industrial and Utility building sections at the component level.
· Cost estimates must be based on or used in conjunction with the following characteristics, at a minimum:
· Year built

· Total section perimeter

· Gross floor area per section

· Framing codes

· Construction quality

· Story height / number of stories

· Window percentages

· Condition

· Plumbing fixtures, interior foundations, etc., based on industry standard density equivalents

· Location adjustments (3 digit zip code)

· Architect fees

· Depreciation
	
	
	
	
	
	
	

	
	
	· The system must provide the ability to calculate a cost for every building section based on building components that comprise the model selected.  
	
	
	
	
	
	
	

	2.b.
	M
	The system shall provide an ability for Building model components to be modified, replaced or removed at any time to allow for changes in the building industry to remain current.  Replaced components require cost generation for historical purposes.  Options to add new models must also be included.
	
	
	
	
	
	
	

	2.c.
	M
	The system must provide the ability to delete and/or add/modify building components to replicate an existing building.
	
	
	
	
	
	
	

	2.d.
	M
	The system must provide proper calculation of special UCI codes (SPUCI and PSUCI) for specific pieces of equipment and pipes.
	
	
	
	
	
	
	

	2.e.
	M
	The system must provide cost estimates for all current and future structures.
	
	
	
	
	
	
	

	2.f.
	M
	The system must provide a combination of the land value developed by the land module and the cost value into one total value for reporting and analysis purposes.
	
	
	
	
	
	
	

	2.g.
	M
	The system must provide for updating the combined cost and land values as well as the site and improvement specific cost values on the parcel data.
	
	
	
	
	
	
	

	2.h.
	M
	The system must provide the ability to override cost estimate with a percentage for abandoned buildings.
	
	
	
	
	
	
	

	2.i.
	M
	The system must provide for multiple valuations (multi-year processing) to be stored with associated land and cost tables.
	
	
	
	
	
	
	

	2.j.
	M
	The system must provide the generation of a “cost sheet” or other equivalent document summarizing all data elements considered and the calculations of value.
	
	
	
	
	
	
	

	2.k.
	M
	The system must provide a “failure” report (error report), displaying missing or erroneous data which would prevent a cost element (structure) from generating a value estimate.
	
	
	
	
	
	
	

	3.
	
	Building Component Model Report – See Exhibit 33 Sample Building Component Model Report
	
	
	
	
	
	
	

	3.a
	M
	The system shall provide an ability to generate a report, based on a specified cost year and model number, model features used to cost a given building when no specific building components are recorded.  A commercial building cost is made up of multiple components.  Within each component code there are a vast number of associated component codes that define the specific characteristics that make up the “typical” building within that model classification.
	
	
	
	
	
	
	

	4.
	
	Market Valuation
	
	
	
	
	
	
	

	4.a.
	M
	Comparable Sales (Residential, Farm and Vacant)  - See Exhibit 34 Sample Comparable Sales Report
	
	
	
	
	
	
	

	
	
	· The system must provide a selection and adjustment of comparable sales in order to predict an estimate of market value for a chosen subject property.  The system must be capable of processing residential, farm and vacant properties.
	
	
	
	
	
	
	

	
	
	· The system must be equipped to allow:
· Customization of options, ranges and values for sales population, point values (continuous, binary and linearized), and comparable neighborhoods.
	
	
	
	
	
	
	

	
	
	· Selection of sales by county, town, or village.  Within municipality, a primary search by jurisdiction, neighborhood, property class, building style, school code or comparable neighborhoods.
	
	
	
	
	
	
	

	
	
	· The option to run sales against sales, with the ability to exclude subject sales from the predicted value calculation.
	
	
	
	
	
	
	

	
	
	· Selection of sales based on a pre-determined comparable regions file (e.g., comparable areas within the state, comparable towns within county, comparable neighborhoods within a municipality) such that only sales designated as comparable to the subject area would be chosen.
	
	
	
	
	
	
	

	
	
	· Forcing of user-selected sales in as comparables and eliminate any sales not wanted as comparables on a site by site basis.  In addition, the user must be able to “key-eject” (eject by parcel key) sales from the comparable sales analysis module, thus eliminating them from any further use in the module.
	
	
	
	
	
	
	

	
	
	· Contain an analysis tool (Cost, Manual Model, Regression etc.) and comparative property analysis modules in order to display data and results from that module into comparable sales analysis.
	
	
	
	
	
	
	

	
	
	· Up to and including 5 comparable sales with a minimum of 1 comparable sale for each subject property.
	
	
	
	
	
	
	

	
	
	· Comparability as determined by a similarity measurement algorithm (e.g., Euclidean or straight-line distance metric) based on user-determined selection points (binary and continuous) for user-determined variables.  The system must allow for different selection criteria by cluster.
	
	
	
	
	
	
	

	
	
	· Use of adjustment factors that can be pre-determined by the user, obtained from a valuation model (e.g., regression, manual model), or cost values, or any combination of cost values, model coefficients, or user-input adjustments.
	
	
	
	
	
	
	

	
	
	· Use of variables calculated from other variables (e.g., dollars per square foot or dollars per acre) and must also be able to be displayed on the report.
	
	
	
	
	
	
	

	
	
	· The system must provide for the market value estimate for the subject property as calculated using a mean, median, or weighted estimate of the value estimates.
	
	
	
	
	
	
	

	
	
	· The ability to calculate a land value based on the application of a user input percentage to the comparable sales market estimate of value, the Final Land value from the valuation record, or the prior Land Ratio (land/total value).  This land value must then be able to be displayed on the comparable sales report.  Additionally, if a land value was determined from some other module in the system, the results of this land value must be able to be displayed on the report.
	
	
	
	
	
	
	

	
	
	· The following report formats, having a number of ordering options:
· Useable Sales List
· Comparable Report, both “Generated as New” and “Field Review”
· Comparable Session Log
· Sales Ratio Report
	
	
	
	
	
	
	

	
	
	· The following elective data updates:
· Comparable sale estimates of the subject property and/or update only the final land and final total.
· Comparable sales selected by field review staff for recall and printing, and to produce valuable documents with user defined fields deleted.
	
	
	
	
	
	
	

	4.b.
	M
	Comparable Assessments – See Exhibit 35 Comparable Assessments Report
	
	
	
	
	
	
	

	
	
	· The system must provide a selection and adjustment of comparable assessments in order to predict an estimate of assessed value for a chosen subject property.  The system must be capable of processing residential, farm and vacant properties.
	
	
	
	
	
	
	

	
	
	· The system must be equipped to allow:
· Customization of options by users, ranges and values for parcel population, point values (continuous, binary and linearized), comparable neighborhoods
	
	
	
	
	
	
	

	
	
	· Selection of parcels by county, town, or village.  Within municipality, a primary search by jurisdiction, neighborhood, property class, building style, school code or comparable neighborhoods.
	
	
	
	
	
	
	

	
	
	· The option to run sales against sales, with the ability to exclude subject sales from the predicted value calculation.
	
	
	
	
	
	
	

	
	
	· Selection of parcels based on a pre-determined comparable regions file (e.g., comparable areas within the state, comparable towns within county, comparable neighborhoods within a municipality) such that only parcels designated as comparable to the subject area would be chosen.
	
	
	
	
	
	
	

	
	
	· Forcing of user-selected comparable properties in as comparables and eliminate any sales not wanted as comparables on a site by site basis.  In addition, the user must be able to “key-eject” (eject by parcel key) parcels from the comparable assessment analysis module, thus eliminating them from any further use in the module.
	
	
	
	
	
	
	

	
	
	· The system must provide for integrations with the analysis tool (Cost, Manual Model, Regression, etc.) and comparative property analysis modules in order to interface data and results from that module into comparable assessment analysis.
	
	
	
	
	
	
	

	
	
	· The system must provide for up to and including 5 comparable assessments with a minimum of 1 comparable assessment for each subject property.
	
	
	
	
	
	
	

	
	
	· The system must provide comparability as determined by a similarity measurement algorithm (e.g., Euclidean or straight-line distance metric) based on user-determined selection points (binary and continuous) for user-determined variables.
	
	
	
	
	
	
	

	
	
	· The system must provide for use of adjustment factors that can be pre-determined by the user, obtained from a valuation methodology (e.g., regression, manual model), or cost values, or any combination of cost values, coefficients, or user-input adjustments.
	
	
	
	
	
	
	

	
	
	· The system must provide for use of variables calculated from other variables (e.g., dollars per square foot or dollars per acre) and must also be able to be displayed on the report.
	
	
	
	
	
	
	

	
	
	· The system must provide for the market value estimate for the subject property as calculated using a mean, median, or weighted estimate of the value estimates.
	
	
	
	
	
	
	

	
	
	· The system must provide the ability to calculate a land value based on the application of a user input percentage to the comparable sales market estimate of value, the Final Land value from the valuation record, or the prior Land Ratio (land/total value).  This land value must then be able to be displayed on the comparable sales report.  Additionally, if a land value was determined from some other module in the system, the results of this land value must be able to be displayed on the report.
	
	
	
	
	
	
	

	
	
	· The system must provide for the following report formats, having a number of ordering options:
· Comparable Assessment List
· Comparable Report, both “Generated as New” and “Field Review”
· Comparable Session Log
	
	
	
	
	
	
	

	
	
	· The system must provide for the following optional data updates:
·        Comparable assessment estimates of the subject property and/or update only the final land and final total.
·        Comparable assessments selected by field review staff for recall and printing, and to produce valuable documents with user defined fields deleted.
	
	
	
	
	
	
	

	4.c.
	M
	Time Adjust Sale Price ​– See Exhibit 36 Sample Time Adjusted Sales Price  Report
	
	
	
	
	
	
	

	
	
	· The system must provide for the ability to adjust a parcel Sale Price for time, based on user input time trends and valuation date.  The calculated Adjusted Sale Price is saved in the database for use in valuation.   Time Adjusted Sale Price may be used in the Comparable Sale program instead of the Sale Price as the base value when adjusting comparable sales to the subject.  One set of Time Adjustments may be defined for the entire database, or different groups may defined based on SWIS, Neighborhood, Property Class, Zoning, or Route Number.
	
	
	
	
	
	
	

	
	
	· The system must allow for specification of certain critical information:
	
	
	
	
	
	
	

	
	
	· Valuation Date: This is the date that the sales will be adjusted to.
	
	
	
	
	
	
	

	
	
	· Municipality Select Option: Select the County, Town(s) or SWIS(s) of the sales to be adjusted.
	
	
	
	
	
	
	

	
	
	· Dates of Sales to be extracted:  Enter the sale date range of the sales to be adjusted.
	
	
	
	
	
	
	

	
	
	· Group Sales for Time Adjustment:  Select the sale grouping option (All in one group, SWIS, Neighborhood, Route Number, Property Class, or Zoning).
	
	
	
	
	
	
	

	
	
	· Group definitions
	
	
	
	
	
	
	

	
	
	· Time Trend Calculation Formula
	
	
	
	
	
	
	

	
	
	· Time periods and respective percent per year
	
	
	
	
	
	
	

	5.
	
	Manual Model – See Exhibit 37 Sample Manual Model Reports
	
	
	
	
	
	
	

	5.a.
	M
	· The system must provide the capability to create, modify, generate and report cost values for parcels generated by user-defined equations, specifying market values for individual property characteristics.   The Manual Valuation model contains one or more rows for each term of a model (or each property descriptor that contributes to the estimated value of a site).  Property descriptors are the data items (the measurements, dates, counts or classifications) that are recorded for each site.  Model values can be used in the comparable section to adjust sales to the subject.
	
	
	
	
	
	
	

	
	
	· The system must provide for generation of a model or regression estimate.
	
	
	
	
	
	
	

	
	
	· The system must provide for a Sales Ratio Report and a summary of any data conditions encountered during estimation which caused an indeterminate value.
	
	
	
	
	
	
	

	
	
	· Adjust Percent Factors  - See Exhibit 38 Sample Adjust Percent Factors Reports
· The system must provide the ability to calculate a site Adjustment Percent based on a user defined adjustment factor model.  Adjustment factors can be used to account for both quantitative and qualitative property inventory.  Adjustment Percent can be brought into the Manual Valuation Model program as a variable to determine site market value estimates.

	
	
	
	
	
	
	

	6.
	
	Income Valuation
	
	
	
	
	
	
	

	6.a.
	M
	· Valuation Factor File Create/Update
	
	
	
	
	
	
	

	
	
	· The system must provide access and manipulate source valuation reference data, namely the Valuation Factor File (VFF), consisting of investment, tax rate and market/income information.
	
	
	
	
	
	
	

	
	
	· An Investment Record must contain investment information used to calculate capitalization rates. These sets are reviewed yearly by ORPTS and reissued if necessary.
	
	
	
	
	
	
	

	
	
	· Investment Set code
	
	
	
	
	
	
	

	
	
	· Investment period
	
	
	
	
	
	
	

	
	
	· Equity yield
	
	
	
	
	
	
	

	
	
	· Equity dividend
	
	
	
	
	
	
	

	
	
	· First mortgage percent
	
	
	
	
	
	
	

	
	
	· First mortgage term
	
	
	
	
	
	
	

	
	
	· First mortgage rate
	
	
	
	
	
	
	

	
	
	· Second mortgage percent
	
	
	
	
	
	
	

	
	
	· Second mortgage term
	
	
	
	
	
	
	

	
	
	· Second mortgage rate
	
	
	
	
	
	
	

	
	
	· Appreciation/Depreciation code
	
	
	
	
	
	
	

	
	
	· Appreciation/Depreciation rate
	
	
	
	
	
	
	

	
	
	· Simple Mortgage Equity Cap rate
	
	
	
	
	
	
	

	
	
	· Mortgage Equity Analysis rate
	
	
	
	
	
	
	

	
	
	· A Tax Rate Record must contain Tax Rates within School District for each Municipality.
	
	
	
	
	
	
	

	
	
	· SWIS
	
	
	
	
	
	
	

	
	
	· School District
	
	
	
	
	
	
	

	
	
	· Tax rate
	
	
	
	
	
	
	

	
	
	· A Market and Income Record must contain market and income multipliers, expense information, and adjustment values.  A record is defined by Used-As Code, SWIS, and Valuation District.  The Valuation program works off a hierarchy system checking for the most specific match first.
	
	
	
	
	
	
	

	
	
	· Used-As code
	
	
	
	
	
	
	

	
	
	· SWIS
	
	
	
	
	
	
	

	
	
	· Valuation district 
	
	
	
	
	
	
	

	
	
	· Investment Set code
	
	
	
	
	
	
	

	
	
	· Vacancy/Credit loss percent
	
	
	
	
	
	
	

	
	
	· Total expenses percent
	
	
	
	
	
	
	

	
	
	· Gross Income Multiplier percent
	
	
	
	
	
	
	

	
	
	· Overall Cap rate
	
	
	
	
	
	
	

	
	
	· Market Value per square foot
	
	
	
	
	
	
	

	
	
	· Market Value per square foot effective and first bedroom (for apartments)
	
	
	
	
	
	
	

	
	
	· Market Value per square foot second bedroom (for apartments)
	
	
	
	
	
	
	

	
	
	· Market Value per square foot third bedroom (for apartments)
	
	
	
	
	
	
	

	
	
	· Gross Income Value per square foot
	
	
	
	
	
	
	

	
	
	· Gross Income Value per square foot effective and first bedroom (for apartments)
	
	
	
	
	
	
	

	
	
	· Gross Income Value per square foot second bedroom (for apartments)
	
	
	
	
	
	
	

	
	
	· Gross Income Value per square foot third bedroom (for apartments)
	
	
	
	
	
	
	

	
	
	· Condition Adjustment percent for Poor
	
	
	
	
	
	
	

	
	
	· Condition Adjustment percent for Fair
	
	
	
	
	
	
	

	
	
	· Condition Adjustment percent for Normal
	
	
	
	
	
	
	

	
	
	· Condition Adjustment percent for Good
	
	
	
	
	
	
	

	
	
	· Condition Adjustment percent for Excellent
	
	
	
	
	
	
	

	
	
	· Size Adjust by square foot level 1
	
	
	
	
	
	
	

	
	
	· Percent adjustment for sqft level 1
	
	
	
	
	
	
	

	
	
	· Size Adjust by square foot level 2
	
	
	
	
	
	
	

	
	
	· Percent adjustment for sqft level 2
	
	
	
	
	
	
	

	
	
	· Size Adjust by square foot level 3
	
	
	
	
	
	
	

	
	
	· Percent adjustment for sqft level 3
	
	
	
	
	
	
	

	
	
	· Size Adjust by square foot level 4
	
	
	
	
	
	
	

	
	
	· Percent adjustment for sqft level 4
	
	
	
	
	
	
	

	
	
	· Size Adjust by square foot level 5
	
	
	
	
	
	
	

	
	
	· Percent adjustment for sqft level 5
	
	
	
	
	
	
	

	
	
	· Age adjustment for level 1
	
	
	
	
	
	
	

	
	
	· Percent adjustment for age level 1
	
	
	
	
	
	
	

	
	
	· Age adjustment for level 2
	
	
	
	
	
	
	

	
	
	· Percent adjustment for age level 2
	
	
	
	
	
	
	

	
	
	· Age adjustment for level 3
	
	
	
	
	
	
	

	
	
	· Percent adjustment for age level 3
	
	
	
	
	
	
	

	
	
	· Age adjustment for level 4
	
	
	
	
	
	
	

	
	
	· Percent adjustment for age level 4
	
	
	
	
	
	
	

	
	
	· Age adjustment for level 5
	
	
	
	
	
	
	

	
	
	· Percent adjustment for age level 5
	
	
	
	
	
	
	

	
	
	· Desirability Adjustment percent for Poor
	
	
	
	
	
	
	

	
	
	· Desirability Adjustment percent for Fair
	
	
	
	
	
	
	

	
	
	· Desirability Adjustment percent for Normal
	
	
	
	
	
	
	

	
	
	· Desirability Adjustment percent for Good
	
	
	
	
	
	
	

	
	
	· Desirability Adjustment percent for Excellent
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment column choice
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment description
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment for level 1
	
	
	
	
	
	
	

	
	
	· Percent Adjustment for User Defined level 1
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment for level 2
	
	
	
	
	
	
	

	
	
	· Percent Adjustment for User Defined level 2
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment for level 3
	
	
	
	
	
	
	

	
	
	· Percent Adjustment for User Defined level 3
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment for level 4
	
	
	
	
	
	
	

	
	
	· Percent Adjustment for User Defined level 4
	
	
	
	
	
	
	

	
	
	· User Defined Adjustment for level 5
	
	
	
	
	
	
	

	
	
	· Percent Adjustment for User Defined level 5
	
	
	
	
	
	
	

	6.b.
	M
	· Commercial Market & Income – See Exhibit 39 Sample Commercial Market & Income Report
	
	
	
	
	
	
	

	
	
	· The system must provide the ability to generate value using a Commercial Market and Income methodology using a defined set of parcels and a selected VFF.
	
	
	
	
	
	
	

	
	
	· The system must provide a number of reporting options:
· Estimates based on the valuation district at the Site or the Use level
	
	
	
	
	
	
	

	
	
	· Up to five estimates may optionally be calculated; one of which is required
	
	
	
	
	
	
	

	
	
	· One of the calculated estimates must be designated as the final sum
	
	
	
	
	
	
	

	
	
	· Optionally, add the effective tax rate to the overall tax rate
	
	
	
	
	
	
	

	
	
	· On the parcel, the valuation market and income estimates can be updated
	
	
	
	
	
	
	

	
	
	· On the parcel, the valuation final total value can be updated
	
	
	
	
	
	
	

	
	
	· For each type of Use, the user may opt to estimate based on unit values instead of square footage
	
	
	
	
	
	
	

	
	
	· For each type of Use, the user may opt to suppress Mortgage Equity analysis
	
	
	
	
	
	
	

	
	
	· For each improvement type on the parcel, the user may opt to add the improvement’s cost value to the final estimate
	
	
	
	
	
	
	

	
	
	· The system must provide a number of reporting formats:
· The Frequency Report will print an array of counts of Used-As codes and valuation district combinations contained in a defined group of parcels. This is used to make sure that when reports are run, estimates will be produced. If a Used-As code and valuation district combination does not exist on the Valuation Factor File (VFF), then estimates cannot be produced. There is a Site Level report section and a Use level report section. A site can have a main Used-As code and a site can also have individual Use records with unique Used-As codes. The Site Level report is a listing of the number of sites with a main Used-As code and valuation district combination. The Use Level report is a listing of the number of individual uses and valuation district combinations.
	
	
	
	
	
	
	

	
	
	· The Field Review Report with Economic Data calculates economic market and income value estimates at the Site Level by applying factors from the VFF to the data on the site. This report can update the Final Total and Market and Income Value on the parcel’s Valuation record with the final estimated value. The five estimates are:
	
	
	
	
	
	
	

	
	
	· Market Value
	
	
	
	
	
	
	

	
	
	· Overall Capitalization Rate Value
	
	
	
	
	
	
	

	
	
	· Gross Income Multiplier Value
	
	
	
	
	
	
	

	
	
	· Simple Mortgage Equity Capitalization Rate Value
	
	
	
	
	
	
	

	
	
	· Mortgage-Equity Analysis Capitalization Rate Value
	
	
	
	
	
	
	

	
	
	· The Field Review Report with Actual Data calculates income estimates using data on the parcel's Income and Expense record and produces a field review sheet.
	
	
	
	
	
	
	

	
	
	· An error report that list Sites and Uses that do not belong to a Used-As code valuation district combination on the VFF.
	
	
	
	
	
	
	

	6.c.
	M
	Forest Property Valuation
	
	
	
	
	
	
	

	
	
	· The system must provide users with the capability to create, modify, generate and report forest values.
	
	
	
	
	
	
	

	
	
	· The system must provide the following basic functions:
· Create and maintain Bare Land Value Schedule
	
	
	
	
	
	
	

	
	
	· Create and maintain Lake Attributes
	
	
	
	
	
	
	

	
	
	· Create and maintain Timber Schedules
	
	
	
	
	
	
	

	
	
	· Create and maintain Valuation Schedules
	
	
	
	
	
	
	

	
	
	· Create and maintain Waterfront Discounts
	
	
	
	
	
	
	

	
	
	· Apply Forest schedules (Bare Land, Lake Value, Species Price Schedule, Timber Value, Growth, Forest Stand Conditions, Lake Attributes, Waterfront Discounts) to site forest inventory to produce values.
	
	
	
	
	
	
	

	
	
	· Apply trend factors to existing values
	
	
	
	
	
	
	

	
	
	· Apply generated forest values to applicable parcels
	
	
	
	
	
	
	

	
	
	· Integrate with State-Owned Land administration data
	
	
	
	
	
	
	

	
	
	· Provide data to external users
	
	
	
	
	
	
	

	
	
	· The system must provide the following basic reports:
· Forestry Field Turnaround document
	
	
	
	
	
	
	

	
	
	· Lake Front Property Report
	
	
	
	
	
	
	

	
	
	· Lake Schedule Report
	
	
	
	
	
	
	

	
	
	· Property Inventory and Valuation Report (PIVR)
	
	
	
	
	
	
	

	
	
	· Re-inventory Document
	
	
	
	
	
	
	

	
	
	· Summary Value Report
	
	
	
	
	
	
	

	
	
	· Error Report
	
	
	
	
	
	
	

	6.d
	M
	Comparative Property Analysis
	
	
	
	
	
	
	

	
	
	· The system must provide a method that allows review of properties by assessment or sales data by municipality and roll year.
	
	
	
	
	
	
	

	
	
	· The system must provide a method to display the resulting parcels on a GIS map.
	
	
	
	
	
	
	

	
	
	· The system must provide for data and report filtering based on various characteristics of a parcel/sale.
	
	
	
	
	
	
	

	
	
	· The system must provide for the creation, customization and saving of reports for residential and commercial properties with data items for assessments or sales including, but not limited to, property class, neighborhood, location and characteristics about buildings and commercial uses of the property.  For sales, allow reporting of an assessment/sale price ratio.
	
	
	
	
	
	
	

	
	
	· The system must offer a number of reporting formats including, but not limited to, a tabular listing of data, a columnar listing with parcel images, and a graph summary.
	
	
	
	
	
	
	

	
	
	· On the tabular report, group items by property class and neighborhood.  For each group, summarize assessment and sales values including minimum, maximum, mean, and median.  For sales ratios, find the mean and median, the average absolute deviation, price-related differential, and the coefficient of dispersion.
	
	
	
	
	
	
	

	6.e.
	M
	Analysis Tool – See Exhibit 40 Sample Analysis Tools Report
· The system must provide for an ability to generate frequency histograms (report, graph, statistics) of site inventory from a selected group of parcels.  All Residential and Commercial inventory items should be available for use.
	
	
	
	
	
	
	

	7.
	M
	Industrial/Utility Accumulation Report – See Exhibit 41 Sample Industrial/Utility Accumulation Report
	
	
	
	
	
	
	

	7.a.
	M
	· The system must provide a report that will summarize inventory and replacement cost values from multiple industrial, utility, and commercial parcels to form one appraisal summary record.  The report is produced based on the parcels contained in the given appraisal and can optionally update an appraisal summary record.  Many parcels may be part of an appraisal summary record in a given year.
	
	
	
	
	
	
	

	
	
	· The system must provide for the following reporting options:
· Display buildings by code or description
	
	
	
	
	
	
	

	
	
	· Display Equipment/Improvements by UCI code or description
	
	
	
	
	
	
	

	
	
	· Sort buildings by their number or description
	
	
	
	
	
	
	

	
	
	· Sort Equipment/Improvements by number, building number, improvement description, or UCI code
	
	
	
	
	
	
	

	
	
	· The system must provide for the following report formats:
· Accumulation Value Report is a listing of individual lands, buildings, and improvements on all parcels.  Descriptions and valuation data is included along with RCNLD.  Each parcel’s RCNLD is totaled for the entire appraisal along with a calculation for economic obsolescence and land value.
	
	
	
	
	
	
	

	
	
	· Accumulation Summary Report lists the parcels in the appraisal and summarizes valuation data for all buildings and improvements.  Data is summarized along with a calculation for economic obsolescence, land value, commercial/residence value, and rights value.
	
	
	
	
	
	
	

	
	
	· Accumulation Inventory Report is the same as the Accumulation Value Report but all cost values are removed.
	
	
	
	
	
	
	

	
	
	· The system must provide for the following optional data updates for the appraisal summary:
· Accumulated Building Depreciation Adjustment Percent
	
	
	
	
	
	
	

	
	
	· Accumulated Building Depreciation Percent
	
	
	
	
	
	
	

	
	
	· Accumulated Building Functional Obsolescence Percent
	
	
	
	
	
	
	

	
	
	· Accumulated Land Size (acres)
	
	
	
	
	
	
	

	
	
	· Average Age of Buildings
	
	
	
	
	
	
	

	
	
	· Improvement Functional Obsolescence Percent
	
	
	
	
	
	
	

	
	
	· Improvement Physical Depreciation Percent
	
	
	
	
	
	
	

	
	
	· Total Building Floor Area
	
	
	
	
	
	
	

	
	
	· Total Building RCN
	
	
	
	
	
	
	

	
	
	· Total Building RCNLD
	
	
	
	
	
	
	

	
	
	· Total Improvement RCN
	
	
	
	
	
	
	

	
	
	· Total Improvement RCNLD
	
	
	
	
	
	
	

	
	
	· Total Land Value
	
	
	
	
	
	
	

	
	
	· Total Number of Buildings/Sections
	
	
	
	
	
	
	

	
	
	· Total RCN
	
	
	
	
	
	
	

	
	
	· Total RCNLD
	
	
	
	
	
	
	

	8
	M
	PID (Parcel Identification) – See Exhibit 42 Sample Parcel Information Display
· The system must provide a means to create, store and later utilize parcel collections generated by specifying common parcel characteristics.  For example, create a parcel collection of all parcels having a property classification code of “210”, Residential – single family.


	
	
	
	
	
	
	

	9.
	M
	Print Valuation Documentation

· The system must provide the ability to generate a contiguous report, per parcel, of all generated valuation documentation including, but not limited to cost sheets, comparable sales, model summaries and market & income summaries.
	
	
	
	
	
	
	

	
	
	· The system must provide report ordering options.
	
	
	
	
	
	
	

	10.
	M
	Project Table Maintenance – See Exhibit 43 Sample Project Table Management Reports
· The system shall provide the ability to create, maintain, remove and assign specific valuation options (Projects) to a site or group of sites for use in parcel valuation.  Projects can then be assigned to sites either through regular parcel maintenance or through a batch assignment process.  Parcel valuation will not process a parcel unless it has a valuation project assigned.
	
	
	
	
	
	
	

	
	
	· Valuation Projects are defined with characteristics including, but not limited to:
· Cost
	
	
	
	
	
	
	

	
	
	· Land definition
	
	
	
	
	
	
	

	
	
	· Cost definition
	
	
	
	
	
	
	

	
	
	· User Depreciation
	
	
	
	
	
	
	

	
	
	· Valuation Date
	
	
	
	
	
	
	

	
	
	· Comparable Sales
	
	
	
	
	
	
	

	
	
	· Residential options
	
	
	
	
	
	
	

	
	
	· Farm options
	
	
	
	
	
	
	

	
	
	· Vacant options
	
	
	
	
	
	
	

	
	
	· Comparable Assessment options
	
	
	
	
	
	
	

	
	
	· Manual Model options
	
	
	
	
	
	
	

	
	
	· Commercial Market and Income
	
	
	
	
	
	
	

	
	
	· Market and Income options
	
	
	
	
	
	
	

	
	
	· Valuation Factor File
	
	
	
	
	
	
	

	
	
	· The system must provide for the following report options:
	
	
	
	
	
	
	

	
	
	· Project Summary
	
	
	
	
	
	
	

	
	
	· Summary of existing Projects, with counts
	
	
	
	
	
	
	

	
	
	· Parcels within a Project
	
	
	
	
	
	
	

	
	
	· Parcels having no Project assigned
	
	
	
	
	
	
	

	11.
	M
	Regression Import

· The system shall provide for the importing of site values generated in external statistical software to the regression estimate field in the valuation table.
	
	
	
	
	
	
	

	12.
	M
	Valuation Transport – See Exhibit 44 Sample Valuation Transport Log
· The system must provide for the importing and exporting of values, tables and options created, altered and generated within the valuation methodologies from one database to another, via simple data files.
	
	
	
	
	
	
	

	
	
	· The system must create a Transport Log and Error log.
	
	
	
	
	
	
	

	
	
	· The system must provide for the following types of data including, but not limited to:
· Cost
	
	
	
	
	
	
	

	
	
	· Comparable Sales
	
	
	
	
	
	
	

	
	
	· Time Adjusted Sale Price
	
	
	
	
	
	
	

	
	
	· Manual Model
	
	
	
	
	
	
	

	
	
	· Commercial Market and Income
	
	
	
	
	
	
	

	
	
	· Project Tables
	
	
	
	
	
	
	

	
	
	· Regression
	
	
	
	
	
	
	

	13.
	M
	· Market Value Survey Reporting – See Exhibit 45 Sample Market Value Survey Report
	
	
	
	
	
	
	

	13.a.
	M
	· Commercial Property Inventory Valuation Report
· The system must provide a Commercial property inventory valuation report (PIVR) showing final land and final total values used for commercial appraisals, as well as value support data used to arrive at final value.  All commercial properties will have an inventory page, regardless of the value approach(s) used in Survey field review.  If a Market and / or Income Approach to value is indicated for a site, a Market and Income Report is created.  If comparable sales are indicated for value support, a Comparable Sales report page is created.
	
	
	
	
	
	
	

	13.b.
	M
	· Commercial Review Report

· The system must provide a Commercial Review Report as used by ORPTS field appraisers to support commercial site market value estimates according to one or more of the three approaches to value (Cost, Income, and Market).  For each approach to value the estimated site value will be summarized by Use code.
	
	
	
	
	
	
	

	
	
	· The Cost section must contain site final land and total values determined by the Cost approach.
	
	
	
	
	
	
	

	
	
	· The Income section must contain Income and Expense (I&E) information associated with a the  Commercial Site(s), and the Income Approach estimated value as determined by the Gross Income Multiplier, the Overall Rate, and the Simple Mortgage Equity Rate.  Data shown should include, but not be limited to:
· Expense Type Code
	
	
	
	
	
	
	

	
	
	· Potential Gross Income
	
	
	
	
	
	
	

	
	
	· Vacancy/Credit Loss
	
	
	
	
	
	
	

	
	
	· Additional Income
	
	
	
	
	
	
	

	
	
	· Effective Gross Income
	
	
	
	
	
	
	

	
	
	· Total Expenses
	
	
	
	
	
	
	

	
	
	· Net Operating Income
	
	
	
	
	
	
	

	
	
	· Investment Set Code
	
	
	
	
	
	
	

	
	
	· GIM
	
	
	
	
	
	
	

	
	
	· Overall Rate
	
	
	
	
	
	
	

	
	
	· Simple Mortgage Equity Rate
	
	
	
	
	
	
	

	
	
	· The Market Section will contain the comparable sales data (SWIS, Parcel ID, Sale Date, Sale Price).
	
	
	
	
	
	
	

	13.c.
	M
	· Industrial PIVR

· The system must provide an Industrial property inventory valuation (PIVR) report documenting final land and final total values used for industrial appraisals, as well as value support data used to arrive at the final value.  Value support data may include use of a cost and/or market and/or income approach to value. The reports should be generated from a parcel id file, similar to how other PIVR reports are coded.
	
	
	
	
	
	
	

	
	
	· An industrial appraisal is defined as all active subject parcels linked by a common appraisal number.  There must be one report for each active industrial appraisal.  The report could be multiple pages, depending on value approaches (value method) used and number of parcels in the appraisal.
	
	
	
	
	
	
	

	
	
	· If Valuation Method is Cost, a page showing cost approach data must be generated.  If method is comparable sales and at least one comparable sale key has been maintained onto the valuation table, a page showing sales comparison data should also be generated.
	
	
	
	
	
	
	

	
	
	· Summary level values for an industrial appraisal reside on the appraisal summary table.  There must be one appraisal summary table for each industrial appraisal, regardless of how many parcels comprise that appraisal.  Some summary level values that display on the PIVR report for a cost approach are from the appraisal summary, while others will need to be calculated.
	
	
	
	
	
	
	

	13.d.
	M
	· Industrial/Utility Accumulation Report

· The system must provide an Industrial/Utility Cost Accumulation Report summarizing Inventory and Cost Values from multiple industrial, utility, and commercial parcels to one appraisal summary record, by appraisal number.
	
	
	
	
	
	
	

	
	
	· For the Building section of the report, the building description and the building sort order must be allowed to be customized with the building model description displaying as the default.
	
	
	
	
	
	
	

	
	
	· For the Improvement section of the report, the improvement description and the improvement sort order must be allowed to be customized with the improvement model description displaying as the default.
	
	
	
	
	
	
	

	
	
	· The Industrial/Utility Accumulation Report must be composed of three parts:

· The Accumulation Value Report must display a listing of inventories and cost information for all sites within the appraisal.
	
	
	
	
	
	
	

	
	
	· The Accumulation Summary Report must list all parcels in the appraisal and summarizes all cost values from all of the parcels.
	
	
	
	
	
	
	

	
	
	· The Accumulation Inventory Report must be identical to the Accumulation Value Report except that it does not include Cost Values.  It only lists the inventory on the appraisal.  This report can be used as a field document to verify the inventory on the appraisal without revealing the current Cost Values.
	
	
	
	
	
	
	

	13.e
	M
	· Parcel Summary

· The system must provide a Parcel Summary Report, for any multi-sited parcel, and an Economic Unit Report for any selections that are part of an economic unit.
	
	
	
	
	
	
	

	
	
	· The Economic Unit Report must show the value of the whole unit (all parcels) and the calculation used to derive the “synthesized” value for the survey selection.
	
	
	
	
	
	
	

	13.f
	M
	· Print Appraisal Report 
The system must provide the ability to sort all PIVR report files, once they are created, by Municipality and Parcel using the Print Appraisal Reports program.  This program must allow the user to sort and print selected property inventory valuation reports that have been saved to a directory including options to combine and print.
	
	
	
	
	
	
	

	
	
	· Summary (Parcel and/or Economic Units)
	
	
	
	
	
	
	

	
	
	· Comparable Sales (Res, Farm, Vacant/Mobile Home, with or without images)
	
	
	
	
	
	
	

	
	
	· Inventory (Res, Farm, Vacant, Mobile Home)
	
	
	
	
	
	
	

	
	
	· Commercial (Summary, Report, Comp ID’s)
	
	
	
	
	
	
	

	13.g.
	M
	· Residential PIVR

· The system shall provide an inventory summary for residential, farm and vacant properties, if a cost approach was used.  Parcel, Site and Building Inventory information, along with land/ total appraised values, are shown.  Comparable Sales for Residential/Farm/Vacant properties, are also shown, if a market approach was used.
	
	
	
	
	
	
	

	E.  GIS

	
	Narrative to describe the solutions GIS capabilities:



	The System must:
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.a.
	M
	· The system must provide a GIS navigational mechanism for parcel access and must provide standard GIS capabilities including, but not limited to:

· Indication of the parcel’s geographic location based on the parcel centroid (as defined by parcel grid coordinates), and/or parcel boundary files created from tax mapping services (polygon coverage’s with associated real property tax data).
	
	
	
	
	
	
	

	
	
	· Selection and geographical display of multiple layers of data which may be selected and de-selected independently, including, but not limited to, parcel points, sales points, municipal boundaries, parcel boundaries, streams, hydrology, railroads, roads, wetlands, flood zones and school districts.
	
	
	
	
	
	
	

	
	
	· Modifications of view (Pan, Zoom In or Zoom Out, or Full Extent, etc.).
	
	
	
	
	
	
	

	
	
	· Printing of Map Views.
	
	
	
	
	
	
	

	
	
	· Quick access to summary information pertaining to a parcel including, but not limited to, Primary Owner, Parcel Address, Site Number, Property Class, Neighborhood Code, Building Style, School Code, Zoning Code, SFLA(Square Foot Living Area), Grade, Condition, Year Built, Sale Date and Price, Sale Book and Page, Land Assessment, Total Assessment, Frontage, Depth, Acres and Square Feet.
	
	
	
	
	
	
	

	
	
	· Spatial selections as a useful way to generate various data views and conveniently lists parcels.
	
	
	
	
	
	
	

	
	
	· A means to compute the square acres, square feet and square miles of a selected area.
	
	
	
	
	
	
	

	
	
	· Integration to the photos, images and notes stored for the selected parcel.
	
	
	
	
	
	
	

	
	
	· Custom queries using common data features, including, but not limited to, property class, roll section, acres and sale date.   Resulting parcels must be listed.
	
	
	
	
	
	
	

	
	
	· Colored rendering by Neighborhood Code or Property Class.
	
	
	
	
	
	
	

	
	
	· A‘Map tips’ function that provides a quick method for moving from parcel to parcel with a quick view of selected information.
	
	
	
	
	
	
	

	
	
	· The ability to convert State Plane Feet coverage’s to Universal Transverse Mercator.
	
	
	
	
	
	
	

	
	
	· Transactional data changes to be made back to the database from specific GIS spatial selections (polygon, circle, rectangular, etc.) created by the user to allow for mass updates of valuation critical data such as neighborhood codes and special district codes.
	
	
	
	
	
	
	

	F.  Sketching

	
	Narrative to describe the solutions Sketching capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	M
	The system must include:

· A modern efficient integrated sketching tool
	
	
	
	
	
	
	

	
	
	· Intuitive and user friendly for use in both the office and field
	
	
	
	
	
	
	

	
	
	· The flexibility to accommodate different levels of user expertise and needs
	
	
	
	
	
	
	

	
	
	· The ability to take advantage Computer Aided Design (CAD) and/or Aerial Imagery
	
	
	
	
	
	
	

	G.  Images

	
	Narrative to describe the solutions Images capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	M
	· The system must provide an ability to associate various electronic documents and parcel images, using commonly accepted file conventions and image resolutions, for storage and retrieval including, but not limited to:

· Photos
	
	
	
	
	
	
	

	
	
	· Tax map images
	
	
	
	
	
	
	

	
	
	· Building Permits
	
	
	
	
	
	
	

	
	
	· Deeds
	
	
	
	
	
	
	

	
	
	· RP-5217 forms
	
	
	
	
	
	
	

	
	
	· Easement documentation
	
	
	
	
	
	
	

	
	
	· Notes
	
	
	
	
	
	
	

	
	
	· Property descriptions
	
	
	
	
	
	
	

	
	
	· Sketches
	
	
	
	
	
	
	

	
	
	· Miscellaneous documents
	
	
	
	
	
	
	

	2.
	M
	· The system must provide for abilities including, but not limited to:

· Image acquisition via scanners, digital cameras or from available file services
	
	
	
	
	
	
	

	
	
	· Viewing images associated with a parcel and selection of preferred image(s) for display on printed materials
	
	
	
	
	
	
	

	
	
	· Copying/moving an image or document from one parcel to another
	
	
	
	
	
	
	

	
	
	· Image or document removal
	
	
	
	
	
	
	

	
	
	· Image printing
	
	
	
	
	
	
	

	H.  User Accessories

	
	Narrative to describe the solutions User Accessories:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	M
	The system must provide for - 

· Audit Transaction Management - 

Secured management and reporting of all maintenance actions on parcels, whether user initiated or system controlled, by allowing segregation of data by user, table, column and/or date/time the action was transacted for the purposes of transaction backup/storage, data restoration, transaction removal or transaction reporting.
	
	
	
	
	
	
	

	2.
	M
	· Database FOIL Utility - 

Allow a user to comply with the NYS Freedom of Information Law (FOIL) as it relates to their real property related information. The solution will allow for the extraction of a subset of a data population in a predefined format with accommodation for customized data redaction.
	
	
	
	
	
	
	

	3.
	M
	· Selected Extract File Creation - 

Provides for secured extraction of a subset of a data population in certain predefined formats. The result will be one of several standard RPS format extract files:

· Tax Roll Rate File (RPS145D1) - See Exhibit 46 Tax Roll Rate File
	
	
	
	
	
	
	

	
	
	· Tax Bill Extract File (RPS155D1) – See Exhibit 47 Tax Bill Extract File
	
	
	
	
	
	
	

	
	
	· Tax Bill Extract File w/Full Value of Exemptions (RPS155D9) – See Exhibit 48 Tax Bill Extract File with Full Value of Exemptions
	
	
	
	
	
	
	

	
	
	· Tax Bill Laser Extract File (RPS160D1) – See Exhibit 49 Tax Bill Laser Extract File
	
	
	
	
	
	
	

	
	
	· Grid Extract Files (RPS475D1, RPS475D2) – See Exhibit 50 Grid Extract Files
	
	
	
	
	
	
	

	
	
	· RPS Sequential Parcel Master (RPS995T1)  ​ See Exhibit 51 - RPS Sequential Parcel Master
	
	
	
	
	
	
	

	I.  Online Taxpayer Access

	
	Narrative to describe the solutions Online Taxpayer Access:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.a.
	M
	The Online Taxpayer Access must:

· Provide for the organization and distribution of basic real property related information for public consumption
	
	
	
	
	
	
	

	1.b.
	M
	· Provide for basic search capabilities, downloading and reporting
	
	
	
	
	
	
	

	1.c.
	M
	· Real Property Tax related information that must be available to the public and include, at a minimum:
· Owner(s)
	
	
	
	
	
	
	

	
	
	· Locational information including city/town/village name, street address, grids and taxid (SBL)
	
	
	
	
	
	
	

	
	
	· Inventory; both land and improvement(s)
	
	
	
	
	
	
	

	
	
	· Images
	
	
	
	
	
	
	

	
	
	· Exemptions
	
	
	
	
	
	
	

	
	
	· Assessed Value(s); land, total, taxable(s)  
	
	
	
	
	
	
	

	
	
	· Comparable Sales
	
	
	
	
	
	
	

	J.  Standard Reports

	
	Narrative to describe the solutions Standard Reports:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	
	General Reporting
	
	
	
	
	
	
	

	1.a.
	M
	· The system must provide for the following general capabilities:

· If user choices need to be made prior to report preparation, these choices must have the option of being saved and recalled by the user for use at a later time.
	
	
	
	
	
	
	

	1.b.
	M
	· Users must be able to be print to a designated location.
	
	
	
	
	
	
	

	1.c.
	M
	· Reports must have the option to have the result set be saved as raw data, in several standard formats, for local use external to the system.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	2.
	
	Agricultural Reports
	
	
	
	
	
	
	

	2.a.
	M
	The Agricultural Assessment Report provides a summary of calculations for the amount of the agricultural assessment inside or outside an agricultural district.  Each year a schedule of Agricultural Assessment Values per acre are certified for use in computing agricultural assessments for assessment rolls. These values are not indicative of current use values for those land types and must not be used when determining the assessed value for normal assessing purposes.
The system must provide reporting by municipality and tax roll year. 
· The Agricultural Assessment Report (See Exhibit 52 Sample Agricultural Assessment Report) must be available in three report formats:
· Agricultural Assessment Value report - listing the mineral soil groups and their value per acre
	
	
	
	
	
	
	

	2.b.
	M
	· Recap report (See Exhibit 53 Sample Recap Report)- listing of all parcels having agricultural exemptions and associated agricultural assessment worksheets
	
	
	
	
	
	
	

	2.c.
	M
	· Edit Report (See Exhibit 54 Sample Edit Report) - contains those parcels having incorrect or mismatched data
	
	
	
	
	
	
	

	3.
	
	Assessed Value Display – See Exhibit 55 Sample Assessed Value Review Report
	
	
	
	
	
	
	

	3.a.
	M
	· The Assessed Value Report must provide a one line per parcel report displaying parcel assessment information.
	
	
	
	
	
	
	

	3.b.
	M
	· The system must provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	3.c.
	M
	· The system must provide a number of standard report ordering options including, but not limited to, SEIS and Print Key, Owner Name, Owner Address, etc
	
	
	
	
	
	
	

	4.
	
	Assessment Change Array – See Exhibit 56 Sample Percent Difference Report, Exhibit 57 Sample Dollar Difference Report and Exhibit 58 Sample Totals Report
	
	
	
	
	
	
	

	4.a
	M
	· The Assessment Change Array Report provides a one line per parcel report displaying parcel assessment information where current assessed value is compared to the prior assessed value for parcels and arrayed by percentage difference and dollar difference.
	
	
	
	
	
	
	

	4.b.
	M
	· The system must provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	4.c.
	M
	· The system must provide additional reporting options including:
· Include/exclude Roll Section
	
	
	
	
	
	
	

	
	
	· Suppress Unchanged Parcels
	
	
	
	
	
	
	

	
	
	· Percent Change Range
	
	
	
	
	
	
	

	4.d.
	M
	· The system shall provide three report formats:
· Percent Difference Report
	
	
	
	
	
	
	

	
	
	· Dollar Difference report
	
	
	
	
	
	
	

	
	
	· Totals Report
	
	
	
	
	
	
	

	5.
	
	  Assessment/Tax Roll  - See Exhibit 59 Sample Assessment/Tax Role Report

	5.a.
	M
	· The system must provide an he Assessment/Tax Roll Report which is a detailed municipal summary of all active real property pursuant to the Taxpayer Bill of Rights and to enable the levy of local real property taxes for all municipal taxing jurisdictions.  This report facilitates local compliance with Article 15-C of the Real Property Tax Law.
	
	
	
	
	
	
	

	5.b.
	M
	· The system must provide for a variety of Roll types including:
· County/Town/School
	
	
	
	
	
	
	

	5.c.
	M
	· School
	
	
	
	
	
	
	

	
	
	· Village
	
	
	
	
	
	
	

	
	
	· Split Village
	
	
	
	
	
	
	

	
	
	· County Tax
	
	
	
	
	
	
	

	
	
	· County/Town Tax
	
	
	
	
	
	
	

	
	
	· County/Town/School Tax
	
	
	
	
	
	
	

	
	
	· School Tax
	
	
	
	
	
	
	

	
	
	· Village Tax
	
	
	
	
	
	
	

	
	
	· Split Village Tax
	
	
	
	
	
	
	

	5.d.
	M
	· The system must provide reporting by individual village/town-outside and for the municipality.
	
	
	
	
	
	
	

	5.e.
	M
	· The system must provide for summarization of assessment data at a variety of levels:
· Municipal
	
	
	
	
	
	
	

	
	
	· SWIS
	
	
	
	
	
	
	

	
	
	· Roll Section
	
	
	
	
	
	
	

	
	
	· Special District
	
	
	
	
	
	
	

	
	
	· School District
	
	
	
	
	
	
	

	
	
	· Systems Codes
	
	
	
	
	
	
	

	
	
	· Exemption Codes
	
	
	
	
	
	
	

	
	
	· SWIS
	
	
	
	
	
	
	

	
	
	· Special District
	
	
	
	
	
	
	

	
	
	· Homestead, if applicable
	
	
	
	
	
	
	

	
	
	· Non-homestead, if applicable
	
	
	
	
	
	
	

	
	
	· School District
	
	
	
	
	
	
	

	
	
	· Homestead, if applicable
	
	
	
	
	
	
	

	
	
	· Non-homestead, if applicable
	
	
	
	
	
	
	

	
	
	· SWIS
	
	
	
	
	
	
	

	
	
	· Systems Codes
	
	
	
	
	
	
	

	
	
	· Exemption Codes
	
	
	
	
	
	
	

	
	
	· Homestead, if applicable
	
	
	
	
	
	
	

	
	
	· Non-homestead, if applicable
	
	
	
	
	
	
	

	
	
	· SWIS
	
	
	
	
	
	
	

	5.f.
	M
	· The system must include the following reporting options:
· Include/exclude Roll Section, Roll Sub-Sections
	
	
	
	
	
	
	

	
	
	· Variable Valuation Date, Taxable Status Date, Heading Date
	
	
	
	
	
	
	

	
	
	· An ability to produce a duplicate Roll Section 3 portion
	
	
	
	
	
	
	

	
	
	· An ability to specify Tax Bill ordering (when desired, different from the Roll)
	
	
	
	
	
	
	

	
	
	· An ability to specify Billing due dates
	
	
	
	
	
	
	

	
	
	· An ability to designate the management of Interest and Penalties
	
	
	
	
	
	
	

	
	
	· An ability to designate the management of Payment options and Fees
	
	
	
	
	
	
	

	
	
	· An ability to create and manage Tax Rates per taxing jurisdiction
	
	
	
	
	
	
	

	
	
	· An ability to manage County and School Resolution options
	
	
	
	
	
	
	

	
	
	· An ability to manage Collections and Arrears language for Tax Billing
	
	
	
	
	
	
	

	
	
	· An ability to create and manage a Tax Payment Schedule
	
	
	
	
	
	
	

	
	
	· An ability to include/exclude Third Party and Tax Bill Mailing copies
	
	
	
	
	
	
	

	5.g.
	M
	· The system must provide a number report ordering options including, but not limited to, SWIS and Print Key, Owner Name, Owner Address, etc.
	
	
	
	
	
	
	

	5.h.
	M
	· The system must provide several reports:
· A summary of the Tax Rates defined
	
	
	
	
	
	
	

	
	
	· The Assessment/Tax Roll
	
	
	
	
	
	
	

	
	
	· Summary Totals (as described above)
	
	
	
	
	
	
	

	
	
	· A STAR Reimbursement Form/Application
	
	
	
	
	
	
	

	
	
	· A Third Party address list
	
	
	
	
	
	
	

	
	
	· A Tax Bill Mailing address list
	
	
	
	
	
	
	

	
	
	· A STAR Savings Limitation report
	
	
	
	
	
	
	

	
	
	· A Tax Payment Schedule
	
	
	
	
	
	
	

	6. 
	
	Assessors Report – See Exhibit 60 Sample Assessors Report

	6.a.
	M
	The Assessors Report must provide a comparison, in detail and in summary, of the assessment differences between the current and prior roll.  It must calculate the change in level of assessment factor between the current and the prior roll.  This report facilitates local compliance with Article 15-C of the Real Property Tax Law.

· The system must provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	6.b.
	M
	· The system must provide reporting by individual village/town-outside and for the municipality as a whole.
	
	
	
	
	
	
	

	6.c.
	M
	· The system must provide a number of additional reporting options:
	
	
	
	
	
	
	

	6.d.
	M
	· “Edit only” option, with no data updates
	
	
	
	
	
	
	

	6.e.
	M
	· “Final” option, with defined data updates
	
	
	
	
	
	
	

	6.f.
	M
	· The system must provide several report formats:
· Part 1 Summary report – summary and comparison of prior and current assessed values for parcels in roll sections 1, 3, and 6.  Also a summary for quantity/equalization increase/decrease 
	
	
	
	
	
	
	

	6.g.
	M
	· Part 1 Totals by Property Class and Roll Section report – summary and comparison of prior and current assessed values grouped by property classes and roll sections 
	
	
	
	
	
	
	

	6.h.
	M
	· Part 1 Totals by School District – summary and comparison of prior and current assessed values for roll sections 1, 3, and 6 parcels grouped by school district
	
	
	
	
	
	
	

	6.i.
	M
	· Part 1 Totals for Village – Summary of roll section 1 and 6 current assessed values in a village
	
	
	
	
	
	
	

	6.j.
	M
	· Part 1 Change in Level of Assessment Factor report – show the calculation for the factor
	
	
	
	
	
	
	

	6.k.
	M
	· Part 2 Detail changes – A detailed list of parcel characteristics on prior roll and current roll including assessed value, property class, ownership code, roll section, tax code, school district, parcel splits and merges.  Each parcel with assessed value change must also have an AR change value – physical/equalization increase/decrease.
	
	
	
	
	
	
	

	6.l.
	M
	· Edit/Warning report – lists parcels that have inconsistent data
	
	
	
	
	
	
	

	6.m.
	M
	· Out of Balance report – list parcels where AR values do not agree with assessment change
	
	
	
	
	
	
	

	6.n.
	M
	· Certification report – Assessor name/s, address, and signature and notes if previous payments were made to agricultural exemption converted to nonagricultural use
	
	
	
	
	
	
	

	7.
	
	Change of Assessment Notice – See Exhibit 61 Sample Change of Assessment Notice 

The Change of Assessment Notice provides an individual Change of Assessment Notice for each qualifying parcel as required by Section 510 and 510-a of the Real Property Tax Law.  The Section provides that the assessor notify each owner of real property within the assessing unit of any increase in the assessment of the owner’s parcel.  The Notice is to be given no later than 10 days prior to the date the board of assessment review will meet to consider assessment complaints.

	7.a.
	M
	The system must:

· Provide reporting by municipality and shall operate on the current, active roll year or by other parcel group construct.
	
	
	
	
	
	
	

	7.b.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	7.c.
	M
	· Provide for the following data conditions to determine whether to include a given parcel in the S510 Notice:
· a change in taxation class from current year to prior year
	
	
	
	
	
	
	

	
	
	· a change in assessed value between the current year and the prior year assessment
	
	
	
	
	
	
	

	7.d.
	M
	· Provide for the following data conditions to determine whether to include a given parcel in the S510-a Notice:
· a change from a non-taxable to taxable roll section, from wholly exempt to taxable
	
	
	
	
	
	
	

	7.e.
	M
	· Provide a number of additional reporting options:
· Include/exclude Roll Section
	
	
	
	
	
	
	

	
	
	· Value Change Type
	
	
	
	
	
	
	

	
	
	· Residential Percent Inclusion
	
	
	
	
	
	
	

	7.f.
	M
	· Provide a number of additional reporting/processing options:
· Recording of assessments at time of creation for later reference and comparison
	
	
	
	
	
	
	

	
	
	· Customized formatting for type of notes data included
	
	
	
	
	
	
	

	
	
	· Customized text areas for headings, comments, Grievance Date and assessor name
	
	
	
	
	
	
	

	7.g.
	M
	· Provide several report formats:
· S510 Summary List
	
	
	
	
	
	
	

	
	
	· S510 Notices
	
	
	
	
	
	
	

	
	
	· S510 Blank and State Copies
	
	
	
	
	
	
	

	
	
	· S510-a Summary List
	
	
	
	
	
	
	

	
	
	· S510-a Notices
	
	
	
	
	
	
	

	
	
	· S510-a Blank and State Copies
	
	
	
	
	
	
	

	8.
	
	Cross Reference Report – See Exhibit 62 Sample Cross Reference Report

The Cross Reference Report provides a one line per parcel report displaying parcel assessment and /or taxable assessment information.

	8.a.
	M
	The system shall:

· Provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	8.b.
	M
	· Provide a number of additional reporting options, in addition to a complete parcel set:
· Roll Section
	
	
	
	
	
	
	

	
	
	· Property Class
	
	
	
	
	
	
	

	
	
	· School District
	
	
	
	
	
	
	

	
	
	· Special District
	
	
	
	
	
	
	

	
	
	· Bank Code
	
	
	
	
	
	
	

	8.c.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	8.d.
	M
	· Provide end of page totals as well as end of report totals.
	
	
	
	
	
	
	

	9.
	
	Data Mailer Report -  See Exhibit 63 Sample Data Mailer Report

The Data Mailer Report must provide a one page per parcel report to inform taxpayers of inventory information that has been collected to describe the physical characteristics of their property.  The data mailer contains parcel, land and improvement information, which is sent to the property owner for verification of the data.  The property owner must make appropriate changes on the letter and return it to the Assessor.

	9.a
	M
	The system must:
· Provide reporting by municipality and roll year or by other parcel group construct.
	
	
	
	
	
	
	

	9.b.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	9.c.
	M
	· Provide for the following data conditions to determine whether to include a given parcel:
· parcel must be active
	
	
	
	
	
	
	

	
	
	· parcel is in Roll Section 1, 6 or 8
	
	
	
	
	
	
	

	
	
	· parcel is residential, commercial or vacant
	
	
	
	
	
	
	

	9.d
	M
	· Provide a number of additional reporting/processing options:
· “Create New Mailers”, “Reproduce Old Mailers” or “Both”
	
	
	
	
	
	
	

	
	
	· Recording of data mailer creation
	
	
	
	
	
	
	

	
	
	· Customized formatting for type of inventory data included; whether an image is included
	
	
	
	
	
	
	

	
	
	· Customized text areas for introductory paragraph, verification of sale data, closing and signature
	
	
	
	
	
	
	

	9.e.
	M
	· Provide several report formats:
· Residential, consisting of sites with property class of 100-104,106-199, 200-299 or 920
	
	
	
	
	
	
	

	
	
	· Residential Summary List
	
	
	
	
	
	
	

	
	
	· Commercial, sites with property class of 400-899
	
	
	
	
	
	
	

	
	
	· Commercial Summary List
	
	
	
	
	
	
	

	
	
	· Vacant, sites with property class of 105, 300-399, 900-919 or 921-999
	
	
	
	
	
	
	

	
	
	· Vacant Land Summary List
	
	
	
	
	
	
	

	10
	
	Disclosure Notice Report – See Exhibit 64 Sample Disclosure Notice Report

The Disclosure Notice Report must provide an individual Change of Assessment Notice for each qualifying parcel as required by Section 511 and 510-a of the Real Property Tax Law.  This Notice must be produced only after a municipal-wide reassessment has been completed.  While this Notice is very similar to the Change of Assessment Notice dealing with the RPTL 510 there are, in fact, distinct differences between the two.  This Notice is governed by Section 511(4) of the Real Property Tax Law. 

	10.a.
	M
	The system must:

· Provide reporting by municipality and shall operate on the current, active roll year or by other parcel group construct.
	
	
	
	
	
	
	

	10.b.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	10.c.
	M
	· Provide for the following data conditions to determine whether to include a given parcel in the §511 Notice:
· a change in taxation class from current year to prior year
	
	
	
	
	
	
	

	
	
	· a difference between Total Assessed Value on the tentative roll and the Total Assessed Value on the Disclosure Notice
	
	
	
	
	
	
	

	
	
	· an informal hearing has been held and recorded for the parcel where the owner(s) have had an opportunity to discuss the assessed value on their disclosure notice.
	
	
	
	
	
	
	

	
	
	· A notice will be produced for these parcels even if parcel value on the tentative roll has not changed from that on the assessment disclosure notice.
	
	
	
	
	
	
	

	10.d.
	M
	· Provide for the following data conditions to determine whether to include a given parcel in the §510-a Notice:
· a change from a non-taxable to taxable roll section, from wholly exempt to taxable
	
	
	
	
	
	
	

	10.e.
	M
	· Provide a number of additional reporting options:
· Include/exclude Roll Section
	
	
	
	
	
	
	

	
	
	· Residential Percent Inclusion
	
	
	
	
	
	
	

	10.f.
	M
	· Provide a number of additional reporting/processing options:
· Customized formatting for type of notes data included
	
	
	
	
	
	
	

	
	
	· Customized text areas for headings, comments, Grievance Date and assessor name
	
	
	
	
	
	
	

	10.g.
	M
	· Provide several report formats:
· §511 Summary List
	
	
	
	
	
	
	

	
	
	· §511 Notices
	
	
	
	
	
	
	

	
	
	· §511 Blank and State Copies
	
	
	
	
	
	
	

	
	
	· §510-a Summary List
	
	
	
	
	
	
	

	
	
	· §510-a Notices
	
	
	
	
	
	
	

	
	
	· §510-a Blank and State Copies 
	
	
	
	
	
	
	

	11.
	
	Exemption Summary Report – See Exhibit 65 Sample Exemption Summary Report

The Exemption Summary Report must provide a summary of exemptions.  The reports are used to fulfill the requirements of Assessor’s Report Parts 3 and 5. 

	11.a.
	M
	The system must:

· Provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	11.b.
	M
	· Provide reporting by individual village/town-outside and for the municipality as a whole.
	
	
	
	
	
	
	

	11.c.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	11.d.
	M
	· Provide for inclusion/exclusion of certain exemption codes.
	
	
	
	
	
	
	

	11.e.
	M
	· Provide an option to provide summary data only.
	
	
	
	
	
	
	

	11.f.
	M
	· Provide an option for class totals, where applicable.
	
	
	
	
	
	
	

	11.g.
	M
	· Provide three report formats:
· An overall exemption summary
	
	
	
	
	
	
	

	
	
	· A list of parcels within exemption code
	
	
	
	
	
	
	

	
	
	· A list of exemption codes within parcel
	
	
	
	
	
	
	

	12.
	
	Exemption Impact Report – See Exhibit 66 Sample Exemption Impact Report 

The Exemption Impact Report must satisfy the RPTL §495 requirement that an Exemption Report must be annexed to the preliminary version of the proposed budget to show how much of the Total Assessed Value on the Final Assessment Roll or Rolls used in the budgetary process is exempt from taxation.  This report is to be run after the Final Assessment Roll or the roll used in the preparation of the County, City/Town, School or Village budgets.  This report does not include payments in lieu of taxes or other payments for municipal services.

	12.a.
	M
	The system must:

· Provide reporting by municipality or school district and roll year.
	
	
	
	
	
	
	

	12.b.
	M
	· Provide reporting by individual village/town-outside and for the municipality as a whole.
	
	
	
	
	
	
	

	12.c.
	M
	· Provide for report ordering by municipality/school district and exemption code.
	
	
	
	
	
	
	

	13.
	
	File Content Sheet (FCS)/Inventory Content Sheet (ICS)/Sale Content Sheet (SCS) Report – See Exhibit 67 Sample FCS/ICS/SCS Report

The FCS/ICS/SCS Report must provide a one page per parcel summary displaying parcel assessment, inventory and sales information

	13.a.
	M
	The system must:

· Provide reporting by municipality and roll year when managed in mass.
	
	
	
	
	
	
	

	13.b.
	M
	· Provide a means to produce for a single parcel while in general access mode.
	
	
	
	
	
	
	

	13.c.
	M
	· Provide three report formats:
· An Assessment Summary
	
	
	
	
	
	
	

	
	
	· A Subject Property Inventory Summary
	
	
	
	
	
	
	

	
	
	· A Sales Summary
	
	
	
	
	
	
	

	14.
	
	Field Review Report – See Exhibit 68 Sample Field Review Report 

The Field Review Report must provide a one line per parcel report displaying parcel assessment information.

	14.a.
	M
	The system must:
· Provide reporting by municipality and roll year or by other parcel group construct.
	
	
	
	
	
	
	

	14.b.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	14.c.
	M
	· Allow reporting of residential properties only, commercial properties only or both residential and commercial.
	
	
	
	
	
	
	

	15.
	
	Grid Coordinate Verification Report – See Exhibit 69 Sample Grid Coordinate Verification Report

The Grid Coordinate Verification Report must provide a one line per parcel report displaying parcels having invalid grid coordinates.

	15.a.
	M
	The system must:
· Provide reporting by municipality.
	
	
	
	
	
	
	

	15.b.
	M
	· Provide for parcel grid comparison against a defined reference source.
	
	
	
	
	
	
	

	15.c.
	M
	· Provide an option to correct an improper grid, using standard corrective measures.
	
	
	
	
	
	
	

	16.
	
	Impact Series Report – See Exhibit 70 Sample Impact Series Report 

The Impact Series Report must provide a detailed analysis, parcel by parcel, of the impact of taxable assessment change from the immediately previous roll year to the current, active roll year.

	16.a.
	M
	The system must:
· Provide reporting by municipality.
	
	
	
	
	
	
	

	16.b.
	M
	· Provide a means to specify municipal tax rates per taxing jurisdiction.
	
	
	
	
	
	
	

	16.c.
	M
	· Provide a means to include or exclude special districts.
	
	
	
	
	
	
	

	16.d.
	M
	· Allow customization of the tabular percentage and dollar amounts used for analysis.
	
	
	
	
	
	
	

	16.e.
	M
	· Provide a number of report ordering options for the Notices.
	
	
	
	
	
	
	

	16.f.
	M
	· Provide a number of additional reporting/processing options for the Notices:
· Customized formatting for type of notes data included
	
	
	
	
	
	
	

	
	
	· An ability to suppress one or more tax extension lines
	
	
	
	
	
	
	

	
	
	· An ability to include/exclude one or more roll sections
	
	
	
	
	
	
	

	
	
	· An ability to suppress exemptions, full market value or level of assessment


	
	
	
	
	
	
	

	
	
	· Customized text areas for headings, Grievance Date and a footnote
	
	
	
	
	
	
	

	16.g.
	M
	· Provide several report formats:
· deleted parcel list
	
	
	
	
	
	
	

	
	
	· summary totals by jurisdiction, municipal and SWIS
	
	
	
	
	
	
	

	
	
	· summary totals by jurisdiction, school district
	
	
	
	
	
	
	

	
	
	· shift table of levy distribution by percentage of parcels on both rolls
	
	
	
	
	
	
	

	
	
	· shift table of levy distribution by dollar amount of parcels on both rolls
	
	
	
	
	
	
	

	
	
	· shift table of tax base by percentage of all parcels
	
	
	
	
	
	
	

	
	
	· shift table of tax levy by percentage of all parcels
	
	
	
	
	
	
	

	
	
	· §511 Summary List
	
	
	
	
	
	
	

	
	
	· §511 Notices
	
	
	
	
	
	
	

	
	
	· §511 Blank and State Copies
	
	
	
	
	
	
	

	
	
	· shift analysis of tax dollar change by property class within municipality ranked by dollar difference
	
	
	
	
	
	
	

	
	
	· shift analysis of tax dollar change by property class within municipality ranked by percentage difference
	
	
	
	
	
	
	

	
	
	· shift analysis of tax dollar change by property class within SWIS ranked by dollar difference
	
	
	
	
	
	
	

	
	
	· shift analysis of tax dollar change by property class within SWIS ranked by percentage difference
	
	
	
	
	
	
	

	
	
	· shift analysis of assessment change by property class within SWIS ranked by dollar difference
	
	
	
	
	
	
	

	
	
	· shift analysis of assessment change by property class within SWIS ranked by percentage difference
	
	
	
	
	
	
	

	17.
	
	Inventory Cross Edits Report – See Exhibit 71 Sample Inventory Cross Edit Report

The Inventory Cross Edits Report must provide a detailed list and summary of parcels failing certain defined edits on combinations of parcel characteristics.

	17.a.
	M
	The system must:
· Provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	17.b.
	M
	· Allow for processing of subjects or sales.
	
	
	
	
	
	
	

	17.c.
	M
	· Allow for selection of individual edits and/or groups of edits.
	
	
	
	
	
	
	

	18.
	
	Missing Value Report – See Exhibit 72 Sample Missing Value Report

The Missing Value Report must provide a one line per parcel report of parcels having the following conditions:
· missing land or total assessed value

· land assessed value > total assessed value

· land assessed value < $2 

· total assessed value < $2 

· land assessed equal to total assessed and the property class is in the 200 series 

total assessed > land assessed and property class is in the 300 series (except for 312, 316, 331 and 341)

	18.a.
	M
	The system must:

· Provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	18.b.
	M
	· Provide a number of additional reporting options:
· Include/exclude Roll Section
	
	
	
	
	
	
	

	
	
	· Include/exclude Condominiums
	
	
	
	
	
	
	

	19.
	
	Neighborhood Listing Report – See Exhibit 73 Sample Neighborhood Listing Report 

The Neighborhood Listing Report must provide simple editing function for the neighborhood code field on the residential and/or commercial sites for either sales or subjects.  This report should be used prior to valuation to check the sales and inventory file for valid neighborhood codes.  Those sites showing invalid neighborhood codes should be corrected before running valuation.

	19.a.
	M
	The system must:
· Provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	19.b.
	M
	· Provide a number of report ordering options.
	
	
	
	
	
	
	

	19.c
	M
	· Allow reporting of residential properties only, commercial properties only or both residential and commercial.
	
	
	
	
	
	
	

	19.d.
	M
	· Provide three report formats:
· Neighborhood List Inventory
	
	
	
	
	
	
	

	
	
	· Neighborhood Summary
	
	
	
	
	
	
	

	
	
	· Municipality Summary
	
	
	
	
	
	
	

	20.
	
	Parcel/Sale Frequency Distribution Listing Report – See Exhibit 74 Sample Parcel/Sale Frequency Distribution List Report

The Parcel/Sale Frequency Distribution Listing Report must provide a simple analysis tool compiling a tabular result using two coordinating parcel characteristics.

	20.a.
	M
	The system must:
· Provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	20.b.
	M
	· Provide for reporting of Subjects or Sales.  When providing for Sales, should allow for a sale date range.
	
	
	
	
	
	
	

	20.c.
	M
	· Provide reporting by neighborhood code.
	
	
	
	
	
	
	

	20.d.
	M
	· Allow reporting of residential properties only, farm properties only, vacant properties only or the entire collection of residential, farm and vacant.
	
	
	
	
	
	
	

	20.e.
	M
	· Provide for four Subject report formats:
· Building Style within Neighborhood
	
	
	
	
	
	
	

	
	
	· Grade within Neighborhood
	
	
	
	
	
	
	

	
	
	· Year Built within SFLA range
	
	
	
	
	
	
	

	
	
	· Year Built within Building Style
	
	
	
	
	
	
	

	20.f.
	M
	· Provide for eight Sale report formats:
· Building Style within Neighborhood
	
	
	
	
	
	
	

	
	
	· Grade within Neighborhood
	
	
	
	
	
	
	

	
	
	· Year Built within SFLA range
	
	
	
	
	
	
	

	
	
	· Year Built within Building Style
	
	
	
	
	
	
	

	
	
	· Sale Price within Square Feet of Living Area range
	
	
	
	
	
	
	

	
	
	· Sale Price within Year Built
	
	
	
	
	
	
	

	
	
	· Sale Price within Neighborhood
	
	
	
	
	
	
	

	
	
	· Sale Price within Sale Date
	
	
	
	
	
	
	

	21.
	
	Property Record Card Report – See Exhibit 75 Sample Property Record Report Card

The Property Record Card Report must provide a two page, double sided per parcel summary displaying parcel assessment, inventory and sales information.

	21.a.
	M
	The system must:
· Provide reporting by municipality and roll year when managed in mass.
	
	
	
	
	
	
	

	21.b.
	M
	· Provide a means to produce for a single parcel while in general access mode.
	
	
	
	
	
	
	

	21.c.
	M
	· Produce the content appropriate for the property type.
	
	
	
	
	
	
	

	21.d.
	M
	· Provide two report formats:
· Residential content
	
	
	
	
	
	
	

	
	
	· Commercial, Utility and Industrial content
	
	
	
	
	
	
	

	22.
	
	Sales/Coefficient of Dispersion (COD).  - See Exhibit 76 Sample Sales/COD Report

The report must provide statistical analyses of sales data meeting certain user-defined criteria.

	22.a.
	M
	· The system must provide reporting by municipality, roll year and sale date range.
	
	
	
	
	
	
	

	22.b.
	M
	· The system must provide for gathering and processing of sales data in the following manner:
· Option to allow selection of sales by status code
	
	
	
	
	
	
	

	
	
	· Option to allow selection of sales by property class or major type
	
	
	
	
	
	
	

	
	
	· Option to allow selection of sales within user-input ratio, sale price or assessed value ranges
	
	
	
	
	
	
	

	
	
	· Option to allow selection of sales regardless of whether site information is present
	
	
	
	
	
	
	

	
	
	· Option to exclude sales based on a match of property class at the time of sale and roll year
	
	
	
	
	
	
	

	
	
	· Option to use sale price or adjusted sale price in calculations and reports
	
	
	
	
	
	
	

	
	
	· Option to use current assessed value or assessed value at time of sale for COD. calculations
	
	
	
	
	
	
	

	
	
	· Option to calculate a sales ratio by map section, neighborhood code or school district code
	
	
	
	
	
	
	

	
	
	· Option to array the sales ratios by SWIS code, map section, school district, neighborhood code or property class
	
	
	
	
	
	
	

	
	
	· Option to order by results by parcel ID, location, account number, sale date, adjusted sale price or sales ratio
	
	
	
	
	
	
	

	22.c.
	M
	· The system must provide three report formats:
· Sales analysis report
	
	
	
	
	
	
	

	
	
	· A totals report
	
	
	
	
	
	
	

	
	
	· An error report
	
	
	
	
	
	
	

	22.d.
	M
	· Calculations that must be employed:

· Median AV/ SP ratio = Median Assessed Value/ Sale Price ratio
	
	
	
	
	
	
	

	
	
	· C.O.D = (average absolute AV/SP ratio from the median AV/SP) / Median AV/SP x 100 = 100 (AAD) where AAD = sum(AV/Sp- median AV/SP) median AV/SP number of sales
	
	
	
	
	
	
	

	
	
	· Weighted Mean Ratio = Total Assessed Values / Total Sale Prices
	
	
	
	
	
	
	

	
	
	· Price Related Differential = Mean Ratio / Weighted Mean Ratio
	
	
	
	
	
	
	

	23.
	
	STAR Letters – See Exhibit 77 Sample STAR Letters

The report must provide application forms per parcel for owners needing to file for certain real property exemptions.

	23.a.
	M
	· The system must provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	23.b.
	M
	· The system must provide a number of report ordering options.
	
	
	
	
	
	
	

	23.c.
	M
	· The system must provide three report formats:
· Senior Exemption with Enhanced STAR
	
	
	
	
	
	
	

	
	
	· Enhanced Star without Senior
	
	
	
	
	
	
	

	
	
	· Residence with no STAR Exemption
	
	
	
	
	
	
	

	24.
	
	Subject/Sale Mismatch – See Exhibit 78 Sample Subject/Sales Mismatch

The report must provide a detailed list of parcels failing certain matching inventory conditions as compared to their subject sales.
	
	
	
	
	
	
	

	24.a.
	M
	· The system must provide reporting by municipality, roll year and sale date range.
	
	
	
	
	
	
	

	24.b.
	M
	· The system must allow for selection of individual data conditions.
	
	
	
	
	
	
	

	25.
	
	Totals / Property Class Summary / File Count Summary – See Exhibit 79 - Sample Totals/Property Class Summary/File Count Summary

The report must provide summaries of various levels of assessment data. 

	25.a.
	M
	· The system must provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	25.b.
	M
	· The system must provide reporting by individual village/town-outside and for the municipality as a whole.
	
	
	
	
	
	
	

	25.c.
	M
	· The system must provide an option for class totals, where applicable.
	
	
	
	
	
	
	

	25.d.
	M
	· The system must provide nine summary report formats:
· School District
	
	
	
	
	
	
	

	
	
	· Town within School District
	
	
	
	
	
	
	

	
	
	· Special District
	
	
	
	
	
	
	

	
	
	· Village Re-levy
	
	
	
	
	
	
	

	
	
	· Roll Section
	
	
	
	
	
	
	

	
	
	· Roll Section 9
	
	
	
	
	
	
	

	
	
	· Property Class
	
	
	
	
	
	
	

	
	
	· Major Type
	
	
	
	
	
	
	

	
	
	· Various counts of parcel characteristics
	
	
	
	
	
	
	

	
	
	· Number of active, inactive, historical parcels
	
	
	
	
	
	
	

	
	
	· Number of special districts and exemptions
	
	
	
	
	
	
	

	
	
	· Number of residential, commercial and industrial sites
	
	
	
	
	
	
	

	
	
	· Number of Sales
	
	
	
	
	
	
	

	
	
	· Number of residential, commercial and industrial Sale sites
	
	
	
	
	
	
	

	26.
	M
	Utility Label  - See Exhibit 80 Sample Utility Labels

The report must provide one mailing label per parcel.

	26.a.
	M
	· The system must provide for a number of common label sizes.
	
	
	
	
	
	
	

	26.b.
	M
	· The system must provide reporting by municipality and roll year.
	
	
	
	
	
	
	

	26.c.
	M
	· The system must provide a number of additional reporting options, in addition to a complete parcel set:
· Roll Section
	
	
	
	
	
	
	

	
	
	· Property Class
	
	
	
	
	
	
	

	
	
	· School District
	
	
	
	
	
	
	

	
	
	· Special District
	
	
	
	
	
	
	

	
	
	· Exemption Code
	
	
	
	
	
	
	

	
	
	· Parcels in the STAR Income Verification Program
	
	
	
	
	
	
	

	
	
	· Bank Code
	
	
	
	
	
	
	

	
	
	· Parcels with Residential Inventories
	
	
	
	
	
	
	

	
	
	· Parcels with Commercial Inventories
	
	
	
	
	
	
	

	26.d.
	M
	· The system must provide a number of report ordering options.
	
	
	
	
	
	
	

	26.e.
	M
	· The system must provide two report formats:
· A summary list of parcels
	
	
	
	
	
	
	

	
	
	· The labels
	
	
	
	
	
	
	

	K.  Custom Report Writer

	
	Narrative to describe the solutions Custom Report Writer:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	M
	The system must provide the ability to create custom report datasets including, but not limited to:

· The creation and editing of custom database queries of various data collections combined with custom display and reporting of the resulting data
	
	
	
	
	
	
	

	
	
	· Access to most, if not all, of the user updatable fields and include a method to combine different types of information (tables) into one dataset
	
	
	
	
	
	
	

	
	
	· A method to filter the dataset
	
	
	
	
	
	
	

	
	
	· A method to order data, total data, and group/break data
	
	
	
	
	
	
	

	
	
	· A method to bring in an image of a parcel into the reports
	
	
	
	
	
	
	

	
	
	· An option to create a dataset with one roll year joined to a prior roll year
	
	
	
	
	
	
	

	2.
	M
	Custom report output must provide:

· A tabular report format 
	
	
	
	
	
	
	

	
	
	· A method to make mailing labels, allowing for one or two owner names
	
	
	
	
	
	
	

	
	
	· A method to make customized letters (mailing notices/messages), addressable to one or two owner names
	
	
	
	
	
	
	

	
	
	· A method to save the options for the ad hoc reports
	
	
	
	
	
	
	

	
	
	· A method to save, share, and print the ad hoc reports
	
	
	
	
	
	
	

	
	
	· A method to save the resulting data in various accepted data formats
	
	
	
	
	
	
	

	L.  Help  File

	
	Narrative to describe the solutions Help File:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.a.
	M
	The Real Property Tax Administration System Solution must be designed to promote self-help and contain a repository of standard system level user documentation (user “how to” documentation and other assistive resources) to enable the users to navigate the system.
	
	
	
	
	
	
	

	1.b.
	M
	Bidders must include a link to their on-line User/System documentation
	
	
	
	
	
	
	

	M.   Additional Business Processing Considerations

	
	Narrative to describe the solutions Additional Business Processing Considerations:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	M
	Non-standard Print Keys
	
	
	
	
	
	
	

	
	
	Big Five Cities
	
	
	
	
	
	
	

	
	
	Villages
	
	
	
	
	
	
	

	
	
	Cities with Inside/Outside City
	
	
	
	
	
	
	

	
	
	Non-standard Assessment Calendars
	
	
	
	
	
	
	

	
	
	School Districts that levy on a prior municipal roll
	
	
	
	
	
	
	

	N. Mobile Devices

	
	Narrative to describe the solutions Mobile devices capabilities:



	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	M
	parcel site data             (see Parcel Administration # 8 Exhibits  9 and 10)
	
	
	
	
	
	
	

	
	
	Land                                (see Parcel Administration # 9 Exhibit 11)
	
	
	
	
	
	
	

	
	
	building                           (see Parcel Administration # 10 Exhibits  12 and 13)
	
	
	
	
	
	
	

	
	
	improvement                 (see Parcel Administration # 11 Exhibits 14 and 15) 
	
	
	
	
	
	
	

	
	
	commercial use              (see Parcel Administration # 13 Exhibit 18)
	
	
	
	
	
	
	

	
	
	agricultural                      (see Parcel Administration # 14 Exhibit 19)
	
	
	
	
	
	
	

	
	
	co-op                                (see Parcel Administration #15 Exhibit 20)    
	
	
	
	
	
	
	

	
	
	mobile home park          (see Parcel Administration # 16 Exhibit 21)
	
	
	
	
	
	
	

	
	
	forest                                 (see Parcel Administration # 17 Exhibit 22) 
	
	
	
	
	
	
	

	
	
	income expense            (see Parcel Administration # 18 Exhibit 23) 
	
	
	
	
	
	
	

	O.  Additional Desirable Requirements

	
	F
	CO
	CU
	TP
	SR
	CR
	N

	1.
	D
	Any future matching efforts between the Department’s personal income tax (PIT) data and locally maintained real property tax data.
	
	
	
	
	
	
	

	
	Narrative to describe any future matching efforts:



	2.
	D
	Any future collaborative efforts between local government and the Department related to the filing and processing of real property sales information. A description of the Department’s sales filing and processing program can be found at: 

http://www.tax.ny.gov/research/property/assess/sales/
	
	
	
	
	
	
	

	
	Narrative to describe any future collaborative efforts:


	5.
	D
	Replacement of the administrative system associated with the Department’s taxable state land program. A description of the Department’s taxable state land program can be found at:

http://www.tax.ny.gov/research/property/valuation/sol/index.htm
	
	
	
	
	
	
	

	
	Narrative to describe taxable land program:



Attachment F – Architecture Response Form
This form is for the Architecture Requirement in Section VI, Technical Requirements.   With this form, the Bidder must provide a narrative detailing the following:

How will the architectural foundation integrate with the following systems or applications?
· STAR (M)- Explain how the proposed solution will integrate with STAR.

· Data sharing and file transfers (M)- Explain how the proposed solution facilitates data sharing and file transfer.

· Office 365 (M)- Explain how the proposed solution will integrate with Office 365.

· Standard Security Federation services (M)- Explain how the proposed solution will integrate with Standard Security Federation services.
· List what modern technologies are being utilized.  Below are examples of modern technologies used in support of web-based solutions: 
· The following technology is mandatory: 
· HTML5 (M)
· The following technologies are acceptable:
· REST APIs (D)
· XML (D)
· Describe the current application technology stack (M).
· The proposed solution must be compatible for use with the current (at time of RFP release) version of Internet Explorer, as well as older versions of this browser (M).   Confirm the solution is compatible for use with the current version of Internet Explorer.
· The solution should be able to display and have full functionality in all other web browsers in order to support all device types (D).  Provide detail regarding which web browsers the proposed solution will display and have full functionality.
· Provide a narrative describing the web-based thin client and screen shots of the client (M).
· Confirm the solution allows for access via mobile devices (M).  
· Explain in which ways the proposed solution supports and utilizes multi-tenancy (M).
· Provide examples of how multi-tenancy is currently employed for other customers (M).
· Explain in what ways it has been proven (M)?
Attachment G – Solution Hosting Response Form
This form is for the Hosting Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

The Bidder must complete Attachment H, Solution Hosting Response Form with a narrative addressing the following:

· Explain in detail (with diagrams, documentation, and specifications) the proposed solution’s infrastructure (M)?  
· Detail the current use infrastructure technology stack (M).
· Identify which of the operating system listed in Section VI.A.2 the proposed solution utilizes. (M)?
· Identify which of the enterprise databases listed in Section VI.A.2 the proposed solution utilizes. (M)?
· Explain how the proposed solution can be virtualized (M)?
Attachment H – System Performance/Usage/Scalability Response Form
This form is for the System Performance/Usage/Scalability Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Describe how the solution will meet the minimum requirements of System Performance/Usage/Scalability. (M)
· Explain how the proposed solution will scale during high volume demand. (M)
· Give examples of response times (e.g. screen refresh, data transmission). Describe the testing tools and best practices utilized to measure response times. (M)
· Explain how the proposed solution will be utilized by power users, basic users, delete/update users, and administrators. The Bidder must provide a clear understanding of the hierarchy of the user usage structure. (M)
· Describe how the proposed solution runs 95% of transactions in less than 5 seconds, and how the proposed solution would be able to produce tax rolls for a locality in under an hour, as any processing over an hour would be deemed poor performance (M).
· Confirm the proposed solution meets NYS accessibility requirements (M).
Attachment I – Disaster Recovery Response Form
This form is for the Disaster Recovery Requirements in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative providing detail for the following:

· Describe the system’s fault tolerance and disaster recovery approaches (M).
· Describe any single points of failure (M).
Attachment J – Security Response Form
This form is for the Security Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Explain how the included security tools in the proposed solution work with Standard Security Federation services (M)? 
· Explain how the proposed solution restricts access to the following (M):  

· Administrative tool access
· Application access
· Menu access
· Record access
· Field access
· Querying/reporting access  
· Provide documentation detailing how the proposed solution complies 128-bit HTTPS connections using SSL 3.0 protocol. (M) 
· Does the proposed solution handle encryption of data at rest (D)?
· If so, explain how the proposed solution handles encryption of data at rest (D).
· Does the proposed solution handle encryption as data being stored?  If so, explain how the proposed solution handles encryption as data being stored (D).
· Does the proposed solution handle encryption of data in flight or in process (D)?  If so, explain how the proposed solution handles encryption of data in flight or in process (D).

· Explain how the proposed solution complies with the Application Data standards (M)?  
· Explain how the proposed solution complies with best practice security requirements (M). 
· Explain how the proposed solution complies with the user id and password standards (M)?
· Describe how the proposed solution is configured to restrict web browsing of the web server without user authentication (M).
· Describe how the proposed solution restricts data and database access to authorized users (M).
· Describe how the proposed solution provides multiple authorization roles and data factoring to limit access (D).
· Describe how the proposed solution provides active monitoring and alerting of all data access (D).
· Describe the proposed solutions proactive monitoring of all network activities and blocking of suspicious activities capabilities (D).
· Does the proposed solution comply with best practice security requirements?  If so, please explain how the proposed solution complies with best practice security requirements (D)?

Attachment K – Licensing Response Form
This form is for the Licensing Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Provide details of how licenses are sold for the proposed solution.
· Provide all other materials pertaining to licensing for the proposed solution.
· Supply all Software License Agreements and affirm that such agreements are subject to negotiation to conform with the terms and conditions of the RFP and draft Contract.
Attachment L – GIS Response Form
This form is for the GIS Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Does the proposed solution provide for GIS capability and/or does your solution provide for integration with 3rd party GIS (M)?
· Describe the proposed solutions GIS capabilities. (M)
· Explain what product and version of GIS is currently in use in the proposed solution. (M)
· Describe how the proposed solution provides for the following standard uses:
· Standard geocoding capabilities (D)

· Standard mapping capabilities (M)

· Routing (D)

· Map exporting/updating/saving (M)
· Will the GIS solution be able to import and use the published shapes, files and/or map document?  Explain how the proposed GIS capability will accomplish this task (D).  
· Explain how the proposed solution will allow for utilization of the states geocoding service.  (D)
· Identify any third party GIS toolset that the proposed solution integrates with and where they are in use.   (D)
Attachment M – Sketching Response Form
This form is for the Sketching Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Does the proposed solution provide for Sketching capability and/or does your solution provide for integration with 3rd party Sketching (M)?
· Describe the proposed solution’s sketching capabilities. (M)
· Detail how the proposed solution will be capable of allowing customers to sketch and attach sketches to specific parcels. Include screen shots. (M)
· Explain what product and version of sketching software is currently in use in the proposed solution.  (M)
· Explain how sketches will be retrieved, how sketches will be displayed and what mechanisms are used for updating, exporting and saving sketches. (M)
· Describe how the sketching solution, in the proposed solution, provide for the following standard uses:
· Architectural drawing (D)
· Dimensioning and symbols for architectural drawing (D)
· Line drawing (D)
· Identify any third party sketching package that the proposed solution integrates with and where they are in use.   (D)
Attachment N – Document Management Response Form
This form is for the Document Management Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:
· Does the proposed solution provide for Document Management capability and/or does the proposed solution provide for integration with 3rd party Document Management (M)?
· Explain what product and version of document management is currently in use in the proposed solution. (M)
· How does the system manage electronic documents such as correspondence, notices, forms and images? (M)
· Describe the proposed software's ability to publish documents, including online, application development and content related documentation. (M)
· How does the document management integrate with workflow? (M)
· How can a power user change view and revise an existing notice or correspondence?  (M)
· How can power users view the history of all correspondence? (M)
· Identify any third party document management systems that your solution integrates with and where they are in use. (D)
· Is there room for integration with other document management products which are not included in the current integration list? (D)
Attachment O – Billing and Collection Response Form
This form is for the Billing and Collection Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Does the proposed solution provide billing and payment collections capabilities (M)?  If so, describe how the proposed solution provides billing and payment capabilities.
· If the proposed solution does not provide billing and collections capabilities, does the proposed solution provide for integration with a separate party billing and collections software (M)?  Identify which 3rd party packages the proposed solution will integrate with and where they are in use.

Attachment P – Business Rules Response Form
This form is for the Business Rules Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Describe how business rules are managed and modified in the system (M).  
· Does the proposed solution utilize a Business Rules Engine (BRE) that allows for the separation and specification of business rules from programming components (D)?  
· Describe how the system user-interface assists with the creation, modification and deployment of business rules (M)?  
· Is there a history kept of business rules (D)?  If yes provide a description of the process.
· Describe the central business rules repository (M).  
· Provide a representative sample of items that can be configured by business rules and those needing programming (M).
Attachment Q – Reporting and Analytics Toolset Response Form
This form is for the Reporting and Analytics Toolset Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Describe the proposed solutions reporting capabilities. 
· Provide a list of standard reports, by module, that come “out of the box” with the software (M).
· What reporting tools are available, i.e. querying tools, formatting, etc. (M)?  
· What On-Line Analytical Processing (OLAP) tools are available (D)?
· The State uses reporting solutions, such as IBM Cognos and Crystal Reports, does the reporting module in the proposed solution integrate with these systems (D)?
· If so, explain how the proposed solution would integrate with these systems (D).
· Are there any interfaces to Microsoft Office (O365) (D)? If so, provide an example.
· Do the same security definitions apply to the reporting tools, as to the main software (D)? If so, provide an example.
· Do you provide a data warehouse or use the production system for ad hoc reporting (D)?   

Attachment R – Administration/Development Toolset Response Form
This form is for the Administrative/Development Toolset Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Describe the administration toolsets (M).  
· Describe all available tools for customization (M).
· Describe the help indices available as guidance for toolset usage (M).
· What is the rollback availability, and/or practice, for changes made to data via a toolset (D)?
Attachment S – Systems Environment Response Form
This form is for the Systems Environment Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Explain all necessary staffing roles and the required number, resources, back-end systems and hardware that will be required (by both the Bidder and the State), to support these four environments (M). 
· Explain how the changes and migrations will work through each environment, detailing timelines, resource requirements and tracking. (M)
· Provide documentation and necessary support plans for each of the environments (Development, Testing, Stress Testing/Training and Production).  (M)
Attachment T  – Project Management Response Form
This form is for the Project Management Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Provide a proposed project staffing roster and position descriptions (roles/responsibilities) should be provided by the Bidder (M).

· Provide an organization chart showing the Bidder’s organization for this project, and how it will interact with the State’s staff and other entities. Also, include a narrative describing the organization and interactions. The Bidder’s key project personnel may work off-site for most activities of the project unless on-site work is necessary and agreed to by the State’s Project Manager. The Bidder shall identify those staff that will be on-site versus off-site and the percentage of time for each (M).
· Affirm that staff identified in its proposal will actually perform the assigned work (M).
· Certify the intent and ability to ensure the continued assignment of originally proposed personnel throughout the State’s project beyond originally planned durations in the event of unexpected shifts in project schedule (M).
· Provide a detailed plan regarding backing up project staff in the event of scheduled/expected and unscheduled/unexpected absences for both short and longer term durations. (M).
· Provide a Project Management approach which describes, in detail, the Bidder’s approach to delivering the RPSv5 solution emphasizing the delivery of working software components throughout the duration of the project (M).  

Attachment U – Risk Mitigation Response Form
This form is for the Risk Management Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

· Provide a table of all identified risks. The risks must be prioritized, given a status of high, medium, or low, assigned an owner, given a description and detailed with all preventative measures which apply. (M)

The format for the response is as follows:

Instructions

1. Identify possible risks

2. For each risk, assign a Low/Medium/High value for both potential impact on project success and likelihood of occurrence

3. Develop a mitigation strategy for each High/High, High/Medium and Medium/High risk.  Consider developing mitigation strategies for Medium/Medium risks.

	Risk
	Potential Impact on Project Success L/M/H
	Likelihood of Occurrence L/M/H
	Mitigation Plan strongly recommended for H/H, H/M and M/H recommended for M/M

	
	
	
	


· Provide the means by which all risks will be monitored, (i.e., what monitoring tools, team members, and risk resolution measures).  (M)
Below are examples of risk areas that have been identified by the State, in regards to the RPSv5 solution.  As a part of the Risk Mitigation Plan, the Bidder:

· Will provide its strategy for ensuring that that all participating municipalities are making comparable progress toward completion of setting up and working with their tenancy within the RPSv5 solution. The Bidder will include assumptions it has regarding specific responsibilities of the State or actions to be carried out by the State to facilitate this end. (M)

· Must propose what they can offer to the State to lower risk associated with maintaining customizations in new software releases.  Include if the State will be able to influence future development of the product. The Bidder will explain how they provide and maintain customizations to their product, so that minimize cost impact on standard maintenance. (M)

Attachment V – Implementation Response Form

This form is for the Implementation Requirements in Section VI, Technical Requirements.  With this form, the Bidder must complete an Implementation Plan document containing the following criteria and any other qualifying criteria deemed necessary by the Bidder for the implementation of the proposed solution. 

· An overview of the proposed solution including any additional information that may be appropriate.

· The purpose of the Implementation Plan.  

· A brief overview of the system to be implemented, including a description of the system and its organization.

· A brief overview of the requirements that the proposed solution is intended to support.

· A brief description of proposed solutions architecture and the major system components essential to the Implementation of the system.  Charts, diagrams, and graphics may be included as necessary.

· A glossary of all terms and abbreviations for the proposed solution.  

· Provide a brief description of the system and the planned deployment, installation, and Implementation approach.

· Provide a brief description of each major task required for the implementation of the system.  Add as many subsections as necessary to this section to describe all the major tasks adequately.  The tasks described in this section are not site-specific, but generic or overall project tasks that are required to install software, prepare data, and verify the system. Include the following information for the description of each major task, if appropriate:

· What the task will accomplish

· Resources required to accomplish the task

· Key person(s) responsible for the task

· Criteria for successful completion of the task

Examples of major tasks are the following:

· Providing overall planning and coordination for the implementation

· Providing appropriate training for personnel

· Ensuring that all manuals applicable to the implementation effort are available when needed

· Providing all needed technical assistance

· Scheduling any special computer processing required for the implementation

· Performing site surveys before implementation

· Ensuring that all prerequisites have been fulfilled before the implementation date

· Providing personnel for the implementation team

· Acquiring special software

· Performing data conversion before loading data into the system

· Preparing site facilities for Implementation Schedule

· Provide a schedule of activities to be accomplished during implementation.  Show the required tasks in chronological order, with the beginning and end dates of each task.

· Provide an overview in narrative form of the system security features and requirements during the implementation.

· Provide an overview and discussion of the security features that will be associated with the system when it is implemented.  It should include primary security features associated with the system.  Security and protection of sensitive data and information should be discussed, if applicable.  Reference the sections of previous deliverables that address system security issues, if appropriate.

· Describe the support software, materials, equipment, and facilities required for the implementation, as well as the personnel requirements and training necessary for the implementation.  The information provided in this section is not site-specific.  If there are additional support requirements not covered by the subsequent sections, others may be added as needed.

· Identify the physical facilities and accommodations required during implementation.  Examples include physical workspace or desk space for software installers, and classroom space for training the implementation stall.  Specify the hours per day needed, number of days, and anticipated dates. 

· Describe the personnel requirements and any known or proposed staffing requirements, if appropriate.  Also describe the training, if any, to be provided for the implementation staff.

· Describe the performance monitoring tool and techniques and how it will be used to help decide if the implementation is successful.

· Provide a sequence of detailed procedures required to accomplish the implementation at this site, if applicable.  If necessary, other documents may be referenced.  If appropriate, include a step-by-step sequence of the detailed procedures.  A checklist of the installation events may be provided to record the results of the process.

· Include database administration procedures for testing changes, if any, to the database management system before the system implementation.

Attachment W – Training Requirement Response Form
This form is for the Training Requirement in Section VI, Technical Requirements.  With this form, the Bidder must provide a narrative detailing the following:

 The Bidder should specifically discuss:

· Knowledge transfer planning, execution, and measurement approach and tools as it pertains State staff and the user community on the RPSv5 solution.

· The training environment requirements (facilities, hardware, software, databases, etc.)

· How WebEx (or other related products) will be utilized as part of the knowledge transfer and training of State staff.

· A time line, approach and staffing for resource planning for training in relation to other implementation activities.

· Required ongoing training exercises.

· Identification of State staff that would need to be trained, how often and the length of each training session.

· What will be the State’s role in the training of State staff, and the user community?

The Bidder must provide a software training plan that includes the following.  (If any aspect of the training and knowledge transfer process has been omitted in the below list, the Bidder shall add additional areas:

· The proposed training plan/strategy, including options for on-site or off-site training services, for the project work team, end-users, and technology personnel.

· The role and responsibility of the Bidder team in the design and implementation of the training plan (e.g., development of customized training materials, delivering training to State end-users).

· How training of State staff will be handled by Bidder.

· The role and responsibility of State staff in the design and implementation of the training plan.

· The knowledge transfer strategy proposed by the Bidder to prepare State staff to maintain the system and system training programs after it is placed into production. 

· Descriptions of classes/courses proposed in the training plan. Training shall include use of the system as well as training for any business process changes required. The Bidder should specify the unit of measure for its training (e.g., units, classes, days, etc.) and define the hours associated with these units of measure.

Attachment X – Experience and Reference Response Form
This form is for the Experience and Reference requirement in Section VII., General Requirements.
The Bidder must submit the two (2) qualifying contracts which meet the criteria provided for Section IV., Qualifying Requirements of this RFP in response to this requirement.  Additionally, the Bidder may submit two (2) client references from two (2) distinct contracts which have surpassed the System Development Life Cycle, and are in a state of maintenance.
The Bidder is solely responsible for providing references that are readily available to be contacted by the Department and will respond to reference questions.  If the Department does not receive a response from a reference, the Bidder will be provided one opportunity, with a deadline, to assist in obtaining cooperation from those references that have not responded.
Contract 1:

Client Name:       
Client address:       
Client Contact Telephone Number:       
Client Contact Email Address:       
Contract Start Date:    /  /    
Contract End Date:    /  /    
Bidder must indicate which of the following the solution for this Contract includes:

 FORMCHECKBOX 
  Enterprise Solution
 FORMCHECKBOX 
 1 – 2,000 concurrent users
 FORMCHECKBOX 
 2,001 – 3,000 concurrent users   FORMCHECKBOX 
 3,001+ concurrent users
 FORMCHECKBOX 
  Multi-tenancy

 FORMCHECKBOX 
 2 – 500 tenants
 FORMCHECKBOX 
   501 – 1,000 tenants
 FORMCHECKBOX 
  1,000+ tenants
 FORMCHECKBOX 
  HTML5

 FORMCHECKBOX 
Other current Technology _______________________

 FORMCHECKBOX 
  Parcel Management for Multi-tenancy

 FORMCHECKBOX 
  less than 500,000 parcels
 FORMCHECKBOX 
500,001 – 1,000,000 parcels  
 FORMCHECKBOX 
  1,000,000+ parcels
 FORMCHECKBOX 
  Parcel Management by Assessing Unit

 FORMCHECKBOX 
 0-2,000 parcels
 FORMCHECKBOX 
 2,001 – 10,000 parcels
 FORMCHECKBOX 
10,000+ parcels

 FORMCHECKBOX 
  Thin Client

 FORMCHECKBOX 
  Past the Systems Development Life Cycle

 FORMCHECKBOX 
  Includes New York State Real Property Tax Law

 FORMCHECKBOX 
  Includes other States Real Property Tax Law.  Identify the State.  __________________________

Contract 2

Client Name:       
Client address:       
Client Contact Telephone Number:       
Client Contact Email Address:       
Contract Start Date:    /  /    
Contract End Date:    /  /    
Bidder must indicate which of the following the solution for this Contract includes:

 FORMCHECKBOX 
  Enterprise Solution

 FORMCHECKBOX 
 1 – 2,000 concurrent users   FORMCHECKBOX 
 2,001 – 3,000 concurrent users   FORMCHECKBOX 
 3,001+ concurrent users

 FORMCHECKBOX 
  Multi-tenancy

 FORMCHECKBOX 
 2 – 500 tenants
 FORMCHECKBOX 
   501 – 1,000 tenants
 FORMCHECKBOX 
  1,000+ tenants

 FORMCHECKBOX 
  HTML5

 FORMCHECKBOX 
Other current Technology _______________________

 FORMCHECKBOX 
  Parcel Management for Multi-tenancy

 FORMCHECKBOX 
  less than 500,000 parcels
 FORMCHECKBOX 
500,001 – 1,000,000 parcels  
 FORMCHECKBOX 
  1,000,000+ parcels

 FORMCHECKBOX 
Parcel Management by Assessing Unit

 FORMCHECKBOX 
 0-2,000 parcels
 FORMCHECKBOX 
 2,001 – 10,000 parcels
 FORMCHECKBOX 
10,000+ parcels

 FORMCHECKBOX 
  Thin Client

 FORMCHECKBOX 
  Past the Systems Development Life Cycle

 FORMCHECKBOX 
  Includes New York State Real Property Tax Law

 FORMCHECKBOX 
  Includes other States Real Property Tax Law.  Identify the State.   _________________________

Contract 3

Client Name:       
Client address:       
Client Contact Telephone Number:       
Client Contact Email Address:       
Contract Start Date:    /  /    
Contract End Date:    /  /    
Bidder must indicate which of the following the solution for this Contract includes:

 FORMCHECKBOX 
  Enterprise Solution

 FORMCHECKBOX 
 1 – 2,000 concurrent users
 FORMCHECKBOX 
 2,001 – 3,000 concurrent users   FORMCHECKBOX 
 3,001+ concurrent users

 FORMCHECKBOX 
  Multi-tenancy

 FORMCHECKBOX 
 2 – 500 tenants
 FORMCHECKBOX 
   501 – 1,000 tenants
 FORMCHECKBOX 
  1,000+ tenants

 FORMCHECKBOX 
  HTML5

 FORMCHECKBOX 
Other current Technology _______________________

 FORMCHECKBOX 
  Parcel Management for Multi-tenancy

 FORMCHECKBOX 
  less than 500,000 parcels
 FORMCHECKBOX 
500,001 – 1,000,000 parcels  
 FORMCHECKBOX 
  1,000,000+ parcels

 FORMCHECKBOX 
Parcel Management by Assessing Unit

 FORMCHECKBOX 
 0-2,000 parcels
 FORMCHECKBOX 
 2,001 – 10,000 parcels
 FORMCHECKBOX 
10,000+ parcels

 FORMCHECKBOX 
  Thin Client

 FORMCHECKBOX 
  Past the Systems Development Life Cycle

 FORMCHECKBOX 
  Includes New York State Real Property Tax Law

 FORMCHECKBOX 
  Includes other States Real Property Tax Law.  Identify the State.  __________________________

Contract 4

Client Name:       
Client address:       
Client Contact Telephone Number:       
Client Contact Email Address:       
Contract Start Date:    /  /    
Contract End Date:    /  /    
Bidder must indicate which of the following the solution for this Contract includes:

 FORMCHECKBOX 
  Enterprise Solution


 FORMCHECKBOX 
 1 – 2,000 concurrent users
 FORMCHECKBOX 
 2,001 – 3,000 concurrent users  

 FORMCHECKBOX 
 3,001+ concurrent users

 FORMCHECKBOX 
  Multi-tenancy

 FORMCHECKBOX 
 2 – 500 tenants
 FORMCHECKBOX 
   501 – 1,000 tenants
 FORMCHECKBOX 
  1,000+ tenants

 FORMCHECKBOX 
  HTML5

 FORMCHECKBOX 
Other current Technology _______________________

 FORMCHECKBOX 
  Parcel Management for Multi-tenancy

 FORMCHECKBOX 
  less than 500,000 parcels
 FORMCHECKBOX 
500,001 – 1,000,000 parcels  
 FORMCHECKBOX 
  1,000,000+ parcels

 FORMCHECKBOX 
Parcel Management by Assessing Unit

 FORMCHECKBOX 
 0-2,000 parcels
 FORMCHECKBOX 
 2,001 – 10,000 parcels
 FORMCHECKBOX 
10,000+ parcels

 FORMCHECKBOX 
  Thin Client

 FORMCHECKBOX 
  Past the Systems Development Life Cycle

 FORMCHECKBOX 
  Includes New York State Real Property Tax Law

 FORMCHECKBOX 
  Includes other States Real Property Tax Law.  Identify the State.   _________________________

Firm Name:  ___________________________________________

Authorized Representative:  ______________________________

Representative’s Signature:  _______________________________

Date:  _________________________________________________

Attachment Y - Acceptance Response Form

This form is for the Acceptance Requirements as specified in Section VII.

The Bidder affirms understanding of and agreement to comply with the solution acceptance as specified in Section VII.

 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

Bidder Name:  _______________________________________________

Title:  ______________________________________________________

Signature:  __________________________________________________

Attachment Z – Change Control Management Response Form

This form is for the Change Management Requirement as identified in Section VII.  of this RFP.

By signature below, the Bidder affirms understanding of the Department’s Change Control Management Requirements and provides the following information:

1) A description of the process by which enhancements/changes shall occur during the post-acceptance/production phase (M).

2) Bidder shall provide documentation on the following four change management scenarios which are being presented to allow the Bidder to review and respond with details on how these changes would be implemented “across” their respective systems (e.g. would the cases require code or configuration changes in order to be implemented, what role Bidder staff would take in making code/configuration changes, and what role State staff would take in making code/configuration changes) (M):

a. Responses must address;

1. Any areas affected by the change.
2. Whether it can be done with basic user configuration tools only.
3. Whether it requires web application code/screen changes.
4. Whether it requires database changes.
5. The process of compiling the code and transferring to the data center for migrations and user testing.

6. Specifically, what are the responsibilities of the Contractor and what are the responsibilities of the State in order to implement these changes.

i. Revise screen display of Structure Code Reference Data

ii. Business need - Users require that the system provide a more elaborate explanation of a coded field.  This field is displayed on multiple screens and is updatable on some screens.    How flexible is screen design in the system?

ii. Parcel Class Data - Increase granularity of Class Percentages

iii. Business need - Municipalities which have adopted the homestead provisions of Article 19 RPTL and have parcels that are "split between both the homestead and non-homestead classes" have perpetuated a previously unforeseen issue.  Where one class was extremely large relative to the other class, rounding associated with the periodic recalculation of assessed values could result in a zero Assessed Value for the smaller piece.  This issue will have a negative impact related to the STAR program, assessor's annual reports and various equalization products computed by the Department. This process uses the class percentages fields defined as Numeric (3).  How are data typing and precision changes handled?

iii. STAR Savings Cap - Legislative Revision to Section 1306-a RPTL. 

iv. Business need - Real Property Tax law was changed effectively limiting the amount of increase in STAR related savings a taxpayer could receive, from one year to the next to 2% or less. Prior to this statute, no limit existed in the billing cycle. Since schools are effectively reimbursed by NYS for Star savings incurred by the property owner, NYS's costs associated with this program were rising at an un-sustainable rate.  In addition to limiting the STAR savings amount, changes are also required to the Tax Roll and Bill processing modules. The tax extension programs and extract files, tax bill content and rounding of totals all require extensive changes to meet new requirements.

iv. Annual ORPTS Business data changes affecting the Real Property System. 

v. Business need – Annual cycle changes are required to the Real Property System to incorporate new fields, or changes to existing fields that allow ORPTS business to process current data for annual Equalization Rates and Full Value Measurement estimations. This change management process creates new fields and system changes that support the Annual Municipal Tentative and Final Assessment Roll submittal process. These annual RPS Assessment Roll submittals are loaded into an internal parcel database which supports all ORPTS business program areas.  Provide examples of how you handle annual cycle changes?

.Bidder Name:  _____________________________________________

Signature:  __________________________________________

Date:  ______________________________________________

Attachment AA – Warranty Response Form

This form is for the Warranty Requirements specified in Section VII.

The Bidder affirms understanding of and agrees to abide by the solution warranty as specified in Section VII.


 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

Bidder Name:  _______________________________________________

Title:  ______________________________________________________

Signature:  __________________________________________________
Attachment BB – Support and Maintenance Response Form

This form is for the Support and Maintenance requirement as specified in Section VI.

Bidder affirms understanding of, and agreement to comply with the Support and Maintenance requirements identified in Section VI.
 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

Bidder Name:  _______________________________________________

Title:  ______________________________________________________

Signature:  __________________________________________________

Attachment CC – Insurance Response Form

Prior to the commencement of services to be provided by the Contractor hereunder, the Contractor shall file with The People of New York State, Department of Taxation and Finance, Certificates of Insurance evidencing compliance with all requirements contained in the contract.  Such certificates shall be of form and substance acceptable to the Department.

Bidder Affirmation

The Bidder affirms understanding of, and agrees to comply with the Insurance Requirements in Section VII.F.:

Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

Firm Name:  ___________________________________________

Authorized Representative:  ______________________________

Representative’s Signature:  _______________________________

Date:  ________________________________________________

Is this a final report? Check One


Yes _____ No______
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