THE BOROUGH OF NORWOOD

REQUEST FOR QUALIFICATIONS

The Borough of Norwood is soliciting Qualificati@tatements from interested persons
and/or firms for the provision of the professiosatvices listed below. Through a Request for
Qualification (“RFQ”) process, persons and/or firmterested in assisting the Borough with the
provision of such services must prepare and suadr@itialification Statement in accordance with
the procedure and schedule in the RFQs. The Babrouly review Qualification Statements
only from those firms that submit a Qualificatiota®ment which includes all the information
required to be included as described (in the salgment of the Borough). The Borough intends
to qualify (a) persons and/or firms that (a) posgbe professional, financial and administrative
capabilities to provide the proposed services, @dgree and meet the terms and conditions
determined by the Borough that provide the gredaesefit to the taxpayers of Norwood.

The selection of Qualified Respondents is not extbjo the provisions of the Local
Public Contracts LawiN.J.SA. 40A:11-1, et seq. The selection is subject to the “New Jersey
Local Unit Pay-to-Play LawN.J.SA. 19:44A-204, et seq., however. The Borough has
structured a procurement process that seeks taonalhta desired results, while establishing a
competitive process, to assure that each persoforafiin is provided an equal opportunity to
submit a Qualification Statement in response toRR€). The factors to be considered by the
Borough include, but are not limited to: (i) exgerce and reputation in the profession; (ii)
knowledge of the subject matter to be addressedruwahtract; (iii) availability to accommodate
any required meetings of the Borough or Borougmege(iv) any other factors demonstrated to
be in the best interest of the Borough.

Instruction and Qualification documents may bekeitup at the Office of the Borough
Clerk, 455 Broadway, Norwood, New Jersey 07648awrdoaded from the municipal website
www.norwoodboro.org Completed Qualification Statements must be subdhito, and be
received by, Ms. Lorraine McMackin, Administratooi®ugh Clerk, 455 Broadway, Norwood,
New Jersey 07648 on or before 3:00 p.m. on Decedibhe2016. Respondents are instructed to
label the outside of the envelope or package toetffiect that the enclosure consists of a
Qualification Statement in response to this reqé@sthe professional services. Qualification
Statements will not be accepted by facsimile trassion or email. The responses will be
opened after 3:30 p.m. on December 12, 2016 i®thee of the Borough Clerk.




The professional services for which the Borouglks&gualification Statements are:
Information Technology Consultant

The instructions for Qualification Statements éted in the office of Ms. Lorraine
McMackin, Borough Clerk, 455 Broadway, Norwood, Ndersey 07648, and may be inspected
by prospective Respondents during regular businesss.

Completed Qualification Statements must be sulknhith the manner designated above,
must be enclosed in sealed envelopes bearing the aad address of the Respondent, and the
name of the service on the outside, addressectBdalhough of Norwood.

BY ORDER OF THE MAYOR AND COUNCIL OF THE BOROUGH OF NORWOOD.
Lorraine L. McMackin, Borough Clerk/Administrator
NOTE: The Borough of Norwood will consider proposas only from firms or

organizations that have demonstrated the capabilitgnd willingness to provide high quality
services in the manner described in this Requestrf@ualifications.




REQUEST FOR QUALIFICATIONS

FOR THE PROVISION OF THE FOLLOWING

PROFESSIONAL SERVICES FOR 2017:

Information Technology Consultant

ISSUE DATE: November 10, 2016

DUE DATE: December 12, 2016

Issued by:

Borough of Norwood



GLOSSARY

The following definitions shall apply to and arged in this Request for Qualifications:

“Borough” — refers to the Borough of Norwood.

“Qualification Statement” — refers to the complegeponses to this RFQ submitted by
the Respondents.

“Qualified Respondent” — refers to those Respotxiemo (in the sole judgment of the
Borough) have satisfied the qualification criteset forth in this RFQ.

“REQ” — refers to this Request for Qualifications;luding any amendments thereof or
supplements thereto.

“Respondent” or “Respondents” — refers to therggted firms that submit a
Qualification Statement.



SECTION 1
INTRODUCTION AND GENERAL INFORMATION

1.1 Introduction and Purpose.

The Borough is soliciting Qualification Statemefrtam interested persons and/or firms
for the provision of municipal professional serngcas described herein. Through a Request for
Qualification process described herein, persongoarigims interested in assisting the Borough
with the provision of such services must prepard anbmit a Qualification Statement in
accordance with the procedure and schedule irRR3. The Borough will review Qualification
Statements only from those firms that submit a {oation Statement which includes all the
information required to be included as describegking(in the sole judgment of the Borough).
The Borough intends to qualify persons and/or fithvegt (a) possess the professional, financial
and administrative capabilities to provide the g services, and (b) will agree to work under
the compensation terms and conditions determinedhbyBorough to provide the greatest
benefit to the taxpayers of Norwood.

1.2 Procurement Process and Schedule.

The selection of Qualified Respondents is not ettbfo the provisions of the Local
Public Contracts LawiN.J.SA. 40A:11-1, et seq. The selection is subject to the “New Jersey
Local Unit Pay-to-Play” Law,N.J.SA. 19:44A-20.4, et seq., however. The Borough has
structured a procurement process that seeks tinabia desired results described above, while
establishing a competitive process to assure teetops and/or firms are provided an equal
opportunity to submit a Qualification Statement nesponse to the RFQ. Qualification
Statements will be evaluated in accordance withctiteria set forth in Section 2 of this RFQ,
which will be applied in the same manner to eachlf)cation Statement received.

Qualification Statements will be reviewed and aatéd by the Borough and its
designated advisors (collectively, the “Review Catter”), The Qualification Statements will
be reviewed to determine if the Respondent hastineeminimum professional, administrative,
and financial areas described in this RFQ. Undecircumstances will members of the Review
Committee review responses to an RFQ for a positvbich they or their firm submitted a
response. Based upon the totality of the inforomationtained in the Qualification Statement,
including information about the reputation and eigee of each Respondent, the Borough will
(in its sole judgment) determine which Respondeate qualified (from professional,
administrative and financial standpoints). Eaclsgo@dent that meets the requirements of the
RFQ (in the sole judgment of the Borough) will besginated as a Qualified Respondent and
will be given the opportunity to participate in thelection process determined by the Borough.

The RFQ process commences with the issuance ®fRRIQ. The subsequent steps
involved in the process and the anticipated congledates are set forth in Table 1,
Procurement Schedule. The Borough reserves thetogamong other things, amend, modify,
or alter the Procurement Schedule upon noticel fgoétntial Respondents.



All communications concerning this RFQ, or the RpfQcess, shall be directed to the
Borough’s Designated Contact Person, in writing.

Designated Contact Person:

Ms. Lorraine McMackin
Borough Clerk/Administrator
455 Broadway

Norwood, NJ 07648

Qualification Statements must be submitted to, antbe received by, the Borough, via
mail or hand delivery, by 3:00 p.m. on December 12016. Qualification Statements will
not be accepted by facsimile transmission or email.

Subsequent to issuance of the RFQ, the Borougbugh the issuance of addenda to all
firms that have received a copy of the RFQ) may ilgpdupplement, or amend the provisions
of this RFQ in order to respond to inquiries reedivfrom prospective Respondents or as
otherwise deemed necessary or appropriate by (athe isole judgment of) the Borough.

TABLE 1

ANTICIPATED PROCUREMENT SCHEDULE

ACTIVITY DATE
1. Receipt of Qualification Statements ecBmber 12, 2016
2. Opening of Qualification Statements December 12, 2016
3. Appointment of Professional Consultants Prior to January 4, 2017

Section 1.3. _Conditions Applicable to RFQ.

Upon submission of a Qualification Statement ispanse to this RFQ, the Respondent
acknowledges and consents to the following conalticelative to the submission, review, and
consideration of its Qualification Statement:

e This document is an RFQ and does not constituteFh
* This RFQ does not commit the Borough to issue aR.RF

 All costs incurred by the Respondent in connectiaith
responding to this RFQ shall be borne solely byRespondent.

* The Borough reserves the right (in its sole judgmenmreject for
any reason any and all responses and componemeothand to
eliminate any and all Respondents responding ® REQ from
further consideration for this procurement.



» The Borough reserves the right (in its sole judginenreject any
Respondent that submits incomplete responses $o0RR0, or a
Qualification Statement that is not responsivehi tequirements
of this RFQ.

» The Borough reserves the right, without prior m@ticto
supplement, amend, or otherwise modify this RFQotterwise
request additional information.

* All Qualification Statements shall become the propeof the
Borough and will not be returned.

* The Borough may request Respondents to send repa&ses to
the Borough for interviews.

* Any and all Qualification Statements not receivgdliie Borough
by 3:00 p.m. on December 12, 2016 will be rejected.

* Neither the Borough, nor its respective staff, citasts, or
advisors (including but not limited to the Reviewrmittee) shall
be liable for any claims or damages resulting fitbwn solicitation
or preparation of the Qualification Statement, wdl there be any
reimbursement to Respondents for the cost of pigpaand
submitting a Qualification Statement or for papating in this
procurement process.

Section 1.4. Rights of Borough.

The Borough reserves, holds, and may exercists sole discretion, the following rights
and options with regard to this RFQ and the praoerg& process in accordance with the
provisions of applicable law:

» To determine that any Qualification Statement nesgticomplies
or fails to comply with the terms of this RFQ.

* To supplement, amend, or otherwise modify the RR@ugh
issuance of addenda to all prospective Respondghts have
received a copy of this RFQ.

« To waive any technical nonconformance with the teroh this
RFQ.

* To change or alter the schedule for any eventeadtr in this
RFQ upon the issuance of notice to all prosped®espondents
who have received a copy of the RFQ.



* To conduct investigations of any or all of the Resgents, as the
Borough deems necessary of convenient, to clangyinformation
provided as part of the Qualification Statement amdrequest
additional information to support the informatiarciuded in any
Qualification Statement.

* To suspend or terminate the procurement processibled in this
RFQ at any time (in its sole discretion). If tenaied, the Borough
may determine to commence a new procurement prooess
exercise any other rights provided under applicdée without
any obligation to the Respondents.

The Borough shall be under no obligation to corneplall or any portion of the
procurement process described in this RFQ.

1.5 Addenda or Amendments to RFQ.

During the period provided for the preparatiomegponses to the RFQ, the Borough may
issue addenda, amendments, or answers to writtgnries. Those addenda will be noticed by
the Borough and will constitute a part of the RFAIl responses to the RFQ shall be prepared
with full consideration of the addenda issued ptiothe proposal submission date.

1.6 Cost of Proposal Preparation.

Each proposal and all information required to blensitted pursuant to the RFQ shall be
prepared at the sole cost and expense of the RespiorThere shall be no claims whatsoever
against the Borough, its staff, or consultants rambursement for the payment of costs or
expenses incurred in the preparation of the Quatifon Statement or other information required
by the RFQ.

1.7 Proposal Format.

Responses should cover all information requestatd Questions to be answered in this
RFQ.

Responses which in the judgment of the Boroughtéaimeet the requirements of the
RFQ or which are in any way conditional, incomplesbscure, contain additions or deletions
from requested information, or contain errors maydjected.



SECTION 2
SCOPE OF SERVICES

It is the intent of the Borough to solicit Quatdition Statements from Respondents that
have expertise in management of all Informationhhetogy Services relating to the ongoing
support of the Borough’s database servers, comratioicequipment, workstations, and all
peripheral support equipment and software. Proaanalysis of the computer and information
network needs of the Borough from an operationdlsirategic perspective helping to determine
immediate and long-range personnel and equipmenireaments. Services to include but not
limited to the following:

» Design and management of the entire network toycéogl infrastructure

» Standardized diagnosis and repair of all netwoldted hardware and software

* Remote Helpdesk technical support along with oa-system support

» Virus support protection for all internet relatediaties

* Periodic preventative maintenance of all intermet mtranet related software

» Establish and maintain all communication protoewid system related equipment

» Design and implement network security systems aed nnanagement systems

» Coordination and support of all backup and disagteovery systems

* Setup and configuration for remote access compuigeloyment

* Interaction with Borough software vendors to fdatk integration within network

» Specify and recommend new technology equipmensafidiare purchases

* Vendor must be authorized to provide warranty serein the Borough'’s existing servers
and workstations (IBM and Lenovo)

* Vendor must have on file a security addendum thatldieen reviewed and approved by
the New Jersey State Police

» All vendor employees who may potentially come inte@t with police systems and/or
data will be subject to criminal background cheoll ingerprinting. Vendor represents
that its employees agree to checks/fingerprintsidetermined by the Chief of the

Norwood Police Department

* Vendor must demonstrate that it has personnelaaifor helpdesk and on-site support
on a 24 x 7 x 365 basis

Firms and/or persons responding to this RFQ slealilile to demonstrate that they will have the
continuing capabilities to perform these services.



SECTION 3
SUBMISSION REQUIREMENTS

Section 3.1 General Requirements.

The Qualification Statement submitted by the Radpat must meet or exceed the
professional, administrative, and financial quedtions set forth in this Section 3 and shall
incorporate the information requested below. Redpats are encouraged to be clear, factual,
and concise in their presentation of information.

Section 3.2 Administrative Information Requirements
The Respondent shall, as part of its Qualificat®tatement, provide the following

information:

1. A description of qualifications (not to exceédee (3) pages) to which a
resume (not to exceed two (2) pages) may be atlache

2. An executed Letter of Qualification (See Appendito this RFQ).
3. An executed Letter of Intent (See Appendix B).

Section 3.3 Description of Qualifications in Resp@e to RFO.

A. As indicated above, Respondent shall submigscidption of its qualifications in
providing the type of services sought in the RF@jclv shall not exceed three (3) pages. A
resume, which shall not exceed two (2) pages, mayattached to the description. The
description shall include the following information

1. Experience, which should include a statememhef
Respondent’s knowledge of the Borough and
availability to attend required meetings.

2. Professional licenses.

3. Any judgments within the last three (3) years in
which Respondent has been adjudicated liable for
professional malpractice. If there are any such
judgments, please explain.

4. Whether the business organization is now or has
been involved in any bankruptcy or reorganization
proceedings in the last 10 years. If so, please
explain.

5. Describe the services that Respondent would
perform directly.
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6. Describe those portions of the Respondent’s
services, if any, that are subcontracted out. tifien
all subcontractors the Respondent anticipates using
in connection with this project.

7. List all immediate relatives of principals ofeth
Respondent who are Borough employees or elected
officials of the Borough. For purposes of the aiyov
“immediate relative” means a spouse, parent,
stepparent, brother, sister, child, stepchild, alire
line aunt or uncle, grandparent, grandchild, and in
laws by reason of relation.

SECTION 4
INSTRUCTIONS TO RESPONDENTS

4.1 Submission of Qualification Statements.

Respondents must submit ONE copy of their Qualifonn Statement to the Designated
Contact Person:

Ms. Lorraine McMackin
Borough Clerk/Administrator
455 Broadway

Norwood, NJ 07648

Qualification Statements must be received by tlheoBgh no later than 3:00 p.m. on
December 12, 2016 and must be mailed or hand detiveQualification Statements forwarded
by facsimile or email will not be accepted.

To be responsive, Qualifications Statements migtige all requested information, and
must be in strict conformance with the instructisesforth herein. Qualification Statements and
all related information must be bound, signed, ackhowledged by the Respondent.

11



SECTION 5
EVALUATION
The Borough’s objective in soliciting QualificatidStatements is to enable it to select a
firm or organization that will provide high qualiservices to the citizens of Norwood. The
Borough will consider Qualification Statements oflgm firms or organizations that, in the
Borough’s judgment, have demonstrated the capglahd willingness to provide high quality
services to the citizens of the Borough in the neamescribed in this RFQ.

Proposals will be evaluated by the Borough onltasis of the most advantageous, all
relevant factors considered. The evaluation vaitigider:

1. Experience and reputation in the field;

2. Knowledge of the Borough and the subject matter
addressed under the contract;

3. Availability to accommodate the required meeging
of the Borough; and

4. Other factors demonstrated to be in the bestast
of the Borough.

12



APPENDIX A
LETTER OF QUALIFICATION
(Note: To be typed on Respondent’s Letterhead. Nmodifications may be made to this
letter.)
[insert date]
Ms. Lorraine McMackin
Borough Clerk/Administrator
455 Broadway
Norwood, NJ 07648
Dear Ms. McMackin:
The undersigned have reviewed our Qualificaticate®hent submitted in response to the

Request for Qualifications (RFQ) issued by the Bgio of Norwood (“Borough”), dated
November 10, 2016, in connection with the Borougtésd for (professional service).

We affirm that the contents of our Qualificatiortateément (which Qualification
Statement is incorporated herein by referencepecerate, factual, and complete to the best of
our knowledge and belief and that the Qualificati&tatement is submitted in good faith upon
express understanding that any false statementrasayt in the disqualification of (Name of

Respondent).

(Respondent shall sign and complete the spacegprbbelow. If
a joint venture, appropriate offices of each conypstmall sign.)

(Signature of Chief Executive Officer) (SignatufeCiief Financial Officer)
(Typed Name and Title) (Typed Name and Title)

(Type Name of Firm)* (Type Name of Firm)*

Dated: Dated:

*If a joint venture, partnership, or other formatganization is submitting a Qualification
Statement, each participant shall execute thieLeftQualification.

13



APPENDIX B
LETTER OF INTENT

(Note: To be typed on Respondent’s Letterhead. Nmodifications may be made to this
letter.)

[insert date]

Ms. Lorraine McMackin
Borough Clerk/Administrator
455 Broadway

Norwood, NJ 07648

Dear Ms. McMackin:

The undersigned, as Respondent, has (have) sebdmikte attached Qualification
Statement in response to a Request for QualificatifRFQ”), issued by the Borough of
Norwood (“Borough”), dated November 10, 2016, imwection with the Borough’s need for
(professional service).

(Name of Respondent) HEREBY STATES:

1. The Qualification Statement contains accuffatgpal, and complete information.

2. (Name of Respondent) agrees (agree) to pateeipn good faith in the
procurement process as described in the RFQ aratihere to the Borough’s procurement
schedule.

3. (Name of Respondent) acknowledges (acknowlettgt)all costs incurred by it
(them) in connection with the preparation and swsion of the Qualification Statement and any
proposal prepared and submitted in response toRfR, or any negotiation which results
therefrom shall be borne exclusively by the Respohd

4. (Name of Respondent) hereby declares (decl#ne) the only persons
participating in this Qualification Statement agpipals are named herein and that no person
other than those herein mentioned has any participan this Qualification Statement or in any
contract to be entered into with respect theretddditional persons may subsequently be
included as participating principals, but only i€captable to the Borough. _ (Name of
Respondent) declares that this Qualification Statenis made without connection with any
other person, firm, or parties who have submitt€ualification Statement, except as expressly
set forth below, and that it has been preparednasdoeen submitted in good faith and without
collusion or fraud.

5. (Name of Respondent) acknowledges and agre¢shé Borough may modify,
amend, suspend and/or terminate the procuremec¢gsdin its sole judgment). In any case, the

14



Borough shall not have any liability to the Respamtdfor any costs incurred by the Respondent
with respect to the procurement activities desdriinethis RFQ.

6. (Name of Respondent) acknowledges and agraestly contract executed with
respect to the provision of (professional servierjst comply with all applicable affirmative
action and similar laws. Respondent hereby ageéske such actions as are required in order
to comply with such applicable laws.

(Respondent shall sign and complete the spaceded\below. If
a joint venture, appropriate offices of each conypsmall sign.)

(Signature of Chief Executive Officer)

(Typed Name and Title)

(Type Name of Firm)*

Dated:

*If a joint venture, partnership, or other formatganization is submitting a Qualification
Statement, each participant shall execute thieLeftQualification.
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EXHIBIT A
N.J.S.A. 10:5-31, et seq. N.J.A.C. 17:27

MANDATORY AFFIRMATIVE ACTION LANGUAGE
GOODS, SERVICES AND PROFESSIONAL SERVICES CONTRACTS

During the performance of this contract, the castbrmagrees as follows:

The contractor or subcontractor, where applicali not discriminate against

any employee or applicant for employment becausagef race, creed, color, national
origin, ancestry, marital status, affectional oxws® orientation or sex. Except with
respect to affectional or sexual orientation, tbatactor will take affirmative action to
ensure that such applicants are recruited and eeghlaand that employees are treated
during employment, without regard to their age,eracreed, color, national origin,
ancestry, marital status, affectional or sexuarggtion or sex. Such action shall include,
but not be limited to the following: employment, gnpding, demotion, or transfer;
recruitment or recruitment advertising; layoff errhination; rates of pay or other forms
of compensation; and selection for training, inahgdapprenticeship. The contractor
agrees to post in conspicuous places, availableemployees and applicants for
employment, notices to be provided by the publierey compliance officer setting forth
provisions of this nondiscrimination clause.

The contractor or subcontractor, where applicablgl, wn all solicitations or
advertisements for employees placed by or on beffathe contractor, state that all
qualified applicants will receive consideration femployment without regard to age,
race, creed, color, national origin, ancestry, tahrstatus, affectional or sexual
orientation or sex.

The contractor or subcontractor, where applicabi#l, send to each labor union or
representative or workers with which it has a aiilee bargaining agreement or other
contract or understanding, a notice, to be providgdhe agency contracting officer,
advising the labor union or workers’ representatofethe contractor’'s commitments
under this act and shall post copies of the noticeonspicuous places available to
employees and applicants for employment;

The contractor or subcontractor, where applicaujeees to comply with any regulations
promulgated by the Treasurer pursuant to N.J.SOA5-31 et. seq., as amended and
supplemented from time to time and the Americarth Wisabilities Act.

The contractor or subcontractor agrees to attemgbod faith to employ minority and
women workers consistent with the applicable cowrtployment goals established in
accordance with N.J.A.C. 17:27-5.2, or a bindintedaination of the applicable county
employment goals determined by the Division, punst@N.J.A.C. 17:27-5.2.
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The contractor or subcontractor agrees to informwiiting appropriate recruitment
agencies in the area, including employment agen@é&sement bureaus, colleges,
universities, labor unions, that it does not disdnate on the basis of age, creed, color,
national origin, ancestry, marital status, sexe@fbnal or sexual orientation and that it
will discontinue the use of any recruitment agemgych engages in direct or indirect
discriminatory practices.

The contractor or subcontractor agrees to revisef &8 testing procedures, if necessary,
to assure that all personnel testing conforms wiehprincipals of job-related testing, as
established by the statutes and court decisionghefState of New Jersey and as
established by applicable Federal law and appkcibberal Court Decisions.

In conforming with the applicable employment godlse contractor or subcontractor
agrees to review all procedures relating to transifiegrading, downgrading and layoff to
ensure that all such actions are taken withoutrcetgaage, creed, color, national origin,
ancestry, marital status, sex, affectional or seruantation or sex, consistent with the
statutes and court decisions of the State of Negeyeand applicable Federal law and
applicable Federal Court Decisions.

The contractor shall submit to the public agendtgranotification of award but prior to
execution of a goods and services contract, otleedfollowing three documents:

Letter of Federal Affirmative Action Plan Approval
Certificate of Employee Information Report
Employee Information Report Form AA302

The contractor and its subcontractor shall furrsisbh reports or other documents to the
Division of Contract Compliance & EEO as may beuesied by the Division from time
to time in order to carry out the purposes of thesgpilations, and public agencies shall
furnish such information as may be requested bybikiesion of Contract Compliance &
EEO for conducting a compliance investigation parguto Subchapter 10 of the
Administrative Code (N.J.A.C. 17:27).

Signature

Company Name
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