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Information Technology Strategic Plan

*/**/03-???

Scope of Services Required

The Town of Acton is seeking an experienced information technology assessment, strategic plan and organizational consultant to provide expert advice and assistance to Town policymakers.  The Town has rapidly acquired technology over the last ten years both in town government and in the Acton Public and Acton-Boxborough Regional school systems.  This technology has become an integral tool for the daily activities of town and school.  Support of this technology is a growing time and budget issue that town policymakers wish to manage carefully.  Acton is seeking advice on the best management structure and processes to best apply technology in a cost effective manner.

The consultant will work with the Joint Technology Advisory Board (JTAC) in the execution of this consulting contract.  JTAC consists of members of the town and school managing boards, the town and school staff, and citizens of the Town of Acton.

Deliverables

The vendor will create a 3-year plan for the town and school IT infrastructure and its support.  This plan will contain specific recommendations on the following topics:

1) IT support management and reporting structure.  This section will recommend how the town and schools can most efficiently manage the IT support organization while providing diverse service for the many town and school technology users.

2) Information technology (IT) support organization.   This section will address the number and skill sets of personnel needed to support the existing and expected growth of technology in the town and school environments.

3) Technology systems.  This section will review the different technologies currently in use in the town.  It will then recommend technology directions aimed at simplifying support, supporting user needs, maximizing longevity of purchases and maximizing the cost and manpower efficiency of technology deployment.

Consulting Process

Acton has a limited budget with which to accomplish the above tasks.  To best utilize the experience and resources of the consultant, Acton will provide much of the data collection and logistical work required to accomplish these tasks. 

The consulting process is expected to proceed in the following manner:

1) An initial meeting will be held between the consultant and the team that will support the consulting process (assessment team).  A detailed plan will be worked out during this meeting that insures the consultant receives all necessary data and is able to meet with all important parties to assess the current town and school situation.  Existing documentation will be given to the consultant at this time or sent to the consultant before this meeting.

2) A series of meetings will be set up by members of the assessment team, to insure the consultant can meet with each important member of the town, town school and regional school departments.  These meetings will be used to confirm the consultants understanding of the existing situation, and to better understand the needs of each group going forward.

3) A second meeting between the consultant and the assessment team will be held about 2/3 of the way through the consulting process to insure that the original consulting plan is on track, and to make any necessary corrections.

4) The consultant will create his/her report to the town, giving detailed recommendations on the issues listed above.  The report will be delivered to the town and schools at least 1 week before the scheduled review meeting.

5) The consultant will hold a review meeting with the town and school personnel to review the report and to answer any questions about the input, the process and the recommendations.

Town & School Support for Process

The three organizations of Acton (Acton municipal administration, Acton Public Schools and Acton-Boxborough Regional Schools) will each delegate one individual to participate on the assessment team.  In addition an assessment team coordinator will be assigned to facilitate the process.  Each assessment team member will be responsible for delivering information about their respective organizations and for setting up meetings with people in their organizations as needed.

Background Information

The following documents have been identified as relevant to this consulting process, and will be supplied to the consultant.  This list is not intended to be exhaustive, additional documents will be provided when they are identified if they contribute to this process.

1) Joint Technology Advisory Committee (JTAC) Teaming Agreement

2) Citizens Technology Advisory Council (CTAC) report

3) Organizational chart showing business units, staff and physical locations, 1 each for the three town constituents

4) Current town and school IT budgets and salary schedules.

5) Town technology mission statement

6) School technology mission statement and technology guiding principles

7) List of technologies and quantities of current deployment

8) Technology proposal for Acton-Boxborough Regional High School (ABRHS)

Contract Process

The JTAC will evaluate proposals and qualifications from consultants, conduct interviews, and make a recommendation to the Town Manager as to which consultant to hire.  During the consulting process, the consultant shall take direction from the full committee, as signified by the recorded votes and minutes of the JTAC, routed through the Town Manager or his designee.  

Applicant consultants shall provide written documentation cataloging similar cases that the consultant firm has undertaken.  This report shall include the scope and duration of these contracts, the organization for which the consulting work was undertaken, a summary of recommended actions and a summary of which recommendations were subsequently undertaken by the hiring organization.

Applicant consultants shall submit a current “Application to the Designer Selection Board” form (DSB-1).  In addition to hard copy submittals, consultants are encouraged to submit copies of all documents in electronic form on a CDROM using Microsoft Office 2000/2002 format (Word, Excel, PowerPoint, Visio, and/or Adobe Acrobat PDF.)

The Town of Acton has prepared a contract for the consultancy, which is attached to this Request for Proposals.  The successful candidate for this project shall agree to all provision of the contract, as written, and shall sign the contract prior to beginning work.

Proposals and resumes must be submitted in twenty copies and received no later than 2:00 PM on Friday, XXX ??, 2003, at the Office of the Town Manager, Acton Town Hall, 472 Main Street, Acton, MA. 01720.  Proposals should include all tasks noted above, or a statement as to which tasks should be eliminated, amended, or expanded.  Proposals should include associated times to complete each task, names and qualifications of all individuals working on the study, and a project organization chart.  Proposals must include references and contact persons from similar studies.


The technical proposal and the price proposal are to be submitted in separate sealed envelopes.  The price proposal shall be submitted on the Price Proposal Form attached and will not be opened until the technical proposals have been evaluated.  In addition, submitted proposals (technical and price) must clearly be identified on the envelope as “Public Safety Facility Final Design”.


The Town of Acton reserves the right to consider all information available to it in awarding this contract, and may not award a contract solely based on this Request for Proposals.  Non-acceptance of any proposal will not imply any criticism of the proposal or convey any indication that the proposal was deficient.  Non-acceptance of any proposal will mean that another proposal was deemed to be more advantageous to the Town.  All materials submitted in response to the RFP become the property of the Town of Acton and will be returned only at the option of the Town.  The Town has the right to use any or all ideas presented in response to the RFP, whether amended or not.  Selection or rejection of the proposal does not affect this right.  Firms responding to this request for proposal will not be compensated for costs incurred in preparing their proposals.

Conditions of Contract

Technical Proposal Requirements

Evaluation of Proposals

The consultant will be selected on the basis of the following criteria:
· Prior experience in consulting on the manpower and management of government and school information technology departments. 

· Unacceptable:
The Firm has no relevant experience.

· Acceptable:
The Firm can document relevant experience on at least five designs.

· Advantageous:
The Firm can document relevant experience on ten prior designs.

· Highly Advantageous:
The Firm can document extensive relevant experience on at least ten designs.

· Demonstrated experience with increasing the efficiency of information technology delivery: 

· Unacceptable:
The firm was unable to document any consulting cases where IT efficiency was increased.
· Acceptable:
The firm was able to document two cases where IT efficiency was increased.
· Advantageous:
The firm was able to document five cases where IT efficiency was increased.
· Highly Advantageous:
The firm was able to document seven or more cases where IT efficiency was increased.

· Past experience and performance on public sector projects

· Unacceptable:
The Firm has no public sector experience.

· Acceptable:
The Firm has performed at least one public sector project.

· Advantageous:
The Firm has performed at least one public sector project in the Commonwealth of Massachusetts.

· Highly Advantageous:
The Firm has performed multiple public sector projects in the Commonwealth of Massachusetts.

· Experience in dealing with communities of similar size and character as Acton.

· Unacceptable:
The Firm has never dealt with a similar community.

· Acceptable:
The Firm has dealt with at least two similar communities.

· Advantageous:
The firm has dealt with at least three similar communities, one of which is located in Massachusetts.

· Highly Advantageous:
The Firm has dealt with multiple similar communities, at least two of which are located in Massachusetts.

· Identity and qualifications of individuals who will be involved with this project.

· Unacceptable:
The Firm does not have the necessary staff to produce the design.

· Acceptable:
The Firm has the necessary staff to perform the design.  The Project Manager has a minimum of three years experience performing similar designs.

· Advantageous:
The Firm has the necessary staff to perform the design; The Project Manager has a minimum of three years experience performing similar designs, and at least 25% of the support staff assigned to the design have relevant experience.

· Highly Advantageous:
The Firm has the necessary staff to perform the design; the Project Manager and at least 25% of the support staff assigned have over five years relevant experience.

· Sensitivity and understanding of the requirements as demonstrated by written proposal and interview.

· Unacceptable:
The Firm is not able to demonstrate an understanding of the project based on the written proposal and interview.

· Acceptable:
The Firm is able to demonstrate an understanding of the project during the interview process.

· Advantageous:
The Firm is able to demonstrate an understanding of the project both in the written proposal and the interview.

· Highly Advantageous:
The Firm is able to demonstrate an exemplary understanding of the project in both the written proposal and the interview.

· References from previous related projects

· Unacceptable:
The Firm does not have any favorable references on similar projects.

· Acceptable:
The Firm has both favorable and unfavorable references on similar Projects.

· Advantageous:
The Firm has favorable references on similar projects.

· Highly Advantageous:
The Firm has uniformly exceptional references on similar projects.
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NOTICE OF ADVERTISEMENT

TOWN OF ACTON
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Information Technology Management Consultant
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The Town of Acton, Massachusetts, Office of the Town Manager, will receive proposals for an Information Technology Management Consultant until 2:00 PM on Friday, xxx ??, 2003.

The formal Request for Proposals may be obtained at the Municipal Properties Department, Town Hall, 472 Main Street, Acton, MA. 01720, from xxx ?? until xxx ??, 2003.  

Selected firms will be interviewed on xxx ?? and ??, 2003.

The Town reserves the right to reject any or all proposals, wholly or in part, and to make awards in a manner deemed to be in the best interest of the Town.

For further information, contact Dean A. Charter, Municipal Properties Director, at 978-264-9629 or e-mail at dcharter@town.acton.ma.us.








Don P. Johnson








Town Manager

Required Price Proposal Submittal Documents

CERTIFICATE OF NON-COLLUSION

The undersigned hereby certifies under the penalties of perjury that this bid or proposal has been made and submitted in good faith and without collusion or fraud with any other person.  As used in this certificate, the word person shall mean any natural person, business, partnership, corporation, union, committee, club, or other organization, entity, or group of individuals.

_______________________________________________

Signature of person signing the bid or proposal

_______________________________________________

Name of business

_______________________________________

(Date)

CERTIFICATE OF TAX COMPLIANCE

Pursuant to Ch.62C, S.49A (b) of the Massachusetts General Laws, I certify under the penalties of perjury that, to the best of my knowledge and belief, I am in compliance with all laws of the Commonwealth relating to taxes, reporting of employees and contractors, and withholding and remitting child support.

_______________________________________ 

(Signature of individual submitting bid or proposal)

_______________________________________

(Name of business)

_______________________________________

(Date)

Price Proposal Form

Vendor Name

________________________________________

Vendor Address
______________________________________________

______________________________________________________________

______________________________________________________________

Proposed Fixed Fee for Basic Services


$__________________

Attached Hourly Rates for Additional Services

___________________

This price proposal is being submitted in recognition of the requirements of G. L. Chapter 7, sections 38A1/2 - 380, all other relevant laws of the Commonwealth, and the “Form of Agreement Between Owner and Consultant”, which was attached to the Request for Proposal. (????)

The undersigned certifies under the penalties of perjury that this proposal has been made and submitted in good faith and without collusion or fraud with any other person.  As used in this certification, the word “person” shall mean any natural person, business, partnership, corporation, union, committee, club or other organization, entity or group of individuals.

Date:_____________________

Executed by:____________________________(Typed Name)

Title:______________________________________________

Signature:__________________________________________
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