City of Austin

Purchasing Office

Request for Information (RFI)

Background Checks

RFI No.  JSD0600

1.0   Purpose

The City of Austin Human Resources Department is seeking information from qualified and experienced firms to provide criminal background investigations and comprehensive employment verification services to complement the current criminal background investigations process. This RFI is issued solely for informational and planning purposes and does not constitute a formal solicitation to purchase. Responses to this RFI are not offers and will not be accepted by the City to form a binding Contract. The City of Austin, Human Resources Department, will not award a Contract based on this RFI.
2.0 Background
The City of Austin has 40 departments with 12,801 employees which includes temporary employees.  The Human Resources Departments conducts 6,000 – 7,000 CBIs on new hires, current employees, contractors, and volunteers who work with vulnerable populations and/or have financial responsibilities.  
3.0 Scope of Work
Overview:
The vendor will conduct a comprehensive background check on top candidates identified by the Austin Human Resources Department (COAHRD). 
The City anticipates that any contract resulting from a follow-up formal solicitation would be a firm fixed price requirements contract for one year with four (4) one year option periods.  The Contractor would provide firm-fixed-price unit prices for each of the following background check services. The unit prices would include the price of bi-monthly performance status reports as well as all contractor administrative costs.  Prices would be provided for the base period of one-year and for the four (4) one-year option periods.
Contractor would perform background checking services as follows:

· Check employment application information including checking references and verifying past employment (job title, dates, duties, reasons for leaving)

· Have the ability to conduct Lexis Nexis checks.

· Check work references from the last two supervisors or employers to obtain performance related information related to quality of work; quantity of work; ability to work well with co-workers, supervisors and the general public.
· Verify education.

· Check county, state and/or federal criminal conviction records for applicants, employees, volunteers, and contractors.
· Provide standard bi-monthly reports on number of background checks completed with demographic details with the ability to run adhoc reports.

· Monthly reports to be submitted no later than five working days after the end of each calendar month.  
· Provide the ability to run standard and adhoc reports.

· Provide electronic notification with electronic signature accessible by internet.
· Contractor will provide a secured web-based portal to track statuses and results.
· Contractor will provide completed comprehensive background checks to COAHRD via secured web-based portal within three (3) to five (5) workdays after receipt of the request, depending on the search.  Reports shall be easily readable, in a format approved by the COA HRD.  The contractor will notify the COAHRD if the completion of the background checks will be delayed and will provide a new completion date.
· All reference check requests and reference check reports will be handled discretely, with reference check requests and reports being kept in strict confidence.
· Conduct a sex offender search for positions that will work directly or indirectly with vulnerable populations.
· Provide option to check terrorist database.
· Contractor will provide training and training manual to COAHRD staff on how to use and troubleshoot system.

4.0   Pricing
Please provide budgetary cost estimates for each of the offerings that your firm would supply in response to the requirements of this RFI.  Pricing should show a cost per background item conducted.  If a special package pricing is available, please submit what is included and terms of package.  
5.0   Proposals:  Proposers shall submit with their proposals requested information including:

· Fees, including any available special packaging
· Average and maximum turnaround time

· Provide sample each type of background report.
· Please describe the background and experience of your firm.

· Please provide a short biography of the principals of your firm.

· Describe your account set-up procedures.

· Can we set up customized screening programs?

· How do you handle billing an employer with multiple locations, or different departments?

· Please list representative clients.
6.0   Questions:  

· Do you use databases for any searches?  If so, please describe:

1. The nature of database

2. Any limitations on the usage of the database

3. Any legal compliance issues, such as FCRA Section 613

· Please describe any quality control procedures you follow to insure accuracy in your reporting of results.
· Does your firm have national capabilities? Describe.

· Describe the software or online system utilized by your firm.
· What is the step-by-step workflow?

· Please describe your ability to integrate with Applicant Tracking Systems or HR Information Systems.  Does your system integrate with PeopleAdmin?
· How do you validate that people are who they say they are?

· Please describe your ability to accept online authorizations.

· Does your firm have a Privacy and Data Security policy?  If so, please provide.

· Describe you security and data protection procedures, including any third party certifications.

· Do you provide customer training or continuing education?  If so, please describe.

· Do you provide an account executive who will handle our account?

· Do you have an internal trouble ticket system?  If so, describe how it works.  

· Describe your problem escalation procedures in the event of service issues.

7.0  Response Guidelines

a. The design of the vendor response and the amount of supporting documentation are left to the discretion of each vendor.

b.  Each response must be submitted with one original, duly signed by an officer of the company and three copies.

10.0 Disclaimer

This RFI is issued solely for information and planning purposes only and does not constitute a solicitation for purchase.  Any information submitted in response to this RFI should not be Proprietary.  Responses to the RFI will not be returned.  Accordingly, responses to this notice are not offers and cannot be accepted by the City of Austin as such or to form or suggest a contract or commitment of any nature.  Responders are solely responsible for all expenses associated with responding to this RFI.
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