
 
CITY OF AUSTIN 

PURCHASING OFFICE 
SOLICITATION NO. JRD0305 

EMPLOYEE ASSISTANCE PROGRAM 
PROPOSAL PREPARATION INSTRUCTIONS AND EVALUATION FACTORS 

 

                           
0600 Proposal Preparation Instructions and Evaluation Factors                                Page 1 of 6 
January 2015                    

1.0 PROPOSAL FORMAT 
 
Submit one original, seven (7) paper copies and one electronic version of your Proposal.  The original 
Proposal must contain original signatures.  Proposals must be typed on standard paper and have 
consecutively numbered pages.  Proposals must be organized in the following format and information 
sequence.  Use tabs to divide each part of your Proposal and include a Table of Contents. Proposers 
should provide all details in the Proposal as required in the Scope of Work, Section 0500 and any 
additional information you deem necessary to evaluate your Proposal. 

 Tab 1 – Executive Summary: 

Provide an Executive Summary of three (3) pages or less, which gives in brief concise terms, a summation 
of the Proposal.   

The Executive Summary should include: 
A. Organization chart of the team servicing this Agreement, including contact information; 
B. Years in business; 
C. Summary of your company’s history and experience; 
D. Number of large employer groups;  
E.   Your organization’s ability to exceed the performance of other vendors in relation to: 

• Cost 
• Financial strength 
• Customer service 
• Counseling services 
• Training services 

 
The Executive Summary should also address your organization’s commitment to serving the City of Austin’s 
needs relative to the needs of your other clients.  

Tab 2 – Authorized Negotiator/Authority to Bind:  

Include name, mailing address, email address, and telephone number of the officer or other representative 
in your organization authorized to negotiate and execute binding contract terms.  If different, identify the 
outside representative. The City prefers this representative to be the CEO, COO, Executive Officer, or 
Legal Counsel. 

Tab 3 – City of Austin Purchasing Documents: 

Complete and submit the following documents: 
A. Offer and Award Sheet 
B. Section 0800  Non-Discrimination Certification  
C. Section 0805  Non-Suspension or Debarment Certification 
D. Section 0810  Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying Affidavit 
E. Section 0835   Non-Resident Bidder Provisions 
F. Section 0900  No Goals Utilization Plan 
   

  Tab 4 – General Requirements: 

Tab 4(A): Restate the General Requirement in 3.3 of the Scope of Work, Section 0500 and confirm 
acceptance of the requirement.  
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Tab 4(B): Include a diagram illustrating the legal relationship between all of the organizations involved in the 
Employee Assistance Program (EAP) solution. Provide at a minimum, the name of the organization, legal 
relationship, and length of the relationship. 

A. Complete Section 0615 Clinician Information. 
B. Provide qualifications and/or resumes of all clinicians and trainers assigned to this account. 

  
 Tab 5 – General Information: 

Restate all of the General Information Requirements in 3.4 of the Scope of Work, Section 0500 and confirm 
acceptance of each requirement. 

 Tab 6 – Program Coverage Requirements: 

Tab 6(A): Restate the Program Coverage Requirements in 3.5 of the Scope of Work, Section 0500 and 
confirm acceptance of each requirement. 

 Tab 6(B): Include the following: 

A. Provide samples of standard communication materials sent to employees and supervisors. 
B. Provide a list of educational seminars available to the City along with a brief description of the seminars, 

whether the seminar is geared for the employee or supervisor, and the time length of the presentation. 

  Tab 7 – Effective Dates and Termination Dates of Coverage Requirements: 

Restate the Effective Dates and Termination Dates of Coverage requirements in 3.6 of the Scope of Work, 
Section 0500 and confirm acceptance of each requirement. 

 Tab 8 – Eligibility Requirements: 

Restate the Eligibility requirements in 3.7 of the Scope of Work, Section 0500 and confirm acceptance of 
each requirement. 

 Tab 9 – Transition and Implementation Requirements: 

Restate the Transition and Implementation requirements in 3.8 of the Scope of Work, Section 0500 and 
confirm acceptance of each requirement.  

 Tab 10 – Customer Service Requirements:  

Tab 10(A): Restate the Customer Service Requirements in 3.9 of the Scope of Work, Section 0500 and 
confirm acceptance of each requirement.   

  Tab 10(B): Include the following: 

A. Provide an organization chart of your Customer Service team. 
B. Complete Section 0620 Customer Service Information. 
C. Complete Section 0625 Personal Counseling, Supervisor, and Departmental Service Requirements.  
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  Tab 11 – Reporting Requirements: 

Tab 11(A): Restate the Reporting Requirements in 3.10 of the Scope of Work, Section 0500 and confirm 
acceptance of each requirement.   

Tab 11(B): Review Section 3.10 of the Scope of Work, Section 0500. Provide a listing, description, and 
examples of management reports provided on a monthly, quarterly, semi-annual, and annual basis as 
described in this section.  

   Tab 12 – Federal, State and Local Law and related Requirements: 

Tab 12(A): Restate the federal, state and local law and related Requirements in 3.11 of the Scope of Work, 
Section 0500 and confirm acceptance of each requirement. 

Tab 12(B): Complete the Section 0640 HIPAA Business Associate Agreement. 

    Tab 13 – Performance Measures: 

  Complete the Section 0635 Performance Measures. 

Confirm acceptance of each performance measure.  Any exceptions to the proposed language in Section 
0635 Performance Measures must be clearly marked.  Please state alternative language along with the 
business need for the alternative language. 

Indicate if the requested liquidated damages and payout timeline is acceptable and if not, indicate what is 
acceptable.   

 List and provide additional performance guarantees provided to your clients along with acceptable 
liquidated damages.    

  Tab 14 – Commercial and Legal Contract Terms Requirements: 

Review and restate acceptance of each contract term in Section 0630 Commercial and Legal Contract 
Terms and confirm acceptance of each requirement. Indicate approval of each contract requirement of the 
Section 0630 Commercial and Legal Contract Terms and confirm acceptance of each requirement.  An 
Officer or other authorized agent with AUTHORITY TO BIND IN CONTRACT must provide signature on the 
Section 0630 Commercial and Legal Contract Terms indicating agreement with these contract 
requirements.  

The City and the Proposer(s) successfully making the short list of all Proposals will agree to mutually 
acceptable contract terms during the Best and Final Offer period. Time will be of the essence during this 
process. Successful Proposer(s) will be required to assemble the necessary employees (Officers or 
representative with AUTHORITY TO BIND IN CONTRACT, Legal, Financial, etc.) together, during the Best 
and Final Offer period, (tentatively scheduled for April through June) to render binding decisions on contact 
matters. 

Proposers who comply with or who are most responsive to accepting the City’s Standard Purchase Terms 
and Conditions and these Commercial and Legal Contract Requirements Section 0630 will receive 
consideration for favorable evaluations from the City’s evaluation team in determining points awarded for 
meeting criteria outlined in Evaluation Factors of the solicitation. 
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Because time is of the essence, failure to agree to these standard contract terms by the 
recommended best Proposer may result in termination of contract negotiations and City choosing 
to move forward with an award of a contract to the next best Proposer. 

For any exceptions in the Section 0630 Commercial and Legal Contract Terms, state recommended 
alternative language along with the business need for the alternative language. 

 Tab 15 – Order of Precedence Requirements: 

Restate the Order of Precedence Requirements listed below and confirm acceptance of this requirement. 

The documents listed below, contain the obligations, project specifications, terms and conditions of the 
Contract between the parties. In the event of a conflict between any of the provisions governing this project, 
any inconsistency shall be resolved by giving precedence to the documents in the following order:  

A. The agreement between the City and Contractor.  
B. RFP No. JRD0305 
C. The Contractor’s Proposal, Clarification Statements, and Best and Final Offer.  

 Tab 16 – Business Organization Requirements: 

 Tab 16(A): Complete the Section 0645 Business Organization and include the requested information. 

 Tab 16(B): Provide and submit a copy of any applicable licenses of the State of Texas.  

 Tab 17 – Exceptions to the Proposal: 

Be advised that exceptions to any portion of this Solicitation including Commercial and Legal Contract 
Terms Requirements may jeopardize acceptance of the Proposal. 

The Proposer must clearly indicate each exception taken and indicate the alternative language along with 
the business need for the alternative language.  The failure to identify exceptions or proposed changes with 
a full explanation will constitute acceptance by the Proposer of the Solicitation as proposed by the City.  The 
City reserves the right to reject a Proposal containing exceptions, additions, qualifications or conditions not 
called for in the Solicitation.   

 Tab 18 – Public Sector References and Relevant Experience:  

Complete and submit a list of five (5) references in Section 0700 for the City of Austin to contact about your 
performance. Include the contact name, and telephone number.   

In addition, include a list of all of your public sector clients in Texas. Identify public sector clients which have 
5,000 or more employees. Provide a list of large employer groups with over 10,000 employees. 

 Tab 19 – Personnel: 

 Tab 19(A): Identify key persons, and their title, who will be assigned to the City of Austin and include the 
following: 

A. List the number of clients they are responsible for 
B. Indicate percentage of time they will be allocated to the City of Austin 
C. Office location 
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D. Resumes 
E. Indicate professional licensure or membership 

Tab 19(B): Provide a general explanation and chart which specifies project leadership and reporting 
responsibilities; and interface the team with City project management and team personnel. If use of 
subcontractors is proposed, identify their placement in the primary management structure, and provide 
internal management description for each subcontractor. 

 Tab 20 – Rates Requirements and Cost Proposal: 

  Tab 20(A): Restate the Rate Requirements listed below and confirm acceptance of each requirement: 

A. The Contractor shall guarantee rates for the initial thirty-six (36)-month period regardless of actual 
enrollment. 

B. The Contractor shall provide guaranteed rates or maximum percentage rate caps for the three (3) 12-
month extension option periods regardless of actual enrollment. 

C. Maximum Percentage Rate Caps. In order for the City to prepare its future budgets, preliminary rates 
shall be completed and submitted to the City by February 15th of each year for the following plan 
year. Final rates for the following plan year must be submitted no later than March 15th of each year 
(i.e., final rates for 2016 submitted by March 15, 2015). 

D. The Contractor agrees that all costs for requirements listed in this RFP, shall be included as part of 
the Contractor’s fee; and inclusive of labor, materials, supplies, printing, travel; and all cost and fees 
including administrative burden for providing the Employee Assistance Program.   

E. The Contractor will not change the program services for the term of this contract without prior City 
approval. Any changes recommended for any renewal period must be approved and agreed upon in 
advance and in writing by the City. 

F. The City’s payment will be made by check no later than the last day of the following month for which 
payment is being made. The City’s payment will be considered made on the payment postmark date. 

G. The Contractor shall provide annual rates that are inclusive of all Covered Persons. 

Tab 20(B): Cost Proposal - Complete and submit Section 0600B Quote Sheet and place in Tab 20(B) of 
your Proposal.  Rates as agreed upon by both parties shall be firm and guaranteed regardless of actual 
enrollment per plan year for all services provided under the contract. 

If the costs for the Employee Assistance Program are not submitted on Section 0600B Quote Sheet, 
then the Proposal will be deemed non-responsive to the cost/rates requirements of the RFP. 

2.0 PROPOSAL ACCEPTANCE PERIOD 

All Proposals are valid for a period of one hundred and eighty (180) calendar days subsequent to the RFP 
closing date unless a longer acceptance period is offered in the Proposal. 

3.0 PROPRIETARY INFORMATION 

All material submitted to the City becomes public property and is subject to the Texas Open Records Act 
upon receipt.  If a Proposer does not desire proprietary information in the Proposal to be disclosed, each 
page must be identified and marked proprietary at time of submittal.  The City will, to the extent allowed by 
law, endeavor to protect such information from disclosure.  The final decision as to what information must 
be disclosed, however, lies with the Texas Attorney General.  Failure to identify proprietary information will 
result in all unmarked sections being deemed non-proprietary and available upon public request. 
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4.0 PROPOSAL PREPARATION COST 

All costs directly or indirectly related to preparation of a response to the RFP or any oral presentation 
required to supplement and/or clarify a Proposal which may be required by the City shall be the sole 
responsibility of the Proposer. 

5.0 EVALUATION FACTORS AND AWARD 

A. Competitive Selection:  This procurement will comply with applicable City of Austin Policy.  The City, on 
a rational basis, will select the successful Proposer.  Evaluation factors outlined in Paragraph (B) below 
shall be applied to all eligible, responsive Proposers in comparing Proposals and selecting the successful 
Proposer.  Award of a contract may be made without discussion with Proposers after Proposals are 
received.  Proposals should, therefore, be submitted on the most favorable terms. 

 B. Evaluation Factors: All Proposals will be evaluated based on the following criteria and rankings.              

  Maximum 100 points. 
1. Business Organization, experience, financial strength, and personnel qualifications. (15 

points) 

2. Scope of Work:  Responsiveness to RFP Requirements and all Contract Terms, 
provisions including Commercial and Legal Contract Terms described in Section 0630 of 
the Solicitation and willingness to adhere to Proposal format required in the RFP. (45 
points)   

3. Cost/Rates Proposed.  Proposer with the lowest cost/rates proposed to the City is given 
the maximum points; percentage ratio formula is applied to remaining Proposers. (30 
points) 

4. Local Business Presence: (Maximum 10 points)  

Team’s Local Business Presence Points 
Awarded 

Local business presence of 90% to 
100% 

10 

Local business presence of 75% to 
89% 

8 

Local business presence of 50% to 
74% 

6 

Local business presence of 25% to 
49% 

4 

Local presence of between 1 and 
24% 

2 

No local presence              0 
   

C. The City will score Proposals on the basis of items 1-4 above. The City may select a “short list” of 
Proposers based on those scores. “Short-listed” Proposers may be invited for interviews with the City for an 
additional 25-points maximum. 
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