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1.0 RFP Overview

1.1 Purpose of RFP
The City of Paso Robles (City) has issued this Request for Proposal (RFP) to identify a 
replacement Building Permit / Land Management System (LMS), to manage its building 
permitting, plan checking, land use planning, and other land management activities. The City 
seeks to implement a proven public sector software application with a more current land 
management system that will provide more functionality including the automation of current 
manual functions.  The City wishes to partner with a qualified firm (Proposer) with the 
experience, expertise, and qualifications to provide a fully integrated, proven state-of-the-art 
solution. 

The City desires to obtain a system to add efficiencies and limit the manual processes required 
to support current functions in the Community Development (Building Division, Planning 
Division, City Engineer) and Public Works (in future) Departments.   The new solution will 
replace the current permitting issuance process that utilizes the City’s Accela Permits Plus 
system, and will also automate many supporting processes (including Access and Excel) for a 
variety of other related Community Development and Public Works Department activities.  In 
addition to the software modules, the City is seeking a Proposer to provide the professional 
services that will ensure a successful implementation.  The professional services should include 
the following: 

Software installation and configuration 
Training 
Data Conversion 
Documentation 
Project Management 

The City seeks to establish a business relationship with a Proposer with a proven track record of 
supporting a successful implementation, on-going system maintenance and support, and 
continual system evolution.  The City is open to consideration of hosted solutions as well as 
traditional in-house systems. 

The procurement and implementation of the new system will provide the City the opportunity 
to streamline existing business processes (i.e. reduce paper processes; implement use of 
automated workflows), implement new business processes, and enhance reporting capabilities 
to support the City’s long-term needs. The City recognizes that some existing internal business 
processes may differ from the design of the new system, and the City is prepared to modify its 
internal business processes in order to gain the full advantages of a new system.   

The City desires to kick-off the project approximately May 2016, and the City expects the 
Proposer to provide services to support this timeframe.  The contract resulting from this 
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procurement will include a licensing agreement, software maintenance agreement, and a 
professional services agreement.  The professional services agreement will include, at a 
minimum, the following components: installation, configuration, project management, 
conversion, training, and documentation.  The City prefers to independently purchase the 
hardware and database software if a traditional in-house system is chosen. 

1.2 Selection Process and RFP Timeline
Once responses to this RFP are received in accordance with the submission deadline, the City 
will determine the top Proposers to continue in the selection process. The top Proposers will be 
invited to complete an on-site proof of capabilities (POC) process.  Upon the completion of the 
proof of capabilities and reference checks, the City intends to identify a finalist.  Even though 
the City intends to select a single finalist, the City reserves the right to select more than one 
finalist in the event that the City is not able to agree on a single vendor. 

The scripted proof of capabilities (POC) is not intended to be a generic demonstration of the 
application, but rather a demonstration of specific product functionality deemed most critical 
to the City using data provided by the City.  Proposers must be prepared to invest the time and 
resources in the POC to be successful with this procurement.  The City will provide the scripts, 
data, and other relevant documentation approximately twenty-five (25) business days prior to 
the scheduled POC.  Table 1, RFP Schedule of Events, represents the City’s best estimate of the 
schedule that will be followed.   

RFP EVENT DATE/TIME 

City Issues RFP November 16, 2015 

Deadline for Proposer Questions November 23, 2015 

City Issues Responses to Proposer Questions December 7, 2015 

Deadline for Proposal Submission January 8, 2016 

City Completes Evaluation of Proposals January 29, 2016 

Finalists Notified and Provided Proof-of-Capabilities (POC) Packet February 2, 2016 

POC Demonstrations Feb 29–March 4, 2016 

Contract Negotiations March 14 - 25, 2016 

Award of Proposal and Contract Execution April 2016 

Anticipated Project Start Date May 2016 

Table 1 – RFP Schedule of Events

The City desires to begin the project and implementation of the new system on or before May 
2016 as noted in Table 1.  The City is prepared to make the resources available to allow for a 
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May 2016 project start, with go-live following as expeditiously as possible.  The City is 
requesting that Proposers craft an approach that meets the City’s objectives.  If Proposers are 
not able to meet this timeline, they are encouraged to propose an alternative timeline for the 
City to consider. 

The City reserves the right, at its sole discretion, to adjust this schedule, as it deems necessary.  
Notification of any adjustment to the RFP Schedule of Events will be provided to all Proposers 
who submit their Intent to Propose (see Section 1.7). 

1.3 RFP Coordinator
All communications concerning this RFP must be submitted by e-mail to the RFP Coordinator 
identified below.  The RFP Coordinator will be the sole point of contact for this RFP. 

Lori Wilson, Building Technician 
lwilson@prcity.com 

Proposer contact with any person(s) in the City other than the RFP Coordinator is expressly 
forbidden and may result in disqualification of the Proposer’s bid.  

1.4 Proposal Preparation Costs
The City will not pay any costs associated with the preparation, submittal, or presentation of 
any proposal. 

1.5 RFP Amendment and Cancellation
The City reserves the unilateral right to amend this RFP in writing at any time.  The City also 
reserves the right to cancel or reissue the RFP at its sole discretion.  If an amendment is issued, 
it will be provided to all Proposers submitting their Intent to Propose (See Section 1.7).  
Proposers will respond to the final written RFP and any exhibits, attachments, and 
amendments.  

1.6 Questions Pertaining to the RFP
Specific questions concerning the RFP should be submitted in writing, via e-mail to the RFP 
Coordinator listed in Section 1.3 before the date identified in Table 1, RFP Schedule of Events.  
Proposer questions should clearly identify the relevant section of the RFP and page number(s) 
related to the question being asked. 

Copies of all written questions and the City’s responses will be e-mailed to all Proposers 
submitting their Intent to Propose (see Section 1.7).   
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1.7 Intent to Propose
Each Proposer who plans to submit a proposal must register by e-mail to the RFP Coordinator 
listed in Section 1.3.  The e-mail should indicate the Proposer's intent to respond to this RFP.  
The e-mail should include: 

Proposer name 

Name and title of Proposer main contact 

Physical mailing address, telephone and facsimile number, and e-mail address 

Submittal of the Intent to Propose e-mail is necessary to ensure receipt of RFP amendments, 
responses to vendor questions, pricing templates, and other communications regarding the 
RFP.  The Intent to Propose is not intended to bind Proposers to submitting a proposal. 

1.8 Proposal Submittal
Proposals will be submitted no later than 2:00pm on the Proposal Deadline date detailed in 
Table 1, RFP Schedule of Events.  Proposers assume the risk of the method of dispatch chosen. 
The City assumes no responsibility for delays caused by any delivery service.   

Proposers will respond to the RFP and any exhibits, attachments, or amendments.  A Proposer's 
failure to submit a proposal as required before the deadline will cause the proposal to be 
disqualified.  Proposals may not be delivered orally, by facsimile transmission, by e-mail, or by 
other telecommunication or electronic means.  Proposers must submit in a sealed package one 
(1) original signed Master, five (5) copies, and one (1) electronic copy (a single .pdf file is 
strongly encouraged).  The package should be clearly labeled as follows: 

Lori Wilson, Building Technician 
Proposal for Land Management System Software and Implementation Services 
Name of Proposer  
Proposer’s Address 
Proposer’s Contact Person 
Proposer’s Telephone Number 

The proposal package should be mailed, couriered, or hand delivered to the City of Paso Robles 
– Building Division counter at 1000 Spring Street (second floor), Paso Robles, CA 93446.  All 
proposals must be received by the City by 2:00pm on the date shown in Table 1, RFP Schedule 
of Events. City Hall is open Monday – Friday 8:00 am to 5:00 pm. Proposals received after the 
time and date stated will be returned unopened.  Postmarks will not be accepted as proof of 
receipt. 
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1.9 Public Records Law
Pursuant to California Government Code Section 6250, public records may be inspected and 
examined by anyone desiring to do so, at a reasonable time, under reasonable conditions, and 
under supervision by the custodian of the public record.  All submitted proposals are subject to 
this code section. 
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2.0 Paso Robles Overview and Current Environment 
This section of the RFP provides an overview of the City’s current operations, organization, and 
technical environment.  This information is provided to assist the Proposers in responding to 
this RFP.   

2.1 City Overview
The City of Paso Robles is a community of approximately 30,000 residents nestled in the coastal 
mountain range of central California.  The City was incorporated in 1889, and is a general law 
City with a Council - Manager form of government. 

Located close to mountains, beaches, and deserts, it is home to one of the country’s greatest 
wine growing areas.  Situated midway between Los Angeles and San Francisco, it is also a 
gateway to thriving metropolitan areas north, south and east.  Paso Robles offers all the 
amenities of family life including attractive and available housing, ample City services, state-of-
the-art recreation facilities, easy access to retail shopping, excellent public schools, and safe 
neighborhoods. 

The City understands the importance of business and works hard to attract commerce in a 
diverse array of industries. Paso Robles' population growth continues to exceed much of the 
Central Coast. With just over 11% of San Luis Obispo County's population, the City has 19% of 
retail sales and 53% of manufacturing jobs.  Paso Robles has sustained strong, uninterrupted 
economic growth since 1993.  Paso Robles holds the charm of a rural community, but is 
developing into a center of industry, viticulture, recreation, commerce, and housing. It is truly a 
place with something for everyone. 

The City Manager, appointed by the City Council, is the Chief Executive / Administrative head of 
government, including being empowered to appoint all City department heads (with the 
exception of the City Attorney).  Residents elect the Mayor and four (4) Councilmembers at 
large, making each accountable to the entire citizenry. The Council acts as the Board of 
Directors of the municipal corporation and meets in a public forum where citizens may 
participate in the governmental process.  

The City provides a full range of services to the community including emergency services (fire), 
police, library and recreation, public transportation, housing services, public utilities (water, 
wastewater and landfill) and public works.  In addition, the city houses the Paso Robles Regional 
Airport. 

2.2 Community Development Department Overview
The Community Development Department consists of three (3) divisions:  Building, Planning, 
and Engineering.  The Building division has been the primary user of the Accela Permits Plus 
software, utilizing the system primarily to track building-related activities and issue permits.  
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The division is responsible for all aspects of a project’s activities after project approval, 
including plan check, issuance of permits, ongoing inspections, and the issuance of certificates 
of occupancy.  The Planning division is responsible for reviewing land use applications and 
assisting applicants with the entitlement process.  In addition, the division is responsible for 
maintaining the City’s general plan and related zoning codes.  The Engineering division is 
responsible for ensuring that development on private property is done consistent with City 
codes and standards. 

In addition to these major functions, the Community Development Department also provides 
low and moderate income households with housing-related services, and administers the City’s 
Community Development Block Grant (CDBG) and Redevelopment housing set-aside funds.  
The Department also provides staff support for the City Planning Commission, which is made up 
of residents appointed by the City Council. 

 
Community Development Department Organization Chart

2.3 Current Technology Environment
The City’s technology-related activities are supported by the Information Technology Division, 
which reports to the City Manager’s office.  The Division provides computer and 
telecommunication system support to all City facilities including Police, Emergency Services 
(Fire), City Hall, Public Works, Recreation and the Library.  A staff of four (4) design and 
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maintain the systems including the data and voice communication networks.  The Division is 
supervised by an IT Manager who reports directly to the City Manager. 

2.4 Technical Infrastructure
The following table identifies current technology standards for the City.  Vendors will be 
required to confirm their ability to meet / integrate with these standards or propose 
alternatives. 

Technology Current Standard 

Database Microsoft SQL Server 2008 and 2012 

Database Reporting SQL Server Reporting Services 

Server OS Windows 2008R2 and 2012R2 

Desktop OS Windows 7 and Windows 10 

Server Hardware  HP Proliant Servers 

Desktop Hardware HP Elitedesk 800 G1 

Office Productivity Microsoft Office 2010 and 2013 

Browser Internet Explorer 11 and Edge 

Email Server/Client Exchange 2010 

Virtual Environment Microsoft Hyper-V 

Storage Area Network (SAN) Nimble CS300 

Active Directory Windows 2008R2 

ArcGIS ESRI 10.2 

AutoCAD 2014 

Table 2 – Technical Infrastructure
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2.5 Number of Users 
The following table identifies general user information. 

Category Current Number of Users Future Number of Users 

Building 6 8 

Planning 3 5 

Public Works 5 8 

Engineering 2 4 

Front Counter 2 3 

Mobile Users (Future) 0 10 

Table 3 – Number of Users

2.6 Transaction Volumes
The following table provides transaction volumes for the City’s various permitting and related 
activities. 

Building Permit Activity Total Number 

2014 Total Building Permits Issued 685 

2015 Total Building Permits Issued (projected) 910 

2014 Inspections 3,675 

2015 Inspections (projected) 3,500 

2014 Building Plan Checks 629 

2015 Building Plan Checks (projected) 753 

Planning Division Activity Total Number 

2014 Planning Applications 54 

2015 Planning Applications (projected) 60 

2014 Use Permit Applications 16 

2015 Use Permit Applications (projected) 25 

2014 Administrative Hearings 60 

2015 Administrative Hearings (projected) 70 

2014 Sign Permit Applications 42 

2015 Sign Permit Applications (projected) 50 
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Code Enforcement Activity Total Number 

2014 Cases Completed 50 

2015 Compliance Follow Ups 50 

Business License Activity Total Number 

Current  Business Licenses 3,400 

Table 4 – Transaction Volumes
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3.0 New System Objectives 
The City is seeking a commercial-off-the-shelf (COTS) solution that is a fully integrated, real-
time solution and preferably a windows-based, web-enabled application. The City intends to 
modify its existing processes to implement best business practices to support the business 
functions.  The new system should provide the following basic capabilities: 

Transaction processing in real-time with immediate availability for inquiry and reporting 

Fully integrated system where data is entered only once and is then fully accessible 
throughout City departments and via the website 

Ability to use mobile technology for inquiry and updates 

Robust security capabilities with the ability to integrate to Microsoft Active Directory 

Workflow capabilities as appropriate for applicable transactions / processes 

Built-in comprehensive reporting mostly eliminating the need for staff to develop 
custom reports 

Robust audit and transaction logging 

The remainder of this section identifies key features, functions, and capabilities the City is 
seeking from the new system.  As a part of their response, proposers must respond to each 
item listed, explaining the current capabilities of their solution to meet the needs of the City, 
as well as identifying features and functions that can improve the existing processes.  
Appendix C provides a Response Requirements Template which must be completed and 
provided as a part of the proposal.  An MS Word version of the Response Requirements 
Template will be furnished to Proposers that submit an Intent To Propose pursuant to Section 
1.7 above. 

3.1 General System Characteristics
Permit Lifecycle Management  

o System management from pre-submittal through multi-department and external 
agency processing, plan checking, conditions, rejections, resubmission, notes, 
fee calculation and ability to attach documents 

o Simple indexed search functionality for any keyword 
o Provide a simple and unified solution to create, track and view all submitted 

documents, corrections, permits, conditions, fees, inspections, resolutions, and 
ordinances associated with a permit  

o Manage and track permit expirations 
o Scalable system that allows for additional modules and functions to be added 

over time 
Robust Plan Check tracking capabilities throughout all modules 
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o Ability to track date received, routed, due date for review for internal and 
outside reviewers and provide real-time status reporting for individual and 
overall permit process plan check timeframes 

o Ability to track dates including application received, all plan review steps, public 
noticing, public hearings, California Environmental Quality Act (CEQA), etc. 

o Automated document tracking processes – e.g. barcoding for all permit 
documents submitted or generated for a project 

Customer Access – Web Portal 
o Online self-service to view status of planning and permit applications, request 

inspections, view inspection results, report code violations, and make payments 
o Ability for customers to electronically submit applications and plans for permits 

Mobile Access for City Staff 
o Ability for the system to support smart phones, iPads or similar mobility-related 

devices, laptops or other devices 
o Ability to access real-time data in the field, including applications, inspection 

history, fees, payments, plans and GIS data layers, and other relevant 
information 

o Ability to update information from the field and have the field data immediately 
update the project history files 

Financial Integration / Project Tracking and Reporting 
o Provide real-time tracking of project expenses and costs, including staff hours 

worked (in quarter hour increments), billable hours for outside consultants and 
other entities (i.e. City Attorney’s office), account balances, billing statements, 
and other related data, all of which must interface directly with the City’s 
financial application (Tyler MUNIS) 

o Ability to track hours worked on specific projects, including ability to record 
hours from mobile locations in the field 

o Ability to receive applicant deposits for projects and to bill against those deposits 
for City staff time worked, along with City Attorney and outside consultant costs 

o Ability to issue statements, invoices and reports relating to specific projects 
o Ability to easily update permit fees and maintain multiple permit fee schedules 

Reporting and Query Tools 
o Full repository of LMS standard reports 
o Flexible ad hoc query for non-technical users with the ability to download to MS 

Excel 
o Ability to create custom reports 
o Customizable dashboard views to provide management the ability to monitor 

real-time data including plan check status, staff workload, permit status, fees 
collected, etc. 
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GIS Integration 
o Ability to view land management information from ESRI GIS 
o Ability to link to ESRI GIS from the land management system 
o Ability to generate mailing labels based on GIS data 

Electronic Plan Submittal 
o System will have available an electronic plan submittal module, which will likely 

be considered for future implementation 
Outlook integration 

o  Ability to generate and send e-mails and calendar events directly from individual 
permit windows 

o Ability to generate e-mail from within the application to parties included on the 
application or to other contacts and to view the associated e-mail 
correspondence from within the application record (for example, a manager, 
when in a permit record, can e-mail a staff member about the permit, and the e-
mail will contain a direct link to the permit record) 

Ability to import Word, Excel, PowerPoint and pdf documents to attach to the 
application, with the ability to view the attachments from within the application record 

Ability to generate and easily customize MS Word documents, including form letters and 
project corrections documents, from individual permits 

Comprehensive search ability into active and historic records by street name, street 
number, APN, developer, contractor, plan check number, building permit number, 
owner name, general project description, tract number, parent parcel number, business 
name, etc. 

Ability to view items identified in a search without having to open and close each item 

Contain master files for architects, contractors, owners, tenants, engineers and 
developers including contact information (including multiple telephone numbers and e-
mail addresses) and license numbers 

Interface with the State licensing database to determine if contractor licenses are active 

Ability to add warnings or flags with notices or restrictions to addresses or APNs 

Audit trails to record user activity 

Provide workflow management tools for each user, with customizable dashboards to 
manage project deadlines 

Role-based user security profiles 
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Calculate applicable fees, accept payments (cash, check or credit card), and generate a 
payment receipt 

Provide the ability to issue refunds or adjustments to fees 

Utilize the City’s accounting codes associated with fees 

Interface with the City’s business license system to validate license existence 

Provide forms and applications that can be completed and submitted electronically  

Provide an online knowledge base to assist users with application use 

Maintain multiple fee schedules with effective dates 

Provide user defined fields for added information flexibility 

3.2 Building Division
The Building Division is responsible for permit processing, plan review, calculation / collection 
of development related impact and cost recovery fees, and inspection services for public and 
private projects.  The division provides public counter services, and also coordinates the plan 
check review process for residential and commercial projects.  The Division issues Building, 
Electrical, Plumbing and Mechanical Permits and performs field inspections for code 
compliance during the construction phase of a project.  The Division issues a Certificate of 
Occupancy when the final inspection is completed and all conditions of approval are satisfied.  
The Building Division uses the Accela Permits Plus software application to support business 
activity. 

3.2.1 Building Permit Processing

Over-the-counter permits are issued for building activity that does not require the approval of 
plans (i.e. residential water heater or re-roof permit).  Applications for new construction 
require four (4) sets of plans.  The plans are routed to various departments and outside plan 
examiners for their review and their comments and conditions of approval are routed back and 
consolidated into one (1) document.  The current tracking and organization of plan sets, 
corrections, and plan check status is a significantly complex and cumbersome process which is 
highly manual.  The City Council has identified as one of its highest priorities simplifying and 
expediting the plan check process. 

While the current system (Accela Permits Plus) provides a certain degree of automation for 
permit fee calculation and issuance, staff noted that the fee calculation update process is overly 
cumbersome and requires significant participation from both Building and IT staff.   The current 
system also lacks flexibility with regard to multiple fee schedules. 
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In addition, the current system does not provide a public portal for applicants to monitor the 
status of their plan check process, inspection status, or other project-related activity.  Thus, 
counter staff spend significant time researching project status and responding to inquiries. 
Desired Functionality: 

Robust Plan Check tracking capabilities - Ability to track date received, routed, due date 
for review for internal and outside reviewers and provide real-time status report for 
individual and overall permit process plan check timeframes 

Provide a simple and unified solution to create, track and view all submitted documents, 
corrections, permits, conditions, fees, inspections, resolutions, and ordinances 
associated with a permit 

Provide ability for the public to access project status via the web 

Ability to utilize an automated document tracking process (e.g. barcoding) on all permit 
documents submitted or generated for a project 

For over-the-counter building permit approvals, the ability to automatically generate an 
approval letter and invoice for payment 

Ability to track the date plans were received and routed to all of the reviewers, along 
with the date the comments are due; and the ability to generate status reports 

Ability to accept payments online 

Ability to track the location of plans when corrections are required; i.e. the plans were 
picked up by the architect and the date the plans were picked up 

Ability to track status of corrections by a reviewer, which may activate approval or 
redistribution / re-routing to applicable departments 

Ability to automatically generate a report to identify applicants that have not responded 
to correction notices after a specified number of days 

Ability to automatically generate a report to identify applicants with issued building 
permits that have not requested an inspection after a specified number of days  

Ability to generate warning letters to applicants whose permits will expire and update 
the record that the applicant was notified   

Online ability to view permit history for an address 

Ability to enter new fee codes prior to the effective date of the rate change 

Ability to “link” a set of permits and associate them with one another 

Ability to tag and filter permits by type (example:  Green permits include solar and other 
subcategories) 
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Robust reporting capabilities that provide data including average number of days for 
plan check completion, average inspection times, etc., along with establishing 
“standard” reporting to be generated and distributed on a scheduled basis 

3.2.2 Building Inspections

Once the building permit is issued, the contractor is authorized to begin work.  The Building 
Inspectors are responsible for inspection of each trade during the various stages of 
construction.  The contractor requests for inspections are currently limited to a voicemail 
telephone line that is manually transcribed daily. The City has two (2) building inspectors (one 
(1) Senior Building Inspector and one (1) Building Inspector).  The inspector gathers inspection 
request data and manually routes the days’ inspections.  Inspection corrections are generated 
manually on triplicate paper.  At the end of the day, inspection results are entered manually 
into the Accela Permits Plus system by the inspector. 
Desired Functionality:  

While working in the field, remote access to the system in real-time using a mobile 
device is desired to view the permit application, results of previous inspections, and to 
input the current inspection results 

Consideration of additional mobility tools including ability to record inspections (with 
photos) directly into permit system and print inspection corrections for contractors 

Provide the ability to complete an unscheduled inspection while in the field and enter 
the inspection results into the system using mobile access 

When the maximum number of inspection requests has been reached for the day, 
automatically schedule the inspection for the following business day 

Provide a customer portal to request inspections, view inspection results and cancel 
requested inspections 

Ability to send inspection schedule updates to customers via text message and e-mail 

Provide the ability to track the expiration of a deferred plan check (i.e. trusses, stairs) 
and if expired, lock inspection requests for failure to submit deferred plans for approval 
in a timely manner 

Ability to attach photos and videos to inspection records 

A check-off in the system to confirm the inspector has received all paperwork 

Centralized approval process; provide the inspector with the ability to identify any 
outstanding issues that prevent scheduling the final inspection 
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3.3 Planning Division

The Planning Division is responsible for the administration, interpretation and enforcement of 
the City’s land use activities.  This includes coordinating the activities associated with the 
review of development projects with other divisions within the Department and with outside 
agencies.  The Planning Division reviews all development applications, conditional use permits, 
rezoning, preliminary subdivision and site plans. 

The Planning Division does not utilize an automated software system for managing their 
activities.  Division activities are tracked via various databases utilizing Excel, Access and Word. 
Desired Functionality: 

Ability to utilize the same plan check tracking module as the building system 

Ability to identify a project by entitlement type and manage a unique process for each 
type of entitlement 

Ability to log and organize correspondence, technical reports (including large pdf 
documents), Environmental Impact Reports, project history, notes, site photos, public 
comments, resolutions, ordinances, and conditions of approval 

Ability to easily upload pdf’s and plotter scans regardless of size   

Ability to track the dates that plans were received and routed for review, and the date 
plan review is due from each reviewer 

Ability to track the date plans were received and routed to all of the reviewers, along 
with the date the comments are due; and the ability to generate status reports 

Ability to track the location of plans when corrections are required; i.e. the plans were 
picked up by the architect and the date the plans were picked up 

Ability to track status of corrections by a reviewer, which may activate approval or 
redistribution / re-routing to applicable departments 

Ability to automatically generate a report to identify applicants that have not responded 
to correction notices after a specified number of days 

Ability to automatically generate a report to identify applicants with issued building 
permits that have not requested an inspection after a specified number of days  

Robust reporting capabilities that provide data including average number of days for 
plan check completion, average inspection times, etc., along with establishing 
“standard” reporting to be generated and distributed on a scheduled basis 

Provide dashboard functionality relating to all planning project activities 
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Ability to track a variety of user-defined dates for noticing of meetings for Development 
Review Committee, Planning Commission and City Council 

o Ability to track applications that will require the approval of the Planning 
Commission and/or City Council 

o Ability to associate applications with the scheduled Planning Commission and/or 
City Council meeting schedules and view the items associated with specific 
meeting dates 

o Ability to record the actions taken by the Planning Commission / City Council 
o Ability to generate letters to the project representative specifying action taken 

Manage California Environmental Quality Act (CEQA) filing date, level of review, studies, 
notes, documents and deadlines 

o Configurable system-generated “form letter” Public Hearing notices utilizing MS 
Word.  Public hearing notices should include case / project number, applicant, 
locations, California Environmental Quality Act (CEQA) determination, and 
project description 

o Ability to generate a mailing list utilizing the GIS buffering function.  Public 
Hearing notices should include case / project number, applicant, location, 
California Environmental Quality Act (CEQA) determination, and project 
description 

Allow simultaneous access for multiple users to input plan review conditions and 
comments. 

3.4 Engineering (Community Development City Engineer)  
The City’s Community Development Department houses the City Engineer.  Responsibilities of 
this function include reviewing grading permits, storm water permits, right-of-way 
encroachment permits and final subdivision map approvals for consistency with City 
development standards. 

Currently, applications are routed manually to the City Engineer, and comments and 
requirements are made and routed manually.  Interviewees indicated a need for automation of 
this process, and inclusion in the overall City Engineer review process as a part of the new 
system. 
  

City of Paso Robles 
Building Permit / LMS Request For Proposals

18



Desired Functionality: 

Ability to track the date applications were received and routed to all of the reviewers, 
along with the date the comments are due; and the ability to generate status reports 

Ability to accept payments online 

Ability to track the location of plans when corrections are required; i.e. the plans were 
picked up by the architect and the date the plans were picked up 

Ability to track status of corrections by a reviewer, which may activate approval or 
redistribution / re-routing to applicable departments 

Ability to automatically generate a report to identify applicants that have not responded 
to correction notices after a specified number of days 

Ability to automatically generate a report to identify applicants with issued building 
permits that have not requested an inspection after a specified number of days  

Ability to generate warning letters to applicants whose permits will expire and update 
the record that the applicant was notified   

Online ability to view permit history for an address 

Ability to enter new fee codes prior to the effective date of the rate change 

Ability to “link” a set of permits and associate them with one another 

Ability to tag and filter permits by type (example:  Green permits include solar and other 
subcategories) 

Robust reporting capabilities that provide data including average number of days for 
plan check completion, average inspection times, etc., along with establishing 
“standard” reporting to be generated and distributed on a scheduled basis 

Ability to attach specifications, documentation and other files necessary for the 
applicant to be aware of the requirements and have a full understanding of the 
background of said requirements 

3.5 Counter Support Staff
Counter support staff performs multiple functions for the Community Development 
Department, including in-person and telephone customer service, project status inquiries, 
general research regarding projects, properties, zoning and other matters, and calculation and 
acceptance of payments for all land development activity.  Staff use a number of systems to 
track and research information, including the Accela Permits Plus software, the City’s financial 
system (Tyler MUNIS), Excel, Access, Word and Outlook.  Currently, none of these individual 
systems interface with one another electronically. 
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Counter support staff is also responsible for maintaining all records supporting the City’s 
developer deposits tracking, and for the hourly billing system utilized for many development 
applications.  Specifically, the City has both fixed fees and variable fees for different City 
services.  Some fees are fixed (i.e. – water heater permit), others vary depending on size and 
scope of the project (i.e. – plan check fee), while other projects are billed to the applicant based 
on actual hours worked by City staff, the City Attorney, and outside consultants.  The last 
category (hourly rate billing) is complex in that it requires careful tracking of an applicant’s 
initial deposit, compilation of hours worked in a given period, invoicing against the initial 
deposit, and notifying the applicant if their deposit is nearing zero. 

Counter support staff enter payments into the Accela Permits Plus system throughout the day.  
Near days end, staff generates reports from the system and reconciles funds collected with the 
system reports.  They then complete a manual form to accompany the funds and turn the 
packet in to the Finance Department.  The Finance Department then enters the data into the 
City’s financial system. 

Desired Functionality: 

Provide a complete and functional system to collect, bill to, and track applicant deposits.  
In addition to functionality for billing for staff, attorney, and consultant time against the 
applicant deposit, the system needs to include processes for automated notification of 
deposit amount available, the need to provide additional deposit amounts, and the 
ability to refund remaining deposit once project is complete 

Provide an electronic interface between the new system and the City’s Tyler MUNIS 
financial system to eliminate duplicative data entry 

Provide reporting for pending permit expiration, along with automatic generation of 
notification to applicant via the applicant’s preferred notification method 

Include all permit types (building, encroachment, grading, etc.) as a part of the new 
system such that the tracking of permit expiration, completion, etc. is done through a 
single database accessible by all staff 

3.6 Public Works Department
The Public Works Department includes the City’s Capital Projects Engineer, Water Resources 
Manager, and Stormwater Manager whose responsibilities include land use, entitlement, and 
construction activities on private property.  Some of their activities / responsibilities are not 
currently considered during a project’s initial review, and it would be important to be included 
in the initial processes related to land use applications in the future.  Further, many activities 
related to City development projects are approved and tracked using manual systems and 
processes. 
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Desired Functionality: 

Desire to incorporate a formal project review process for Water division, Wastewater 
division and all other areas of the Public Works Department that should be a part of the 
project review process 

Ability to easily access and extract property owner / developer contact information 

Ability to access approvals, plans, and other project-related data 

Ability to utilize the new system for Public Works inspection activities, including Water, 
Wastewater and other Public Works related inspections 

Ability to issue notice of violation related to Public Works inspection outcomes 

Ability to track and monitor public improvement plan check and infrastructure reviews, 
demand analysis reviews and utilities plans 

3.7 Code Enforcement
The Code Enforcement function is housed in the Police Department.  Inspectors respond to 
complaints that may come from the public (online, walk-in, telephone call) and by other City 
Departments.  Complaints are investigated and inspected.  Inspectors respond to complaints 
according to the impact of the violation on the community; situations that appear to pose a 
serious risk to health and safety are given top priority.  

Investigations may result in a courtesy notice or notice of violation requesting the 
owner/tenant correct the violation in a timely manner.  If the correction is not made, the 
individual may be subject to fines or other penalties.  

Currently, case files and history are stored in Outlook and categorized by address.  There is no 
other electronic system in place for code activities.  Cases are not tracked formally nor is there 
formal reporting out regarding outstanding / closed cases.  Prioritization of code cases is done 
by the officer receiving the case(s). 

It should be noted that the City does not currently have a Customer Relationship Module (CRM) 
system in place.  As a part of the RFP to the land management system vendors, the City is 
interested in requesting a CRM system as an optional module, if offered by the vendor.  With 
the number of code enforcement cases currently being managed (20-25 per week); a robust 
CRM system may meet the City’s needs for code enforcement. 
 
Desired functionality:  

Ability to track code enforcement cases in a system that is accessible to all City 
departments via dashboard functionality 
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Ability to auto-generate form letters in MS Word that can be customized as needed with 
auto-references to applicable City Municipal Code sections 

Ability to track City department(s) responsibility for code cases, and to be able to 
transfer and / or split responsibility between City departments 

Integrated e-mail – the ability to e-mail from the case and to view all e-mail activity in 
the case 

Ability to link photos, video and audio to the case 

Automated re-inspection scheduling 

Ability to route the day’s inspections for each inspector, with the ability to add stops 

Ability for citation issuance to create an accounts receivable automatically, generate 
monthly statements and assess penalties for late payment 

Ability to issue a receipt from the system 

Ability to track appeal activity  

Mobile access to the system; drop-down menus in the forms to allow the inspector to 
populate the letter in the field and then office staff can print the document 

Ability to generate and print correction notices in the field 

Mobile access to GIS with the ability to view activity around a physical point, i.e. 
determine if a building permit is issued for a nearby location 

Ability to track lien issuance and lien release 

Ability to track multiple violations and types to one case with different due dates 

Ability to consolidate multiple violations into one case letter 

Maintain history of citations by property and person (owner or tenant) including case 
timeline (opening, closing) and case type 

3.8 Fees
The City’s land development related fees are primarily calculated in the Accela Permits Plus 
system.  Some fees are due at application submittal, some at permit issuance and some are due 
prior to occupancy.  The City also collects development fees for outside agencies.    

The current fee modification / update process is cumbersome, and staff is interested in a less 
complex method to update fees.  In addition, there is a desire to retain multiple fee schedules 
during transition periods from “current” to “updated” fees. 
Desired functionality:  
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Ability to update fees as needed without significant effort, and ability to maintain more 
than one fee schedule at a time 

System ability to calculate the City’s fees (a copy of the City’s Master Fee Schedule will 
be attached as an exhibit to the RFP) 

The ability to change fee collection points, change fees, add or eliminate fees, and enter 
new fee schedules prior to the effective date 

3.9 Geographic Information System (GIS)
The City maintains a robust GIS system in the Information Technology division.  The system is 
ESRI based and utilizes ArcGIS online and Arc reader for access to the data.  The City is 
interested in maintaining its current GIS platform, and is requiring that the new system 
interface with the GIS platform such that the GIS database can continue to be used in its core 
format, without having to upload / download and change file structures.  The City is interested 
in a simple and consistent user interface for the future LMS application. 

Additionally, the City is considering the use of the existing GIS data as the single data point by 
which all other data will be indexed.  Specifically, that GIS polygons would be utilized as the 
single data point.  As such the City is interested in receiving information from Proposers 
regarding this concept, along with the Proposer’s recommendations regarding their preferred 
single data point. 

GIS considerations include: 

Ability to interface with the GIS platform such that the GIS database can continue to be 
used in its core format, without having to upload / download and change file structures 

Ability to view land management information from ESRI GIS 

Ability to link to ESRI GIS from the land management system 

Ability to generate mailing labels based on GIS data 

Ability to utilize the City’s GIS data as the single data point by which all other data will 
be indexed 

3.10 Reporting

Activity reports are required with various frequencies (monthly, quarterly and annually). 
Comparative reports with the current month compared to the same month last year, and year-
to-date information for the current year and previous year are typical report formats.   The 
ability to easily generate ad hoc reports and the ability to export data to MS Excel is desired.  
Activity reports by class code, type, contractor, project, etc. are examples of ad hoc reports that 
may be necessary. 
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3.11 Additional Features and Future Considerations
The City desires to obtain a new system that can be leveraged and provide additional features 
to provide enhanced services in the future. Proposers should provide information pertaining to 
the list of items below, specifically about the features available within the system. Proposers 
should provide separate pricing for each feature when additional costs would be incurred.  
Finally, if the proposed system offers additional enhancements that may be of interest to the 
City, include the description and cost of those features. 

Of interest to the City: 

Use of Bar Code Technology 
o The City is interested in receiving information regarding the use of bar code 

technology to manage the plans submittal process. 
 Electronic Plan Review 

o The City is interested in the potential future implementation of an electronic 
plans review process, whereby applicants could submit plans electronically, the 
plans could be reviewed and marked up electronically through multiple 
reviewers, and plans could be easily compared side by side, all the while 
maintaining version control. 

Business Licensing 
o The City may wish to consider migrating from its current business license 

software and incorporating business license processing into the new LMS. 

3.12 Data Conversion
Conversion of the existing building permit data is required.  The City intends to have the new 
system provider convert all historical data from the Accela Permits Plus system so that the data 
is available and fully searchable in the new system.  Please note that the City is requiring the 
new system provider to conduct all data conversion services and activities independent of City 
participation (other than the City providing access to the SQL server).  The City has 
approximately 17,000 building permits, plus their 48,000 attachments, residing in the Accela 
Permits Plus 600MB SQL database.  Vendors should provide a description of its data conversion 
plan and fixed cost to convert and validate the existing data. 

3.13 System Interfaces
Provide the ability to integrate the permitting application with the following systems in use: 

Microsoft Suite of Products 
GIS - ESRI 
Business License - HdL 

ERP Financial Software - Tyler MUNIS 
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4.0 Proposal Submission Requirements
General Instructions
The City discourages lengthy and costly proposals. Proposals should be prepared simply and 
economically and provide a straightforward, concise description of the Proposer’s company, 
qualifications, proposed solution, and capabilities to satisfy the requirements of this RFP.  
Emphasis should be on completeness and clarity of content. Glossy sales and marketing 
brochures are not necessary or desired. 

Proposals should be organized consistent with the outline provided in this section of the RFP.  
Proposers must follow all formats and address all portions of the RFP set forth herein providing 
all information requested. Proposers may retype or duplicate any portion of this RFP for use in 
responding to the RFP, provided that the proposal clearly addresses all of the City’s information 
requirements. 

4.1 Proposal Format
Proposals must be structured, presented, and labeled in the following manner: 

Cover Letter 

Table of Contents 

Executive Summary 

Section 1.0 – Company Background 

Section 2.0 – Company Qualifications 

Section 3.0 – References 

Section 4.0 – Proposed Solution 

Section 5.0 – Implementation Approach 

Section 6.0 – Other Requirements 

Section 7.0 – Pricing 

Section 8.0 – Additional Information 

Failure to follow the specified format, to label the responses correctly, or to address all of the 
subsections may, at the City’s sole discretion, result in the rejection of the Proposal. 

Proposals should not contain extraneous information. All information presented in a Proposal 
must be relevant in response to a requirement of this RFP, must be clearly labeled, and, if not 
incorporated into the body of the Proposal itself, must be referenced to the appropriate place 
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within the body of the Proposal. Any information not meeting these criteria will be deemed 
extraneous and will not be factored into the evaluation. 

Proposals should be prepared on standard 8 1/2" x 11" paper and printed on two (2) sides. All 
proposal pages should be numbered. Foldouts containing charts, spreadsheets, and oversize 
exhibits are permissible. All responses, as well as any reference material presented, must be 
written in English.  All monetary amounts must be detailed in United States currency.    

4.2 Cover Letter
The vendor proposal must provide a written transmittal of the proposal in the form of a cover 
letter.  The letter must be signed by a company officer empowered to bind the Proposer to the 
provisions of this RFP and any contract awarded pursuant to it.  The cover letter will reference 
and respond to each of the following bulleted items: 

Proposer’s legal name and corporate structure. 

A high-level statement of the Proposer’s credentials to deliver the services sought under 
the RFP. 

Primary proposal contact name, mailing address, e-mail address, and telephone 
number. 

Identification of use of subcontractor(s), if any, and scope of work to be performed by 
subcontractor(s). 

Identification of any pending litigation against Proposer. 

Disclosure of any bankruptcy or insolvency proceedings in the last ten (10) years. 

A statement indicating the proposal remains valid for at least 120 days. 

A statement that the Proposer or any individual who will perform work for the Proposer 
is free of any conflict of interest (e.g., employment by the City). 

Statement of acknowledgement that the City’s legal documents have been reviewed 
and accepted with or without qualification.  If qualifications are involved, those items 
requiring adjustment or modification must be identified and listed along with suggested 
modifications to the contract.  If no modifications are noted, the City will assume that 
the Proposer is capable of performing all normal tasks and services without reservation 
or qualification to the contract. 
Signature of a company officer empowered to bind the Proposer to the provisions of 
this RFP and any contract awarded pursuant to it. 

The Proposal cover letter is mandatory; thus failure to provide the information as required may 
result in the proposal being considered non-responsive and rejected. 
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4.3 Table of Contents
All pages are to be numbered and figures, tables, charts, etc. must be assigned index numbers 
and identified in the Table of Contents.  

4.4 Executive Summary
This section of the Proposer’s proposal should provide a brief and concise synopsis of 
Proposer’s proposal and a description of the Proposer’s credentials to deliver the services 
sought under the RFP.  The Executive Summary is limited to three (3) pages. 

4.5 Section 1.0 – Company Background
This section of the Proposer’s proposal should identify the following: 

1.1 - A brief description of the Proposer’s background and organizational history. 

1.2 - A statement of how long the Proposer has been performing the services required by 
this RFP. 

1.3 - Identify the location of headquarters, technical support, and field offices. 

1.4 - Identify the location of office that would service the City. 

1.5 - A description of the organization’s number of employees and longevity. 

1.6 - Identify whether there have been any mergers, acquisitions, or sales of the Proposer 
company within the last five (5) years (if so, an explanation providing relevant details). 

1.7 – Identify if the organization is a subsidiary to a larger parent company.  If so, whom? 

1.8 - Documentation that shows that the Proposer’s annual company revenues and profit 
for the last three (3) company fiscal years.  It is acceptable to include this information as 
an appendix in the proposal. 

The Background section should not exceed three (3) pages. 

4.6 Section 2.0 – Company Qualifications
In this section, the Proposer should identify company qualifications and experience in 
implementing solutions similar to what the City is seeking. 

2.1 - Describe your firm’s familiarity with public sector permitting systems and business 
processes, and experience with the requirements of the State of California.   

2.2 – Describe your experience in implementing your system in Community Development 
Departments within California municipalities.   
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2.3 – Discuss your existing client base including identifying the number of existing clients 
using the version/release of the software you are proposing.  Clearly identify the 
number of California public agency installations. 

The Company Qualifications section should not exceed five (5) pages. 

4.7 Section 3.0 - References
The Proposer must provide a minimum of five (5) references, with at least three (3) of the 
references for systems that have been implemented in the last three (3) years. The City strongly 
prefers references from California agencies that provide services of similar size and complexity 
to the City.  The Proposer’s reference information must include the following information and 
be presented in a substantially similar format as the table below. 

Reference #

Customer Name

Customer Contact Name, Title, 
Address, Phone, and E-mail

Brief Project Description

# of Users

Current Status of Project

Current Software Release Version

Database Environment

Modules Implemented

Go-Live Date

Implementation Period (months)

System Cost (including software, 
hardware, data conversion and 
implementation)

Table 5 – Reference Template

4.8 Section 4.0 - Proposed Solution
In this section of the proposal, the Proposer should identify the proposed solution up to and 
including the following: 
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4.1 - Proposed solution overview identifying origin of system, release history, current 
release being proposed, and number of operational installations for the proposed software 
solution. 

4.2 - Provide a written response to each module/item identified in Section 3, using the 
format in Appendix C.  The level of detail must be sufficient to allow the evaluators to 
understand your product’s features, functions, and capabilities.  Proposers are allowed to 
supplement their response to Section 3 using additional product information as an attachment 
to their proposal. However, at a minimum, Proposers must provide a written summary 
response at the module level such that the evaluators can obtain an adequate understanding to 
score a response.  The response must identify any features described that are not included in 
the most current release level including the expected release date.  If the Proposer is selected 
to provide a product demonstration, the current application release level in production must be 
used - piloted or beta tested application versions are not acceptable.   

4.3 - Identify any additional proposed modules or services that were not identified in 
Section 3, and provide a description of the features and functions of each proposed module. 

4.4 – Provide access to a pre-recorded demonstration of some of the product’s features, 
utilizing the software proposed to demonstrate to the City what using the software would look 
like.  This demonstration should be no more than fifteen (15) minutes in length and must be 
accessible to the City at their convenience via physical media (such as a DVD), download from 
the Internet, or accessing the demonstration via a website. 

4.9 Section 5.0 - Implementation Approach
The Proposer should identify the proposed implementation approach, clearly identifying each 
phase, the timeline proposed, roles and responsibilities to be performed by the Proposer and 
those to be performed by the City. 

5.1 – Provide a project organizational chart highlighting the key people being assigned to 
accomplish the work required by this RFP and illustrating the lines of authority, and 
designate the individual responsible for the completion of each service component and 
deliverable of the RFP. Provide brief resumes for the project manager and assigned 
project personnel assuming the proposed timeline. 

5.2 - Describe your implementation methodology and approach. This includes the tools and 
techniques that will be used, proprietary methodologies that the firm will employ, the 
staffing model and other elements the Proposer deems relevant for this engagement.  

5.3 – Describe the roles and responsibilities of both the City staff and Proposer staff during 
each phase/component of implementation. In addition, provide an estimated level of 
effort for the City staff during implementation. 
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5.4 – Describe your training methodology and how you ensure users are prepared to use 
the new system. Provide sample training documentation. 

5.5 – Describe your project management methodology and activities that will be performed 
during implementation. 

5.6 – Describe your change management methodology and activities that will be performed 
during the implementation. 

5.7 – Describe your user acceptance methodology and the responsibilities of City staff 
during testing. 

5.8 – Describe your conversion methodology that will be used to implement the new 
system.  As part of this, recommend what should be converted. 

5.9 - Describe what documentation is to be delivered during the implementation. 

5.10 – Provide detailed task/activity listing that identifies resources, level of effort, and 
timeline. 

4.10 Section 6.0 – Other Requirements
In this section of the proposal, the Proposers should address the following items in a concise 
manner.   

6.1 – Describe ongoing maintenance, release/upgrade, and support services.  At a 
minimum, Proposers should address the following items: 

Help desk processes and procedures to include methods of support (i.e. online, 
telephone, etc.) 

Hours of support (stated in Pacific Standard Time)  

After-hours support 

Escalation procedures  

Response time commitments 

6.2 – Identify if there are solution user groups and/or user conferences. 

6.3 - Describe ongoing training resources available to users. 

6.4 - Describe user and administration documentation that is available to the City.  Provide 
representative samples of user and administration documentation.     

6.5 – Recommend a hardware configuration and specifications for the new system.  In 
addition, identify the backend database that will be required.  As part of Proposer 
response, confirm your acceptance of the City’s technical standards.  If your proposed 
solution deviates from the standards, please justify your recommendation. 
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6.6 – Describe the new system client (i.e. client/server, thin client, zero client, etc.) and any 
desktop requirements for the City. 

6.7 - Describe requirements for maintaining a test environment separate from the 
production environment. 

6.8 - Describe the frequency that application patches and releases have been made 
available within the past two (2) years. In addition, clearly identify the roles and 
responsibilities of the City to complete updates. 

 6.9 - Describe how the new system supports document management and the ability to 
leverage the City’s investment in Laserfiche. 

6.10 – Discuss your company’s philosophy and approach to ongoing research and 
development of the new system.  

4.11 Section 7.0 - Pricing 
The City is seeking a clear and comprehensive understanding of all costs associated with the 
implementation and ongoing maintenance of the proposed system.  In this section, the vendor 
must itemize all costs associated with the implementation and ongoing maintenance.  The City 
will evaluate proposals based on the “Total Cost to Implement (TCI)” and the “Total Cost to 
Operate (TCO)”.  The TCI will include all costs required for a successful implementation.  The 
TCO will be calculated based on TCI plus five (5) years of annual maintenance fees. 

The City will provide Proposers an electronic (MS Excel) spreadsheet with a pricing template 
that must be completed to present pricing.  The format of the pricing template is presented in 
Appendix C. 

The Proposer’s Price Sheet must identify all costs required to complete a successful 
implementation (“One-Time Costs”).  At a minimum, the Price Sheet should call out the 
following items: 

Application Module Licensing 

o Clearly specify licensing costs as concurrent, per user, or site 

3rd party products required for new system (i.e. software, hardware) 

Professional Services 

Software Installation and Configuration 

Conversion 

Training 

Documentation 

Project Management 
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Change Management 

The City intends to purchase the new system hardware and database software independently.  
However, Proposers should clearly define the hardware and software required to support the 
installation of Proposer’s software.  The City is also open to hosted solutions or cloud 
computing. 

Proposers are encouraged to identify any assumptions that will help ensure the City 
understands the Price Sheet.  This can be done at a line item level or as a written response in 
addition to the Price Sheet. 

The City is interested in understanding and evaluating other products and services of the 
Proposers.  If Proposers believe they have additional products and services that may be of 
interest to the City, please itemize that information in the Price Sheet (“Optional Proposed 
Modules and Services") and include a brief written response describing the offering. 

4.12 Section 8.0 – Additional Information
In this section, the Proposer should provide the following additional information to help the 
City evaluate the proposed solution and services:   

Provide an example of the user and administrative manuals 

Provide an example of a training manual 

Provide your standard software licensing and maintenance agreements 
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5.0 Proposal Evaluation 
An Evaluation Committee shall review all proposals to determine which Proposers have 
qualified for consideration. The evaluation will include at least an initial review and a detailed 
review. The initial review will evaluate all submissions for conformance to stated specifications 
to eliminate all responses that deviate substantially from the basic intent and/or fail to satisfy 
the mandatory requirements. Only those proposals that meet or exceed the intent of the 
mandatory requirements will be further evaluated. 

Submitted proposals will be evaluated on the following criteria:   

Quality, clarity, and responsiveness of proposal 

Ability to meet the needs of the City 

Proven technical ability to design, install and support the proposed system 

Demonstrated ability to work in a cooperative and collaborative manner with clients 

Anticipated value  

Perceived risk or lack thereof 

Company financial stability 

References for each application proposed 

Results of interviews, demonstrations, and site visits 

Ability to prepare and execute a contract in a timely manner 

The City reserves the right, at its sole discretion, to request clarifications of proposals or to 
conduct discussions for the purpose of clarification with any or all Proposers. The purpose of 
any such discussions shall be to ensure full understanding of the proposal. Discussions shall be 
limited to specific sections of the proposal identified by the City and, if held, shall be after initial 
evaluation of Proposals is complete. If clarifications are made as a result of such discussion, the 
Proposer shall put such clarifications in writing.  
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6.0 General Requirements

6.1 Collusion
By submitting a response to the RFP, the Proposer represents and warrants that its response is 
genuine and made in the interest of or on behalf of any person not named therein; that the 
Proposer has not directly induced or solicited any other person to submit a sham response or 
any other person to refrain from submitting a response; and that the Proposer has not in any 
manner sought collusion to secure any improper advantage over any other person submitting a 
response.  

6.2 Gratuities 
No person will offer, give or agree to give any City employee or its representatives any gratuity, 
discount or offer of employment in connection with the award of contract by the City.  No City 
employee or its representatives will solicit, demand, accept or agree to accept from any other 
person a gratuity, discount or offer of employment in connection with a City contract. 

6.3 Required Review and Waiver of Objections by Proposers
Proposers should carefully review this RFP and all attachments for comments, questions, 
defects, objections, or any other matter requiring clarification or correction (collectively called 
“comments”).  Comments concerning RFP objections must be made in writing and received by 
the City no later than the Deadline for Proposer Questions date detailed in Table 1, RFP 
Schedule of Events.  This will allow issuance of any necessary amendments and help prevent 
the opening of defective proposals upon which contract award could not be made. 

Protests based on any objection will be considered waived and invalid if these faults have not 
been brought to the attention of the City, in writing, by the Deadline for Proposer Questions. 

6.4 Nondiscrimination
No person will be excluded from participation in, be denied benefits of, be discriminated 
against in the admission or access to, or be discriminated against in treatment or employment 
in the City’s contracted programs or activities on the grounds of disability, age, race, color, 
religion, sex, national origin, or any other classification protected by federal or California State 
Constitutional or statutory law;  nor will they be excluded from participation in, be denied 
benefits of, or be otherwise subjected to discrimination in the performance of contracts with 
the City or in the employment practices of the City’s contractors.  Accordingly, all Proposers 
entering into contracts with the City will, upon request, be required to show proof of such 
nondiscrimination and to post in conspicuous places, available to all employees and applicants, 
notices of nondiscrimination. 

City of Paso Robles 
Building Permit / LMS Request For Proposals

34



6.5 Proposal Withdrawal
To withdraw a proposal, the Proposer must submit a written request, signed by an authorized 
representative, to the RFP Coordinator.  After withdrawing a previously submitted proposal, the 
Proposer may submit another proposal at any time up to the deadline for submitting proposals. 

6.6 Proposal Errors
Proposers are liable for all errors or omissions contained in their proposals.  Proposers will not 
be allowed to alter proposal documents after the deadline for submitting a proposal. 

6.7 Incorrect Proposal Information
If the City determines that a Proposer has provided, for consideration in the evaluation process 
or contract negotiations, incorrect information which the Proposer knew or should have known 
was materially incorrect, that proposal will be determined non-responsive, and the proposal 
will be rejected. 

6.8 Prohibition of Proposer Terms and Conditions
A Proposer may not submit the Proposer's own contract terms and conditions in a response to 
this RFP.  If a proposal contains such terms and conditions, the City, at its sole discretion, may 
determine the proposal to be a nonresponsive counteroffer, and the proposal may be rejected. 

6.9 Assignment and Subcontracting
The Contractor may not subcontract, transfer, or assign any portion of the contract without 
prior, written approval from the City. Each subcontractor must be approved in writing by the 
City. The substitution of one subcontractor for another may be made only at the discretion of 
the City and with prior, written approval from the City.   

Notwithstanding the use of approved subcontractors, the Proposer, if awarded a contract 
under this RFP, will be the prime contractor and will be responsible for all work performed and 
will be responsible for all costs to subcontractors for services provided by the Proposer. The 
Proposer is prohibited from performing any work associated with this RFP or using contractors 
for any service associated with this RFP offshore (outside the United States). 

6.10 Right to Refuse Personnel
The City reserves the right to refuse, at its sole discretion, any subcontractors or any personnel 
provided by the prime contractor or its subcontractors. The City reserves the right to interview 
and approve all Proposers’ staff. Proposer’s staff may be subject to the City’s background and 
drug testing processes at any time. 
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6.11 Proposal of Additional Services
If a Proposer indicates an offer of services in addition to those required by and described in this 
RFP, these additional services may be added to the contract before contract signing at the sole 
discretion of the City. 

6.12 Licensure
Before a contract pursuant to this RFP is signed, the Proposer must hold all necessary, 
applicable business and professional licenses.  The City may require any or all Proposers to 
submit evidence of proper licensure. 

6.13 Conflict of Interest and Proposal Restrictions
By submitting a response to the RFP, the Proposer certifies that no amount will be paid directly 
or indirectly to an employee or official of the City as wages, compensation, or gifts in exchange 
for acting as an officer, agent, employee, subcontractor, or consultant to the Proposer in 
connection with the procurement under this RFP. 

Notwithstanding this restriction, nothing in this RFP will be construed to prohibit another 
governmental entity from making a proposal, being considered for award, or being awarded a 
contract under this RFP. 

Any individual, company, or other entity involved in assisting the City in the development, 
formulation, or drafting of this RFP or its scope of services will be considered to have been 
given information that would afford an unfair advantage over other Proposers, and said 
individual, company, or other entity may not submit a proposal in response to this RFP. 

6.14 Contract Negotiations
After a review of the proposals and completion of the demonstration and POC, the City intends 
to enter into contract negotiations with the selected Proposer.  These negotiations could 
include all aspects of services and fees.  If a contract is not finalized in a reasonable period of 
time, the City will open negotiations with the next ranked service provider. 

6.15 Execution of Contract
If the selected Proposer does not execute a contract with the City within fifteen (15) business 
days after notification of selection, the City may give notice to that service provider of the City’s 
intent to select from the remaining Proposers or to call for new proposals, whichever the City 
deems appropriate.  
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6.16 Right of Rejection
The City reserves the right, at its sole discretion, to reject any and all proposals or to cancel this 
RFP in its entirety.   

Any proposal received that does not meet the requirements of this RFP may be considered to 
be non-responsive, and the proposal may be rejected. Proposers must comply with all of the 
terms of this RFP and all applicable State laws and regulations. The City may reject any proposal 
that does not comply with all of the terms, conditions, and performance requirements of this 
RFP. 

Proposers may not restrict the rights of the City or otherwise qualify their proposals. If a 
Proposer does so, the City may determine the proposal to be a non-responsive counteroffer, 
and the proposal may be rejected. 

The City reserves the right, at its sole discretion, to waive variances in technical proposals 
provided such action is in the best interest of the City. Where the City waives minor variances in 
proposals, such waiver does not modify the RFP requirements or excuse the Proposer from full 
compliance with the RFP.  Notwithstanding any minor variance, the City may hold any Proposer 
to strict compliance with the RFP. 

6.17 Disclosure of Proposal Contents
All proposals and other materials submitted in response to this RFP procurement process 
become the property of the City.  Selection or rejection of a proposal does not affect this right. 
All proposal information, including detailed price and cost information, will be held in 
confidence during the evaluation process. Upon the completion of the evaluation of proposals, 
the proposals and associated materials will be open for review by the public to the extent 
allowed by the California Public Records Act, (Government Code Section 6250-6270 and 6275-
6276.48).  By submitting a proposal, the Proposer acknowledges and accepts that the contents 
of the proposal and associated documents will become open to public inspection. 

6.18 Proprietary Information
The master copy of each proposal will be retained for official files and will become public record 
after the award of a contract unless the proposal or specific parts of the proposal can be shown 
to be exempt by law (Government Code §6276).  Each Proposer may clearly label part of a 
proposal as "CONFIDENTIAL" if the Proposer thereby agrees to indemnify and defend the City 
for honoring such a designation. The failure to so label any information that is released by the 
City will constitute a complete waiver of all claims for damages caused by any release of the 
information. If a public records request for labeled information is received by the City, the City 
will notify the Proposer of the request and delay access to the material until seven (7) working 
days after notification to the Proposer. Within that time delay, it will be the duty of the 
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Proposer to act in protection of its labeled information. Failure to so act will constitute a 
complete waiver. 

6.19 Severability 
If any provision of this RFP is declared by a court to be illegal or in conflict with any law, the 
validity of the remaining terms and provisions will not be affected; and, the rights and 
obligations of the City and Proposers will be construed and enforced as if the RFP did not 
contain the particular provision held to be invalid. 

6.20 RFP and Proposal Incorporated into Final Contract
This RFP and the successful proposal will be incorporated into the final contract. 

6.21 Proposal Amendment
The City will not accept any amendments, revisions, or alterations to proposals after the 
deadline for proposal submittal unless such is formally requested, in writing, by the City. 

6.22 Consultant Participation
The City reserves the right to share with any consultant of its choosing this RFP and proposal 
responses. The City may also invite said consultant to participate in the Proposal Evaluation 
process. 

6.23 Warranty
The selected Proposer will warrant that the proposed software will conform in all material 
respects to the requirements and specifications as stated in this RFP, demonstrated in both the 
software demonstration and subsequent proof-of-capabilities. The requirements as stated in 
this RFP will become part of the selected software vendor's license and the software vendor will 
warrant to the requirements. The selected Proposer must warrant that the content of its 
proposal accurately reflects the software's capability to satisfy the functional/technological 
requirements as included in this RFP.  Furthermore, the warranty, at a minimum, should be 
valid for the duration of the implementation and until final acceptance (as will be defined 
during the negotiation process) of all application modules included in the implementation.  

6.24 Rights of the City  
The City reserves the right to: 

Make the selection based on its sole discretion 

Reject any and all proposals 

Issue subsequent Requests for Proposals 
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Postpone opening proposals if necessary for any reason 

Remedy errors in the Request for Proposal process 

Approve or disapprove the use of particular subcontractors 

Negotiate with any, all, or none of the Proposers 

Accept other than the lowest offer 

Waive informalities and irregularities in the proposals 

Enter into an agreement with another Proposer in the event the originally selected 
Proposer defaults or fails to execute an agreement with the City 

An agreement will not be binding or valid with the City unless and until it is approved by the 
City Council and executed by authorized representatives of the City and of the Proposer. 
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Appendix A – City Community Development Fee Schedule
Presented on the following pages is the City’s current fee schedule for all development-related 
activities. 
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Appendix C – Pricing Templates
This appendix provides examples of the required pricing templates that must be completed by 
each Proposer.  The City will provide an MS Excel file that contains these pricing templates to all 
Proposers that submit an Intent To Propose pursuant to Section 1.7 above.  The RFP pricing 
templates include the following: 

Software License and Maintenance Price Sheet 

Implementation Services Price Sheet 

Conversion Price Sheet 

3rd-Party Products Price Sheet 

Optional Offerings Price Sheet 

Travel Price Sheet 

Professional Services Rate Sheet 

The following pages provide samples of the required price sheets. 

 
 

  

City of Paso Robles 
Building Permit / LMS Request For Proposals
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