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REQUEST FOR PROPOSAL

Publication and Supplement Services
for the City’s Municipal Code

Office of the City

Counselor
1200 Market Street, Room 314
St. Louis, Missouri 63103
Phone: 314-622-3361
Fax: 314-622-4956



Request for Proposal (RFP)
Publication and Supplement Services
for the City’s Municipal Code

1.0 Information for Respondents.

1.1. Purpose and Intent.

This Request for Proposal (RFP) for Publication Sngdplement Services for the City’'s
Municipal Code is issued by and through the OfGtéhe City Counselor (the “OCC”),
on behalf of The City of St. Louis, Missouri (th€ity”).

The purpose of this RFP is to solicit sealed prafsofor the purpose of hiring a
publication firm through competitive negotiatiosgrovide publication and supplement
services for the City’'s Code. The potential cociifs resulting from this RFP will be to
recodify the Code and provide 80 new hard binders)corporate new legislation into
the Code at the time of recodification, to provadgplements to the Code after
recodification, and to host and update the codmaihances online.

The intent of this RFP is to award a contract torgspondent whose proposal,
conforming to this RFP, is most advantageous t&8€, price, and other factors
considered. The OCC reserves the right to awadaohntract(s) resulting from this RFP
to one or more respondents, as required and apar®po meet the needs of the OCC
user community.

1.2. Background.

The law department for The City of St. Louis, Miggpknown as the Office of the City
Counselor, provides legal assistance and repragenta the City, its related agencies
and departments, and its elected and appointeckosti The OCC assists with preparing
legislation for codification and publication. listtibutes approximately 80 annual copies
of the supplements to various departments and aggeatthe City of St. Louis.

1.3. Timeline.

1.3.1. Question and Answer Period.

It is the policy of the OCC to accept questions augliries regarding this RFP only via
U.S. mail and email to the following individual:

Ms. Rebecca K. Wright



Associate City Counselor

1200 Market Street, Room 314
St. Louis, Missouri 63103
Telephone: 314-622-3361
wrightr@stlouis-mo.gov

Questions shall be submitted no later than Aprid@L6. Only short procedural inquiries
will be accepted over the telephone by the OCC;dwvan; oral explanations or
instructions given over the telephone shall nabineling upon the OCC.

The OCC will maintain a list of all entities reqtiag copies of the RFP and shall ensure
that copies of all questions and responses henelblse made available to each entity on
such list.

Questions should be asked in consecutive orden beginning to end, following the
organization of the RFP. Each question shouldrbbygireferencing the RFP page
number and section number to which it relates.stated above, except for short
procedural inquiries, Respondents shall only cdritec OCC by e-mail or in writing.

After the submission of proposals, unless requdsyetie OCC, contact with the OCC is
limited to status inquiries only and such inquirds to be directed to the above-named
individual. Any further contact or information alddhe proposal to the OCC or any
other City official connected with this RFP will bensidered an impermissible
supplementation of the Respondent’s proposal.

1.3.2. Submission of Proposal.
In order to be considered by the Selection CommitieRespondent’s proposal must be

received by the OCC at the appropriate locatiothkyrequired time. Proposals received
after this deadline will not be accepteBHE DATE, TIME AND LOCATION ARE:

Date: APRIL 8, 2016

Time: 4:00 P.M.

Location: OFFICE OF THE CITY COUNSELOR
1200 MARKET STREET, ROOM 314
ST. LOUIS, MISSOURI 63103

Proposals must be labeled on the outside of thkeagiecto clearly indicate that they are in
response to theFP FOR CODE PUBLICATION & SUPPLEMENT SERVICES .
Proposals submitted via e-mail or facsimile wilt be accepted.



Each Respondent must subimite (1) sealed, complete, ORIGINAL proposalEach
Respondent must also submséven (7) sealed, full, complete and exact copashe
original. It is suggested that the Respondent naakkretain a copy of its proposal.

2.0. SCOPE OF SERVICES

2.1. Background.

The OCC is interested in receiving sealed propdsaiscodify the Code with new hard
binders, to provide annual or semi-annual codeipatidbn and supplement services to
the City of St. Louis and its related agencies, tangrovide web hosting of the City’s
code of ordinances. The City of St. Louis will desghty (80) copies of the recodified
Code in binders and one digital copy (availabledownloading). Annual or semi-annual
supplements will require eighty (80) copies wittligital version of the supplement
(separate from the web hosting).

The respondent should assume that any contralsiray be issued as a result of this
RFP shall be based on a fixed price and a fixezedar any services and products
required by the OCC. Listed below are the vari@gsiired components for the
recodification project and semi annual or annupptementation. The publication firm
shall clearly describe in its response a recommpdecess for achieving these
components including timelines for each.

2.2.  Specifications.

A. The publication process shall ensure that atl€elevant legislation is properly
incorporated into the Code and shall provide wridlecumentation of the
incorporation to the City of St. Louis. If legiilan is not properly incorporated
into the Code and such mistake is due to a publjséiror then the City is not
responsible for the cost of issuing an errata sheet

B. The publication firm shall recommend an orgati@@aand numbering system to
be used for new sections and/or titles of the Cbdeiever, the City of St. Louis
shall have the final approval of the organizaticeradl numbering system for the
Code.

C. Also to be included as part of the basic progthe preparation and publication
of a comprehensive, detailed Code Index. The patitin firm shall provide an
example of a typical Index as part of its response.

D. The publication firm shall also provide the sagdgorial type including
annotation (McQuillin references, statutory refeenand cases), indexing,
reference and disposition tables for the City’'s €od



E. The Code publishing firm shall recodify the Copievide 80 copies of the
recodified Code with binders and, thereafter, pte\80 supplements on an
annual or semi-annual basis as needed. The supplsshall incorporate all
changes and shall include a page of instructionthmremoval of the obsolete
pages and insertions of the new pages.

F. The Code publishing firm, if selected, will alse required to post updates as
soon as possible to the Code’s website and the @udl@pdates shall be
available to the general public on the websitdrees.

G. The Code publishing firm shall incorporate &#ldnges and additions into the
appropriate place in the existing code, includietetion of repealed ordinances,
and update the table of contents and index as sitaiesl.

H. At the time that the supplements are publistieelpublisher shall provide the
City with at least one digital copy of the Codegferably in a RFT format, to
perform updates to City’s electronic versions & @ode.

After the Code is updated annually or semi-afiguthe Code publisher shall
also update the website version of the Code.

2.3 Optional Services.

The publishing firm may provide information on aagditional products or services
related to publication and supplement serviceontined in this Request for Proposals.
Please include a complete description of the sesyiprocedures involved and a separate
breakdown of all applicable costs.

2.4. Respondent’s Questionnaire.

Please describe your organization and include ur gescription, at a minimum, the
following:

A. Type of organization (Corporation, Partnersiei, ).
B. Brief history.
C. Description of services.

D. Experience in providing Code publication seegi@and hosting Code
website for municipalities.

E. Representative list of clients, preferably mipatties, for whom you
provide similar services.

3.0 PROPOSAL EVALUATION.




The evaluation of proposals will be performed fedection Committee composed of
representatives of the Mayor’s Office, ComptrobeDffice, the President of the Board of
Aldermen’s Office, and the OCC, in accordance \thih guidelines established by
Ordinance No. 64102 and the Regulations establisii¢de Board of Public Service.

The Selection Committee will review proposals ugimg following criteria as a guide to
determine which, if any, proposals are the mosaathgeous to the OCC'’s and City of
St. Louis’ needs:

A. The proposed cost of the services. The proposstdotohe services is
very important but is not necessarily the contngjifactor in choosing the
successful respondent. Respondent’s proposalsioailde a price
structure based on the price per page for suppleseevices, price per
digital copy, price for hosting online ordinancesl grice for
recodification of the Code including binders. Paytfor recodification
would be in stages as the project would be in ghasd paid from two
fiscal year budgets.

B. Specialized experience, qualifications and texdircompetence of the
firm, its principals, project manager and key staff

C. Ability of the publishing firm to provide innative solutions.

D. Approach to the project and any unusual problanticipated.

E. The capacity and capability of the firm to penfi the work within the
time limitations—which is anticipated to take upatgear or as long as
eighteen months.

F. Proximity of the firm to the City.

G. Availability of financial and operating resoascas required to complete
the work.

H. M/WBE and/or DBE participation.

l. Ability of the firm to meet statutory or ordinee requirements.

J. The respondent’s expertise and record of pagirpgance.

K. The ability of the respondent to respond and glete the recodification of

the Code and prepare annual or semi-annual updatesupplements in a
timely manner.



L. The extent to which the proposal is complete @sponsive to the RFP
specifications.

M. Other relevant criteria as may be developedieyQ@CC or the Selection
Committee.

The OCC reserves the right to interview, or calld@resentation from, any Respondent
submitting a response. The OCC also reservesgheto discuss the proposals with any
or all Respondents. Nothing in this RFP is intehttebe, nor should anything herein be
construed as, an offer of engagement. A selectiatesignation of a successful
Respondent shall not be construed as an offergdgament until and unless a contract is
fully negotiated.

4.0 ADDITIONAL INFORMATION

4.1. Amended Proposals.

A Respondent may submit an amended proposal béfergeadline for receipt of
proposals. Such amended proposals must be comefgéeements for a previously
submitted proposal and must be clearly identifieduch in the transmittal letter. The
OCC will not merge, collate or assemble proposakenns.

4.2. Right to Withdraw Proposal.

Respondents will be allowed to withdraw their pregls at any time prior to the deadline
for receipt of proposals. The Respondent must gubmritten withdrawal request
signed by the Respondent’s duly authorized reptatee(s) addressed to the OCC.

4.3, Revisions to this RFP.

In the event that it becomes necessary to clarifgwse this RFP, such clarification or
revision will be by addendum.

All RFP addenda will be issued on the City website.access addenda, the Respondent
must locate “RFP for Code Publication Serviceghatfollowing address:
http://www.stlouis-mo.gov/government/procuremermi cf

There are no designated dates for release of addériterefore, interested Respondents
should check the City website on a daily basis ftone of RFP issuance through RFP
deadline date. It is the sole responsibility & Bespondent to be knowledgeable of all
addenda related to this RFP.

4.4. Respondent Responsibility.
The Respondent assumes sole responsibility focah®lete effort required in this RFP.

No special consideration shall be given after psapoare opened because of a
Respondent’s failure to be knowledgeable of allrdgiirements of this RFP. By



submitting a proposal in response to this RFPRibgpondent represents that it has
satisfied itself, from its own investigation, of #ie requirements of this RFP.

4.5. Cost Liability.

Any cost incurred by the respondent in preparati@msmittal, or presentation of any
proposal or material submitted in response toR#P, including oral presentation and
demonstration if required, shall be borne solelyh®/respondent.

4.6. Audits.

The City of St. Louis and the City’s auditors amg@untants shall be afforded access
during the term of any contract adopted pursuattiitoRFP, and for five (5) years
following termination, to all of the company’s bao&nd records without limitation
whatsoever for the purpose of conducting audith.bédoks and records shall be open to
inspection and/or reproduction to the extent nesgs® adequately permit evaluation
and verification of the company'’s full compliancémcontract documents. In those
situations where the company’s records have beeergeed from computerized data or
records, in addition to hard copy (reports), castvashall provide such information on
disk or in a suitable alternative electronic format

4.7. Contents of Proposals.

All materials submitted in accordance with this R#RF become and remain the property
of the City and will not be returned.

All Proposals shall be considered public records,nbay be deemed and treated as
“closed” or “exempt” by the OCC, at the sole disicne of the OCC, pursuant to the
City’s understanding and interpretation of the lafithe State of Missouri. All Proposal
material may be treated as open records. Theo@iipot guarantee confidentiality of
any materials during the evaluation process ongtogher time. Thus, Proposals and
communications exchanged in response to this RB&lde assumed to be subject to
public disclosure.

4.8. No Obligation.

This RFP in no manner obligates the City or the Q€@e eventual purchase of services
offered until confirmed by an executed written agnent approved by the OCC.
Progress toward this end is solely at the disanaticdche OCC and may be terminated at
any time prior to the signing of an agreement.

4.9. Termination.
This RFP may be canceled at any time and any dpdoglosals may be rejected, in

whole or in part, when the OCC determines it ithm best interest of the City and/or the
OCC.



4.10. Governing Law.

This RFP, and any agreement with respondents tagtresult, shall be governed by the
laws of the State of Missouri.

4.11. Nondiscrimination.

In connection with the contract resulting from tREP, the firm agrees that in
performing any services resulting from this RFRthe& he/she nor anyone under his/her
control will permit discrimination against any boess, employee, applicant, client or
subscriber because of race, creed, color, disphiétigion, sexual orientation, national
ancestry or origin.

4.12. Living Wage & Minority Participation.

Respondents will be expected to comply with thg’'€itiving Wage Ordinance No.
65597, and are encouraged to review this ordinprioeto making their submissions.
The City is actively seeking participation by MBRAAWBE firms and encourages those
firms to submit proposals.

4.13. American with Disabilities Act.

In connection with the furnishing of goods and sm¥s under any contract resulting from
this RFP, the firm shall comply with all applicalverjuirements and provisions of the
Americans with Disabilities Act (ADA).

4.14. Minority and Women’s Business Enterprisdi€ipation (MBE/WBE):

The selected firm shall comply with the Mayor's Exgve Order No. 28 any
superseding Executive Orders relating to the atiln of minority and women
(MBE/WBE). Executive Order No. 28 requires contoas and consultants to seek,
through good-faith efforts, the involvement of MBEEnd WBE'’s with a goal of
participation of at least 25% and 5% respectivigythe project. For additional
information, please visit www.mwdbe.org.

4.15. Unauthorized Aliens Affidavit.

As a condition for the award of this contract, Gaator, shall, pursuant to the provisions
of Sections 285.525 through 285.555 of the Revi&atutes of Missouri 2000, as
amended, by sworn Affidavit (attached hereto asefolx 1) and provision of
documentation, affirm its enrollment and participatin a federal work authorization
program with respect to the employees working imnaetion with this Agreement.
Contractor shall also sign an affidavit (attachedeko as Appendix 1) affirming that it
does not knowingly employ any person who is an thized alien in connection with
this Agreement pursuant to the above-stated Statute



4.16. Indemnification.

Each Respondent, in seeking, receiving or posspfsisl RFP and/or in submitting a
response, does release, indemnify, and hold thyea@d its various employees,
representative and agents harmless from and agdicgtims and demands of any and
all loss, cost, damage, or liability of whatevetuna, which may be asserted against or
imposed against the City as a result of issuing R#P, making any revisions thereto,
conducting this selection process and subsequeotiagons, and making a final
recommendation and/or entering into a contract.

4.17. Subject to Appropriation.
Any contract or agreement that results from thi®R=subject to annual appropriation
by the City. Any contract or agreement that resststthm this RFP is voidable at any time

by the City if appropriation by the City for thergiees under the contract or agreement is
not made.
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Appendix 1

STATE OF )
)SS.
COUNTY OF )
AFFIDAVIT

Before me, the undersigned Notary Public, perspaaplpeared
N#&me) who, by me being duly sworn, deposed as follows:

My name is Nange), | am of sound mind, capable of making
this Affidavit, and personally acquainted with flaets herein stated:

| am the Pdsition/Title) of Cdntractor)

I have the legal authority to make the followingexsions:

1. Cdntractor) is currently enrolled in and actively participste
in a federal work authorization program with reggedhe employees working in
connection with this Agreement, as required purst@aBections 285.525 through
285.555 of the Revised Statutes of Missouri 208@Graended.

2. Pursuant to Sections 285.525 through 285.555 dRthased Statutes of Missouri 2000,
as amended, Confractor) does not knowingly employ any
person who is an unauthorized alien in connectitn this Agreement.

Affiant

IN WITNESS WHEREOF, | have hereunto subscribednamye and affixed my official
seal this day of , 20 .

Notary Public

My Commission Expires:
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