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Letter Requesting Quotations 
 

Date:  August 12, 2020 

Subject:  Accounts Payable – ePayable Software Solution  

 

Dear Vendors:  

In order to be considered, all Quotations must be emailed to Derrick Clark, Procurement lead, at 

Derrick.Clark@clevelandmetroschools.org  on or before 1:00 pm, August 26, 2020.   

Written questions must be received on or before 12:00 pm, August 18, 2020.  No telephone calls will be 

permitted. Email questions to: Derrick.Clark@clevelandmetroschools.org.  Under no circumstances should any 

vendor interested in providing services identified in this RFQ, their designees, or any affiliated with their firm, 

contact any other District employee or official during the RFQ process attempt to lobby or influence the selection 

of a vendor pursuant to this RFQ. RFQ number and title must be included in all correspondence.  

 

 

 

 

 

 

 

 

M. Angela Foraker 

Executive Director of Procure to Pay 
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Instructions for Vendors 
 

1. Quotations are due to Derrick Clark via email at Derrick.Clark@clevelandmetroschools.org on or before 1:00 

pm August 26, 2020.   

2. The Cleveland Metropolitan School District reserves the right to reject any and all Quotations, to waive any 

and all informalities or irregularities, and to disregard all non-conforming responsive conditional Statements.  

3. Vendor acknowledges and agrees that it has no vested contractual right until such time as a supplier contract 

encumbrance and written vendor contract have been issued and fully executed.  

4. Vendor further acknowledges and agrees that execution of a contract and issuance of a purchase order is not 

a ministerial function, but is a formal requirement.  

5. Vendor must present evidence to the District, upon request, that they are fully competent and have the 

necessary facilities, equipment, and financial resources to perform the work required within the time frame 

required.  

6. Vendor’s workmen, foremen, other personnel, and subcontractors will be required to meet Cleveland 

Metropolitan School District security, safety and health requirements if providing any onsite services. Vendor 

must issue personnel identification badges. Any worker not complying with CMSD security requirements will be 

immediately ordered off the project and without prejudice or recourse to CMSD.  

7. Vendor agrees to successfully complete background checks on all of its employees, agents, and subcontractors 

who provide services under this Agreement at CMSD facilities. Vendor agrees to warrant that it will not at any 

time hire or utilize any individual to provide services under this Agreement on CMSD premises where such 

person has been convicted of, or pleaded guilty to, any criminal offense enumerated in O.R.C.3319.39(B).  

8. The successful company, their subcontractors, and suppliers of labor and/or materials for this project on 

behalf of the Cleveland Metropolitan School District, including organizations having personnel, equipment, and 

vehicles on District property, shall provide evidence of insurance as follows:  

Commercial General Liability                           -  including limited contractual liability 

$1,000,000.00 Limit of Liability                         (per occurrence) 

  

Automobile Liability                                            - including non-owned, and hired 

$1,000,000.00 Limit of Liability                    (per occurrence) 

  

Workers Compensation                                    -  Workers compensation and employer’s 

                                                                                         Insurance to the full extent as required 

  

Professional Liability                                          - including Cyber Insurance 

100% of awarded contract amount 
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This requirement must be fulfilled by the successful vendor providing the Purchasing Office of  CMSD with a 

current Certificate of Insurance (standard ACORD form), showing the Board of Education of the Cleveland 

Municipal School District as an additional insured (Certificate holder does not constitute being an additional 

insured), within five (5) business days of Notice of Intent to Award Agreement. The certificates of insurance shall 

contain a provision that the policy or policies will not be canceled without thirty (30) days prior written notice 

to the District.  

The required insurance must be provided by a company licensed by the State of Ohio, which company must be 

financially acceptable to the Administration of the Cleveland Municipal School District.  

11. This request for quotations should be submitted on or before 1:00 pm current local time, August 26, 2020, 

to Derrick Clark via email at Derrick.Clark@clevelandmetroschools.org. The submission is to include the 

following:  

a. Completed and Signed RFQ # Quotation Form 

b. Vendor Request Form 

c. Taxpayer ID Form (W-9) 

d. Certificate of Debarment Form 

e. Signed Conflict of Interest Form 

f. Completed and notarized Vendor Qualification Form  

g. Completed and notarized Non-Collusion Affidavit 

h. Certificate of Liability Insurance  
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Vendor Request Form 
VENDOR NUMBER  
(IF APPLICABLE)  

VENDOR NAME  

ADDRESS LINE 1  

ADDRESS LINE 2  

CITY  STATE  ZIP  

TELEPHONE NO.   FAX NO   

 (Area Code) Number  (Area Code) Number 

 
E-MAIL ADDRESS  
 
PRIMARY CONTACT PERSON  

 
REMIT TO (IF DIFFERENT FROM ABOVE) 

 

VENDOR NAME  

ADDRESS LINE  1  

ADDRESS LINE 2  

CITY  STATE  ZIP  

TELEPHONE NO.   FAX NO   

 (Area Code) Number  (Area Code) Number 

 
PRIMARY SERVICE, PRODUCT, OR SPECIALTY:   

  

 
NOTE: VENDOR NAME AND TAX ID NUMBER MUST BE AS FILED WITH THE INTERNAL REVENUE SERVICE. 
 
PLEASE INDICATE WHERE APPLICABLE 

DIVERSITY BUSINESS ENTERPRISE: YES  NO  

 

MINORITY BUSINESS ENTERPRISE: YES  NO  

 

FEMALE BUSINESS ENTERPRISE: YES  NO  

 

  



6 
 

Taxpayer ID Form 
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Certificate of Debarment 
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Certificate of Debarment Pg. 2 
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Conflict of Interest Form 
 

Statement of Potential Conflicts of Interest 

Vendor Name: Primary Contact: 

Address 1:  Telephone #: 

Address 2: Fax #: 

City: Email: 

State, Zip: Website: 

 

Cleveland Metropolitan School District (CMSD) adheres to Ohio Ethics Law and strictly follows the opinion 

of the Ohio Ethics Commission. As such, each vendor is requested to submit this statement declaring any 

potential conflicts of interest in doing business with the District. Please answer the following two questions 

providing all requested information.  

1. Are any current Cleveland Metropolitan School District (CMSD) employees, Cleveland Board of 
Education members, or any of their immediate family members, also members of the vendor’s board of 
directors, hold any officer position with the vendor, or own any shares of any stock issued by the vendor?  

 

Yes_____ No_____ 

If Yes, and if the CMSD employee, CMSD board member, or immediately family member is a member of the 

vendor’s board of directors or holds an office with the vendor, please state the person’s name and position 

with the vendor.  

Name: ________________________________________ 

Position: ______________________________________ 

If Yes, and if the CMSD employee, CMSD board member, or immediate family member owns share of any 

stock in the vendor organization or company, state the percentage of all outstanding company shares owned 

by the CMSD employee or board member.  

_______% 

2. Are any current CMSD employees, CMSD board members, or any immediate family members also 
employees of the vendor?  

 

Yes_____ No_____ 

If Yes, please state the person’s name and provide a description of their job duties for the provider:  

 Name: _______________________________________ 

 Job Duties:_____________________________________________________________________ 
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If Yes, please describe the contact that the vendor will have with the CMSD employee or CMSD board 

member in the course of providing services to the District:  

__________________________________________________________________________________ 

 

__________________________________________________________________________________ 

CERTIFICATION 

I do hereby certify that the foregoing statements are true and accurate, and that my signature below attests 

to the authenticity of my identity as the person actually signing this form. This document is not a contract. 

In order for a binding Agreement to exist, a signed Agreement will be required prior to any legally binding 

commitment by the District. 

NOTARIZED STATEMENT 

 

____________________________________________being duly sworn and deposes says  

That he/she is the _______________________________________________________of 
      (title)        

_________________________________________________, and answers to all the  
    (organization) 

foregoing questions and all statements therein contained are true and correct.  

__________________________________________________ 
   (signature) 

 

   Subscribed and sworn before me this ____day of ____________, 20____ 

 

Notary Public: ____________________________________________ 

 

My commission expires: ___________________________________ 
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Vendor Qualifications Form 
 

Vendor must answer all questions or attach a written explanation for each question.  

PROPOSER NAME:______________________________________________________________ 

ADDRESS:_____________________________________________________________________ 

CITY; STATE:________________________________________________ ZIP:________________ 

CONTACT PERSON:______________________________________________________________ 

TITLE:_________________________________________________________________________ 

TELEPHONE: (      )_____________________ __ TOLL FREE: (     )______________________ 

TAXPAYER IDENTIFICATION NUMBER:_______________________________________________ 

 

1. What type of organization? (i.e. corporation, partnership, etc.) 
 

2. How many years has your organization been in business? 
 

3. How many years has your organization been in business under its current name? 
 

4. List any other aliases your organization has utilized in the last two years and the form of Business 
 

5. If you are currently a corporation, list the following: 
a. State of incorporation 
 

b. Date of incorporation 
 

c. President’s name 
 

d. Secretary’s name 
 

e. Treasurer’s name 
 

f. Statutory agent’s name 
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g. Name of shareholders, if less than 10 
 

h. Principal place of doing business 
 

6. If you are currently in a partnership, list the following: 
a. Name and address of all general and limited partners. 

 

b. Original name and date of organization’s inception 
 

7. If you are neither a corporation nor a partnership, please describe your organization and list principals. 
 

 

8. Are you legally qualified to do business in the State of Ohio? 
 

9. Are you legally qualified to do business in Cuyahoga County and licensed by the City of Cleveland? 
 

10. Has your organization ever been (i) declared by a customer to be in default under a contractor and/or 
(ii) sued by a customer for failure to completely a contract or properly perform services in a timely 
manner? If yes, please state where, when, and why.  

 

 

 

11. Has your organization ever been cited by a local, county, state, or federal authority for violation of a 
regulation or statute or failing to timely complete a contract in accordance with specifications? I yes, 
please state date, agency, and final disposition.  

 

 

12. Has your organization ever filed for bankruptcy? If yes, please state where, when and why? 
 

 

13. On a separate sheet, list the major customers for whom your organization has provided this type of 
equipment or service in the past five years. Include owner’s name and type of work performed.  

 

 

14. Has your organization ever been sued by a supplier for failure to timely pay for materials or equipment 
provided? If yes, please provide details.  
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15. What is the dollar limit of your firm’s General (CLS) Liability Insurance? 
 

Name of insuring company: ______________________________________________ 

Policy number: ________________________________________________________ 

 

16. What is the dollar limit of your firm’s Automotive Liability Insurance? 
 

Owned vehicles_______________________________________________________ 

Non-Owned vehicles___________________________________________________ 

Name of insuring company______________________________________________ 

Policy number________________________________________________________ 

17. List the name and address of every person having an interest in this RFQ.  
 

 

 

 

18. Has any federal, state or local government entity ever cited or taken any action against your organization 
or any of its principals for failure to pay or remit any taxes including but not limited to income, 
withholding, sales, franchise, or personal property taxes? If yes, please give name of agency, date and 
amount of taxes overdue and resolution of the issue.  

 

 

 

 

19. Is your organization and its’ principals current in payment of personal property taxes? 
 

 

 

 

20. The prospective lower tier participant certifies, by submission of this RFQ, that neither it nor its principals 
is presently debarred, suspended, proposed, for debarment or suspension, declared ineligible, or 
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voluntarily excluded from participation in this transaction by any State and/or Federal Department or 
Agency.  

 

 

 

 

21. Where the prospective lower tier participant is unable to certify to any of the statements in this 
certification, such prospective participants shall attach an explanation to this RFQ.  

 

 

 

Notarized Statement 

____________________________________________being duly sworn and deposes says 

 

that he/she is the _______________________________________________________of 
(title) 

 

_________________________________________________, and answers to all the 
(organization) 
 

foregoing questions and all statements therein contained are true and correct. 

 
_____________________________________________________________________________ 

(signature) 

 

Subscribed and sworn before me this ________day of ____________________, 20____ 

 

Notary Public:________________________________________________________________ 

My commission expires: _______________________________________________________ 

 

Non-Collusion Affidavit 
 

This Affidavit must be executed and shall accompany the proposal in order for the proposal to be considered.  
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NON-COLLUSION AFFIDAVIT 
State of Ohio, Cuyahoga County 

 

_______________________________________, being first duly sworn, deposes and says that  

 

he/she is ___________________________________of _________________________________  

of the party making the foregoing proposal; that such proposal is genuine and not collusive or sham; that said 

proposer has not colluded, conspired, connived, or agreed, directly or indirectly, with any proposer or person, 

to put in a sham proposal, or that such other person shall refrain from proposing, and has not in any manner, 

directly or indirectly sought by agreement or collusion, or communication or conference, with any person, to fix 

the proposal price of affiant or any other proposer, to fix any overhead, profit or cost element of said proposal 

price, or of that of any proposer, or to secure any advantage against the Board of Education of the Cleveland 

Metropolitan School District, or any person or persons interested in the proposal; and that all statements 

contained in said proposal are true; and further that such proposer has not, directly or indirectly, submitted this 

proposal, or the contents thereof, or divulged information or data relative thereto to any Association or to any 

member or agent thereof. 

 

___________________________ 

Affiant 

 

 

Sworn to and subscribed before me this _____ day of _____________, 20___. 

 

_________________________________________ 
Notary Public in and for Cuyahoga County, Ohio 

 

My commission expires: _____________________ 

 

 

 

Sample Certificate of Liability Insurance 
Sample: Acord Certificate of Insurance 
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Response Format, Scope of Work and Quote Requirements 
 

General Information and Response Format 

 

The scope of work and requirements for this RFQ are described below.  Vendor responses must include 

the following information and be organized with the following headings.  Each heading should be clearly 

marked. 

Scope of Work and quotation responses are to be divided into sections as follows:  

1. Transmittal Cover Letter-prepare a letter transmitting the proposal on business letterhead.  The 
letter should identify the business name, phone number, and business web address along with the 
name, phone number and email address of the key contact person.  The letter must have the 
signature of a person with authority to obligate the business.  The transmittal letter shall also 
contain a statement that the proposal is a firm offer for a ninety (90) day period.  

2. A completed set of Required Purchasing Division documents set forth in Part 1 above. 
3. General Information Section- provide the following: 

a. Executive summary: Information about the firm’s history, structure, organizational metrics, 
and qualifications for fulfilling CMSD’s requirements 

b. Business Health: information about the firm’s financial structure and viability, particularly 
as it relates to fulfilling a multiple year agreement.  

c. Experience and expertise: information about the firm’s current and previous contracts, 
particularly those with organizations similar to CMSD.  

d. General narratives about at least two clients using services similar to those being proposed 
for CMSD  

e. Management support services: information about staff, project, issue, performance, 
quality, and risk management methodology.  

f. Security: information about the firm’s policies, practices, and standards for maintaining the 
confidentiality and integrity of client’s data, intellectual property, and trade secrets.  

g. Risks: firm’s evaluation of the greatest challenges and risks associated with the project and 
suggestions for mitigating risk. 

h. References: include three references of equal or larger size to this current RFQ project- 
ePayable Solution. Public sector experience is preferred, but not required. Please attach 
relevant supporting documentation, such as project plans, scope of work. 

 
4. Scope of Work  

 
The Scope of Work section shall specifically address the manner in which the vendor will meet the 

minimum terms present in the RFQ. Vendor response should provide enough information so that the 

evaluators will be able to determine the Vendor’s ability to meet each requirement set forth below.  

Simply paraphrasing the RFQ will not be sufficient data for the evaluation and may be considered non-

responsive to the RFQ.  
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5. Quotation Form- a completed, signed quotation form.  

 

Vendor Profile 

 
The primary attributes the District seeks in a vendor include: 
  

• Demonstrated experience and success of vendor in providing services 

• Responsiveness to specifications and an understanding of District needs. 

• Capacity & resources to perform the services described in the RFQ. 

• Availability and flexibility when it comes to meeting District needs. 

• Ability to utilize local resources to meet CMSD needs and balance price of the services 
with overall benefit to community.  

 

Contract Period & Award 

 

Once awarded, the initial term of this contract will be from the award date through June 30, 2022, 

subject to the availability of District funding.  The District may renew thereafter at the District’s 

discretion for any number of times and for any period.  CMSD may renew all or part of this Contract 

subject to the satisfactory performance of the awarded vendor and the needs of the District. 

 

Evaluation Criteria and Procedures 

 

Scope of Work and Quotation responses will be evaluated, first, as responsive or non-responsive to the 

RFQ’s specifications. A preliminary review will be conducted of all responses submitted on time to 

ensure the Scope of Work and Quotation responses adhere to the mandatory requirements specified 

in the RFQ.  Responses that do not meet the mandatory requirements will be deemed non-responsive 

and may be rejected.  In the event that all Vendors responses do not meet one or more of the 

mandatory requirements, CMSD reserves the right to continue the evaluation of the responses and to 

select the response(s) which most closely meets the requirements specified in the RFQ. Responsive 

quotations to this RFQ must include, or meet, the following mandatory requirements: 

1. Timely Submission 
2. Transmittal Cover Letter 
3. Responses to requirements 
4. Experience and qualifications to provide the services 
5. Cost quotation 
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Second, the Scope of Work and Quotation responses will be evaluated based on the information 

presented in the response, quotation and on additional information obtained during the evaluation 

process. Responses will be evaluated based on the following weighted criteria:  

1. Price of eligible solution and services (40%) 
2. Vendor experience and qualifications (30%) 
3. Meeting District requirements and needs (30%) 

 
Evaluations are based on the submitted quotation and scope of work response. During the evaluation 

process, CMSD may request clarifications from any Vendor under active consideration and may give 

any Vendor the opportunity to correct defects in its quotation response if the District believes doing so 

does not result in an unfair advantage to the Vendor and it is in CMSD’s best interests. Any clarification 

response that is broader in scope than what CMSD has requested may result in the Vendor’s response 

being disqualified.  

CMSD may require top Vendors to be interviewed. Such presentations, demonstrations, and interviews 

will provide a Vendor with an opportunity to clarify its response to ensure a mutual understanding of 

the response content. CMSD reserves the right to interview, request presentations, demonstrations 

and to seek additional information related to criteria already specified in the RFQ after opening the 

response, but prior to entering into a contract, to reject any or all quotes, and to award a contract to 

one or multiple vendors as CMSD deems necessary to meet its objectives.   

CMSD also reserves the right to check references identified by any proposer from any vendor that 

submitted a proposal.  CMSD will select the responses deemed to be best value, with price and other 

criteria factors considered. 

Scope of Work  
 

Background and Project Description 

 

CMSD Finance Division is responsible for the overall fiscal management of the Cleveland Metropolitan 

School District. Our mission is to support Cleveland schools through the strategic management and 

use of federal, state and local dollars. This responsibility requires the coordination of the District's 

$1.5 billion budget. Across all funds, salary and benefits account for approximately 50% of total 

expenditures with purchased services accounting for another 16.5%. Community school (charter) 

pass-through expenditures and tuition payments to other providers accounts 18% of total 

expenditures while supplies and materials, capital outlay, and other uses account for the balance 

 The Accounts Payable (AP) team within the Finance Division is responsible for processing supplier 

invoices, employee reimbursements and issuing payments for non-personnel expenditures at the 

school or department level. The AP team processes approximately 40,000 invoices and 20,000 

computer-generated, printed checks totaling approximately $4,730,000 on a fiscal year basis.  Checks 

are generated in Workday and are produced using an XML platform. The AP team is also responsible 
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for processing payments for all employee payroll garnishments and other employee related 

deductions.  Approximately 743 payments are issued through electronic transmission via Automated 

Clearing House totaling approximately $160,000,000.00 annually. 

CMSD is considering implementing an Electronic Payment Solution (ePayable Solution) and seeking 

responses and price quotes from qualified vendors to provide a Software as a Service (SaaS) ePayable 

Solution and related project management, implementation, training and on-going annual support and 

maintenance. While the District is seeking responses and price quotes for complete ePayable 

Solutions (invoice automation to electronic/virtual payments and reporting functionality), the District 

plans to implement electronic payment/virtual card payment options during the 2020-2021 fiscal 

year, with the potential to expand and grow to complete ePayable functionality over time. The 

District will consider vendor responses and price quotes for complete ePayable Solution and SaaS 

solutions that have limited e-payable functions like electronic payment (virtual card and/or electronic 

check payments) functionality currently. Vendor responses should include in detail if the ePayable 

Solution they are proposing is fully automated or limited.   

CMSD is interested in an ePayable Solution that is configurable and scalable to the District’s current 

and growing Finance, Accounting, Supplier Invoicing and Payment needs. Vendor’s response should 

indicate in the affirmative that they can meet the District’s requirements and expectations. Any noted 

exceptions must be clearly stated in the vendor’s response.  CMSD does not waive any specification 

requirement or accept any noted exception in Vendor’s response as a waiver by receipt of the 

response. The ePayable Solution and vendor supports should meet the needs, expectations, 

requirements and specifications set forth in each header section that follows.  

Objectives and Expectations   
The District is seeking an ePayable Solution and vendor supports and services that meet the following 

objectives and expectations:  

• Offer additional, flexible payment options for suppliers. 

• Improve cash flow strategies. 

• Improve revenue by maximizing earnings on cash rebate programs. 

• Reduce waste and cost associated with manual check processing.  

• Minimize payment errors, risks and exposure to check fraud. 

• Provide immediate supplier payments while CMSD incurs longer float. 

• Improve reporting on spend visibility. 

• Seamlessly integrate with the District’s existing Finance, Workday 

• Provide District and supplier access to a system/portal that will permit payment research and 

report generation.  

• Provide 24/7 customer service to suppliers and District staff. 

• Provide training during implementation and on an as needed basis  

• Ensure information is stored with the highest level of security.  

• Provide project management and complete implementation within a 90-day timeframe. 

• Provide best practices regarding software implementation and training. 

• Devise a comprehensive schematic of how the ePayable program will operate.  
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• Conduct a cost analysis to determine which vendors would qualify for the program. 

• Provide supplier enrollment outreach to convert suppliers from paper check to electronic 

payment. 

• Continually update and manage the ePayable Solution so that CMSD benefits from new 

modules/features/functions of the software. 

Functionality Requirements 
 

The District is seeking an ePayable Solution that provides the following functionality: 

• Automated invoice processing (to be considered in the future). 

• The system and process shall have the capability of securely transmitting invoice and payment 

information.   

• Allow for electronic payment options, including but not limited to electronic checks and/or 

virtual cards, that also push from CMSD’s current ERP system, Workday, to a supplier/payee 

with rebate offerings. 

• Electronic/virtual card options must be nationally recognized card system that provides for 

widest possible acceptance with all set-up and service charges excluded from card charges and 

provided at no cost to CMSD. 

• Electronic remittance advice/statement provided to suppliers/payees. 

• Integration/interface with Workday. 

• Stop payment process for payments issued through the ePayable program.  

• Sustainability from a vendor and CMSD perspective. 

• Visually appealing and ease of use by CMSD and/or suppliers on multiple devices. 

• Detailed online reporting, including but not limited to number of payments issued, remaining 

balanced, dates of issuance, rebate payment details, reconciliation, and spend analysis.  

• Provide and receive routine (daily, weekly, monthly) data file of invoice, banking and/or 

payment information either through integration of ePayable solution with Workday or other 

file transfer means.  

• Provides a portal for use by CMSD to monitor, maintain, and reconcile payments and financial 

information on demand.    

• User controls- ability to limit access to portal and/or ePayable solutions to authorized users 

requiring individual credentials with varying levels of user permissions (create, view, edit..etc). 

• 1099 Reporting capability.  

  

Enrollment/Enrollment -Campaigns 

 

Vendor shall initiate and be responsible for enrolling suppliers/payees to the ePayable solution at no 

additional cost to the District. Vendor shall also solicit enrollment of prospective suppliers/payees via 
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multiple means of communication and other campaign methods as necessary to ensure a successful 

marketing and enrollment of prospective suppliers/payees. 

Proposed Technical Solution 

The software solution must be able to handle the functionality required by CMSD as set forth above.  

In its response, the vendor should provide, in broad strokes, a description of the technical solution and 

how it meets the needs of the District.  The vendor should describe all the modules that are being 

offered in the proposed solution and how they fit together as an integral part of the e-Payable solution. 

System Implementation 

CMSD requires the vendor to provide the SaaS solution, project management, implementation services 
and training support for this project.  Implementation should follow the best practices for an ePayable 
Solution implementation. It is the Vendor’s responsibility in their response to outline which 
modules/processes are implemented in what order and the logic for that sequence, including all 
interface and/or integration scope of work. Implementation for electronic payments should be 
completed in a 30 - 90 days period. Implementation of ePayable functionality beyond electronic 
payments will be discussed with the awarded vendor, and the District and awarded vendor will 
mutually agree upon a project timeline for additional phases of work. Project timeline for implementing 
electronic payment functionality is subject to change at CMSD’s discretion. Vendor’s should include 
any additional costs associated with an extended or adjusted implementation timeline for electronic 
payments portion of the work on their Quotation Form.  
  
Key milestone dates are: 
 

• Proposed project start date: September 29th, 2020 

• Proposed accounts payable training date: November 30th, 2020 

• Proposed end date: December 28th, 2020 
 
Please note: Key Milestone Dates listed above are subject to change at the discretion of the District.  
Service providers will be notified of changes to the schedule, as appropriate. 
 
CMSD expects the vendor to utilize a discovery phase to work with the functional team to review 
processes and document future state processes, based on best practices for various process areas 
required for the ePayable Solution.  CMSD staff is fully aware that current processes are likely not 
optimal and a new system may be able to support not only the implementation of new processes, but 
also support the data collection, data transfer and data sharing across departments/divisions more 
effectively to enhance process efficiency and decision making.  CMSD will count on the vendors to be 
detailed in their description of best practices, best processes and integration ability.   

 
CMSD expects vendors to follow an approach that reduces risk, ensures a high-quality implementation, 
moves at a rapid pace, and is strategically planned to make transitions as seamless as possible. 
 
CMSD requires the vendor to describe the software lifecycle of their product including version control 

and any planned future releases and functionality.  CMSD is looking for a long-term, sustainable 

solution that will meet the growing demands and changes of CMSD.  Therefore, the solution provided 

must not be limited in its ability to grow and change over time.  CMSD wants to engage with a vendor 

that uses standard software development and implementation practices.  In addition, the vendor must 
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be able to describe how any CMSD customizations impact software releases, and/or how the timeline 

required for this project impact CMSD’s ability to access the latest version of software. 

Architecture 

CMSD is interested in an ePayable Solution SaaS only.  The vendor should describe what is required 

(e.g. infrastructure, hardware, software, etc.) for the District to acquire in order to implement the 

vendor’s solution if any infrastructure is required for the ePayable Solution.    

The vendor should describe all necessary environments needed for not only the implementation, but 

also the long-term sustainability and maintenance of the system.  This should include but not be limited 

to the test environment, training environment, and production environments necessary to ensure 

there is version control, proper testing, and vetted code in production.    As an ePayable solution, CMSD 

is expecting these environments to be on the vendor site.  The vendor should describe these 

environments in detail, how they are used, and the access CMSD has to them or what CMSD needs to 

access them.  

Interfaces 

While the functions of the ePayable Solution should be met in the proposed solution, the technology 

must interface/integrate with other major technology systems such as the Workday in both the current 

form and the future solution. Lastly, the solution should provide the District access to technology that 

can be sustained over time including the ability to easily maintain, upgrade, and integrate as the District 

evolves.  

 

The following are main systems for interface with the ePayable Solution 

1. Workday 
 

Configuration/Customization 

While CMSD would like the majority of the software and functionality to be “out of the box” and 
included in the base product, the District also understands that there may be a need to configure the 
system.  The vendor must note in its responses if various functional requirements identified in the 
Scope of Work above are out of the box, configurable, or would require customization.  The vendor 
should describe their process and approach to configuration – including how configuration 
requirements are gathered and confirmed, how and when configurations are implemented in the 
system, who has the ability and responsibility to make configuration changes, and how configuration 
changes are confirmed.   
 
The vendor should describe the process and approach for how configuration changes are made prior 
to system implementation and how these changes are made post-implementation.  
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Compliance with State and Federal Mandates 

The system shall comply with FERPA and HIPAA.  The system shall functionally meet all Ohio Revised 

Code, Ohio Administrative Code, and Ohio Department of Education requirements.  Vendors must 

include in their bid how State mandated changes (including legislative, judicial or administrative) will 

be incorporated into their software over time.    

Security 

A high level of system and data security is a critical attribute of all District systems.  Vendors should 

describe their security policies and protocols to ensure that District data would be protected.  This 

should include: how you protect your systems from breach of security, cyber-attacks and viruses, 

backup procedures, user authentication, access logs, data store and transfer processes, and 

accessibility of audit trails.   

Security shall be engineered into the system and it shall be able to adapt to future security needs, 

allowing for flexibility and expandability. The system shall be capable of resisting a concerted system 

compromise effort from both internal and external threats.  The ePayable Solution shall also provide 

stringent security and access controls with clear and consistent access policies for all level of users. 

Security of public access is also critical.  External supplier access may be required for the ePayable 

Solution. External suppliers should be able to log into the solution and be able to access and upload 

information.  

Data Ownership 

CMSD will maintain ownership of all its data. No CMSD data should be made available or accessible to 

any third party organization or data source other than those that have been authorized through this 

contract to work with CMSD and the chosen vendor, or when a data sharing agreement has been signed 

to share data between systems.  In any case that a contract between CMSD and vendor is discontinued, 

the vendor must provide CMSD all of its data within 30 days of the termination of the contract.  In their 

RFQ response, vendors must confirm that all ownership of data is the sole property of CMSD, that the 

data will not be accessible or available to the vendor for any other use other than trouble shooting & 

support, and that the data will not be available to any third party expect those designated or authorized 

by CMSD in writing.  Vendors should verify the data ownership requirements.  Vendors should discuss 

in detail the protocol they will use to provide data to CMSD should CMSD and the vendor discontinue 

a contract.  

 

Performance 

The ePayable Solution will be essential to the District’s operations and must be available to carry out 

processes such as: 

• High system usage 

• Quarterly reporting and data  
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The District needs to understand service level agreements (SLA) that the vendor will commit to and 

performance the vendor has for clients, including system availability and performance monitoring 

processes.  The District expects a SLA with 99.99% system availability.  

CMSD requires that the vendor have a single point of contact for CMSD to escalate system and 

performance issues and this point of contact will work with CMSD to resolve the issue, as necessary.  

CMSD will expect the vendor to provide quarterly reports on system performance, including, but not 

limited to: issue resolution time, system performance, performance to SLA, resolution of escalated 

issues.   

In addition, vendors should provide details about system maintenance windows.  The vendor’s 

response must provide their release process and schedule along with a communication plan to 

communicate the release and details to CMSD.  This should include details on the mechanism to 

address a release/patch that is not functioning correctly.  

Troubleshooting/Testing/Go-Live Requirements 

CMSD expects the vendor to have testing procedures and plans to ensure that the system meets 
requirements and that defects are addressed prior to go-live.  The selected vendor will support the 
District with testing the system. 
 

Maintenance/Licensing/Warranty 
 

The District is seeking an ePayable Solution that meets the following 

Maintenance/Licensing/Warranty requirements:  

• The vendor should provide a test, training, and production environment.  

• The software maintenance agreement must cover a twenty-four (24) hour, seven (7) days a 
week operating window (24/7).  The vendor must correct any material programming errors that 
are attributable to the vendor within a reasonable time, provided CMSD notifies the vendor, 
either orally or in writing, of a problem with the software and provides sufficient information 
to identify the problem. 

• All software components must carry a warranty of three (3) years. The warranty period is to 
begin on the day of system acceptance, not the day the software is loaded on the system. 
Vendor’s proposal must state the period covered by warranty. 

• System acceptance will occur after system development, and full system testing.  In addition, 
system acceptance will only occur after the help desk, back-up procedures and all security 
procedures have been set up and agreed upon.  All documentation for the help desk, training, 
release dates, recovery and back procedures and agreed-upon SLAs must also be submitted – 
in writing – to CMSD prior to system acceptance and sign off. Any additional terms of 
acceptance testing will be discussed and negotiated with the vendor during the contract period.  
CMSD will document system acceptance in writing. The vendor should note any issues or 
documentation they have from similar projects that they have used for system acceptance and 
sign off for CMSD review.  

• CMSD recognizes that some vendors offer maintenance agreements that cover multiyear 
periods but require the payment to be made at the time of acceptance. The District encourages 
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vendors to provide these maintenance options, but for evaluation purposes, the “year at-a-
time” prices will be used.  If the selected quote includes the discounted, multi-year maintenance 
agreements and if the total price of the quote fits within the guidelines of the approved 
expenditure, the District may take advantage of that maintenance option. If a mandatory 
license agreement is required, then the vendor must list the price on a yearly basis. 

• The vendor must provide maintenance during the warranty period at no cost to CMSD. That 
maintenance program must include all new releases, updates, patches, and fixes to the 
Commercial Software. It also must include a commitment to keep the software current with the 
operating environment in which it is designed to function and a commitment to promptly 
correct all material defects in the software. 

• The vendor shall provide fixed prices for the system source code and any associated 
development licenses for updating the source code. 

 

Technical Support Requirements 

CMSD expects the vendor to provide help and support during the implementation, go-live and post 
go-live period for the first year of use. Vendor support must be available during CMSD’s business 
hours: 7:00 am-5:00 pm EST.  Critical priority issues should be addressed 24/7. The vendor should 
describe other available support (e.g., on-site, remote dial-in, website access to patches, and 
knowledge base). The vendor should also provide CMSD with reports on technical support requests 
and resolutions, including but not limited to time to resolve, issue category, resolution.   

 

Training/Documentation Requirements 

The vendor must provide in depth training to the District licensed user(s) and System Administrator 

that includes the utilization of process flows, all screens and execution of all reports, and all data 

feeds/points of system integration with other CMSD systems. The in-depth should include 

troubleshooting system issues.  Access to system guides and knowledge base (e.g. documents, videos, 

FAQs) from the vendor should also be provided. CMSD prefers in-person training, and is willing to 

consider other methods of training in consideration of COVID-19 and social distance parameters.   
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Quotation Form 

 

The undersigned proposes to provide an ePayable Solution and related services in accordance with the 

scope of work, expectations and requirements set forth in the RFQ to the entire satisfaction of, and 

acceptance by, the District and for the following prices. The vendor confirms that the offer below is 

good for a period of ninety (90) days from submittal due date.  

THE QUOTATION MUST INCLUDE THE FOLLOWING: 

• Cover Page including the RFQ number, title and complete vendor name and mailing address 
and clearly labeled QUOTATION FORM  

• Quotation Form including the tems listed below.  Vendors may create a quotation form in 
another format.  However, all items listed here must be addressed; otherwise the RFQ response 
may be deemed non-responsive. 

• Additional or optional pricing must be included on the Quotation Form. No additional charges, 
other than those listed on the Quotation Form, shall be made.  Quotation must also include, 
where applicable,   

o clearly delineate all costs.  
o  line itemized pricing. 
o Time and materials costs must be listed clearly, by like item, where applicable. 
o An agreed-upon dispute resolution mechanism must be defined. 
o There is no guarantee of any minimum amount of services that may be requested during 

the term of the contract. 
o  Vendor travel charges.  

• The District requests quotes for a SaaS solution.   
 

1.1 Quotation Form Narrative 
In this section, the vendor should describe how costing works for the solution.  The narrative should 

articulate the cost proposal as well as the long term costs for CMSD to own/use the system. 

 

1.2 Quotation Form Narrative Overall Costs 
The vendor should use the tables below to articulate the cost for the implementation of their proposed 

solution.  Any additional pricing material that is not in this form will not be accepted.  Third party costs 

should be included.  
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Quotation Form 
 

 
System Design & Implementation for ePayable Software 

Solutions  

Task Cost Notes 

Overall Project Management   

Kick-off Meeting including detailed 
demo/review of system 

  

Requirements Confirmation   

Process Mapping   

System Configuration   

System Customization (if any based 
on the requirements matrix) 

  

Electronic Check Processing   

System Functional Testing   

System Performance Testing   

Total   

 

 Functional Modules 

 Data Collection Research Request Portal 

Task Cost Notes Cost Notes 

Core Modules as 
required for 
features 
described in the 
RFQ 

    

Optional 
Modules* 

    

Interface with 
Workday 

    

Total     
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*These are not required modules.  If vendor offer other modules for other features/functions, please state 

this. 

 

 Training & Technical Support  

Task Cost Notes 

Overall Project Management for 
Training & Support 

  

Technical Support   

Total   

 

 

Cost Proposal (use the rows below 
if applicable) 

Additional/Optional Pricing 

Task Cost Notes 

[Please specify, add additional rows 
if necessary, to be explicit about 
cost] 

  

   

   

   

Total   

 

 

Total Price for Implementation of SAAS Solution: 

 

 
 

1.3  Cost Proposal Licensing & Maintenance Costs 

• Maintenance costs to address as many of the functional requirements as possible for a period of one 
year. 

• Provide pricing by specific cost item on a year-by-year basis, representing the District’s anticipated 
Total Cost of Ownership. 

• Include detail as applicable for SaaS solutions: software, hardware, licensing, etc. 
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Cost Proposal (use the rows below 

if applicable) Licensing & Maintenance 

Task Cost Notes 

Licensing & Maintenance Year 1    

Additional Software Costs   

Hardware   

    

Total   

 

Total Optional One Year Licensing & Maintenance Cost: 

 

 

 

Cost Proposal (use the rows below if 

applicable) Licensing & Maintenance - Additional Option Year  

Task Cost Notes 

Licensing & Maintenance Additional 

Option Year  

  

   

Total   

 

Total for additional year Licensing & Maintenance Cost: 
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Cost Proposal (use the rows below if 

applicable) Test, Training, and Production Environment 

Environment Cost Notes 

Test    

Training   

Production   

Total   

 

Total Tenant Cost: 
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Vendors must complete the signatory requirement below 

 

Company Name:________________________________________________________________ 

 

Contact Name:________________________________________________________________ 

  

Address:______________________________________________________________________ 

  

City, State, Zip Code:____________________________________________________________ 

  

Telephone Number: _____________________________ Fax Number: _____________________ 

  

Email Address:_________________________________________________________________ 

  

Signature: ______________________________________________________________ 

  

Printed Name: ___________________________________________________________ 

  

Date: __________________________ 

  

 

 

 

 


