	PURCHASING DEPARTMENT

333 32nd St Ste 140

Bellingham, Washington 98225 
(360)650-2430   Fax (360) 650-6464


	


REQUEST FOR PROPOSALS

RFP #SB-1704
[image: image1.png]E[ WESTERN

WASHINGTON UNIVERSITY




PROJECT TITLE:  
Enterprise Cashiering/Integrated Payments System 
PROPOSAL DUE DATE:

January  31, 2008
2:00 PM local Bellingham time

CONTENTS OF THE REQUEST FOR PROPOSAL:

1.
Introduction

2.
General Information 

3.
Proposal Contents

4.
Evaluation and Award

5.
Attachments



A:  Banner Cashiering Limitations


B:  Cost Proposal

6.
Exhibits


A.
Certifications and Assurances


B.
Sample Contract with General Terms and Conditions


C.
WIPHE Agreement
TABLE OF CONTENTS

1.
Introduction










1.1
Purpose


1.2
Objectives


1.2A Possible Future Services 

1.3
Background and University Profile

1.4
Funding

1.5
Minimum Qualifications


1.6
Period of Performance



1.7
Payment Terms 

1.8
Costs



1.9
Definitions


1.10
ADA




2.
General Information for Contractors


2.1
RFP Coordinator


2.2
Estimated Schedule of Activities


2.3
Submission of Proposals


2.4
Proprietary Information/Public Disclosure


2.5
Revisions to the RFP


2.6
Minority & Women-Owned Business Participation


2.7
Acceptance Period


2.8
Responsiveness


2.9
Most Favorable Terms


2.10
Contract and General Terms & Conditions


2.11
Costs to Propose



2.12
No Obligation to Contract



2.13
Rejection of Proposals



2.14
Commitment of Funds


2.15
Insurance Coverage


2.16
Parking and Delivery



2.17 OFM Filing Requirements


2.18 Other Institutions eligible for Purchase (WIPHE)

3.
Proposal Format/Contents


3.1
Letter of Submittal


3.2
Technical Proposal 



3.2A 
Management Proposal


3.2B
Technical/Functional Required Responses



3.2C
Project Management/Implementation


3.2D
Risk



3.2E
Future Services

3.3
OMWBE Certification


3.4
Cost Proposal

4.
Evaluation and Contract Award

4.1
Evaluation Procedure
4.2
Evaluation of Technical/Functional Responses

4.3
Evaluation of Cost Proposal

4.4
Clarification of Proposal
4.5
Oral Presentations May be required

4.6
Notification to Proposers

4.7
Debriefing of Unsuccessful Proposers

4.8
Protest Procedure

5.  
RFP Attachments


A.
Banner Cashiering Limitations

B.
Cost Proposal Sheet 
6.
RFP Exhibits 



Exhibit A
Certifications and Assurances

Exhibit B
Sample Contract Format including General Terms and 



Conditions (GT&Cs)

Exhibit C 
WIPHE Participation
1.0
INTRODUCTION


1.1
PURPOSE

Western Washington University is issuing this Request for Proposal (RFP) to describe the required services, terms, and conditions for the acquisition and implementation of an Enterprise Cashiering/Integrated Payment Point-of-Sale (POS) System.  

The University’s intention is to set this system as the campus standard.  Future equipment and services will need to be compatible with our selected solution.  

The University wishes to acquire a more efficient and user friendly cashiering system that will reduce errors and reduce the number of manual functions that must be performed in order to conduct a cashiering session. The purchase of this system will include assistance with installation & interfaces, associated training, and on-going software maintenance.  This system application will integrate with current business applications and University databases.  This system will provide a single application with functionality to serve University payments that are made via cash, check, debit or credit card.  This system will provide best practice functionality including check imaging, card reading, check endorsement, high-speed receipt printing, and integrated cash, check, and credit card processing.  The system will also facilitate easy, accurate balancing of tills, summarization of cashiering sessions for deposit, ability to track deposit composition, and electronic transmission of data to the bank. 


1.2
OBJECTIVES 

· To address the inefficiencies inherent in using the Baseline Banner Cashiering system (described on attachment A)

· To simplify and increase the speed of processing manual transactions by enhancing account balance inquiry capabilities and automating payment data input where possible.

· To standardize the record keeping for payment collection activities from all sources including over-the-counter, mailed payments, Internet-based collections, and other electronic sources.

· To maintain appropriate control and accountability for all transactions through comprehensive audit trails and transaction research capabilities.

· To automate preparation of bank deposits.

· To simplify and speed up the Cashier’s balancing process.

· To create the ability to simultaneously inquire on student account balances and pertinent information across multiple host applications.

· To provide miscellaneous A/R summary accounting transactions to Banner A/R.

· To provide clear and accurate reports to eliminate or aid daily reconciliations.

· To provide a simplistic process to handle electronic payments.

· To implement cashiering stations where stations may include, for example, the following peripheral equipment:   scanner, receipt printer, OCR reader, touch screen monitor capability, electronic cash drawer and credit/debit and student ID card reader at each station, with the application capable of supporting an unlimited number of concurrent cashiering workstations simultaneously.

· To create an application which provides for Internet transactional capability and using credit/debit card and/or electronic check payment tendering ability, while creating an integrated receipting and accounting process.  This shall preclude having to perform multiple reconciliations as to when the payment occurred versus when the cash was received, as well as posting to the appropriate account in the appropriate application on a credit or debit basis.

· To digitize checks and receipts for later review and research.       

· To have Vendor supplied, real time interfaces to Banner AR and Finance modules.
· To have the ability to interface with other campus systems such as Conference Programmer or EMS, an event management program.  
· Solution will be easily configurable for scanning, bar-code reading, receipt printing
· To have secure connections and data transfers
· To have redundant capability, minimal downtime
· To have guaranteed backups and recovery
· A system that would allow future scalability and extendibility
· Lowest possible cost to the University with maximum functionality

1.2A
Possible Future Services
In this RFP the University is seeking a cashiering system.  A vendor who could provide the optional services listed below but cannot provide an enterprise cashiering system should not respond to this RFP.

The University may, at a later date, want to integrate or provide services such as the following:  


1.  E-payment solution (ACH, credit cards) 



2.  E-Billing



3.  Payment Plan management



4.  Electronic disbursements



5.  Shopping cart or E-Store front capability

In the event we pursue an electronic payment solution for accepting and processing student payments via a web site and allowing payment by credit cards, debit cards and electronic check we would require that the vendor’s process interface with our current SunGard Higher Education (SunGardHE) Banner Student Finance system.  Vendor interfaces will include accessing student current account activity, real-time transaction update to the WWU banner system and reconciliation processes. Western must be able to easily write new, or modify existing, non-Banner applications to interface with the proposed system to process credit card and check transactions.  


1.3
BACKGROUND
It is recommended that Contractors review Attachment A, Banner Cashiering Limitations FOR ADDITIONAL BACKGROUND.  
The University’s Cashiering system currently consists of a central University Cashier office and two satellite cashier offices.  These three cashier offices are structured as follows:

· Central University Cashier Office:
 4 front-counter cashiering stations






 4 back-office cashiering stations 

· Housing Satellite Cashier Office:
 2 front-counter cashiering stations

· Extended Education Casher Office:  
1 front-counter cashiering station

The central University Cashier Office uses the back office cashiering stations to process payments received in the mail and non-cash payments (departmental on-line credit card payments, wire payments, etc.)

Currently University Residences (Housing Satellite Cashier Office) Cashiers must process Guest Housing transactions in Banner Accounts Receivable and then separately input the information into Conference Programmer.  The cashiering system would have the ability to interface with Banner and other campus systems such as Conference Programmer and to post to both systems at the same time.


Description of payments:

The University receives a variety of payments.  The bulk of the payments are for tuition, housing and fees that are billed through the student account system. These payments can be made as follows:
· On-line with credit card (American Express, Discover, MasterCard) through a third party payment processor which charges a 2.75% convenience fee 

· On-line with E-check (Electronic Check), with no fee charged

· In person with Cash, Check, or Debit Card (VISA and MasterCard)  

· Via mail with Check

The University also receives a variety of payments for miscellaneous goods and services.  These payments may be received at a University department or at the central University Cashier office.  The forms of payments received are:
· In person with Cash, Check, or Credit Card (VISA and MasterCard).  University Cashier offices may also receive debit card payments.  

· Certain departments may receive credit card payments over the phone and occasionally via fax.  

· Via mail with Check.

Departments receiving payments in person or in the mail, deposit these payments at the central University Cashier office within 24 hours.  The payments are entered into the University’s cashiering system by the University Cashier.  

Five departments in the University also receive on-line miscellaneous payments through a third party processor.  These payments are manually input into the University’s cashiering system by the University Cashier upon settlement receipt by the University’s bank.

Credit card terminals are used in eight areas of the University, including the central cashiering offices. 

Calendar year 2006 payment data: 
Transaction type

Number of transactions

Dollar Amount
Cash




8,204



  $1,625,645

Checks                                       52,537



 $48,298,249

Debit/Credit Cards                     33,482                                    $23,735,224

TOTAL


        94,223                                   $73,659,118


University Profile:

Administration: One of six state-funded, four-year institutions of higher education, Western Washington University operates on a September-to-June academic year (quarter system) with a six-and nine-week summer session. Dr. Karen Williams Morse is Western's 12th president. 
Location: WWU is situated in Bellingham, a city of 72,000 overlooking Bellingham Bay and many of Puget Sound’s 172 San Juan Islands. The University is 90 miles north of Seattle and 55 miles south of Vancouver, B.C. Western's campus is within walking distance of Bellingham Bay and just an hour’s drive from the ski area on 10,778-foot Mount Baker. 
Campus: A residential campus, Western houses about a third of its students in 15 residence halls. Our 215-acre campus includes the student-funded Wade King Student Recreation Center and the 38-acre Sehome Arboretum, operated jointly with the city of Bellingham. Western also has off-campus facilities at Shannon Point Marine Center in Anacortes and a 15-acre student-University facility at nearby Lake Whatcom. Woodring College of Education and the University's Extended Education and Summer Programs offer classes and certificate and degree programs in Bremerton, Everett, Oak Harbor, Mountlake Terrace, Port Angeles, Poulsbo and Seattle. 
Academic Organization: For the past four decades, the University has taken special pride in the quality of liberal arts programs required of all students. For the 10th consecutive year, U.S.News & World Report ranked Western as the top public master's-granting University in the Pacific Northwest and second in the West, a region stretching from the Pacific Ocean to Texas. Academic divisions at Western are: 
College of Business and Economics
Fairhaven College of Interdisciplinary Studies
College of Fine and Performing Arts
College of Humanities and Social Sciences
Huxley College of the Environment
College of Sciences and Technology
Woodring College of Education
Graduate School

Accreditation: The University is accredited by the Northwest Association of Schools and Colleges; National Association of Schools of Music; National Recreation and Parks Association; American Speech and Hearing Association; National Council for Accreditation of Teacher Education; Computing Sciences Accreditation Board; Technology Accreditation Commission of the Accreditation Board for Engineering and Technology; American Assembly of Collegiate Schools of Business; and the Council for Accreditation of Counseling and Related Education Programs. 
Faculty: As of fall 2006, the University employed 651 faculty members, including 583 full-time equivalent (FTE) faculty. Of 485 faculty members employed full time, 85.6 percent have full or terminal degrees. The fall 2006 student-faculty ratio is 19.4:1. 
Students: Fall 2006 enrollment included 12,979 full- and part-time students, a full-time equivalent total of 12, 194. Western has 2,425 new first-year students, and 951 new undergraduate transfer students. Average GPA for freshmen is 3.50. About 92 percent of students come from Washington State with most coming from King, Snohomish, Pierce, Whatcom, Clark, Spokane, Kitsap and Skagit counties). The University has students from 47 other states, led by Alaska, California, Oregon and Idaho and from 30 other nations, led by Japan and Canada. Students of color comprise 15.8 percent of the total student body. 
Alumni: Over 77,500 WWU graduates live in Washington state and communities throughout the world.

1.4

FUNDING  
Any contract awarded as a result of this procurement is contingent upon the availability of funding.


1.5
MINIMUM QUALIFICATIONS

Vendor must be a Banner partner.
Contractor must be licensed to do business in Washington as required. See

http://dor.wa.gov/content/doingbusiness/businesstypes/doingbus_outofstbus.aspx


Contractor shall provide and maintain insurance in compliance with the contract requirements. Properly endorsed certificate of insurance is due before contract execution.
Solution must have been in production in higher education environments for a minimum of two years.  

1.6
PERIOD OF PERFORMANCE

The initial period of performance of any contract resulting from this RFP is tentatively scheduled to begin on or about April 1, 2007 and to last three (3) years or thirty-six months.
It is anticipated that the University will renew for four additional two-year terms for maintenance and on going services.   However, amendments extending the period of performance, shall be at the sole discretion of the University.
The intent of this RFP is the solution will become the University standard system. 

1.7
PAYMENT TERMS

Advance payments are prohibited per Washington State law.
Payment terms shall be net 30 for monies due Contractor upon acceptance of all goods and or services and a properly completed invoice has been received.  
Any individual Statement of Work (SOW) issued under this contract may have specific payment terms and progress payments could be negotiated.  
The University may withhold payments to the Contractor if the Contractor has not performed in accordance with this contract.

1.8
COSTS 

Contractor will provide, and University may subscribe to, maintenance services, including software/hardware updates and technical support services, for the product(s) delivered pursuant to this RFP starting at the end of the warranty period.  Contractor and University will negotiate the terms and price of such maintenance services.

Contractor agrees that any change to the annual maintenance and support fee may increase by not more than 5% per year for the life of this contract and any extensions.  Contractor warrants that it will continue to offer maintenance services for the product(s) for a minimum of five (5) years from the date of final acceptance or installation date of any software/product update. 
At least one hundred and twenty (120) calendar days before the end of the current term of this Contract, Contractor may propose purchase price and maintenance and support (service) rate increases by written notice to the Contract Administrator.  Price adjustments may be taken into consideration by the University when determining whether to extend the Contract.  The grant of any price adjustment will be at the sole discretion of the University.  The Contractor shall be notified in writing by the Contract Administrator of any price adjustment granted.  Price adjustments granted by the University shall remain unchanged for at least 730 calendar days thereafter.  

1.9
DEFINITIONS

Definitions for the purposes of this RFP include:
Banner - SunGard Higher Education's Banner administrative suite of student, financial aid, finance, HR, and advancement systems. Banner is an integrated suite of scalable applications on a single database.
Check 21 - The Check Clearing for the 21st Century Act (or Check 21 Act) is a United States federal law Public Law 108-100) enacted into law October 28, 2003. The law allows the recipient of a paper check to create a digital version, thereby eliminating the need for further handling of the physical document.
Contract - shall mean any agreement negotiated by and between WWU and the Contractor selected by WWU as the result of a request for proposal, request for quotation, or request for bid, including, but not limited to, a personal service agreement or purchase order.  

Contractor – Individual or company whose proposal has been accepted by the University and is awarded a fully executed, written contract.  Contractor is used interchangeably with vendor or Proposer throughout this Request for Proposal (RFP).

FERPA - Family Educational Rights and Privacy Act.
MICR - Magnetic Ink Character Recognition.   The bottom line on all checks printed and used in North America (and many other countries worldwide) is printed using a special font called MICR.
NSF – Non-Sufficient Funds.
OFM – Office Financial Management, State of Washington.

PCI DSS –Payment Card Industry Data Security Standard.

Person - shall mean an individual, partnership, corporation or other business entity, as the context requires.

Proposal - shall mean a response to a request for proposal, request for bid, or request for quotation.

Proposer - shall mean a Contractor that submits a response to a request for proposal, request for bid, or request for quotation.  Proposer is used interchangeably with vendor or Contractor throughout this Request for Proposal (RFP).

RFP - shall mean a request or invitation for proposal, bid, or quotation, as applicable.
SOW – Statement of Work.

SunGardHE - SunGard Higher Education.  
University – Western Washington University.
WIPHE - Washington Institutions of Public Higher Education.  This is a consortium of State of Washington four-year, community college and technical institutions who are signatories to the Interlocal Agreement for Cooperative Purchasing, pursuant to the Interlocal Cooperative Act, RCW 39.34.
WWU – Western Washington University.


1.10
ADA

The University complies with the Americans with Disabilities Act (ADA).

2.0
GENERAL INFORMATION FOR CONTRACTORS

2.1
RFP COORDINATOR

The RFP Coordinator is the sole point of contact for the University for this Procurement. Questions or requests for clarification must be submitted in writing via e-mail to the RFP Coordinator.

All communication between the Contractor and the University upon receipt of this RFP shall be with the RFP Coordinator, as follows:

	Name
	Susan Banton, Procurement & Supply Specialist 3

	Address
	333 32nd Street Ste 140  or mail PO Box 29390

	City, State, Zip Code
	Bellingham WA 98225


	Phone Number
	360-650-2430

	Fax Number
	360-650-6464

	E-Mail Address
	Susan.banton@wwu.edu

	
	


Any other communication will be considered unofficial and non-binding on the University.    
Contractors are to rely on written statements issued by the RFP Coordinator.  Communication directed to parties other than the RFP Coordinator may result in disqualification of the Contractor.

2.2
ESTIMATED SCHEDULE OF ACTIVITIES

	Issue Request for Proposals
	On or before 12/15/07

	Last date for submission of questions (Q&A) regarding RFP to RFP Coordinator
	01/7/2008

	Issue addendum to RFP , i.e. Q&A(if applicable)
	1/15/2007

	Proposals due  2:00 PM Local Time
	01/31/2008

	Evaluate proposals
	02/01-02/28/07

	Hold Presentations if necessary
	February

	Announce “Apparent Successful Contractor” and send notification via fax or e-mail to unsuccessful Proposers
	On or before week of March 3, 2008


	Execute contract
	On or before March 31, 2008

	Begin contract work
	Upon contract execution

	Site up and fully functional
	Prior to Sept 1, 2009


The University reserves the right to revise the above schedule.

2.3
SUBMISSION OF PROPOSALS  
Contractors are required to submit an original and eight (8) copies of their proposal.  One (1) copy must have original signatures and the other copies can have photocopy signatures.  Contractors must also include their entire proposal on a single CD/DVD or flash drive and enclose such with the original copy of the proposal.  
The proposal, whether mailed or hand delivered, must be received by the University no later than 2:00 p.m. local time in Bellingham, Washington on the due date.  The proposal is to be sent to the RFP Coordinator at the address noted in Section 2.1.  
Proposals must be submitted in hard copy in a sealed envelope or box.  Proposals may not be transmitted via facsimile or e-mail.
The outside of envelope or package should be clearly marked to the attention of the RFP Coordinator, who is the University’s sole point of contact for this procurement.

To verify that proposals can be identified when they arrive at the University Purchasing Department, the outside of the envelope must state the following:

Enterprise Cashiering System

RFP SB-1704
Opening Date:  2:00 PM January 31, 2008
Contractors mailing proposals should allow normal mail delivery time to ensure timely receipt of their proposals by the RFP Coordinator.  Contractor’s hand delivering proposals should allow time for traffic congestion.  Contractors assume the risk for the method of delivery chosen.  The University assumes no responsibility for delays caused by any delivery service.   Delays due to the methods used to transmit the proposal including delay occasioned by the internal mailing system of the campus will be the responsibility of the Contractor. Likewise, delays due to inaccurate directions given, even if by campus staff shall be the responsibility of the Proposer. The proposal must be completed and delivered in sufficient time to avoid disqualification for lateness due to difficulties of delivery.  The University assumes no responsibility for delays caused by any delivery service.  

Late proposals will not be accepted and will be automatically disqualified from further consideration.  The proposals must respond to the procurement requirements.  Do not respond by referring to material presented elsewhere.  The proposal must be complete and must stand on its own merits.  Failure to respond to any portion of the procurement document may result in rejection of the proposal as non-responsive.  All proposals and any accompanying documentation become the property of the University and will not be returned.

2.4
PROPRIETARY INFORMATION/PUBLIC DISCLOSURE

Materials submitted in response to this competitive procurement shall become the property of the University.

All proposals received shall remain confidential until the contract, if any, resulting from this RFP, is signed by the University and the apparent successful Contractor; thereafter, the proposals shall be deemed public records as defined in RCW 42.17.250 to 42.17.340, “Public Records.”

Any information in the proposal that the Proposer desires to claim as proprietary and exempt from disclosure under the provisions of RCW 42.17.250 to 42.17.340 must be clearly designated.  The page must be identified and the particular exception from disclosure upon which the Proposer is making the claim.  Each page claimed to be exempt from disclosure must be clearly identified by the word “Confidential” printed on the lower right hand corner of the page.

The University will consider a Proposer's request for exemption from disclosure; however, the University will make a decision predicated upon Chapter 42.17 RCW and Chapter 143-06 of the Washington Administrative Code.  Marking the entire proposal exempt from disclosure will not be honored.  The Proposer must be reasonable in designating information as confidential.  If any information is marked as proprietary in the proposal, such information will not be made available until the affected Proposer has been given an opportunity to seek a court injunction against the requested disclosure.  

A charge will be made for copying and shipping, as outlined in RCW 42.17.300.  No fee shall be charged for inspection of contract files, but twenty-four (24) hours notice to the RFP Coordinator is required.  All requests for information should be directed to the RFP Coordinator.


2.5
REVISIONS TO THE RFP

In the event it becomes necessary to revise any part of this RFP, addenda will be posted on WEBS, Washington's Electronic Business Solution.  URL:    http://www.ga.wa.gov/webs/
Notice of an addendum should be sent via e-mail by the WEBS system to advise the addendum is available for download.  It is the responsibility of Proposer to check for any addendums.

The University also reserves the right to cancel or to reissue the RFP in whole or in part, prior to execution of a contract.

2.6
MINORITY & WOMEN-OWNED BUSINESS PARTICIPATION

In accordance with the legislative findings and policies set forth in Chapter 39.19 RCW, Western Washington University encourages participation in all of its contracts by firms certified by the Office of Minority and Women’s Business Enterprises (OMWBE).  Participation may be either on a direct basis in response to this solicitation or on a subcontractor basis.  However, no preference will be included in the evaluation of proposals, no minimum level of MWBE participation shall be required as a condition for receiving an award and proposals will not be rejected or considered non-responsive on that basis.  Any affirmative action requirements set forth in federal regulations or statutes included or referenced in the contract documents will apply.

Bidders may contact OMWBE at 360/753-9693 to obtain information on certified firms.


2.7
ACCEPTANCE PERIOD

Proposals must provide a minimum of one hundred and twenty (120) days for acceptance by University from the due date for receipt of proposals.


2.8
RESPONSIVENESS

All proposals will be reviewed by the RFP Coordinator to determine compliance with administrative requirements and instructions specified in this RFP.  The Contractor is specifically notified that failure to comply with any part of the RFP may result in rejection of the proposal as non-responsive.

The University also reserves the right, however, at its sole discretion to waive minor administrative irregularities.


2.9
MOST FAVORABLE TERMS

The University reserves the right to make an award without further discussion of the proposal submitted.  Therefore, the proposal should be submitted initially on the most favorable terms that the Contractor can propose.

If additional information is required to make a final decision, top ranking Vendors may be contacted asking that they submit their “best and final offer,” which must include any and all discussed and/or negotiated changes. The University reserves the right to request a “best and final offer” for this RFP, if any, based on price/cost alone. 
The University does reserve the right to contact a Contractor for clarification of its proposal during the evaluation process.  In addition, if the Contractor is selected as the apparent successful Contractor, the University reserves the right to enter into contract negotiations with the apparent successful Contractor, which may include discussion regarding the terms of the proposal.  Contract negotiations may result in incorporation of some or the Contractor’s entire proposal.  The Contractor should be prepared to accept this RFP for incorporation into a contract resulting from this RFP.  It is also understood that the proposal will become part of the official procurement file.
If contract negotiation is unsuccessful or the highest ranking Vendor fails to provide necessary documents or information in a timely manner, or fails to negotiate in good faith, the University may terminate negotiations and begin negotiations with the next highest ranking Vendor.

2.10
CONTRACT AND GENERAL TERMS & CONDITIONS
The apparent successful Contractor will be expected to enter into a contract that is substantially the same as the sample contract and its general terms and conditions attached as Exhibit B.  Certain items in Exhibit B will need to be amended or changed based upon purchasing and operational decisions.   It is preferred that a Contractor uses the University’s contract.  The Contractor may submit exceptions as allowed in the Certifications and Assurances section, Exhibit A to this solicitation.  The University will review requested exceptions and accept or reject the same at its sole discretion.

In the event Contractor requires their standard contract, University's required general terms and conditions must be incorporated into the final agreement. 

2.11
COSTS TO PROPOSE

The University will not be liable for any costs incurred by the Contractor in preparation of a proposal submitted in response to this RFP, in conduct of a presentation, or any other activities related to responding to this RFP


2.12
NO OBLIGATION TO CONTRACT

This RFP does not obligate Western Washington University to contract for services specified herein.


2.13
REJECTION OF PROPOSALS

The University reserves the right at its sole discretion to reject any and all proposals received without penalty and not to issue a contract as a result of this RFP.


2.14
COMMITMENT OF FUNDS

The President of the University or her delegate(s) is the only individuals who may legally commit the University to the expenditures of funds for a contract resulting from this RFP.  No cost chargeable to the proposed contract may be incurred before receipt of a fully executed contract.

2.15
INSURANCE COVERAGE

For the duration of this Contract, Paragraph 18 of the Western Washington University Standard Terms and Conditions is amended to read as follows:

General Insurance Requirements. The Contractor shall provide evidence of insurance coverage as set out in this section.  The intent of the required insurance is to protect the University should there be any claims, suits, actions, costs, damages or expenses arising from any negligent or intentional act or omission of the Contractor or subcontractor, or agents of either, while performing under the terms of this Contract.


Before the start of the Contract, the Contractor shall furnish the University with a certificate(s) of insurance, executed by a duly authorized representative of each insurer, showing compliance with the insurance requirements specified in this Contract.  Certificates of insurance shall be sent to Contract Administration Office, Western Washington University, Administrative Services Building, PO Box 29390, 333 32nd Street, Room 142, Bellingham, Washington 98228-1390.

All insurance referred to herein shall be issued by companies admitted to do business within Western Washington University and have a rating of A-, Class VIII or better in the most recently published edition of AM Best’s Reports.

The University shall be provided forty-five (45) days advance written notice before cancellation, non-renewal or material change in coverage of any insurance referred to herein.

Western Washington University, its trustees, officers, directors, employees, agents and volunteers shall be named as an additional insured (except for Worker’s Compensation and Professional Liability Insurance), and the Contractor waives all rights against Western Washington University for recovery of damages to the extent these damages are covered by insurance policies maintained pursuant to this Contract.

All insurance provided in compliance with this Contract shall be primary and shall not contribute to any other insurance or self-insurance programs afforded to or maintained by the University.

Contractor shall include their subcontractors as insureds under all required insurance policies, or shall obtain separate certificates of insurance and endorsements for each subcontractor. Subcontractor(s) must comply fully with all insurance requirements stated herein.

Contractors or their subcontractor(s) failure to comply with Contract insurance requirements does not limit the Contractor’s liability or responsibility to the University.

Commercial General Liability (CGL) Insurance. The Contractor shall maintain commercial general liability (CGL) insurance, and, if necessary, commercial umbrella or excess insurance with a limit of not less than $1,000,000 per each occurrence. If such CGL insurance contains aggregate limits, the General and Products-Completed Operations aggregate limit shall be at least $2,000,000.

CGL insurance shall be written on 1998 ISO Occurrence Form (or its equivalent coverage).  All insurance shall cover liability arising out of premises, operations, independent Contractors, products-completed operations, personal injury and advertising injury, fire, legal, medical expense, and liability assumed under an insured contract (including defense costs assumed under contract), and contain Separation of Insureds Clause (Cross Liability).

This Contract shall be specifically scheduled as an “Insured Contract” under the policy, or insured as such under the blanket contractual liability provisions of the policy.

The Contractor shall maintain employers liability insurance (or stopgap) and, if necessary, commercial umbrella or excess insurance with limits not less than $1,000,000 each accident for bodily injury by accident or $1,000,000 each employee for bodily injury by disease.

Business Auto Policy (BAP).  Contractor shall maintain a business auto policy (BAP) with liability insurance and, if necessary, commercial umbrella or excess liability insurance with a limit not less than $1,000,000 per accident.  Such insurance shall cover liability arising out of “Any Auto.”  BAP insurance coverage shall be written on ISO form CA 00 01 (or its equivalent coverage).  If necessary the policy shall be endorsed to provide contractual liability coverage and cover a “covered pollution cost or expense” as provided in the 1990 or later editions of CA 00 01.

Worker’s Compensation. The Contractor shall comply with all State of Washington workers compensation statutes and regulations. Workers compensation coverage shall be provided for all employees of the Contractor.   If the Contractor fails to comply with all State of Washington worker’s compensation statutes and regulations, the Contractor shall indemnify the University for all fines, payment of benefits to employees, or their heirs or legal representatives, and the cost of effecting coverage on behalf of such employees.

Deductibles or Self-Insured Retention. Any deductible or self-insured retention applicable to any insurance shall be identified in the certificates of insurance and the responsibility for paying the part of any loss not covered because of application of deductible(s) or self-insured retention shall be the responsibility of the Contractor.

Crime Insurance or Bonding, if required.   If a solution is a hosted solution or vendor will be handling or holding money on behalf of the University this coverage will be required.   The Contractor shall bear all risk of loss due to theft, disappearance and destruction of the University’s money, securities and other valuable property caused by their employees or their subcontractor’s employees or caused by a third-party while such valuable property is in the care, custody or control of the Contractor.  The Contractor shall maintain crime insurance or bonding, or its equivalent, insuring against loss caused by such acts.
Cyber Liability and Property Insurance Coverage, if required.  If a solution is a hosted solution or vendor will be handling or holding money or data on behalf of the University this coverage will be required. The insurance policies mentioned above shall include cyber liability and property insurance coverage, or the Firm shall maintain a separate insurance program for this exposure.  Coverage shall insure the financial and electronic data interests of Western Washington University for theft, disappearance, destruction, computer fraud, computer hacking, employee dishonesty, extortion, virus infection, vandalism, loss of data and other cyber-related perils.     

Requested exceptions to Insurance Requirements must be handled as provided in Item 7, Certifications and Assurance, Exhibit A.  


2.16
Parking and Delivery
Vehicles Shall Not Operate on Western’s Brick Pedestrian Areas. Western is primarily a pedestrian campus.  In order to protect the safety of pedestrians and to avoid excessive damage to Western’s brick surface areas, vehicles operated by the Contractor shall avoid operating or parking on brick surface areas.  Delivery vehicles shall remain on the asphalt service and public streets along the perimeter of the campus with goods delivered by hand truck or other means to University buildings.  Public/private transportation vehicles shall load and unload on the asphalt service and public streets along the perimeter of the campus as well.  Exceptions will be made for the accommodation of disabled or elderly persons or in the event of an emergency.

Please be aware that if you will be on campus in Bellingham, parking regulations apply to all Contractors and visitors. If you are a Contractor that will be making regular deliveries or service calls to campus, you will need to purchase a parking permit unless you are using the loading docks or loading areas for less then fifteen minutes.

To avoid getting a ticket and increasing your overhead costs, be sure to check in at the Visitor Center (at the end of South College Parkway) if visiting campus.

If you will only be visiting the Purchasing or Contract Administration, there are short-term parking permits available from the Purchasing Office valid for the 32nd St. lots only.

Check the Western web site for a campus map http://www.wwu.edu/about/map/ and more information about parking requirements. Specific questions should be directed to Parking and Transportation Services at (360) 650-3606.


2.17
OFM FILING REQUIREMENTS
In the event the provisions of Chapter 39.29 RCW apply, a personal service contract/amendment may be required to be filed with the Office of Financial Management (OFM).  No contract required to be so filed is effective and no work shall commence nor payment made until ten (10) working days following the date of filing, and, if required, until reviewed and/or approved by OFM.  In the event OFM fails to approve the contract, the contract shall be null and void.

2.18
OTHER INSTITUTIONS ELIGIBLE FOR PURCHASE
This solicitation is being issued by Western Washington University (The Lead Institution) pursuant to the Interlocal Cooperative Act, RCW 39.34, and offers the Contractor an opportunity to make any resulting contract available to members of the Washington Institutions of Public Higher Education purchasing cooperative (WIPHE).

Participants in the Washington Institutions of Public Higher Education (WIPHE) Interlocal agreement may establish an institution specific agreement with the Contractor/Supplier at any time during the term of this Contract.  The term of the institution specific agreement may have a term, if mutually agreed upon, which extends beyond the term of the Lead Institution's Contract.  In that event all terms and conditions of the Lead Institution’s Contract will inure to the participating institution’s agreement.
In addition to the University, other public agencies and political subdivisions within the State of Washington, pursuant to the Interlocal Cooperative Act, RCW 39.34 may be interested in utilizing the resulting contract(s).

3.0
PROPOSAL FORMAT/CONTENTS
The proposal must be formatted in accordance with the following instructions:

Proposals should be submitted on eight and one-half by eleven (8 1/2 x 11) inch paper with tabs separating the major sections of the proposal.  The major sections of the proposal are to be submitted in the order noted below:

· Signed or Certified Letter of Submittal, including signed Certifications and Assurances (Exhibit A to this RFP).

· Required Responses (It is acceptable, but not mandatory, to separate out or tab the various sub sections such as Management, Technical, Functional, etc.)  
· Cost Proposal.

· WIPHE Participation
· Other (anything you wish to submit)  

Be sure and include with the proposal 
· CD/DVD/Flash Drive of entire presentation

Proposals must provide information in the same order as presented in this document with the same headings and table format.    This will not only be helpful to the evaluators of the proposal, but should assist the Contractor in preparing a thorough response.
Proposers shall, whenever practicable, use recycled paper for any printed or photocopied material created. Also, whenever practicable, use both sides of paper sheets.


3.1
LETTER OF SUBMITTAL 

The Letter of Submittal and the attached Certifications and Assurances form (Exhibit A to this RFP) must be signed and dated by a person authorized to legally bind the Contractor to a contractual relationship, e.g., the President or Executive Director if a corporation, the managing partner if a partnership, or the proprietor if a sole proprietorship.  Along with introductory remarks, the Letter of Submittal is to include by attachment the following information about the Contractor and any proposed subcontractors:

· Name, address, principal place of business, telephone number, and fax number/e-mail address of legal entity or individual with whom contract would be written.

· Name, address, e-mail and telephone number of the principal contact for the proposal and contract.

· Legal status of the Contractor (sole proprietorship, partnership, corporation, etc.) and the year the entity was organized to do business as the entity now substantially exists.

· Federal Employer Tax Identification number or Social Security number and the Washington Uniform Business Identification (UBI) number issued by Western Washington University Department of Revenue.

· Location of the facility from which the Contractor would operate.

· Identify any University employees or former University employees employed or on the firm’s governing board as of the date of the proposal.  Include their position and responsibilities within the Contractor’s organization.  If following a review of this information, it is determined by the University that a conflict of interest exists, the Contractor may be disqualified from further consideration for the award of a contract.


3.2 
Technical Proposal
The items listed in this section must be responded to IN WRITING on a point by point basis so the University can evaluate how the solution meets the requirements and desired outcomes.    Proposers may provide samples or links, but the written proposal should contain enough information to be evaluated without the evaluation team having to refer to additional exhibits or web links.   If Contractor's solution is not applicable to the discussion item, please state, item does not apply.  


3.2A
Management Proposal

1. 
Executive Overview - address the following areas:

· Corporate Profile: Please provide a brief company background.
· Banner partnership.

· Provide an organization chart.
· Experience of company providing proposed solution.  
· Overall Product basic description and Integration
· Exceptions to the Proposal/Agreement/Contract
· List of Installations at Higher Education sites.  

2.
Financial Statements. Each proposal must include the Proposer’s most recent 
annual Financial Statements.  
3.
Provide the following related Information:
· If the Contractor or any subcontractor contracted with Western Washington University during the past 24 months, indicate the contract number and project description and/or other information available to identify the contract.

· If the Contractor’s staff or subcontractor’s staff was an employee of Western Washington University during the past 24 months, or is currently a Washington State employee, identify the individual by name, the University or Agency previously or currently employed by, job title or position held and separation date.

· If the Contractor has had a contract terminated for default in the last five years, describe such incident. Termination for default is defined as notice to stop performance due to the Contractor’s non-performance or poor performance and the issue of performance was either (a) not litigated due to inaction on the part of the Proposer; or (b) litigated and such litigation determined that the Proposer was in default.

· Submit full details of the terms for default including the other party's name, address, and phone number.  Present the Contractor’s position on the matter.  The University will evaluate the facts and may, at its sole discretion, reject the proposal on the grounds of the past experience.  If no such termination for default has been experienced by the Contractor in the past five years, so indicate.

4. References

Provide a minimum of three higher education references in an environment similar to WWU’s environment.  The Contractor and staff proposed to provide the services must grant permission to the University to contact references, and others for whom services have been provided.  At a minimum, one reference shall include the team members who will be assigned to WWU for this project.   Do not include current University staff as references.  

For each reference, provide the following information:

Client name

Contact person

Address

Telephone number

E-mail address

Product implemented

Start and completion date of the implementation
Include:

Vendor Project Manager for Implementation and training.   
Web Site link or Address



Size of institution (FTE)  

3.2B
Technical/Functional Required Responses 

Please circle or check yes or no when YES/No is listed in the item.  Please provide a narrative response to each feature in the expandable line following each item.  If references are made to external documents or examples, please provide a clear reference to that source.   It is recommended that items be addressed in the FORMAT provided.  This will make it much easier for the evaluation team to review.  Items covering costs may need to be discussed in this section and in Section 3.4.  

 If an item is not marked, “M” or “HD”, the item or feature is desirable.

Legend:
M = Mandatory Feature 


HD = Highly Desirable Feature
1.
TECHNICAL FEATURES
	a. CLIENT SERVICES (OPERATOR WORKSTATIONS)

	M 
	1
	

	
	
	End user workstation requirements are standard Microsoft Windows (2000, XP etc.) workstations 
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                                                                                                            YES           NO  
Describe client system hardware specifications. 


	M
	2
	Application must communicate over network via TCP/IP protocol.
                                                                                                             YES           NO  
Describe application’s network communication.



	M
	3
	All data transmissions are encrypted and fully secure at all times.

                                                                                                             YES           NO  
Describe data transmission process.



	M
	4
	If application is hosted by the vendor, database backup and recovery methods are guaranteed.

                                                                                                             YES           NO  
Describe how often backups are taken, methods to recover back to point-in-time of failure, and the expected recovery time.  Include information on off-site storage.  



	M
	5
	If WWU chooses local installation:

	
	
	a. Full credit card numbers, if stored locally, must be 128-bit encrypted and not displayable to any users.  
                                                                                                             YES           NO  
             Describe encryption.



	      5
	b.   Does application licensing allow source code to be made available to WWU for internal use only?   WWU will require that the source code, if not made available, be placed in an “Escrow Account” and contractually WWU shall have access thereto should the Vendor become bankrupt, cease to exist for any reason, and/or be purchased by or merged with another vendor.  Include any escrow fees under Cost Proposal.
                                                                                                             YES           NO  
      Describe availability of source code.



	5
	c. Software must meet PCI DSS requirements relative to software/hardware such as encryption. Vendor must state any hardware/software configuration that WWU must do to be compliant such as local firewall at the workstation location.
                                                                                                              YES          NO  
      Describe configuration compliance.



	5
	d. The software is compatible with IIS servers or Apache Linux servers.  
                                                                                                              YES          NO  
       Describe.



	5
	e. The application uses Oracle database (10G compatible) or Sqlserver 2005 database.  
                                                                                                              YES          NO  
       Describe.


	M
	6
	The application must be scalable with no predefined limits on database size, number of concurrent users or number of individual user sessions.  

                                                                                                              YES          NO  


	M
	7
	Contractor will provide application upgrades, where necessary, to maintain correct interfaces with new releases of the Banner product at no additional cost.  Application modifications related to Banner upgrades are expected to be available when the Banner upgrade is released.
                                                                                                              YES          NO  
Describe the process for provided upgrades concurrent with Banner releases.



	HD
	8
	Describe whether Vendor will provide a Site License with no defined limits on concurrent sessions or users. 


	HD
	9
	Describe the application’s abilities to support different workstation configurations:

A) Workstations with a full complement of peripheral devices such as receipt printers, card readers, optical readers, etc.

B) Workstations with no peripheral devices used only for back room operations.



	HD
	10
	Indicate your initial warranty period on software and hardware items.    Describe the options and pricing for maintenance and support after the initial warranty/support period.  The University prefers a minimum one year warranty/support period which starts after acceptance testing with support/maintenance charges to start one year later.  (Complete costs should be listed in the cost Proposal Section 3.4) 


	HD
	11
	Describe client workstation touch screen capabilities.



	HD
	12
	Describe the recommended optimum Hardware/OS/DBMS configurations to best meet WWU requirements.  



	HD
	13
	If local installation, please describe how the application provides archive and purge functionality.



	HD
	14
	If local installation, describe the application’s authentication method.  LDAP authentication method is preferred; however AD authentication is an acceptable, less desirable solution. (CAS Single sign-on is desirable).


	b.  INTERFACES

	M
	1
	Will the application provide real time update to the Banner system?  Application must use real time interfaces to Banner Finance and Accounts Receivable modules for data query and transaction update.  A payment entered must post immediately to the Banner Accounts Receivable table.

                                                                                                              YES          NO  
Describe.



	HD
	2
	Describe how the application releases holds on student accounts if the account has been paid in full.  Is it an automatic or manual process?  How is the release handled if there are multiple holds on the account?


	
	3
	Describe the application’s ability to interface with software programs other than Banner.  Include the names of the software and the nature of the interface.  (As an example, EMS which an event management software or Conference Programmer) 
Include a separate cost for each of these interfaces in your cost proposal.


	
	4
	Describe the application’s ability to correct data entry errors and/or edit transaction descriptions.  Can edits be done without losing data that has been entered in other fields?




	c.  WEB FEATURES

	HD
	1
	Where web-user interfaces are applicable, cite browsers and versions supported.



	
	2
	Where web-based user operations are applicable, identify preferred web server platform.



	
	3
	Does the application and database management system environment allow external applications to either read or write to the database?  Please describe capabilities and limitations.




	d.  SECURITY – APPLICATION & DATABASE

	HD
	1
	Describe the protection provided by the application when a cashier has not been active in the system for a period of time during the day.  Will the system automatically log-out the cashier?  Is there a set up feature that allows WWU to control the length of inactivity or an automatic log-out time?
                                  

	HD
	2
	Describe the application’s audit trail regarding security/access/role changes.


	HD
	3
	Describe how the application security is managed.  Include a description to the level of detail that's available: for example by location, workgroup, department, person, or menu level. 



	HD
	4
	Does the application use Banner AR security, and if so, please describe how this is administered with the application security.  



	HD
	5
	Describe how authorized person(s) would create, modify, and delete permission for individual persons to use the Application.



	HD
	6
	Fully describe the Application’s password security management. 



	
	7
	If WWU desires, describe the ability, or lack of, to enable the Application to use the WWU network login as the application login.



	e.  BAR CODING, OCR, AND WIRELESS CAPABILITIES  

	HD
	1
	Describe the application’s support for reading bar codes?   


	
	2
	Describe the application's support for reading and processing OCR scan lines on a statement or payment stub.



	
	3
	Describe supported hardware for barcode and OCR equipment.



	
	4
	Describe the Application’s current abilities and any future expansion plans for wireless support.



	
	5
	Describe the Application's ability to read MICR lines on checks for verification purposes.




	f.  PERIPHERAL DEVICES

	HD
	1
	Describe whether the application includes the hardware/software for bankcard processing so that a separate credit/debit terminal is not necessary.



	HD
	2
	List and identify technical specifications for all supported cash drawers.



	HD
	3
	Describe the Application’s support for card-reading devices.



	HD
	4


	List and identify all supported printing devices.  Identify recommended printers.  Peripherals should image checks, endorse checks, and print customizable receipts.


	HD
	5
	Describe hardware requirements for all card swiping such as for credit cards, debit cards, and debit cards with PIN number.


	HD
	6
	Identify any required proprietary equipment or supplies.



	HD
	7
	Describe the Application’s ability to utilize touch screen monitors.




	g.  DOCUMENTATION

	HD
	1
	Provide an electronic version of user and technical documentation for the proposed application.  This may be placed on the CD/DVD copy of the proposal that is to be submitted.    If it is available for download, advise address.  If an electronic version is not possible, provide a paper-based version.  Documentation types include but are not limited to: technical system documentation for program flow and data design, installation planning, technical software specifications, and end-user material such as training materials and user manuals, including documentation of on-line help materials. 


	HD
	2
	Vendor supplied system documentation should include Physical data model, Entity Relationship diagrams, Administrator and installation manuals.  Will you provide and in what format?  




	h.  DATA RETENTION

	HD
	1
	Describe the Application's typical data retention and archival process.



	
	2
	Describe Application's ability to define data purge processing according to record retention requirements of six years.


	
	3
	Describe forms of media the application archival function is designed to use. What are the preferred forms based upon your experience?




	i. SUPPORT & TRAINING

	M
	1
	The vendor will provide end user and technical training.

                                                                                                              YES          NO  

Describe the training that is provided for the system/application administrators for hardware set-up, installation, application maintenance, database maintenance, etc.


	HD
	2
	Describe the cost structure of application upgrades and enhancements, and indicate whether these are included in the maintenance contract.  This information should also be listed in the cost Proposal, Section 3.4.  


	HD
	3
	Describe the training users and administrators receive that is provided as part of the ‘package’ purchased.  What materials are typically provided?  Will this be held at a WWU location?  If not, how are travel, hotel/motel accommodations, etc., handled?  Will vendor comply with Washington state travel policies?  See http://www.ofm.wa.gov/policy/10.10.htm


	HD
	4
	Describe the support for all software and peripheral equipment proposed under this RFP.

  

	HD
	5
	WWU desires that a vendor representative be available for a period of time immediately after implementation to help solve any issues (technical and/or process) when going live.  Explain how this is handled.  


	HD
	6
	Describe your approach to on-going training.  If WWU desires to have on-site training, how would that be accomplished?


	HD
	7
	Describe your Help Desk support and hours of operations based upon local Bellingham WA time.


	HD
	8
	If there is a support hot-line available, please explain the escalation procedures for providing additional assistance if a software/hardware failure is not resolved in a timely manner.


	HD
	9
	Describe reports generated by vendor which define support issues for each month and that will include open-ticket items with dates, time-of-call, and resolution.


	
	10
	Describe if you sponsor conferences, or if there are any User Groups available on the web, or other means, dedicated for your product.



	
	11
	Describe the method for requesting, rating and tracking requests for product enhancement.



2.
FUNCTIONAL FEATURES

	j.  USER  INTERFACE  

	M
	1
	Does the application assign unique consecutive receipt numbers?

                                                                                                              YES          NO  
Describe the process for controlling receipt numbers, and how the process works with Banner receipt number controls.
 

	M
	2
	Can users view external applications during the cashiering process while a transaction is still open?  Examples: toggling to different Banner screens, including query screens in Financial Aid, Student, and AR, to look-up additional information; accessing a spreadsheet or word document in another application. 

                                                                                                              YES          NO  
Describe.



	M
	3
	Can the application accommodate working with multiple charts of accounts?

                                                                                                              YES          NO  
Describe.



	M
	4
	Does the system allow the user to overwrite the detail code’s default description when processing either a student or miscellaneous transaction and does the overwritten description feed to the Banner Accounts Receivable system (and subsequently the Banner Finance system) rather than the default description?
                                                                                                              YES          NO  
Describe.



	HD
	5
	Describe application’s ease in navigation and how it guides the Cashier through the transaction.  Provide screen prints. 

                                                                                        

	HD
	6
	Describe the Application's ability to link to an imaging system.  What imaging systems are supported?  



	HD
	7
	Describe the Application's ability to query and display information on a name or ID# (or some other field such as address, etc.), and bring back a consolidated summary of balances, pending financial aid, payment activity, warnings, or notes (including holds, comments, NSFs, whether or not the Information Release is on file, credits student is enrolled in, etc.) from the various host systems.
  

	HD
	8
	Describe the application’s ability to repeat information for miscellaneous transactions when the only difference between transactions may be the dollar amount or the description.  (Currently we use F4 to “copy” the previous line into the new line, which can then be manipulated to reflect the correct information for the new line.)


	HD
	9
	There should be a communal system for all departments that work with the student account to be able to add comments to the “comment screen” so that all may look at the screen and be able to tell which department the comment came from and which date the comment was added.  This info should be able to be sorted by department and/or by date and/or by subject.  The ability to add data should be user-friendly to the point that anyone who has access to entering a payment or bill onto the student’s account should have access to being able to place a comment onto this comment screen.  This “Comment Screen” should also have the ability to word wrap as comments are entered.  Does your application have this capability?  



	HD
	10
	If a student has placed a “Confidential” status onto their account to where they do not want anyone to view their account except for University staff or administrators or themselves, this should be a very evident flag that flashes right in the middle of the screen when the account is pulled up.  The user must have to do an override in order to proceed through this flag.  Does your application have this capability?  



	HD
	11
	Describe the Application's ability for a Cashier to flow through a receipting routine where transaction attributes will be validated and, if error conditions (or required information is missing) are detected, a pop-up help will guide or remind the cashier for re-input of correct values.


	HD
	12
	Describe the application’s ability to reverse or void a completed transaction.  Describe the system controls over this type of activity (i.e. Supervisor approval required? Only current day transactions eligible for voiding?).  Would the system ever allow a completed transaction to be deleted?  Describe how all such activity would be reflected in the audit trail.



	
	13
	The Application shall have a Windows look & feel.
Describe.  



	
	14
	Describe the Application's ability for a Cashier to begin a lengthy transaction, "save or pause" the incomplete transaction, and then later have the ability to recall the specific transaction and complete it.  This recalling of a transaction may occur on another receipting day.  If needed, can it be retrieved by another cashier?  What security features does the Application have to track such an activity on a transaction?


	
	15
	Describe the application’s ability to allow for more room to enter descriptions when entering a payment so that if we need to include a lengthy explanation, we have the ability to word wrap.

  

	
	16
	Please describe the process for the user to correct a typo in an overwritten description before the transaction is saved.  The process used for Banner miscellaneous payments (TFAMISC screen) requires quite a bit of maneuvering correcting such an error.



	k.  RECEIPTS 

	M
	1
	Can the cashier reprint a receipt at any time?  Do reprinted receipts specify they are a reprint?  
                                                                                                              YES          NO  
Describe.  Response Requirement:  Print sample receipt.   


	HD
	2
	Describe the application’s ability to look up any receipt for a particular student, regardless of where that information is (i.e. a miscellaneous transaction or the student’s account).



	HD
	3
	Describe how customizable the receipt printing function is.  Can the receipts be different for student transactions and miscellaneous transactions?  Can information be added or removed as the needs of the University change?  Can the receipts include all pertinent information such as student information, date, time, type and description of transaction, accounting information, amount of charge, amount(s) and type(s) of payment, cashier information (including their location), and receipt number? Show examples.



	l. TENDERING

	M
	1
	Does the application endorse checks?  
                                                                                                              YES          NO  
Describe the Application’s ability to endorse checks, and whether different departments can have a unique endorsement.  Attach samples.


	M
	2
	Can the application accept multiple payment types for a single transaction?  This may include, but not limited to: cash, check, money order, and a credit card for a single transaction.  
                                                                                                              YES          NO  
 Explain.



	M
	3
	Can the application accept a single payment for multiple transactions (both student account and miscellaneous)? 

                                                                                                              YES          NO  
Explain.

 

	HD
	4
	Describe the application’s ability to capture an image of the check, create an electronic file of data and images, and transfer to the bank (ACH conversion or Check 21 truncation)?  

Since all checks may not be eligible for conversion, how does the application distinguish which checks will be filed electronically and which will be sent to the Bank via paper check?  How would International checks be handled?  



	HD
	5
	Describe how the application interfaces with remote deposit services provided through a financial institution.


	HD
	6
	For imaged checks, is the image retrievable by the cashier as needed?  How long does the application retain the image?



	HD
	7
	Describe whether the application can provide for recording a check number during the tendering process. 

 

	HD
	8
	Describe the Application's ability to limit payment methods for selected activities.  In other words – not all payment types are valid for all activities.  Example:  over the counter student payments may be made by Cash, Check, and Debit card, but not Credit cards.   

 

	HD
	9
	Describe the Application's ability to warn cashier about previous returned checks. 



	HD
	10
	Describe how the application will handle refunds.  Will the system print separate receipt for customer signature?  Provide samples.


	
	11
	Describe the ability to utilize check verification services.  What data is captured from the verification process?


	
	12
	Describe the Application's ability to track a 'Prepaid' card, if WWU should decide to offer that option in the future.


	
	13
	Describe how the application will handle amount tendered, amount charged, change returned.  How will this show on-screen and in receipts? Provide sample receipts and screen prints.


	
	14
	Describe the application’s method of handling non-cash transactions.



	M.  BALANCING AND CLOSING

	M
	1
	Does the Application have the ability to balance on-line and create daily deposits without manually balancing each cashier’s sessions?  

                                                                                                              YES          NO  
Explain.



	M
	2
	Does the Application have the ability to open and close/balance sessions as needed?

                                                                                                              YES          NO  
Explain.



	M
	3
	Does the application have the ability to summarize transaction detail at the close of business by Cashier and Payment type?  

                                                                                                              YES          NO  
Describe.



	M
	4
	Will the Application allow reprinting of any balancing reports to be run at any time? 

                                                                                                              YES          NO  
Describe, including whether any special authority is required.


	HD
	5
	Describe the ability for a cashier to view balancing reports on-screen as well as printed reports.



	HD
	6
	Does the cashier have an option to count the contents or the value of contents?  For example, 12 quarters in the till – 12 quarters and the application computes the value or the cashier enters the value of $3.00.  Explain.



	HD
	7
	Describe the daily balancing and closing procedure the cashiers are to perform.



	HD
	8
	Describe recommended credit card and other electronic payment settlement capabilities and procedures.


	
	9
	Are rolled vs. loose coins counted separately?



	
	10
	Describe the cashier transaction journal where the transaction details are listed in date/time order and may be viewed as either electronic or a printed listing.  Will the application allow for other sort-orders?



	
	11
	Describe the ability to summarize and transfer automatically the activities of a cashier, when balanced, to Banner A/R as required by the business rules for that activity or function.    


	
	12
	Describe the method(s) that are utilized to balance Application-wide activity for a given day.




	n. TRANSACTION DETAIL ACCESS AND REPORTING

	M
	1
	Does the application provide the ability to access data based upon any transaction detail attribute (operator, menu, date/time ranges, payment type, receipt #, etc.)?

                                                                                                              YES          NO  
Describe how this works, and whether the application provides the ability to drill down from the report to source documents.

  

	M
	2
	Can the application provide reporting in various formats: paper, on-screen, export, etc?

                                                                                                              YES          NO  
Describe.



	HD
	3
	Describe the ability to provide immediate access to transaction detail activity for problem solving and audit trail purposes.  


	HD
	4
	Describe the ability to allow access to the data from query tools not included in the application software.  Please give a few examples of such query tools.


	HD
	5
	Describe the ability to export data on a scheduled basis to external databases for historical analysis (data warehouse).


	HD
	6
	Describe the Application's range of comprehensive management reports.  This should include reports providing daily, weekly, monthly, and/or yearly reporting of various business activities based upon a period selection by the user of the report.  The Application should also include detailed and summarized transaction reports by revenue codes, departments, last statement date, menu categories, etc.


	HD
	7
	Describe the Application’s ability to run a report of all miscellaneous transactions and transactions posted directly to a student’s account that have taken place under an individual student’s number, both in an on screen report and a printed report.  


	
	8
	Describe the report writer(s) that is (are) available to run ad hoc reports if necessary.  Does it (Do they) come with the purchase or added-on separately?


	
	9
	Describe the ability to have reports run automatically per a defined schedule.


	
	10
	Describe the Application’s ability to generate a report of a customer's payment history.
  

	
	11
	Can the application generate a report showing students that do not have a Housing or Admissions Deposit on file or if the deposit is a partial deposit (in the case where the deposit has been billed)?

Please explain.




	o. AUDITING FEATURES

	M
	1
	Are all transactions and changes tracked for auditing purposes including date, time and user?
                                                                                                              YES          NO  
Describe.



	HD
	2
	Describe the application’s auditing features built into the program. 


	HD
	3
	Describe how and in what ways the Application will aid the cashier in finding 'problems' when balancing?  What kind of a “Help” on-line document is available?


	HD
	4
	Describe the process used if an Auditor wanted to review the activities for a cashier for a specific period of time.


	
	5
	Describe the Application's ability to track credit card activity attributed to activity to any given bank, by any given cashier, on any given day.


	
	6
	Describe how administrators or management can access tender type activity to include dollar amounts for a workstation and or specific cashier.



	p.  CREDIT CARDS

	M
	1
	If the application is hosted, is it PCI-DSS Compliant?  

                                                                                                              YES          NO  
Explain/Document your compliance.

	HD
	2
	Describe Application’s ability to restrict cash back on a debit transaction.



	HD
	3
	Describe the process when a credit card payment is reversed.  How will the host applications be updated?  How is this matched to the original payment?  



	HD
	4
	Describe how the application would behave or respond if the credit/debit/e-check verification is down or if the communication to it is lost.



	HD
	5
	Describe credit card reader capabilities and if they are an integrated device or an external one.


	HD
	6
	Describe the Application’s process for communicating to a third party provider for credit card authorization.  Describe the authorizing service for a credit card vs. a debit card vs. electronic check. In the event of a dispute over authorization for payment, what is the process for resolving the dispute?


	HD
	7
	Describe the way/method the credit card and debit card numbers are processed.
Describe the security that is applied to ensure the safety of the transactions. Are the numbers stored?  If so, are they encrypted?  WWU does not want the liability of storing bank card numbers or the banks account/routing and transit numbers for any electronic payment items.



	HD
	8
	Describe the process if the owner of the credit card calls their bank to cancel the payment.  IE:  Unauthorized card usage reported by card holder.

	HD
	9
	Will the application allow for a transaction to be processed without authorization?  In a dispute over authorization for payment, what is the process for resolving the dispute?



	
	10
	Describe the Application's ability to integrate customer signature line into the receipt printing process?


	
	11
	Describe Debit card processing with PIN authentication.

	
	12
	Describe the product’s mechanism to accumulate credit card activity by merchant location and provide information to facilitate the distribution of discounts associated with credit card utilization.



	
	13
	Describe how the application will interface with services for credit card and electronic check processing.  Is there a report to verify and match the transactions sent to be paid vs. the transactions that are actually paid?



	
	14
	List any providers with whom you have partnered to provide the client with Credit/Debit and E-Check processing capabilities.





3.2C 
PROJECT MANAGEMENT/IMPLEMENTATION

Please provide a project management plan that addresses the following:

· Overall Project Plan

· Background/resumes of Implementation and Training Team including an organizational chart which covers these employees.  
· Implementation schedule 

· Testing Plan

· Training Plan

· Include items the University will be required to complete.  

3.2D 
RISK

In the event Contractor is proposing a hosted solution, address the following items.    

· Physical site security

· Business Continuation Plan that illustrates how you will monitor and manage through times of loss of facility, time of labor disruption, and/or loss of key staff/personnel.

· Discuss record retention policies.

· Discuss and document your privacy policies, encryption, cookies, etc.

· Provide a description of the firewall/security aspects of your web site.
· Provide a copy of your latest SAS 70.  Contractor will be required to submit this annually during the contract term.


3.2E
FUTURE SERVICES
Provide information regarding additional products, modules and services that will extend the usability and value of your solution.  This should cover information on how the product will interface with our current systems and integrate with your proposed cashiering system.    This could include, but is not limited to, items such as:
1. E-payment solution (ACH, credit cards.  Include information on the flexibility of processing partners.)

2. E-Billing

3. Payment Plan management

4. Electronic disbursements

5. Shopping cart or E-Store front capability

3.3
OMWBE CERTIFICATION (OPTIONAL)

Include proof of certification issued by the Washington State Office of Minority and Women-Owned Business if certified minority-owned firm and/or women-owned firm(s) will be participating on this project.

 
3.4
COST PROPOSAL 

This section should cover all cost factors even if costs were discussed in Section 3.2. 
Please complete your Cost Proposal in a format like Attachment B.  The first table covers the costs in the first year, while the second table covers the recurring costs.  Document, explain or discuss the cost elements listed on your form in this section.  You may submit alternate pricing scenarios. Each solution should be priced on separate proposal forms.    
If the system is presented in a modular format please provide a price for each module.
Software licensing or costing models should be explained in this section and provisions should be identified to demonstrate how pricing will be determined as the user base and/or the transaction volume is increased.  
State the full, complete price(s) for any proposed equipment specified.  If any equipment is proprietary, you must identify such equipment or supplies as proprietary.  
Any special discounts offered should be described and reflected in the appropriate unit purchase costs.
Provide a specific list of the support costs and services that will and will not be provided.   Indicate what support costs are projected to occur following any warranty period and the reasonable duration for these costs.  Clearly indicate your proposed warranty period.   Clearly indicate which are one-time costs are and which are recurring costs.   Include a schedule for Maintenance and Upgrade costs for five years plus a not to be exceeded percentage for all costs for all subsequent years of operations.

Clearly state the cost for every training course listed. Quote separately any available training or technical assistance not normally included in the basic package. Proposers may quote an hourly rate for such services if no contract price is available.

Installation costs are for Contractor personnel and supply costs necessary to effect an operational System.

Interface Costs should be identified and listed in detail.  
The University is subject to sales tax.  Contractors are required to collect and pay Washington State sales tax, if applicable.  
Costs for any Subcontractors are to be broken out separately.  Please note if any Subcontractors are certified by the Office of Minority and Women’s Business Enterprises.

Any approved travel related reimbursements are subject to Western Washington University travel regulations.   Approved travel expenses will be reimbursed at the current state travel reimbursement rates, which are posted on the following website:  http://www.ofm.wa.gov/policy/10.10.htm
Some items like travel are understood to be an estimate at the time of this proposal, and will be charged at actual costs when incurred.  
4
EVALUATION AND CONTRACT AWARD

4.1
EVALUATION PROCEDURE

The evaluation of proposals shall be accomplished by an evaluation team, to be designated by the University, which will determine the ranking of the proposals.

The final selection depends upon both the evaluation criteria and the cost of the proposed solution.  The process is designed to award this procurement not necessarily to the Contractor of least cost, but rather to the Contractor whose proposal best meets the requirements of this RFP.    However, Contractors are encouraged to submit proposals that are consistent with State and University efforts to conserve state resources.

Evaluation and selection of a vendor will be based on the information submitted in the proposals plus any required oral presentations or demonstrations.  Award criteria shall include all factors identified in RCW 43.19.1911 as summarized below and the requirements provided in this RFP.    No MWBE preference will be included in the evaluation of bids/proposals, no minimum level of MWBE participation shall be required as a condition for receiving an award and bids/proposals will not be rejected or considered non-responsive on that basis.

A. The price and the effect of term discount (not less than thirty calendar days after receipt of goods or correct invoice, whichever is later).  Price may be determined by life cycle costing.  
B. The quality of the articles proposed to be supplied, their conformity with specifications and the purposes for which they are required. 

C. The ability, capacity and skill of the Contractor to perform the contract or provide the services required.

D. The character, integrity, reputation, judgment, experience and efficiency of the Contractor. 

E. Whether the Contractor can perform the contract within the time specified. 

F. The quality of performance on previous contracts for purchased goods or services. 

G. The previous and existing compliance by the Contractor with the laws relating to the contract for purchased goods or services. 

H. The energy efficiency of the product as projected throughout the anticipated useful life of the product.  

I.  The effect of reciprocity assessments, institutional industries preferences or other preferences defined by statute or rule.
m.
 Compliance with the proposal format requirements set forth in this RFP in Section 3.0.

4.2 Evaluation of Technical/Functional Responses

The sections of the proposal that respond to the functional, technical and management requirements including all company information and project plans will be evaluated.   Deviations will be defined as material, which means that a proposal will be disqualified in its entirety, or immaterial, which means the deviation may, at our option, be accepted.  The University reserves the right to waive minor deficiencies in a proposal.  The decision as to whether a deficiency will be waived or will require rejection of a proposal will be solely within the discretion of the University.  


4.3
Evaluation of cost Proposals
Proposals that pass the initial screening will be evaluated by the RFP financial committee.  The University will adjust cost proposals to include anticipated and verifiable University-incurred expenses associated with a particular proposal, e.g., travel by University personnel, programming and network upgrades.  
Pricing will be checked for completeness and mathematical accuracy.  Errors and inconsistencies will be handled according to the severity of the error.  Minor mathematical errors will be called to the attention of the vendors and corrections made by the University.  Errors of substance will be reviewed with the vendor or, at our option, the proposal may be disqualified.
The University reserves the right to acquire any hardware equipment through existing contracts which have previously been awarded through the competitive bidding process.  All hardware components quoted by the vendor will be reviewed to determine if equal or comparable value can be acquired at a better price through existing equipment contracts.  



4.4
CLARIFICATION OF PROPOSAL

After submission, the RFP Coordinator, or a member of the Evaluation Team if so delegated by the RFP Coordinator, may contact the Contractor for clarification of the Contractor’s proposal.  

4.5

ORAL PRESENTATIONS MAY BE REQUIRED

Written submittals and oral presentations, if considered necessary, will be utilized in selecting the winning proposal.  The University, at its sole discretion, may elect to select the top finalists from the written evaluation for an oral presentation and final determination of contract award.  Should the University elect to hold oral presentations, it will contact the top-scoring firm(s) to schedule a date, time and location.  Commitments made by the Consultant at the oral interview, if any, will be considered binding.  


4.6
NOTIFICATION TO PROPOSERS

Firms whose proposals have not been selected for further negotiation or award will be notified by e-mail via WEBS.

4.7
DEBRIEFING OF UNSUCCESSFUL PROPOSERS

Upon request, a debriefing conference will be scheduled with an unsuccessful Proposer.  Discussion will be limited to a critique of the requesting Contractor’s proposal.   Comparisons between proposals or evaluations of the other proposals will not be allowed.  Debriefing conferences may be conducted in person or on the telephone

4.8
PROTEST PROCEDURE

This procedure is available to Contractors who submitted a response to this solicitation document and who have participated in a debriefing conference.  Upon completing the debriefing conference, the Contractor is allowed three (3) business days to file a protest of the acquisition with the RFP Coordinator.  Protests may be submitted by facsimile, but should be followed by the original document.

Contractors protesting this procurement shall follow the procedures described below.  Protests that do not follow these procedures shall not be considered.  This protest procedure constitutes the sole administrative remedy available to Contractors under this procurement.

All protests must be in writing and signed by the protesting party or an authorized Agent.  The protest must state the grounds for the protest with specific facts and complete statements of the action(s) being protested.  A description of the relief or corrective action being requested should also be included.  All protests shall be addressed to the RFP Coordinator.

Only protests stipulating an issue of fact concerning the following subjects shall be considered:

· A matter of bias, discrimination or conflict of interest on the part of the evaluator.

· Errors in computing the score.

· Non-compliance with procedures described in the procurement document or University policy.

Protests not based on procedural matters will not be considered.  Protests will be rejected as without merit if they address issues such as:  1) an evaluator’s professional judgment on the quality of a proposal, or 2) University’s assessment of its own and/or other agencies needs or requirements.

Upon receipt of a protest, a protest review will be held by the University.  The Director of Purchasing, Contracts and Support Services, or his delegate, an employee who was not involved in the procurement will consider the record and all available facts and issue a decision within five business days of receipt of the protest.  If additional time is required, the protesting party will be notified of the delay.

In the event a protest may affect the interest of another Contractor that submitted a proposal, such Contractor will be given an opportunity to submit its views and any relevant information on the protest to the RFP Coordinator.

The final determination of the protest shall:

Find the protest lacking in merit and uphold the University’s action; or

Find only technical or harmless errors in the University’s acquisition process and determine the University to be in substantial compliance and reject the protest; or

Find merit in the protest and provide the University options which may include:


–Correct the errors and re-evaluate all proposals, and/or


–Reissue the solicitation document and begin a new process, or


–Make other findings and determine other courses of action as appropriate.

If the University determines that the protest is without merit, the University will enter into a contract with the apparently successful Contractor.  If the protest is determined to have merit, one of the alternatives noted in the preceding paragraph will be taken.
5.0
RFP ATTACHMENTS
a. Banner Cashiering Limitations 
b. Cost Proposal Sheet

6.0
RFP EXHIBITS

Exhibit A
Certifications and Assurances

Exhibit B
Sample Contract Format including General Terms and Conditions (GT&Cs) 
Exhibit C
WIPHE Participation Agreement
ATTACHMENT A
Inefficiencies in using Baseline Banner as a Cashiering System

Best practices in cashiering include touch screen data entry, integrated cash, check & credit card processing, check imaging, check endorsement, and high speed receipt printing.  Systems should be able to facilitate easy, accurate balancing of tills, summarization of all cashiering entries for deposit, the ability to track deposit composition, and electronic transmission of data to the bank.

Baseline Banner cashiering is an accounting system, not a true cashiering system.  Each transaction is handled like a journal voucher requiring a debit entry and a credit entry.

· Banner does not support the use of high speed receipt printers nor does it have any mechanism to endorse checks.
· Student deposits for future quarters are very convoluted and not easy to correct when an error is made or the student wants the deposit moved to another term.  

· It does not provide any automated way to balance cashier tills each day and it does not summarize all cashiering sessions so they can be totaled and deposited to the bank.

· It does not have a way to see all the information needed to answer student questions easily.  To provide the information needed to answer students’ questions about their accounts, Banner necessitates navigating to 5 or more screens.

· Banner provides a central form to enter comments about students’ accounts, but the form doesn’t have word wrap.  It stops accepting data before you even type to the end of the displayed line.  This makes it very difficult to use and so is not widely used by the campus.

· The cashier screens that require data entry give no error messages or warnings if the cashiers enter incorrect data or fail to fill in a field.

· Banner doesn’t provide efficient methods to enter data in large batches.

· Banner does not support electronic transmission of cashiering data directly to the bank.

· It does not support check imaging or check conversion.

· It does not support integrated credit/debit card processing.

The following is thorough discussion of the limitations and inefficiencies of using baseline Banner as our cashiering system.

Banner Cashiering Limitations – Transactions on student accounts

Banner is an accounting system, not a cashiering system.  It is designed to capture the information needed to record and pay receivables, but it is not designed to do so in efficiently.

Some knowledge of accounting is required by the cashiers.  They have to know the difference between debits and credits and when to apply them.

Student Payment Processing

The following is a step-by-step illustration of what the cashiers must do to record a payment on a student’s account.

The student comes to their window and tells them his student ID number.  The cashier has two possible screens they may use to record the payment.

TSADETL - This is the screen used infrequently because it shows too little information at a time.

The screen shows only the last two transactions on the student’s account making it very difficult to explain to a student what makes up the total balance he owes.



This box shows the total amount the student owes but you can’t see what charges and payments were made to arrive at that total.

This box shows how much financial aid is authorized to pay to the student’s account.  Prior to the first day of class, this amount will show in this box but because it has not been released, the student’s balance doesn’t reflect this payment.  Assume that a student comes to the window to pay his account.  The balance in the amount due box is $3,000 and the amount in the authorized aid box is $4,000.  If the cashier tells him to pay $3,000, his account balance will go to zero.  But on the first day of classes, when his aid is released to his account, he will then have a credit balance of $4,000, which we will have to refund to him by check.

The cashiers look at the account balance and at the authorized aid amount before they tell the student how much to pay.  But the screen doesn’t tell them what the balance would be if the aid had been released.  The cashiers have to keep an adding machine at their stations to do the math. 
Now, the student gives them a check.  They have to go up to drop down menu to insert a new record.  There is also a keystroke that can do this, but the point is that they have insert a new record in order to have a place to record the payment.
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A record is inserted into the screen between the two transactions that you can see on the page.  The cashier then has to type in a detail code which tells the system what type of payment it is:  cash, check, mail payment, charge card, etc.  They have to remember that even though this is a cash payment, it is a cash payment on a student account, not just a cash payment brought in by a department to deposit.  Different codes must be used for all of these different types of transactions.  If the wrong code is used by mistake, it throws the receivables sub-ledger out of balance.

Once the cashier enters the payment, they also have to enter the term that it applies to.  This doesn’t take long, but the system doesn’t give an error message if they put the wrong term in by mistake.  That can cause accounts receivable records to reflect incorrect terms.

Then they have to save the record.  They get two message boxes that they have to close before they can go on to print a receipt.
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Receipt Printing/Check Endorsement

Banner does not support printing to a small receipt printer.  Baseline Banner prints an 8 ½ x 11 receipt for every transaction.  It also does not endorse the back of the check.

Currently, we are using an Access program to capture the receipt information and print it using high-speed receipt printers.  This Access program also captures the information needed to endorse the back of the check for deposit.

TSAAREV

This screen is the one most commonly used to record student payments.  It shows more information on the screen at once about the student’s account.  It still doesn’t subtract authorized aid from the amount due so the cahsiers still have to calculate that amount by hand.

This screen doesn’t have the tabs that take them to the deposit screen. So if the student has a question about their admissions deposit or housing deposit, they have to exit this creen and type in the name of form for deposits.  They can’t go directly to the comment screen from here either.  If a student has a hold on their account, the comment screen can tell them why and where the student should go to get the hold released.  They have to exit this screen and type in the form name for holds or comments.
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Neither of the input screen shows the students address.  It would be helpful if the cashiers could confirm the student’s address when they pay.

They still have to know what code to use for the type of payment.  They still have to insert a record to record the payment.  They still have to save the record and acknowledge the two pop-up messages before they can go to print a receipt and endorse the check.

If the student pays with a credit card, they have to record the payment in Banner.  Then they have to go to the credit card processing machine and swipe the card.  The two processes are not linked in any way and the credit card payments processed in the machine must be balanced to the payments recorded in Banner manually.

All of these entries assume the cashiers know to which student the payment belongs.  However, they receive many checks in the mail that don’t say whose account it should be applied to.  Often, the parent makes the payment.  The name on the check is that of the parent.  If they don’t write down the name of their student, it is very difficult to find out whose parent they are.  Banner doesn’t have a cross-reference search function that would allow them to key in the parent’s name and return their student’s name and ID.

Holds

If a student has a hold on his account, the payment form stops the cashier from entering a transaction until the cashier enters an override code.  Once the override code is entered, the cashier can take the payment.  But there is no message to tell the cashier what type of hold the student has.  The cashier must navigate to another screen in order to tell the student why they have a hold on their account.
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This screen is very busy and difficult to read.  The only way to determine what holds are still active is to look at the date in the “To” field.  If that date has passed, then the hold is no longer in effect.  The cashier knows the student has at least one hold, because the form required an override.  But determining what kinds of holds and how many the student has on their account is no simple task.  And the screen doesn’t tell them who the student should contact to get the hold released.
Banner Cashiering Limitations – Miscellaneous Transactions (Departmental Revenue)

Recording receipts for miscellaneous types of revenue is even more inefficient and requires even more accounting knowledge by the cashiers.

TFAMISC - This is the screen they use to record things like departmental revenue deposits.  The screen gives no hints about how it should be used.  It tabs through every field even though we don’t use most of them. 
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This form records all miscellaneous money coming into the University.  It works like an accounting data entry form, a journal voucher.  The debit and credit side of each transaction must be entered.  The person keying the transaction must know which side of the entry is a debit and which is a credit.  This makes keying every simple departmental deposit a two step process which is extremely inefficient.

As an example, a campus department brings a deposit slip to the cashiers.  They have $150.00 in cash to deposit to their budget.  The deposit slip shows the budget code the department wants to use to record the money.  

The cashiers must know what detail code to use to record the revenue.  They must know that the revenue has to be recorded as a credit and that the cash must be recorded as a debit.
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Then they must tab through all the fields to the amount field and key the $100.00.  Then they tab through two more fields until they get to the accounting strings fields.  If the detail code used to record this transaction has an accounting string built into it, the system won’t let them into these fields.  If the detail code doesn’t have a budget string built in, they can tab into the fields.  HOWEVER, THE SYSTEM WILL LET THEM TAB ALL THE WAY THROUGH THE FIELDS WITHOUT ENTERING ANYTHING.  IT DOES NOT GIVE ANY KIND OF ERROR MESSAGE OR WARNING THAT THEY HAVE LEFT THE FIELDS BLANK.  This results in the deposit being recorded to the default budget string on the detail code – which is the cashiers’ fund.  This is, of course, the wrong budget string and the cashiers will have to go back and find the original transaction later and make another entry into the system to move the deposit out of the wrong fund and into the correct fund.

Now, they have entered the first half of the transaction.  They have recorded the amount of revenue that will be posted to the department’s budget.

Next, they have to enter the other half of the transaction.  They have to record the amount that will be deposited into the bank and they have to indicate how the payment was made:  cash, check or charge.

To do this, they have to enter a detail code of MCSH, MCHK, MCHG.  These codes are different from the codes they enter on a student account.  Detail codes used on an individual account can’t be used in the miscellaneous screen or they will cause the accounts receivable subsidiary ledger to be out of balance.  HOWEVER, THE SYSTEM DOESN’T GIVE ANY ERROR MESSAGE OR WARNING IF YOU USE THE WRONG CODE.
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Even if the payment was made in cash, this code is wrong and will put the sub-ledger out of balance with the general ledger.  But there is no error message to warn the user.

Now both sides of the transaction have been entered.  The cashier must make sure that the debit and credit totals are equal.  

Next, they must go up to the save button (or keystroke) to save the transaction.

Two message boxes come up announcing that the transaction has been saved.  Both must be acknowledged before the cashier can go on to print the receipt.
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Batch Entry of Student Payments

The TSAMASS screen allows the cashiers to enter a series of transactions for students without having to save after each entry.  But, we can only enter one type of payment at a time.  If we have 100 checks and 100 credit card payments, we have to enter all the checks first and save them.  Then we can enter all the credit card payments and save them.

The biggest drawback to this screen is that it doesn’t show what balance the student owes.  If the cashier gets interrupted and enters the same credit card payment twice, there is nothing to help see that this might not be correct.  Being able to see the student’s balance as they enter the transaction will help them avoid keying the payment to the wrong student’s account.  It’s very easy to key in the wrong W#.

The detail code must be entered in the first block of the screen.  All entries in the next block must be the same type – check.
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There are no edits built into this process.  You must add up all the data you plan to record so that you can check it against the total when you finish keying.  

Communication Across Departments – Central Comment Form

If the cashiers are assisting a student and need to see if other departments have had contact with the student, Banner has a central comment form.  Financial Aid, Registrar, Student Accounts, etc. all enter comments in this form and they can be viewed by the other areas.  It is a great tool to make interoffice communications more efficient.

There are two big drawbacks to this system.  

The first drawback is that it isn’t easy to get to the comment form from TSAAREV, the screen used most often to key data into a student’s account.

To get to the comment form, you must key in the student number, hit control page-down to the next block and then go up to the options drop down menu and click on Comment Form.
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Clicking on the Comment Form brings up the central comment window.  Then you click on the area whose comments you want to read.  If there are comments in the central comment screen, the button will have lines in it.  If there are no comments, the button will be empty.








Buttons have lines in them indicating that 








comments exist and you will see them when you 







click on the button.
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The second (and most critical) drawback of the central comment system is that the form does not word wrap.

When you type in your comment, the text does not even go all the way to end of the visible line before stopping.  You don’t even realize it has stopped accepting your edits.

In order to finish your comment, you have to arrow down to the next line and begin again.
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Another inefficiency with Banner payment processing is that payments cannot be applied to more than one charge without going to another screen, TSAADSP.  If you want a particular payment to apply to certain charges and not to others, this is the only way to effect that.  It can only be done one student at a time which is very time consuming.

The alternative is to split the payment into pieces that can then be applied to the individual charges. This makes reconciling the original payment difficult because it now looks like it was not one, but many payments.
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End of day closing and balancing

Balancing all the tills and closing out at the end of the day is entirely manual in baseline Banner.  Each cashier runs a balancing report that summarizes all the transactions they’ve entered during the day.





This is an example of the report.  The totals don’t even print in the proper column.  These totals should be shown under the payment column on the right side of the report.

The report does not subtract cash out or add cash in to assist in balancing a cashier’s till.  All of that is done by entering the data from this report into an Excel spreadsheet.

They have to enter the information into an Excel spreadsheet to balance it.  They have to count their till, add their checks, tally their credit card transactions.  

All credit card entries are keyed twice.  Once into Banner and once into the machine that transmits to the bank.  Our credit card machines only send the information about the card transaction to the bank.  They do not enter the transaction into Banner.  The cashiers must enter each credit card transaction into Banner and then balance the entries against what was keyed into the credit card machine.

Each cashier keys their daily work into an Excel spreadsheet which they print and submit to the deposit cashier with the cash and checks they’ve collected during the day.  The deposit cashier then reviews them and keys the data into another Excel spreadsheet which summarizes all the cashiers’ daily work.  From this, she prepares the daily bank deposit.  This takes anywhere from 2 hours to 4 hours during quarter startup.

ATTACHMENT B

	Cost Category  

	Purchase Price (Each) 
	Qty
	Extended Cost
	1st Year Annual Maintenance
 (If any)

	Application software/license
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Specialized Peripherals:
           (Priced as each)
	
	
	
	

	    Receipt Printer
	
	
	
	

	    Keyboard
	
	
	
	

	    Card Reader
	
	
	
	

	    Electronic Cash Drawer
	
	
	
	

	    Touch Screen Monitor
	
	
	
	

	    Check Reader
	
	
	
	

	    Check Imager/Micr Reader
	
	
	
	

	    Barcode Scanner
	
	
	
	

	    OCR Reader
	
	
	
	

	    Credit Card Hardware
	
	
	
	

	
	
	
	
	

	Additional Hardware:

    If required, please specify
	
	
	
	

	
	
	
	
	

	Training:
    List any optional packages
	
	
	
	

	
	
	
	
	

	Implementation/Installation:
	
	
	
	

	
	
	
	
	

	Conversion Support:
	
	
	
	

	
	
	
	
	

	Interfaces:
	
	
	
	

	    
	
	
	
	

	    
	
	
	
	

	Maintenance & Support: 
      -See below for yearly summary
      -List available plans
	
	
	
	

	
	
	
	
	

	Travel & Accommodations:
	
	
	
	

	
	
	
	
	

	Documentation:
	
	
	
	

	
	
	
	
	

	Shipping (Prefer Prepaid)  
	
	
	
	

	Tax (Washington 8.4%)
	
	
	
	

	
	
	
	
	

	Total Investment First Year
	
	
	
	


	1. SOFTWARE MAINTENANCE AND OTHER RECURRING COSTS

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	
	
	
	
	
	
	

	Software Annual Maintenance Costs
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	

	List And Describe Any Other Recurring Cost such as Equipment Maintenance, Escrow fees, or Transactional Fees Below
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total of All Recurring Costs
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	TOTAL OF ALL COSTS
	
	
	
	
	
	


EXHIBIT A

CERTIFICATIONS AND ASSURANCES

I/we make the following certifications and assurances as a required element of the proposal to which it is attached, understanding that the truthfulness of the facts affirmed here and the continuing compliance with these requirements are conditions precedent to the award or continuation of the related contract(s):

1.
I/we declare that all answers and statements made in the proposal are true and correct.

2.
The prices and/or cost data have been determined independently, without consultation, communication, or agreement with others for the purpose of restricting competition.  However, I/we may freely join with other persons or organizations for the purpose of presenting a single proposal.

3.
The attached proposal is a firm offer for a period of 60 days following receipt, and it may be accepted by the University without further negotiation (except where obviously required by lack of certainty in key terms) at any time within the 60-day period.

4.
In preparing this proposal, I/we have not been assisted by any current or former employee of Western Washington University whose duties relate (or did relate) to this proposal or prospective contract, and who was assisting in other than his or her official, public capacity.  (Any exceptions to these assurances are described in full detail on a separate page and attached to this document.)

5.
I/we understand that the University will not reimburse me/us for any costs incurred in the preparation of this proposal.  All proposals become the property of the University, and I/we claim no proprietary right to the ideas, writings, items, or samples, unless so stated in this proposal.

6.
Unless otherwise required by law, the prices and/or cost data which have been submitted have not been knowingly disclosed by the Proposer and will not knowingly be disclosed by him/her prior to opening, directly or indirectly to any other Proposer or to any competitor.

7.
I/we agree that submission of the attached proposal constitutes acceptance of the solicitation contents and the attached sample contract and general terms and conditions.  If there are any exceptions to these terms, I/we have described those exceptions in detail on a page attached to this document.

8.
No attempt has been made or will be made by the Proposer to induce any other person or firm to submit or not to submit a proposal for the purpose of restricting competition.

I/we grant the University the right to contact references and others, who may have pertinent information regarding the Proposer’s prior experience and ability to perform the services contemplated in this procurement.

___________________________________________________________________

Signature of Proposer




Printed Name

___________________________________________________________________

Title



     
Date
___________________________________________________________________
Company







CASHIER- SESSION-2781 STATUS-Reported Currency-BASE Starting: 24-FEB-2005 Ending: 25-FEB-2005





 Detl                                     Trns       Eff    A S  Receipt    Tran


 Code  Description      Date      Date    F C   Number    Number   ID-Number             Charge            Payment





 CASH  Payment-Cash     25-FEB-05 25-FEB-05 F T   922310       195   W00297647                                250.00


 CASH  Payment-Cash     25-FEB-05 25-FEB-05 F T   922165        91   W00497247                                  6.00


 CASH  Payment-Cash     25-FEB-05 25-FEB-05 F T   922161        27   W00519601                                  6.00


                                                                                   ___________                ___             ______


                                                                                   CASH Totals                .00                              262.00





 CHCK  Payment-Check    25-FEB-05 25-FEB-05 F T   922249       205   W00306622                              3,289.37


 CHCK  Payment-Check    24-FEB-05 24-FEB-05 F T   921938         2   W00698075                              5,670.00


 CHCK  Payment-Check    24-FEB-05 24-FEB-05 F T   921936        91   W00005663                             20,000.00


                                                                                   ___________                ___          _________


                                                                           CHCK Totals            .00        28,959.37











These totals should be under the payment column.
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