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General Information 
The City of Stillwater invites vendors to submit qualifications to provide the city with a comprehensive Human 
Capital Management (HCM) System to automate the recruitment, management, and development of our 
workforce.  The City desires a hosted, customizable solution capable of providing integration of data across all 
functions. 
 
Stillwater operates on a bi-weekly payroll system.  We have approximately 560 employees with unionized 
employees in both fire and police.  Fire and police have a pension system and general employees have a defined 
contribution system operated through the Oklahoma Municipal Retirement Fund. 
 
The selected vendor may be asked to enter contract negotiations to provide and implement the HCM for the 
City. 
 
• Responding to the RFQ 

Responses to this RFQ must include examples and references in addition to being submitted in the format 
provided in the Submitting a Response section of the RFQ, and must be received no later than 3:00 PM 
(CST) on Wednesday, September 28, 2022, and delivered to: 

 
City Clerk’s Office 
723 S. Lewis St. 
Stillwater, OK 74074 

 
Responses must be clearly marked with RFQ #01 22/23, the name and address of the vendor, and securely 
SEALED in a catalog envelope (i.e., 9 x 12 manila or white mailing envelope) and either mailed or delivered. 
No faxed or emailed responses will be considered. Responses received after the stated date and time will 
not be accepted and will be returned to the Bidder unopened. 
 
Responding to this RFQ constitutes full acceptance of the City of Stillwater terms and conditions and 
special requirements detailed in this document. A response may be rejected if it contains additional 
terms, conditions, or agreements that modify the requirements of this RFQ or attempts to limit vendor’s 
liability to the City of Stillwater. 

 
• Questions about the RFQ 

Questions should be directed to: 
 

John McClenny, Procurement Manager 
john.mcclenny@stillwater.org 
(405) 742-8233 

 
Oral discussions are encouraged for clarification purposes; however, responding vendors shall not rely on 
oral responses to questions. No oral statements by any person shall modify or otherwise affect the 
provisions of this Request for Qualifications and/or any contract resulting therefrom. All modifications, 
addenda or amendments must be made in writing by the City of Stillwater. 

  

mailto:john.mcclenny@stillwater.org
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Examples and References 
Vendors must provide the following before the full response will be considered for further evaluation. 
 
• Three examples demonstrating experience with providing and implementing an HCM system for cities the 

size of Stillwater with between 500 and 600 employees, with unionized police and fire departments. Include 
contact information for employees within the organization who are familiar with the performance of the 
system.  At least one contact must be an employee familiar with the implementation of the system. 

 
• One example demonstrating experience with a City of any size in Oklahoma, with unionized police and fire 

departments, where the vendor’s HCM system has been fully implemented. Include contact information for 
employees within the organization who are familiar with the performance of the system.  At least one 
contact must be an employee familiar with the implementation of the system. 

 
• One example demonstrating experience with a former City client of any size, with unionized police and fire 

departments, which had but no longer uses the firm’s HCM system.  Include contact information for 
employees within the organization who were familiar with the system. 

Evaluation 
Each response will be evaluated based on the vendor’s ability to satisfy the requirements as presented in this 
Request for Qualifications. The successful vendor will communicate a clear understanding of the requirements 
and a soundness of approach to satisfying them.  Vendor will respond to each section under Submitting a 
Response and the Scenarios section.  The relative importance of each section is provided as a score on the 
evaluation rubric that will be applied during the evaluation. 
 
• An Evaluation Team composed of 5 City Staff from Human Resources, Finance, and Information Technology 

will evaluate the submittals. 
• The top three vendors will be invited for an oral interview. 
• The Evaluation Team will make a recommendation to City Council and City Council will make the final 

selection. 

City of Stillwater Terms, Conditions 
Questions Regarding Request for Qualifications - Questions regarding any portion of this Request for 
Qualifications must be submitted in writing. Questions and concerns must be received no later than seven (7) 
days prior to the RFQ due date. Any oral responses to questions before a contract is awarded are not binding on 
the City of Stillwater. At the City’s discretion, any information or clarification made to you may be 
communicated to other vendors that notified the City of their intent to respond if appropriate to ensure fairness 
in the process for all Vendors. 
Oral Statements - No oral statements by any person shall modify or otherwise affect the provisions of this 
Request for Qualifications and/or any contract resulting therefrom. All modifications, addenda or amendments 
must be made in writing by the City of Stillwater. 
Examination by Respondents - Vendor must examine all of the documents in this RFQ prior to submitting any 
response. Failure to examine such documents and any errors made in the preparation of such response are at 
your own risk. 
Addenda or Amendments - The City of Stillwater may addend or amend its RFQ at any time before the 
submission date. It is vendor’s responsibility to inquire about any addenda or amendments by signing and 
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returning an Acknowledgement of Receipt of Addenda/Amendments with your response. The City of Stillwater 
may reject any response that fails to acknowledge any addenda or amendments. 
No Indemnification or Arbitration by City - The City of Stillwater is a municipal corporation that is funded by its 
taxpayers to operate for the benefit of its citizens. Accordingly, and pursuant to Oklahoma law, Stillwater shall 
not indemnify nor hold respondents harmless for loss, damage, expense or liability arising from or related to this 
RFQ or any contract resulting therefrom, including any attorney’s fees and costs. In addition, respondent shall 
not limit its liability to Stillwater for actual loss or direct damages for any claim based on a material breach of 
this RFQ and the documents incorporated herein. Stillwater reserves the right to pursue all legal and equitable 
remedies to which it may be entitled. Stillwater will not agree to binding arbitration of any disputes. 
Taxes - The City of Stillwater is exempt from federal excise and state sales taxes and such taxes shall not be 
included in the contract prices. 
Cost to Prepare a Response - The City of Stillwater is not responsible for any of vendor’s costs in preparing the 
response, attending a Pre-Proposal Conference, or any other costs incurred, regardless of whether the response 
is submitted, accepted, or rejected. 
Proposal Rejection or Withdrawal 
• The City of Stillwater may reject any or all responses, in whole or in part. 
• A response may be rejected if it contains additional terms, conditions, or agreements that modify the 

requirements of this RFQ or attempts to limit vendor’s liability to the City of Stillwater. 
• A response may be rejected if respondent is currently in default to City of Stillwater on any other contract or 

has an outstanding indebtedness to the City of Stillwater of any kind. 
• City reserves the right to waive any formalities or minor irregularities, defects, or errors. 
• Proposal withdrawal may only be accomplished by an Authorized Agent requesting withdrawal in person at 

the City Clerk’s office before the City’s close of business on the Proposal submission date. 
Force Majeure - In no event shall City of Stillwater be responsible or liable for any failure or delay in the 
performance of its obligations hereunder arising out of or caused by, directly or indirectly, forces beyond its 
control, including, without limitation, strikes, work stoppages, acts of war or terrorism, civil or military 
disturbances, nuclear or natural catastrophes, acts of God, or the declaration of a federal, state, or local 
emergency. In the event of a declared federal, state, or local emergency affecting Stillwater, Oklahoma, the City 
Manager shall have the unilateral right to suspend any or all services provided for under any Contract resulting 
from this RFQ or to terminate any Contract without any liability whatsoever. In the event of termination, the 
Contract shall not be revived by the expiration of the declared emergency. In the event of suspension of any or 
all services during a time of declared emergency and upon expiration of said declared emergency, the parties 
may mutually agree in writing to resume services. 

City of Stillwater Special Requirements 
Irrevocable Offer Period - Vendor understands and acknowledges that the offer submitted as the response is 
firm and irrevocable from the City’s close of business on the submission date until 120 days after the submission 
date.  
General Liability/Indemnification - Vendor shall hold the City of Stillwater harmless for any loss, damage or 
claims arising from or related to vendor’s performance of any agreement resulting from this RFQ. You must 
exercise all reasonable and customary precautions to prevent any harm or loss to all persons and property 
related to any agreement resulting from this RFQ. Vendor agrees to indemnify and hold the City of Stillwater 
harmless from claims, demands, causes of actions or suits of whatever nature arising out of the Goods and/or 
Services, labor, or materials furnished by vendor or vendor’s subcontractors under the provisions of the RFQ 
documents and any subsequent contracts negotiated if your company is selected as the vendor for the City of 
Stillwater. 
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Insurance - The selected vendor and its subcontractors must obtain at vendor’s expense, and keep in effect 
during the term of all agreements, including any renewal periods, policies of General Liability insurance in the 
minimum amounts set forth below and Worker’s Compensation insurance in the statutory limits required by 
law. The amounts set forth below are minimums, to the extent additional coverage is required, it will be set 
forth in the contract. Amounts required by the contract shall govern.   
 
• Worker’s Compensation - Statutory Limits 
• Employer’s Liability - $1,000,000 aggregate comprehensive 
• General Liability - $1,000,000 per occurrence 
• Property Damage - $25,000 per occurrence 
• Property Damage - $1,000,000 aggregate 
• Auto Liability - $125,000 each person for bodily injury 
• Auto Liability - $25,000 each occurrence for property damage 
 
The City of Stillwater shall be named an additional insured on the Comprehensive General Liability policy in 
amounts equal to the liability limits for political subdivisions set forth in the Oklahoma Governmental Tort 
Claims Act, 51 O.S. §151, et seq.  Provided, however, this shall not preclude the Contractor from carrying 
insurance in amounts exceeding said liability limits so long as the City is not named as an additional insured in 
any amount in excess of said statutory liability limits. 
 
Vendor’s insurer must be authorized to transact business in the State of Oklahoma. 

Submitting a Response 
The general categories listed below are intended to be broad in nature, and to guide the vendor’s response 
while permitting maximum flexibility. The response will be evaluated based on the quality and completeness of 
the information provided by the vendor as determined by the evaluation committee.   
IMPORTANT: Re-state the number and topic before your response to each item. 
A. General    

1. Firm Overview - Provide an overview of your firm to provide a good introduction to the evaluation 
committee, including but not limited to: 

a. Number of years in business. 
b. Number of years providing, implementing, and hosting HCM systems. 
c. Number of active customers currently using HCM platform. 

2. Compliance - State your firm’s understanding of and commitment to adhere to the following: 
a. Relevant State and Federal Statutes. 
b. City of Stillwater Terms, Conditions, and Special Requirements in this RFQ. 

3. Integration  
a. Describe the HCM system’s compatibility and ability to integrate with the financial system 

CentralSquare Finance Enterprise (formerly ONESolution). 
b. Describe the HCM system’s ability to integrate across all HCM functions. 

4. Security 
a. Provide an overview of security systems and processes in place. 
b. Provide an overview of security incidents that have required customer notification. 
c. Provide information on data and backup facilities, procedures, and location. 
d. Provide information on software/platform updates. 
e. Automated checks and balances to prevent erroneous entries. 
f. Error prevention and correction process. 
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5. Organization 
a. Show the organization chart for implementing and managing the HCM system with the core 

team assigned to this project.   
b. Show clear lines of communication and responsibility and provide a central point of contact for 

the City of Stillwater.  
6. Project Coordination  

a. Describe how your firm would coordinate and avoid conflicts with current City operations. 
b. Describe the transition from current practices to the implementation of the HCM system.  

7. City Involvement 
a. Describe how you engage the client in decision making regarding scope of work. 
b. Describe the level of involvement required of City employees and resources in the 

implementation of the HCM system.  
c. Include a synopsis of the data migration responsibilities of City employees in the 

implementation. 
8. Long-Term Servicing  

a. Describe the transition and responsible parties involved from the implementation to follow-up 
and monitoring.  

b. Describe troubleshooting problems as may be encountered by City administration or employees. 
c. Describe the response to a problem or issue including timeframe. 
d. Describe training provided to end users. 

9. Required Forms – The Non-Collusion Affidavit, Business Relationship Affidavit, and Acknowledgement of 
Receipt of Addenda/Amendments must be completed and submitted in order for the submittal to be 
considered. 

 
B. HCM System Needs – Provide detailed information as to how your HCM system addresses the following City 

needs: 
1. Service Delivery 

a. Employee self service 
b. Manager self service 
c. Intranet portal 
d. Access through mobile apps 
e. Help desk 
f. Reporting/report generation such as automated org chart generation and update, audit 

compliance reports, etc. 
g. Automated notifications and emails to employees and managers  
h. Automated notifications to benefits providers such as pension funds, OMRF, health insurance, 

for beneficiary changes, etc. 
2. Human Resources 

a. Position requisitions 
b. Organizational chart functionality 
c. Applicant tracking  
d. Onboarding  
e. Background checks  
f. Employee records 
g. Performance management 
h. Status change management 
i. Time and attendance 
j. Scheduling 
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k. Benefits administration  
l. Leave management  
m. Learning management 
n. Accrual management  
o. COBRA administration 
p. Employee Surveys 
q. Terminations management to include exit survey capabilities 

i. Ability of employees to have limited access for needed data such as pay stubs and W-2 
information after termination of employment 

r. Reporting on filled/unfilled positions 
3. Financial  

a. Compensation budgeting 
b. Tax management including filing and reporting 
c. Payroll management 

i. Paycheck corrections 
ii. Time entry 

iii. Report generation 
iv. Blended pay rates 

d. Garnishments 
e. Integration with external financial systems 
f. Custom pension/retirement files and reports 

Scenarios 
• Scenario 1: Employee gets married - Currently we go through a mental checklist with the employee and ask 

them about beneficiaries, tax forms, life insurance amounts, benefit changes, emergency contact info, etc. 
1. Describe how your HCM system handles this process. 
2. Describe how the HCM system ensures that all necessary paperwork is completed and filed for a life 

status change of this nature. 
• Scenario 2: Union employee pay rate inaccuracy - A union employee is paid 80 hours, bi-weekly, via direct 

deposit, at $47.50 from May 9, 2019 to October 21, 2021. It is then realized that the employee should have been 
paid at $42.58 during that span.  

1. Describe how your company would handle correction of this issue. 
2. Describe charges billed to the City of Stillwater to correct this issue. 

• Scenario 3: Employee missed reviews - An employee is paid 80 hours, bi-weekly, via direct deposit, at $39.21 
from December 5, 2020 to April 13, 2022. This employee’s supervisor realizes they should have received reviews 
and subsequent raises on December 31, 2020 to $40.55 and again on December 31, 2021 to $42.10. 

1. Describe how your company would handle correction of this issue. 
2. Describe charges billed to the City of Stillwater to correct this issue. 
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Evaluation Rubric 
A.      General    Points 

Possible 
1.       Firm Overview   

a.       Number of years in business. 2 
b.      Number of years providing, implementing, and hosting HCM systems. 2 
c.       Number of active customers currently using HCM platform. 2 

2.       Compliance   
a.       Relevant State and Federal Statutes. 2 
b.      City of Stillwater Terms, Conditions, and Special Requirements in this RFQ. 2 

3.       Integration    
a.       Describe the HCM system’s compatibility and ability to integrate with the financial system 

CentralSquare Finance Enterprise (formerly ONESolution). 20 
b.      Describe the HCM system’s ability to integrate across all HCM functions. 20 

4.       Security   
a.       Provide an overview of security systems and processes in place. 2 
b.      Provide an overview of security incidents that have required customer notification. 2 
c.       Provide information on data and backup facilities, procedures, and location. 2 
d.      Provide information on software/platform updates. 2 
e.      Automated checks and balances to prevent erroneous entries. 2 
f.        Error prevention and correction process. 2 

5.       Organization   
a.       Show the organization chart for implementing and managing the HCM system with the core 

team assigned to this project.   1 
b.      Show clear lines of communication and responsibility and provide a central point of contact 

for the City of Stillwater.  2 
6.       Project Coordination    

a.       Describe how your firm would coordinate and avoid conflicts with current City operations. 5 
b.      Describe the transition from current practices to the implementation of the HCM system.  5 

7.       City Involvement   
a.       Describe how you engage the client in decision making regarding scope of work. 2 
b.      Describe the level of involvement required of City employees and resources in the 

implementation of the HCM system.  5 
c.       Include a synopsis of the data migration responsibilities of City employees in the 

implementation. 5 
8.       Long-Term Servicing   

a.       Describe the transition and responsible parties involved from the implementation to follow-
up and monitoring. 2 

b.      Describe troubleshooting problems as may be encountered by City administration or 
employees. 10 

c.       Describe the response to a problem or issue including timeframe. 5 
d.      Describe training provided to end users. 10 
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B.      HCM System Needs   
1.       Service Delivery   

a.       Employee self service 20 
b.      Manager self service 20 
c.       Intranet portal 20 
d.      Access through mobile apps 20 
e.      Help desk 20 
f.        Reporting/report generation such as automated org chart generation and update, audit 

compliance reports, etc. 20 
g.       Automated notifications and emails to employees and managers 20 
h.      Automated notifications to benefits providers such as pension funds, OMRF, health insurance, 

for beneficiary changes, etc. 20 
2.       Human Resources   

a.       Position requisitions 20 
b.      Organizational chart functionality 20 
c.       Applicant tracking  20 
d.      Onboarding  20 
e.      Background checks  20 
f.        Employee records 20 
g.       Performance management 20 
h.      Status change management 20 
i.         Time and attendance 20 
j.        Scheduling 20 
k.       Benefits administration 20 
l.         Leave management 20 
m.    Learning management 20 
n.      Accrual management 20 
o.      COBRA administration 20 
p.      Employee Surveys 20 
q.      Terminations management to include exit survey capabilities 20 

              i.      Ability of employees to have limited access for needed data such as pay stubs and W-2 
information after termination of employment 20 

r.        Reporting on filled/unfilled positions 20 
3.       Financial   

a.       Compensation budgeting 20 
b.      Tax management including filing and reporting 20 
c.       Payroll management 20 

 i.      Paycheck corrections 20 
ii.      Time entry 20 
iii.      Report generation 20 
iv.      Blended pay rates 20 

d.      Garnishments 20 
e.      Integration with external financial systems 20 
f.        Custom pension/retirement files and reports 20 
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Scenarios   
•         Scenario 1: Employee gets married - Currently we go through a mental checklist with the 
employee and ask them about beneficiaries, tax forms, life insurance amounts, benefit changes, 
emergency contact info, etc.   

1.       Describe how your HCM system handles this process. 50 
2.       Describe how the HCM system ensures that all necessary paperwork is completed and filed 

for a life status change of this nature. 50 
•         Scenario 2: Union employee pay rate inaccuracy - A union employee is paid 80 hours, bi-
weekly, via direct deposit, at $47.50 from May 9, 2019 to October 21, 2021. It is then realized that 
the employee should have been paid at $42.58 during that span.    

1.       Describe how your company would handle correction of this issue. 50 
2.       Describe charges billed to the City of Stillwater to correct this issue. 25 

•         Scenario 3: Employee missed reviews - An employee is paid 80 hours, bi-weekly, via direct 
deposit, at $39.21 from December 5, 2020 to April 13, 2022. This employee’s supervisor realizes they 
should have received reviews and subsequent raises on December 31, 2020 to $40.55 and again on 
December 31, 2021 to $42.10.   

1.       Describe how your company would handle correction of this issue. 50 
2.       Describe charges billed to the City of Stillwater to correct this issue. 25 

    
Total 1104 
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NON-COLLUSION AFFIDAVIT 
  

STATE OF ________________________) 

                                                 )ss. 

COUNTY OF ______________________) 

 
I, ________________________________, of lawful age, being first duly sworn, state that: 

         (Seller’s Authorized Agent) 

1.  I am the authorized agent of Seller herein for the purpose of certifying facts pertaining to the existence of collusion among and 
between Bidders and municipal officials or employees, as well as facts pertaining to the giving or offering of things of value to 
government personnel in return for special consideration in the letting of any contract pursuant to the Bid to which this statement 
is attached. 
 

2.  I am fully aware of the facts and circumstances surrounding the making of the Bid to which this statement relates, and I have 
been personally and directly involved in the proceedings leading to the submission of such Bid; and 
 

3.  Neither the Seller nor anyone subject to the Seller’s direction or control has been a party: 
a. to any collusion among Bidders in the restraint of freedom of competition by agreement to Bid or contract at a fixed 

price or to refrain from bidding or contracting, 
b. to any collusion with any municipal official or employee as to quantity, quality, or price in the prospective contract, or 

as to any other terms of such prospective contract, nor 
c. in any discussions between Bidders and any municipal official concerning exchange of money or other thing of value 

for special consideration in the letting of a contract, 
 

I certify, if awarded the contract, whether competitively bid or not, neither the business entity I represent nor anyone subject to the 
business entity’s direction or control has paid, given or donated or agreed to pay, give or donate to any officer or employee of the City of 
Stillwater any money or other thing of value, either directly or indirectly, in procuring the contract to which this statement relates. 

By:        

                                                                                             Signature 

      Printed Name:       

 

      Title:        

      

Subscribed and sworn to before me this _______ day of ________________, 20_____. 

                     

Notary Public 

My Commission Expires:        

Notary Commission Number:        

County & State where Notarized:       
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BUSINESS RELATIONSHIP AFFIDAVIT 
 

I, ___________________________________, of lawful age, being first duly sworn, on oath says that (s)he is the agent 
authorized by the bidder to submit the attached bid. Affiant further states that the nature of any partnership, joint venture, 
or other business relationship presently in effect or which existed within one (1) year prior to the date of this statement 
with the architect, engineer, or other party to the project is as follows: 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Affiant further states that any such business relationship presently in effect or which existed within one (1) year prior to the 
date of this statement between any officer or director of the bidding company and any officer or director of the 
architectural or engineering firm or other party to the project is as follows: 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

        
Affiant further states that the names of all persons having any such business relationships and the positions they hold with 
their respective companies or firms are as follows: 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________      
      
(If none of the business relationships hereinabove mentioned exist, affiant should so state.) 

 

      By:       

                                                                                            Signature 

      Printed Name:      

      Title:       

     

Subscribed and sworn to before me this _______ day of ________________, 20_____. 

                     

Notary Public 

My Commission Expires:        

Notary Commission Number:        

County & State where Notarized:       
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ACKNOWLEDGEMENT OF RECEIPT OF ADDENDA/AMENDMENTS 
I hereby acknowledge receipt of the following addenda or amendments, and understand that such addenda or amendments 
are incorporated into the Bid Packet and will become a part of any resulting contract. 

List Date and Title/Number of all addenda or amendments: (Write “None” if applicable) 

         

         

         

         

         

         

  

 

 

 

      

     Sign Here         

 

     Printed Name:        

 

     Title:         

    

     Date:         
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