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Capitol Region Council of Governments (CRCOG) 
 

 

REQUEST FOR PROPOSALS: 

Regional Municipal Employment Applicant Tracking Portal  
 

 

 

 

 

 

 

 

__________________________________________________________ 
 

Proposal Deadline  
SUBMITTALS MUST BE RECEIVED BY: 

Friday, December 9, 2016, 2:00 p.m. EST 

 

Submit Proposals to: 
Capitol Region Council of Governments 

241 Main Street, Fourth Floor 

Hartford, CT 06106 

 

__________________________________________________________ 
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CAPITOL REGION COUNCIL OF GOVERNMENTS 

 

REQUEST FOR PROPOSALS: 

REGIONAL MUNICIPAL EMPLOYMENT APPLICANT TRACKING PORTAL 

 

I. INTENT 

The Capitol Region Council of Governments (CRCOG) seeks proposals from qualified and 

experienced vendors to develop a Regional Municipal Employment Applicant Tracking Portal in 

support of the agency’s Human Resources Portal Demonstration Project.  

It is CRCOG’s intent to award a contract in January 2017.  The portal is anticipated to be 

established and operational by March 31, 2017 for an initial set of pilot municipalities.  

Additional municipalities may be added to the portal over time.   

 

II. BACKGROUND INFORMATION 

The Connecticut General Assembly approved funding in FY 2014-2015 for Nutmeg Network 

Demonstration Projects based on the work of the Municipal Opportunities for Regional 

Efficiencies (M.O.R.E.) Commission.  As part of this appropriation and pursuant to Section 229 

of PA 14-217, the Office of Policy and Management awarded the Capitol Region Council of 

Governments a Nutmeg Network demonstration grant to develop an online portal for human 

resources to be used by local governments. Said portal shall, at a minimum, include municipal 

wage and classification information and other human resources templates.  All related work shall 

be carried out by CRCOG, in partnership with the Connecticut Center for Advanced Technology 

(CCAT) and any hired consultants/subcontractors thereof. 

Nine communities, including Columbia, Danbury, Hebron, Manchester, Milford, Prospect, South 

Windsor, Southington and Windsor Locks, were selected to serve as pilot towns via the grant.  

Collectively, they represent a diverse body of municipalities (in terms of geography, population, 

form of government, staff size, degree of system automation and level of HR sophistication). A 

steering committee representing these pilot communities has been, and will continue to be, 

charged with providing overall direction to the project.   

Broadly, the HR Portal Demonstration project as a whole will focus on leveraging best practices 

and developing tools to automate HR processes in support of increasing operating efficiencies at 

the local level. For more information on the HR Portal project, please visit our website at 

http://crcog.org/municipal-services/hr-portal/ 

 

III. SCOPE OF WORK 

The selected vendor will develop and implement a comprehensive applicant tracking system for 

general municipal employees, to include a regional, central job posting site for municipal 

governments in Connecticut and customized “back end” systems for each participating 

municipality to manage the applicant review and tracking system in accordance with that 

municipality’s work flows for applicant tracking. 

http://crcog.org/municipal-services/hr-portal/
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The vision of the project is to create, over time, a nearly paper-free system that will allow 

Connecticut municipalities to efficiently manage their employee recruitment and selection 

processes, where:   

• The system provides a central site where all municipal jobs may be listed and accessed by 

potential applicants. 

• Applicants may create a central account, and information in that account can be used to 

apply for multiple jobs over time.  

• For each participating municipality, the system back end will support all phases of the 

applicant screening process including requisition, advertisement, acceptance and 

screening of applications, evaluating and interviewing applicants. 

 

It is anticipated that the initial system will be established for between four and eight municipal 

governments, and that additional Connecticut cities and towns will join over time.   

 

IV. MINIMUM QUALIFICATIONS 

The following minimum qualifications must be present for an individual/firm to be considered 

for award of a contract under this RFP: 

1. All required licensures, registrations and certifications to do business in the State of 

Connecticut. 

2. Verifiable experience developing products of similar size and scope and for other public 

entities and/or consortia. 

 

V. SUBMISSION REQUIREMENTS    

Sealed proposals, addressed to Hedy Ayers, Special Projects Manager, Capitol Region Council 

of Governments, 241 Main Street, 4th Floor, Hartford, Connecticut 06106, must be received no 

later than, 2:00 p.m. E.S.T., Friday, December 9, 2016.  Responses received after the above-

specified deadline will be rejected.  Envelopes must be clearly marked Regional Municipal 

Employment Applicant Tracking Portal to ensure that they are recorded in connection with 

the correct solicitation. The Capitol Region Council of Governments will not be liable in any 

way for any costs incurred by respondents in replying to this request.  This RFP is not a contract 

offer and no contract will exist unless and until a written contract is signed by CRCOG and the 

successful proposer.  

Respondents are asked to include one complete hard copy of their proposal with original 

signatures, and three additional hardcopies. In addition, the applicant should submit an electronic 

version of the proposal on CD or flash drive.  The electronic proposal should be in three files 

only: 

1. Narrative response (one file in PDF format)  

2. Functional requirements matrix (one file in Excel format) 

3. Fee proposal (one file in Excel format) 

 

Note that the submission of any response indicates acceptance by the respondent of the terms and 

conditions contained herein, unless otherwise specifically noted in the proposal itself and 

confirmed in resulting contracts.  
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VI. PROPOSAL FORMAT 

Response should include, at a minimum, the following information in the order requested. 

 

I.  Narrative Response 

 Letter of Transmittal.  To include a statement by the respondent accepting all terms, 

conditions, and requirements contained in the RFP. The firm’s name and a contact 

person, along with their mailing address, telephone number, fax number, email address 

and website address, shall also be provided.   

 

 Company Background.  A description of the age, history, ownership and mission of the 

firm.  

 

 Relevant Experience and References. A detailed description of similar public sector 

projects completed within the last five years. Highlight experience developing, 

implementing, and maintaining applicant tracking software systems for governmental 

organizations. If applicable, also include specific examples of how your firm has 

successfully customized solutions to serve the unique needs of regional cooperatives. 

Include a list of at least five (5) references for similar work performed in the last five 

years. For each reference provided, include the agency name, contact person, telephone 

number, email address and scope of services performed, as well as the website address 

for their applicant tracking system.   

 

 Project Understanding/Approach to Provide Requested Services. Describe your 

understanding of the scope of services required (see Section III. above) and your firm’s 

ability to provide the system as described.   

 

The approach should also include an overview of the system’s technical requirements and 

specifications, including whether the system is cloud-hosted or client-hosted (CRCOG is 

willing to consider both), provisions for backup and data recovery, maintenance 

procedures, anticipated downtime, and security measures to protect unauthorized access 

to the system and the data it houses. 

 

Please also attach any spec/information sheets and marketing materials. 

 

 Project Team.  A list of all personnel who will be assigned to service the CRCOG 

contract. Please describe the roles and responsibilities of each team member, including 

who will be the lead and primary contact.  

 

 Implementation Plan and Project Schedule. Please include in your proposal an 

implementation plan and project schedule for creation of the initial “pilot” site to include 

the internet front end and at least one pilot community.  Please also describe the process 

used to add communities to the tracking portal over time, including how users and work-

flows are set up and customized for individual municipalities.   The plan should include 

the following: 
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a. System design. 

b. Regional portal (front end) set-up. 

c. Back-end set up for individual municipality (ies).  Note that the “pilot” phase of 

the project will likely involve between 4 and 8 municipalities but that additional 

municipalities may be added to the system over time. 

d. System testing and acceptance. 

e. Training. 

f. Go-live. 

g. Support and maintenance.   

 

 Contract terms. Please describe the desired terms of any contract, including length of 

term, cancellation policy, and any restrictions on system use.   

 

 Insurance.  All respondents are required to submit, with their responses, a copy of the 

cover sheet from their insurance policy(ies) (or an equivalent piece of documentation) 

which demonstrates the firm’s current coverages and limits for General Liability, 

Automobile Liability, Professional Liability and Worker’s Compensation Insurance as 

appropriate for the project work required herein. 

 

 Response Page.  See ATTACHMENT A. 

 

 Non-Collusion Statement.  See ATTACHMENT B.  

 

 Proposed Subcontractors.  The successful respondent will assume sole responsibility 

for the complete project as required in this RFP. CRCOG will consider only one 

individual/firm/company as the sole point of contact with regard to contract matters, 

whether or not subcontractors are used for one or more parts of this project.  Respondents 

who intend to subcontract one or more elements of this project to other firms/individuals 

shall identify those work elements to be subcontracted and the firm/individual 

subcontractor. All subcontractors shall be included in the respondent’s statement of 

qualifications. Subcontractors may not be substituted, nor any portions of the contract 

assigned to other parties, after contract award without the written consent of CRCOG.  

 

The successful respondent may utilize the services of specialty subcontractors on those 

portions of the work that under normal contracting practices are performed by specialty 

subcontractors. The successful respondent shall be fully responsible to the Capitol Region 

Council of Governments for the performance, finished products, acts, and omissions of 

its subcontractors and persons directly or indirectly employed thereby.  CRCOG will not 

pay an administration fee to the prime contractor for any subcontracted work. 

 

II.  Functional Requirements Matrix.  See ATTACHMENT C. The respondent should 

complete the provided Excel spreadsheet to indicate what technical requirements 

are available with the proposed system. Note that the Software Capability column 

includes the following drop down choices: Currently Available, Will Be Available, Can 

Be Customized and Not Available.  Respondents are encouraged to use the 
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Comments/Alternative Solution column to provide further explanation concerning 

options marked Will Be Available and Can Be Customized, as well as to note any 

comments/additional information/alternative solutions that will aid the Committee in 

evaluating your product offering.  

 

III.  Fee Proposal.  See ATTACHMENT D. The respondent should use the provided 

  Excel spreadsheet to prepare a fee proposal.  The fee proposal shall include all costs 

  associated with the delivery and provision of finished product(s), and costs associated  

with maintaining the portal over time.   

 

CRCOG reserves the right to negotiate fees and project scope with the successful 

respondent if it is deemed to be in the agency’s best interest.  All proposals submitted 

shall be considered valid for at least one hundred and twenty (120) days from the opening 

date. 

 

VII. EVALUATION PROCESS 

A Selection Committee, comprised of CRCOG staff and members of the HR pilot group, will be 

charged with evaluating the proposals submitted and will request system demonstrations from 

select candidates. At its sole discretion, the Committee reserves the right to request additional 

clarifying information, to conduct interviews with any finalists and to negotiate pricing and 

service proposals when such action is in the agency’s best interest. 

The Selection Committee will recommend a firm for approval by CRCOG’s Policy Board. The 

recommendation will be based on the following: 

 Understanding of Desired Scope of Work and Proposed Approach  

 Proven, Relevant Experience of the Firm  

 Experience, Expertise and Qualifications of Personnel to be Assigned 

 References and Feedback from Clients 

 Fee Proposal 

 System Demonstrations 

 

It is expected that a consultant will be selected in mid-January and that work shall commence in 

late January/early February upon successful negotiation of a contract. 

 

VIII. QUESTIONS 

Questions should be directed in writing to Hedy Ayers, Special Projects Manager, to 

hayers@crcog.org.  All questions shall have the following in the subject line: Questions:  

Regional Municipal Employment Applicant Tracking Portal. 

No oral interpretations shall be made to any respondent as to the meaning of any of the 

documents. Every request for an interpretation shall be made in writing to the email address 

listed above.  To receive consideration, such questions must be received by 10:00 a.m. E.S.T. on 

Thursday, November 17, 2016.   

mailto:hayers@crcog.org
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The Special Projects Manager will arrange as addenda, which shall be made a part of this 

Request for Proposals and any resulting contracts, all questions received as above provided and 

the decisions regarding each. The questions and responses and any additional clarifications shall 

be posted no later than Monday, November 21, 2016 to CRCOG’s website, located at 

www.crcog.org. It shall be the responsibility of each respondent to determine whether any 

addenda have been issued and if so, to download copies directly from the agency’s website. 

 

IX. PROCUREMENT SCHEDULE: SUMMARY OF KEY DATES 

The following schedule has been prepared for this RFP process. Note that project constraints 

may cause the evaluation and selection related dates below to change.   

RFP Release Date:      Thursday, November 10, 2016 

RFP Questions Due to CRCOG:    Thursday, November 17, 2016 by 10:00 am 

Answers/Addendum Posted:     Monday, November 21, 2016  

Proposals Due:      Friday, December 9, 2016 at 2:00 pm 

System Demonstrations/Interviews:  Weeks of January 2nd and 9th, 2017 

Notification of Successful Respondent:  Mid-January 2017 

CRCOG Board Consideration:  January 2017 

 

X. ADDITIONAL TERMS AND CONDITIONS  

Compliance with Applicable Laws 
The successful consultant shall comply with all applicable federal, state and local laws and 

regulations.  

Grant Funding 
Work performed as part of this contract will be funded by a grant from the Connecticut Office of 

Policy and Management. All terms and conditions contained in the grant award apply to this 

project and the consultant selected to carry it out.  See Attachment E. The awarding of a contract 

for this project is contingent upon continued funding from this grant. 

Ownership of Proposals/Freedom of Information 
All proposals submitted in response to this RFP are to be the sole property of CRCOG and shall 

be subject to the provisions of Section 1-210 of the Connecticut General Statutes (re: Freedom of 

Information). Reports and materials developed by the successful respondent under a contract that 

may result from this RFP are considered public information and may not be copyrighted.  

Copies of information resulting from this RFP are generally not available until a contract has 

been formally awarded. Please note that financial statements or other similar 

information submitted with such response may remain confidential, to the extent permitted by 

law, if provided in a separate envelope clearly marked “Confidential”.  

Incurred Costs 
This Request for Proposals does not commit the Capitol Region Council of Governments to 

award a contract or to pay any costs incurred in the preparation of a response to this request.  The 
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Capitol Region Council of Governments will not be liable in any way for any costs incurred by 

respondents in replying to this RFP. 

Severability 
If any terms or provisions of this Request for Proposal shall be found to be illegal or 

unenforceable, then such term or provision shall be deemed stricken and the remaining portions 

of this document shall remain in full force and effect. 

Oral Presentation 
Respondents who submit a proposal in response to this RFP may be required to give an oral 

presentation of their proposal to the Capitol Region Council of Governments. This provides an 

opportunity for the respondent to clarify or elaborate on the proposal.  These are fact-finding and 

explanation sessions only and do not include negotiation. The Capitol Region Council of 

Governments will schedule the time and location of these presentations. Oral presentations are an 

option of the Capitol Region Council of Governments and may or may not be conducted. 

Subcontracting 
The successful respondent may utilize the services of specialty subcontractors on those portions 

of the work that under normal contracting practices are performed by specialty subcontractors. 

The successful respondent shall not award any portion of the work to a subcontractor without 

prior written approval of the Capitol Region Council of Governments. The acceptance of any 

and all subcontractors shall reside with the Capitol Region Council of Governments, and the 

Capitol Region Council of Governments decision shall be final. The successful respondent shall 

be fully responsible to the Capitol Region Council of Governments for the performance, finished 

products, acts, and omissions of his subcontractors and persons directly or indirectly employed 

thereby. 

Assigning/Transferring of Agreement 
Any successful respondent is prohibited from assigning, transferring, conveying, subletting or 

otherwise disposing of the resulting agreement or its rights, title, or interest therein or its power 

to execute such an agreement to any other person, company or corporation without prior consent 

and approval in writing from the Capitol Region Council of Governments. 

Amending or Canceling Request 
CRCOG reserves the right to amend or cancel this RFP, prior to the due date and time, if it is 

deemed to be in its best interest to do so.  

Waiver of Informalities  
The Capitol Region Council of Governments reserves the right to accept or reject any and all 

responses to this Request for Proposals, or any part thereof, and to waive any informalities 

and/or technicalities that are deemed to be in its best interest.  

Collusion 
By submitting a proposal, the respondent implicitly states: that his/her proposal has not been 

made in connection with any other competing respondent submitting a separate response to this 

RFP; is in all respects fair; and has been submitted without collusion or fraud. It is further 

implied that the respondent did not participate in the RFP development process, had no 

knowledge of the specific contents of the RFP before its issuance, and that no employee of 

CRCOG either directly or indirectly assisted in the vendor’s proposal preparation. 
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Termination 
CRCOG may terminate any contract(s) or any part of any contracts resulting from this process at 

any time for: cause, default or negligence on the part of the selected respondent; or if the selected 

respondent fails, in the opinion of CRCOG, to meet the general terms and conditions of any 

resulting contract or to provide a level of service that is deemed to be in the best interest of 

CRCOG. 

Ethics 
The conduct of any contracted consultant shall be subject to the CRCOG Ethics Policy (found 

online at: http://crcog.org/rfprfq/).   

Affirmative Action 
CRCOG is an affirmative action-equal opportunity employer in accordance with regulations 

adopted by the State Commission on Human Rights and Opportunities, and requires an 

affirmative action policy from all contractors and vendors as a condition of doing business with 

CRCOG, as per Federal Order 11246.  By signing the proposal sheet for this bid, all vendors and 

contractors agree to this condition of doing business with CRCOG and should CRCOG choose to 

audit their compliance, the respondent agrees to cooperate fully.   

Insurance Requirements 
The consultant shall be required to furnish a Certificate of Insurance evidencing the following 

insurance coverage prior to the execution of an Agreement.  Failure to maintain insurance 

coverage as required and to name the Capitol Region Council of Governments and CRCOG 

member municipalities as the Additional Insured will be grounds for termination of the 

contract.  In addition: 

A. The insurance requirements shall apply to all subcontractors and/or consultants. 

B. All policy forms shall be on the occurrence form. Exceptions must be authorized by 

CRCOG unless the coverage is for Professional Liability where the common form is 

claims made. 

C. Acceptable evidence of coverage will be on the ACORD form or a form with the same 

format. 

D. All renewal certificates shall be furnished at least 10 days prior to policy expiration. 

E. Each certificate shall contain a 30 day notice of cancellation. 

F. Insurance shall be issued by an insurance company licensed to conduct business in the 

State of Connecticut which has at least an “A-” policy holders rating according to Best 

Publications latest edition Key Rating Guide. 

Required insurance coverage: 

A. Comprehensive General Liability, including Contractual Liability as applicable, with 

limits not less than $1,000,000 for all damages because of bodily injury sustained by each 

person as the result of any occurrence and $2,000,000 bodily injury aggregate per policy 

year and limits of $1,000,000 for all property damage sustained by each person as a result 

of any one occurrence and $2,000,000 property damage aggregate per policy year.  All, if 

any, deductibles are the sole responsibility of the consultant to pay and/or indemnify. 

B. Automobile Liability Insurance including non-owned and hired vehicles in the same 

http://crcog.org/rfprfq/
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limits as indicated in Section 1, above. 

C. Workers' Compensation Insurance at the Connecticut statutory limit including 

Employers' Liability with limits of $100,000 each accident, $500,000 for each 

disease/policy limit, and $100,000 for disease for each employee. 

D. Excess Liability Umbrella Form over sections 2.a, 2.b and 2.c--Employers' Liability with 

limits up to $4,000,000. 

E. The Capitol Region Council of Governments and CRCOG member municipalities shall be 

named as an Additional Insured as their interest may appear on the appropriate coverage 

in sections 2.a, 2.b and 2.c--Employers' Liability and 2.d in the section reserved for 

comments on the ACORD Form insurance certificate. 

F. Professional Liability Insurance with limits up to $2,000,000 aggregate limit issued on 

claims made basis for the term of the contract and continuing for two years following the 

completion of the contract at the consultant’s cost. 

 

Hold Harmless and Indemnification 
In addition to its obligation to provide insurance as specified above, the consultant, its 

subcontractors, agents and assigns shall indemnify and hold harmless the Capitol Region Council 

of  Governments and its member municipalities, including but not limited to, its elected officials, 

and its officers, from any and all claims made against the CRCOG, including but not limited to, 

damages, awards, costs and reasonable attorney’s fees, to the extent any such claim directly and 

proximately results from the negligent acts, errors, or omissions in performance of services by 

the consultant during the consultant’s performance of this Agreement or any other Agreements 

of the consultant entered into by reason thereof.  CRCOG agrees to give the consultant prompt 

notice of any such claim and absent a conflict of interest, an opportunity to control the defense 

thereof. 

Additional Terms and Conditions 

1. The firm assigns to CRCOG all rights, title and interests in and to all causes of action it 

may have under Section 4 of the Clayton Act, 15 USC 15, or under Chapter 624 of the 

general statutes. This assignment occurs when the consultant is awarded the contract. 

2. The firm agrees that it is in compliance with all applicable federal, state and local laws 

and regulations, including but not limited to Connecticut General Statutes Sections 4a-60 

and 4a-60a. The firm also agrees that it will hold CRCOG and its member municipalities 

harmless and indemnify CRCOG and its member municipalities from any action which 

may arise out of any act by the firm concerning lack of compliance with these laws and 

regulations. All purchases will be in compliance with Section 22a-194 to Section 22a-

194g of the Connecticut General Statutes related to product packaging. 

3. The contract arising from the RFP is subject to the provisions of Executive Order No. 

Three of Governor Thomas J. Meskill promulgated February 15, 1973 and Section 16 of 

P.A. 91-58 Nondiscrimination Regarding Sexual Orientation, and the provisions of 

Executive Order No. Sixteen of Governor John G. Rowland promulgated August 4, 1999 

regarding Violence in the Workplace Prevention Policy. 

4. The contract arising from the RFP may be subject to the provisions of §1-218 of the 

Connecticut General Statutes, as it may be modified from time to time. In accordance 

with this section, each contract in excess of two million five hundred thousand dollars 

between a public agency and a person for the performance of a governmental function 
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shall (1) provide that the public agency is entitled to receive a copy of records and files 

related to the performance of the governmental function, and (2) indicate that such 

records and files are subject to the Freedom of Information Act and may be disclosed by 

the public agency pursuant to the Freedom of Information Act. No request to inspect or 

copy such records or files shall be valid unless the request is made to the public agency in 

accordance with the Freedom of Information Act. Any complaint by a person who is 

denied the right to inspect or copy such records or files shall be brought to the Freedom 

of Information Commission in accordance with the provisions of sections 1-205 and 1-

206 of the Connecticut General Statutes. Incorporated by reference into the resulting 

contract is Section 4-61dd(g)(1) and 4-61dd(3) and (f) of the Connecticut General 

Statutes which prohibits contractors from taking adverse action against employees who 

disclosed information to the Auditors of Public Accounts or the Attorney General. 
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ATTACHMENT A: RESPONSE PAGE 

 

 

Capitol Region Council of 

Governments 

   

REQUEST FOR PROPOSALS 

 

 

   

DATE ADVERTISED:  

Thursday, November 10, 2016 

 

 DATE / TIME DUE: 

Friday, December 9, 

2016 at 2:00 PM 

 

  

NAME OF PROPOSAL CRCOG Regional Municipal Employment 

Applicant Tracking Portal  

 

 

 

                                                                                                       

   

Type or Print Name of Individual  Doing Business as (Trade Name) 

Signature of Individual   Street Address 

Title  City, State, Zip Code 

Date       Telephone Number / Fax Number 

E-mail Address/Website  SS # or TIN# 
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ATTACHMENT B: CAPITOL REGION COUNCIL OF GOVERNMENTS EQUAL 

EMPLOYMENT OPPORTUNITY AND MINORITY/FEMALE BUSINESS 

ENTERPRISE CERTIFICATION FORM 

 

 

  

The undersigned certifies that _______________________________________is an   

                                        (Name of Company)  

Equal Opportunity Employer and is in compliance with federal and State rules and regulations 

pertaining to Equal Employment Opportunity and Affirmative Action. 

 

 

_______________________________________ 

 (Respondent's Signature)  

 

------------------------------------------------------------------------------------------------- 

 

IF APPLICABLE: 

The undersigned also certifies that ______________________________________ 

                                        (Name of Company) 

 

is a Minority/Female Business Enterprise and is in compliance with federal and state rules and 

regulations pertaining to Minority/Female Business Enterprise designations. 

 

 

_______________________________________ 

 (Respondent's Signature) 

 

 

________________________________ (Today’s Date)  

 

 



Attachment E
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