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 Human Resources Department

Temporary Employee Staffing Services 
or 

Information Technology Staffing Resources
2010 RFP 
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Omar C. Reid, Human Resources Director

Ramiro Cano, Assistant Director

Chas Smith, Division Manager

Christine Gallegos, Human Resources Supervisor

Welcome, special guests from Affirmative Action Division
and Legal Dept.

Human Resources Department
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The City of Houston, Texas hereby requests proposals from 
qualified agencies wanting to enter into an agreement with the 
City of Houston to provide temporary employee staffing services 
on an as needed basis to city departments.  The agency shall 
provide all labor, material and supervision necessary to furnish 
temporary employee services to the City.  The proposed 
agreement term is for One (1) Calendar Year.  The City of 
Houston reserves the option of extending the agreement for two 
(2) Additional One-Year Terms.  

Optional: Qualified agencies wanting to provide a complete turn- 
key temporary employee workforce solution should include a 
separate section at the end of their proposal titled “Managed 
Service Provider”.  Describe your vendor management software, 
subcontractor selection strategy and the proposed managed 
service model used to service city departments 
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• Due Date: Tuesday, August 31, 2010
11:00 AM (CDST)

• Location: City Secretary’s Office
Public Level – City Hall Annex

Human Resources Department 
Temporary Employee Staffing Services 

or Information Technology Staffing 
Resources RFP

RFP location: http://purchasing.houstontx.gov
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• Due Date: Tuesday, August 31, 2010
11:00 AM (CDST)

• Location: City Secretary’s Office
Public Level – City Hall Annex

Human Resources Department 
Temporary Employee Staffing Services 

or Information Technology Staffing 
Resources RFP

RFP location: http://purchasing.houstontx.gov
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– General Instructions
– Scope of Work
– Proposal Outline and Content
– Evaluation of Proposal

Each RFP contains the following sections:
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Proposal Format:
The proposal must be
 typed 
 signed in ink by an officer of the company 
 clearly written in concise language
 complete 
 bound and sealed when submitted

Submittal Procedures and Proposal Format

Submittal Procedures:
•Provide rate and markup on CD
•Clearly “labeled” proposal 
•Provide 1 original, 4 copies 
•Submission Address:
City Of Houston 
City Secretary’s Office
900 Bagby
Room P101 City Hall Annex 
Houston, TX  77002
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“Proposal for Temporary Employee 
Staffing Services”

*T23721*
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“Proposal for Information Technology 
Staffing Resources”

*T23721*
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Proposal Format:
The proposal must be
 typed 
 signed in ink by an officer of the company 
 clearly written in concise language
 complete 
 bound and sealed when submitted

Submittal Procedures and Proposal Format

Submittal Procedures:
•Provide rate and markup on CD
•Clearly “labeled” proposal
•Provide 1 original, 4 copies 
•Submission Address:
City Of Houston 
City Secretary’s Office
900 Bagby
Room P101 City Hall Annex 
Houston, TX  77002
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Contractual Terms, Conditions, 
Exceptions and Limitations

The proposals shall become part of the City’s official 
files without any obligation on the City’s part and will be 
subject to the Texas Public Information Act.

In the event a proposer submits trade secret 
information to the City, the information must be clearly 
labeled as a “Trade Secret”.  The City will maintain the 
confidentiality of such trade secrets to the extent 
provided by the law.
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• Insurance

– Indemnification Procedures
– Insurance Requirements

Insurance Requirements
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Understanding and Enforcing Insurance Understanding and Enforcing Insurance 
Requirements in City ContractsRequirements in City Contracts

Mary McKerallMary McKerall
Senior Assistant City AttorneySenior Assistant City Attorney

Legal Department, Contracts DivisionLegal Department, Contracts Division

August 16, 2010August 16, 2010

Temporary Employee Staffing Services or
Information Technology Staffing Resources – T23721
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Understanding and Enforcing Insurance Understanding and Enforcing Insurance 
Requirements in City ContractsRequirements in City Contracts 

OUTLINEOUTLINE



 

Basic Business Insurance PackageBasic Business Insurance Package


 

City Required CoveragesCity Required Coverages


 

Additional City Insurance RequirementsAdditional City Insurance Requirements


 

Evidence of InsuranceEvidence of Insurance


 

Enforcing Insurance RequirementsEnforcing Insurance Requirements
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Basic Business Insurance PackageBasic Business Insurance Package



 

WorkersWorkers’’ CompensationCompensation


 

EmployerEmployer’’s Liabilitys Liability


 

Commercial General LiabilityCommercial General Liability


 

Automobile LiabilityAutomobile Liability


 

Commercial Crime or Fidelity BondCommercial Crime or Fidelity Bond
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Basic Business Insurance PackageBasic Business Insurance Package



 

WorkersWorkers’’ CompensationCompensation


 

Covers medical and rehabilitation costs and lost wages for Covers medical and rehabilitation costs and lost wages for 
employees injured on the job.employees injured on the job.



 

Three parts:Three parts:


 

1.  Injured employee1.  Injured employee’’s medical bills & lost wages.s medical bills & lost wages.


 

2.  Employer2.  Employer’’s liability if employees liability if employee’’s family sues.s family sues.


 

3.  Employment practices liability; covers suits of    3.  Employment practices liability; covers suits of    
discrimination or sexual harassment (optional).discrimination or sexual harassment (optional).
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Basic Business Insurance PackageBasic Business Insurance Package



 

Commercial General Liability (CGL)Commercial General Liability (CGL)


 

Covers accidents on business premises and exposure to Covers accidents on business premises and exposure to 
companycompany’’s productss products



 

Tends to have many exclusions (e.g., damage cannot be Tends to have many exclusions (e.g., damage cannot be 
due to poor workmanship)due to poor workmanship)
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Basic Business Insurance PackageBasic Business Insurance Package



 

Auto LiabilityAuto Liability


 

Used when company has car involved in company Used when company has car involved in company 
business (delivery vans, fleet vehicles for employee use)business (delivery vans, fleet vehicles for employee use)



 

Minimum policy amounts set by stateMinimum policy amounts set by state
($1 million recommended)($1 million recommended)
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Required Coverages forRequired Coverages for 
City ContractsCity Contracts



 

WorkersWorkers’’ CompensationCompensation


 

EmployerEmployer’’s Liabilitys Liability


 

Commercial General LiabilityCommercial General Liability


 

Automobile Liability (if applicable)Automobile Liability (if applicable)


 

Professional Liability (if design professional, Professional Liability (if design professional, 
architect, etc.)architect, etc.)
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Required Coverages forRequired Coverages for 
City ContractsCity Contracts



 

WorkersWorkers’’ CompensationCompensation = = ““Statutory amountStatutory amount”” or or ““As As 
required by lawrequired by law””
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Required Coverages forRequired Coverages for 
City ContractsCity Contracts



 

EmployerEmployer’’s Liabilitys Liability


 

Bodily Injury by accident $500,000 (each accident)Bodily Injury by accident $500,000 (each accident)


 

Bodily Injury by Disease $500,000 (policy limit)Bodily Injury by Disease $500,000 (policy limit)


 

Bodily Injury by Disease $500,000 (each employee)Bodily Injury by Disease $500,000 (each employee)
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Required Coverages forRequired Coverages for 
City ContractsCity Contracts



 

Commercial General Liability (CGL)Commercial General Liability (CGL)


 

Includes Broad Form Coverage, Contractual Includes Broad Form Coverage, Contractual 
Liability, Bodily and Personal Injury, Completed Liability, Bodily and Personal Injury, Completed 
Operations, etc.Operations, etc.



 

Bodily Injury and Property Damage = Combined Bodily Injury and Property Damage = Combined 
Limits of $500,000 for each Occurrence and Limits of $500,000 for each Occurrence and 
$1,000,000 aggregate$1,000,000 aggregate
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Required Coverages forRequired Coverages for 
City ContractsCity Contracts



 

Automobile Liability InsuranceAutomobile Liability Insurance = $1 million= $1 million


 

Covers three classes of vehicles:Covers three classes of vehicles:


 

OwnedOwned = = ownedowned by contractorby contractor


 

NonNon--owned owned = owned by contractor= owned by contractor’’s employeess employees


 

HiredHired = borrowed or leased= borrowed or leased



 

If contractor does not own any vehicles, it must supply a letterIf contractor does not own any vehicles, it must supply a letter 
stating that if it does buy any it will also buy stating that if it does buy any it will also buy ““ownedowned”” coverage.coverage.



 

Contractor must have Contractor must have ““nonnon--ownedowned”” and and ““hiredhired”” coverage.  coverage.  
Otherwise City would have to go after each employee to be Otherwise City would have to go after each employee to be 
added as Additional Insured.added as Additional Insured.
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AdditionalAdditional 
City Insurance RequirementsCity Insurance Requirements



 

Policy issuers must have a Certificate of Authority to Policy issuers must have a Certificate of Authority to 
transact business in Texas, ortransact business in Texas, or



 

Be a nonBe a non--admitted issuer in Texas with a Bestadmitted issuer in Texas with a Best’’s s 
rating of at least B+ with a Financial Size Category rating of at least B+ with a Financial Size Category 
of 6 or better.of 6 or better.



 

This provides City with assurance that issuer will This provides City with assurance that issuer will 
remain solvent.remain solvent.
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AdditionalAdditional 
City Insurance RequirementsCity Insurance Requirements



 

CityCity’’s Additional Insured Statuss Additional Insured Status


 

All policies except WorkersAll policies except Workers’’ Compensation, EmployerCompensation, Employer’’s s 
Liability, and Professional Liability must name City (and its Liability, and Professional Liability must name City (and its 
officers, agents, and employees) as Additional Insured.officers, agents, and employees) as Additional Insured.



 

Additional Insured Status may be contractually limited not to Additional Insured Status may be contractually limited not to 
extend to cases of the Cityextend to cases of the City’’s sole negligence unmixed with any s sole negligence unmixed with any 
fault of Contractor.fault of Contractor.



 

Benefits of Additional Insured Status:Benefits of Additional Insured Status:


 

City shares in Named InsuredCity shares in Named Insured’’s coverage, thus diluting the s coverage, thus diluting the 
limit of liability available for claim settlement.limit of liability available for claim settlement.



 

City shares in Named InsuredCity shares in Named Insured’’s policy rights to defense.  Or, s policy rights to defense.  Or, 
the insurer has a duty to defend the City as well as the Named the insurer has a duty to defend the City as well as the Named 
Insured.Insured.
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AdditionalAdditional 
City Insurance RequirementsCity Insurance Requirements



 

DeductiblesDeductibles


 

Contractor must pay for any claims up to the amount of any Contractor must pay for any claims up to the amount of any 
deductibles.deductibles.



 

Waives any claim against City for deductibles.Waives any claim against City for deductibles.



 

Liability for PremiumsLiability for Premiums


 

Contractor must pay all premiums Contractor must pay all premiums -- City does not pay any City does not pay any 
premiumspremiums



 

Endorsement of Primary InsuranceEndorsement of Primary Insurance


 

Each policy, except WorkersEach policy, except Workers’’ Compensation and Professional Compensation and Professional 
Liability (if any), must state that Named InsuredLiability (if any), must state that Named Insured’’s policy is s policy is 
primary to any other policy available to City with respect to primary to any other policy available to City with respect to 
claims under a particular contract.claims under a particular contract.
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AdditionalAdditional 
City Insurance RequirementsCity Insurance Requirements



 

Cancellation ClauseCancellation Clause



 

Each policy must state that it may not be canceled, materially Each policy must state that it may not be canceled, materially 
modified, or modified, or nonrenewednonrenewed

 
unless the Contractor gives the unless the Contractor gives the 

Director 30 days' advance written notice.  Contractor shall Director 30 days' advance written notice.  Contractor shall 
give written notice to the Director within five days of the dategive written notice to the Director within five days of the date

 on which total claims by any party against Contractor reduce on which total claims by any party against Contractor reduce 
the aggregate amount of coverage below the amounts required the aggregate amount of coverage below the amounts required 
by this Agreement.  In the alternative, the policy may contain by this Agreement.  In the alternative, the policy may contain 
an endorsement establishing a policy aggregate for the an endorsement establishing a policy aggregate for the 
particular project or location subject to this Agreement.particular project or location subject to this Agreement.
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AdditionalAdditional 
City Insurance RequirementsCity Insurance Requirements



 

Waiver of SubrogationWaiver of Subrogation


 

Subrogation means that one party can step into the Subrogation means that one party can step into the 
shoes of another for purposes of bringing a claimshoes of another for purposes of bringing a claim


 

X at fault for causing damage to ContractorX at fault for causing damage to Contractor’’s property.  s property.  
ContractorContractor’’s insurance company pays claim and is s insurance company pays claim and is 
subrogated to Contractor, or can bring a lawsuit on its subrogated to Contractor, or can bring a lawsuit on its 
behalf against X.behalf against X.



 

Contractor waives any claim or right of subrogation Contractor waives any claim or right of subrogation 
to recover against City, its officers, agents, or to recover against City, its officers, agents, or 
employees.employees.



 

Required as an endorsement to each policy, except Required as an endorsement to each policy, except 
for Professional Liability (if any).for Professional Liability (if any).
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AdditionalAdditional 
City Insurance RequirementsCity Insurance Requirements



 

Subcontractors and ConsultantsSubcontractors and Consultants



 

SubcontractorsSubcontractors must name City as must name City as Additional Additional 
InsuredInsured and comply with all requirements in prime and comply with all requirements in prime 
contractorcontractor’’s agreement, except for policy amounts.s agreement, except for policy amounts.


 

Amounts are commensurate with amount of subcontract, Amounts are commensurate with amount of subcontract, 
but no less than $500,000but no less than $500,000
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SelfSelf--Insurance:Insurance: 
An Alternative to Required CoveragesAn Alternative to Required Coverages



 

Motor vehicle selfMotor vehicle self--insurance certificate from Texas insurance certificate from Texas 
Department of Public SafetyDepartment of Public Safety



 

Audited financial statement:  reserves or assets Audited financial statement:  reserves or assets 
sufficient to pay judgmentssufficient to pay judgments



 

SelfSelf--insurance must protect City to same extent as insurance must protect City to same extent as 
an additional insured on an insurance policyan additional insured on an insurance policy



 

If selfIf self--insurance lapses, Contractor must notify insurance lapses, Contractor must notify 
Director and obtain commercial insuranceDirector and obtain commercial insurance
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Certificates of InsuranceCertificates of Insurance 

““EvidenceEvidence”” or or ““ProofProof”” of Insuranceof Insurance
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1. Date
2. Insurance Agent/Broker
3. Company writing policy
4. Insured (Contractor,
5. Auto = Owned, Hired, Non- 

Owned
6. Policy number + NAIC #
7. Type and actual amounts 

carried
8. Other types (if required)
9. Other types (if required)
10. Special items (project 

description, additional insured, 
waiver of subrogation)

11. Certificate Holder’s name & 
address

12. Cancellation clause (may or may 
not have strike-out language)

13. Name & signature of 
authorized representative (HR 
Director)

14. Expiration date for each type
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Enforcing Insurance Requirements

Contractor must supply Contractor must supply originaloriginal ACCORD ACCORD 
certificate to the Director of Human certificate to the Director of Human 
ResourcesResources
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Contractor Contractor mustmust maintain required coverages without interruption.maintain required coverages without interruption. 

If not, Director has authority to either:If not, Director has authority to either: 

1.  Suspend contractor from performing and begin 1.  Suspend contractor from performing and begin 
termination for defaulttermination for default, or, or 

2.  Use City money to 2.  Use City money to buy the insurancebuy the insurance and deduct costs and deduct costs 
from payments due.from payments due.

Enforcing Insurance Requirements

In no case will the City be prohibited from asserting its right to terminate a contract 
because of its acts or omissions in reviewing insurance documents.
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Typical Contractor ConcernsTypical Contractor Concerns



 

Subcontractor flowSubcontractor flow--through requirementsthrough requirements



 

ContractorContractor’’s responsibility to explains responsibility to explain



 

Policies become public record, may contain Policies become public record, may contain 
proprietary informationproprietary information



 

Mutual nondisclosure clauseMutual nondisclosure clause



 

Coverage amounts too highCoverage amounts too high
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Understanding and Enforcing Insurance Understanding and Enforcing Insurance 
Requirements in City ContractsRequirements in City Contracts

Mary McKerallMary McKerall
Senior Assistant City AttorneySenior Assistant City Attorney

Legal Department, Contracts DivisionLegal Department, Contracts Division

Q & AQ & A
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• Pay or Play

City Contractors’ Pay or Play 
Program
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City Contractors’ Pay or Play 
Program (POP)

City of Houston
Affirmative Action and Contract 

Compliance Division
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Contractor’s Pay or Play 
(POP) Program

Executive Order 1-7 and
Ordinance 2007-534
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POP Background & Purpose

POP program mandates City Contractors to provide 
their employees a minimum level of health benefits 
OR Contribute prescribed amount towards 
“Contractors Responsibility Fund” to defray the 
costs of  providing health care to uninsured people in 
Houston and Harris County area. 
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The purpose of the Pay or Play Program is to:

1. Create a more level playing field among
competing contractors.

2. To recognize and account for the fact that there are costs
associated with the health care of the uninsured.

3. The City of Houston intends to enhance fairness in the 
competition for contracts between bidders that choose 
to offer a health benefit to their workforce and those who 
do not.
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Contracts Covered Under POP  
POP program applies to:
1. Contracts Advertised after July 1, 2007.

2. Contracts for:
i)  professional service
ii)  construction
iii)  service contracts 

3. Contracts valued at or above $100K including contingencies

4. Subcontracts valued at or above $200K including contingencies

Note: Program does not apply to any contract in which the primary purpose is  
procurement of property, goods, supplies, and or equipment.
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Covered Employees

• The program applies to employees of a covered 
contractor or sub-contractor, including contract 
labor, who are:
- Over age 18
- Work at least 30 hours per week and
- Work any amount of time under a covered

city contract or sub-contract
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PLAY 

• Contractors who opt to “play” must provide health benefits 
to covered employees.

1- the employer contributes no less than $150 per  
covered employee per month toward the
total premium cost;

2- the covered employee contributes, if any amount,
no greater than 50% of the total monthly 
premium cost (excluding family).
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PLAY Cont’d….

Contractors that opt to “Play” will:
a) Provide periodic reports to the Contract Administrator showing

continued proof of coverage on POP-7. The self-insured
contractors have to get approval from AAD and furnish
documents as required.

b) Retain the following records for at least 3 years:
i) remittal forms with names of employees participating in

health benefits plan, and amount paid by employer.
ii) proof of coverage and/or proof of payment for each covered

employee.
iii) refusal of offer, signed by employee (if applicable)
iv) report subsequent subcontracts to contract administrator

within 30 days of date of subcontract agreement.

Do all of the above for covered employees of subcontractors.
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PAY
• Contractors who opt to “pay” will contribute $1.00 per covered 

employee per hour for work performed under the contract with the 
City. 

1. The contractor will provide monthly report on POP-5 listing the names of 
employees, hours worked,exemptions and amount owed to City.  

2. POP liaisons and project managers will check and verify the details on POP- 
5

3. Companies will submit an initial report with the second invoice to the 
department. Payments based on each report will be submitted to Affirmative 
Action within 30 days, along with copies of supporting documentation 
provided to contracting department. Payment via wire transfer available upon 
request, however supporting documentation must be submitted to Affirmative 
Action.
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PAY Cont’d….

Contractors that opt to “Pay” will:

4.  Retain POP program documents for at least 3 years.

5. Report subsequent applicable subcontracts to contract 
administrator or within 30 days of date of subcontract
agreement.

Do all of the above for covered employees of subcontractors.
Note – Prime contractors are responsible for submitting

applicable documentation for their subcontractors.
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What if?
Q: An Employee hired by the contractor but has to wait

30-90 days probation time before health benefits 
are provided?

A: During the probation period they will be considered as contract
labor for POP purposes and have to pay for the hours worked at city’s 
jobs. After the probation is over and if contractor wants to provide 
health benefits they can move them from “Pay” to “Play” category. 

Q:Contractors move their workers from jobs to jobs, if a covered worker 
moved from non-city job to city job temporarily how POP will affect 
that?

A: If the temporary or substitute worker is a covered worker and has been 
provided with health benefits then nothing is required except proof of 
health coverage; However, if the covered worker is without health 
benefits then contractor has to pay towards POP funds for the hours 
worked at city jobs. 
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POP Web Page 
(Your Resource Center)

• AAD provides POP related help, POP forms and all the POP related updates 
through our website. Data management and POP reporting is facilitated with 
the help of following POP-Forms:

PAY OR PLAY (POP) FORMS

POP-1   (Document 00840)

POP-1A (Document 00460)

POP-2   (Document 00630)

POP-3   (Document 00631)

POP-4
POP-5
POP-6
POP-7
POP-8

Pay or Play Requirements
Pay or Play Acknowledgement Form
Certificate of Agreement to Comply with Pay or Play Program
List of Participating Contractors
Contractor/Subcontractor Waiver Request
Contractor/Subcontractor Reporting Form (Payment Option)
POP Quarterly Update- by City Departments

Employee Health Benefits Update
Employee Waiver Request

http://www.houstontx.gov/index.html
http://www.houstontx.gov/aacc/payorplay/contactlist.pdf
http://www.houstontx.gov/aacc/1-7.pdf
http://www.houstontx.gov/aacc/payorplay/waiverrequest.pdf
http://www.houstontx.gov/aacc/payorplay/exemptions.pdf
http://www.houstontx.gov/aacc/payorplay/insurancepremiums.pdf
http://www.houstontx.gov/aacc/payorplay/pop1.pdf
http://www.houstontx.gov/aacc/payorplay/pop1a.pdf
http://www.houstontx.gov/aacc/payorplay/pop2.pdf
http://www.houstontx.gov/aacc/payorplay/pop3.pdf
http://www.houstontx.gov/aacc/payorplay/pop4.pdf
http://www.houstontx.gov/aacc/payorplay/pop6.pdf
http://www.houstontx.gov/aacc/payorplay/pop7.pdf
http://www.houstontx.gov/espanol/index.html
http://www.houstontx.gov/contactus/index.html
http://www.houstontx.gov/faq/index.html
http://www.houstontx.gov/
http://www.houstontx.gov/311/311form.html
http://www.houstontx.gov/privacy.html
http://www.houstontx.gov/index.html
http://www.houstontx.gov/aacc/payorplay/contactlist.pdf
http://www.houstontx.gov/aacc/1-7.pdf
http://www.houstontx.gov/aacc/payorplay/waiverrequest.pdf
http://www.houstontx.gov/aacc/payorplay/exemptions.pdf
http://www.houstontx.gov/aacc/payorplay/insurancepremiums.pdf
http://www.houstontx.gov/aacc/payorplay/pop1.pdf
http://www.houstontx.gov/aacc/payorplay/pop1a.pdf
http://www.houstontx.gov/aacc/payorplay/pop2.pdf
http://www.houstontx.gov/aacc/payorplay/pop3.pdf
http://www.houstontx.gov/aacc/payorplay/pop4.pdf
http://www.houstontx.gov/aacc/payorplay/pop6.pdf
http://www.houstontx.gov/aacc/payorplay/pop7.pdf
http://www.houstontx.gov/espanol/index.html
http://www.houstontx.gov/contactus/index.html
http://www.houstontx.gov/faq/index.html
http://www.houstontx.gov/
http://www.houstontx.gov/311/311form.html
http://www.houstontx.gov/privacy.html
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Q&A?

THANK YOUTHANK YOU
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– General Instructions
– Scope of Work
– Proposal Outline and Content
– Evaluation of Proposal

Each RFP contains the following sections:
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A. General Scope of Services and Reporting
* T23721 *- pages 23-26 & Attach. #1

Failure to respond to any items requested 
in RFP, may result in the entire proposal 
being rejected.

Scope of Work



Scope of ServicesScope of Services--Attachment 1Attachment 1

•Provide all labor material & supervision necessary

•Provide a single point of contact with experienced staff member

•Provide a local office

•Administer proper skills tests and evaluation methods

•Provide criminal background checks on qualified temporary employees

•A 24-hour operation – emergency contact information

•A “drug free” workplace

•Appropriate dress code for all employees

•Proper tools, licenses, certifications

•Commitment to complete the temporary assignment

City of Houston requirements of contracted agencies:
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Temporary Employee Services Program

-Must have high speed internet access
-Must maintain application integrity
-Must maintain data integrity
-Must maintain logon/passwords security 
-Vendor cannot extend to sub-contractors unless

city grants approval
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• Acknowledge by signature at the end of the Scope of 
Services Section – page 26.

• A copy of the signed page must be included in your bid 
proposal.

Scope of Services – Signature Page
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– General Instructions
– Scope of Work
– Proposal Outline and Content
– Evaluation of Proposal

Each RFP contains the following sections:
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•Title Page_
•Table of Contents
•Letter of Transmittal
•Agency Qualifications
•Proposed Strategy & Operational Plan
•Proposed Transition Plan
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D (Optional) 
•Content

Proposal Outline & Content
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•Title Page
•Table of Contents_
•Letter of Transmittal
•Agency Qualifications
•Proposed Strategy & Operational Plan
•Proposed Transition Plan
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D
•Content

Proposal Outline & Content
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Table of Contents

i) Place the “Table of Contents” on top of all documents, even before the
“Transmittal Letter.”  In other words, the “Table of Contents” should be the first
page seen when the binder is opened. 

 
ii) Number all pages sequentially.  Use a Bates stamp to number the pages, in 

case they are produced from different departments, divisions or sections of your
company.  In the event that all documents cannot be numbered sequentially but
tabs are used to separate the documents, please indicate—in the “Table of 
Contents”—where pertinent information, especially Exhibits, Attachments and
required forms can be found.  For example:  If the Financial Statement is under
Tab 7, on pages 15-23, please indicate it in the “Table of Contents” as: 

 
Financial Statement……………………………………………Tab 7, pages 
15-23 
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•Title Page 
•Table of Contents
•Letter of Transmittal_ 
•Agency Qualifications
•Proposed Strategy & Operational Plan
•Proposed Transition Plan
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D (Optional)
•Content

Proposal Outline & Content
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• Proposer’s name
• Business address
• Legal status
• Federal Tax ID #, 
• Primary point of contact

•email address, phone, fax, pager
• Signed in blue ink by an officer of  company 

Transmittal Letter
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•Title Page
•Table of Contents
•Letter of Transmittal
•Agency Qualifications_
•Proposed Strategy & Operational Plan
•Proposed Transition Plan
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D (Optional).
•Content

Proposal Outline & Content
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Proposer Qualifications
T23721- pages 18-19 & 

pages 27-29 Attach. #2 

Proposer Qualifications



Proposer QualificationsProposer Qualifications



 
Staff qualificationsStaff qualifications



 
RecruitmentRecruitment



 
Hiring process Hiring process –– skills evaluationskills evaluation



 
Termination Termination –– notificationnotification



 
MIS Capabilities MIS Capabilities –– technologytechnology



 
Transition PlanTransition Plan



•Title Page
•Table of Contents
•Letter of Transmittal
•Agency Qualifications
•Proposed Strategy & Operational Plan_
•Proposed Transition Plan
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D
•Content

Proposal Outline & ContentProposal Outline & Content



•Title Page
•Table of Contents
•Letter of Transmittal
•Agency Qualifications
•Proposed Strategy & Operational Plan
•Proposed Transition Plan_
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D
•Content

Proposal Outline & ContentProposal Outline & Content



•Title Page
•Table of Contents
•Letter of Transmittal
•Agency Qualifications
•Proposed Strategy & Operational Plan
•Proposed Transition Plan
•Financial Statements & References_
•Cost of Services – Attachments 3A, 3B, 3C, 3D
•Content

Proposal Outline & ContentProposal Outline & Content
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•Title Page 
•Table of Contents
•Letter of Transmittal
•Agency Qualifications
•Proposed Strategy & Operational Plan
•Proposed Transition Plan
•Financial Statements & References
•Cost of Services – Attachments 3A, 3B, 3C, 3D(Optional)_ 
•Contents (pg. 21)

Proposal Outline & Content
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“Indicate "NA" for rate, if proposer declines to provide a particular service(s).”

Rate Request Attachments

•Proposer must provide an explanation for any “NA” entries.

•Rate Request Form must be complete – All blanks must be filled.
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– General Instructions
– Scope of Work
– Proposal Outline and Content
– Evaluation of Proposal

Each RFP contains the following sections:



Evaluation of Proposal
• Quality of response submitted (all questions addressed) 

• Strategy to perform the Scope of Work and Transitional Plan

• Experience and success in performing similar services for other 

entities

• Experience of the proposed managerial and account processing 

team

• Ability to timely offer qualified temporary employees

• Invoicing/Reporting/Technological ability

• Financial Strength of Proposer 

• Reasonableness of cost projections

• Value Added Services
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PHASE I - PASS / REJECT

 Submit labeled, bound typed proposal & required copies by deadline

 Submission includes:

Completed Regular Agency Personnel Markup Rate Request-
T23721 Attachment 3A

Completed Payrolling Markup Rate Request-
T23721 Attachment 3B

Completed Drug Test Charge
T23721 Attachment 3C

Completed Managed Service Provider  Markup Rate Request-
T23721 Attachment 3D (Optional)

Form 6559 Transmitter Report or Equivalent Exhibit VII

 Typed proposal signed by an officer of the company

 Disk with all rate and markup information

 Transmittal Letter and completed Transmittal Check List Pages 18- 20 & Checklist

What are causes of rejection?
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• Due Date: Tuesday, August 31, 2010
11:00 AM (CDST)

• Location: City Secretary’s Office
Public Level – City Hall Annex

Human Resources Department 
Temporary Employee Services 

Proposal
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Anticipated Timeline

Task Date
Release RFP Friday, August 6, 2010

Pre-proposal conference
Tuesday, August 16, 2010

Deadline for RFP questions Tuesday, August 16, 2010

Proposals due Tuesday, August 31, 2010

Analysis of proposals, clarification of proposals, 
presentations, if necessary

Tuesday, August 31 – Friday 
September 10, 2010

Finalize Documentation and Recommendations Monday, September 20, 2010

City Council acts on recommendations Wednesday, October 6, 2010

Award notifications Upon Council Approval

Effective date Monday, November 1, 2010
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Human Resources Department
Temporary Employee Staffing Services or 

Information Technology Staffing Resources 
2010 RFP 
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