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1. SCOPE OF WORK (ITN) 
The purpose of this Invitation to Negotiate (the "ITN") for the electronic plan submittal/review and file digitization project  is to evaluate 
and select a vendor that can provide a software solution to electronically receive, review, track, comment, respond and archive new 
development plan and permit submittals, as-builts, and other related project documentation.   
 
The software solution should at a minimum: 

• Electronic submittal in pdf, AutoCAD, and Microsoft Office Suite 
• Configure rules for mandatory file submissions 
• Electronic Signatures/sign & seal authentication 
• Unlimited file size upload with log date records 
• Automated response of receipt 
• Data validation 
• Integration with GIS 
• Validation of location data with GIS (parcel and address) 
• External tracking process 
• Fee tracking 
• Electronic transfer to multiple internal entities 
• Ability to provide real time documented feedback on document/request additional information 
• Compare document to document and highlight changes 
• Revision tracking capability 
• Ability to manually assign work 
• Ability to write rules for project review assignments 
• Multi-user functionality-rights/access driven 
• Cell phone, pad/tablet compatibility 
• Master list of all projects (active, under construction, etc.) 
• Ability to keep/record field notes (inspector) 
• Ability to link/reference other projects (both active and archived) 
• Ability to designate project specifics to appear on dashboard 
• Multi-function search (search by specific project attributes) 
• Provide work flow alerts and reminders 
• Automated Status Updates-both internal and external 
• Ability to scan documents directly into the archived file 

 
Implementation should include at a minimum: 

• Base configuration of the system, including roles, privileges, and file types for JEA 
• Creation of workflow processes, application form, emails, review types, checklists 
• Professional service during set-up until go live that covers; planning, analysis, design, construction UAT support and Go Live 

support 
• Training sessions for internal users 

 
After launch should include: 

• Handout documents for end users and engineers/contractors 
• Technical support for all users (internal and external) 

 
2. JEA CURRENT STATE 

JEA currently utilizes an in-house software for project tracking, as well as hard copy plan, permit and as-built reviews.  JEA electronically issues 
project availability letters through this in-house systems, which documents proposed project flow, project name, address, real estate number, and 
engineer.  Our internal process allows for review of availability request and we provide a written response outlining the appropriate point of 
connection for any requested water, sewer or reuse service requests.  All required documentation for project review is required to be submitted 
hard copies and pdf, via the mailroom delivery.  We review projects and provide comments electronically.  Once approved the project file is 
updated in our in-house software.  All plan and as-built reviews, permits, and inspection activities are logged within this system.  When the project 
is complete and all required documentation has been submitted, again hard copies and pdf, we accept the project and file the closed out project.  
Our current filing system consists of an electronic project file, housed on an internal hard drive, and hard project files of all documents submitted 
throughout the design/construction/dedication of the project.  As time passes and space is needed, the hard files are archived and sent to offsite 
storage. 
 

 
1. ANNUAL SOFTWARE LICENSES COST – See Section 1.1 of Appendix B – Response Workbook 

Per Appendix B – Response Workbook, JEA estimates 50 active users for availability issuance and plan review (write access) , a minimum of 20 internal 
users that will just need read access, and unlimited external engineer and contractor users. 

 
2. SETUP/IMPLEMENTATION FEES – See Section 1.2 of Appendix B – Response Workbook 
 
One-Time Setup Costs must include all costs attributable to providing the complete solution; deployment and setup of the complete solution, and all costs 
associated with satisfying all requirements for all required environments.  One-time setup costs should be inclusive of but not limited to the following: 
 

a. Project Management/Professional Services  
b. Technical Team Professional Services including but not limited to: 

a. Analysis 
b. Configuration 
c. Development / Customization 
d. Unit, Configuration and System 
e. Testing 
f. Integration 

c. Travel Expenses  (According to JEA’s travel policy) 
d.  

3. RECURRING ANNUAL MAINTENANCE AND SUPPORT – See Section 1.3 of Appendix B – Response Workbook 
Maintenance and Support, must include technical support, customizations, and free software upgrades.  Maintenance and Support shall begin 
upon JEA acceptance of successful implementation. 
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4. TRAINING– See Section 1.4 of Appendix B – Response Workbook 
Training is to be completed for all identified personnel 2 weeks before launch.   Product shall be piloted for at least 30 days to identify areas of opportunity 
before full launch. Onsite support at a minimal of 30 days after implementation/launch.  Training deliverables to include: written material, CBTs, classroom 
training, robust Q&A, daily triage of performance.   
 
 
5. REQUIREMENTS RESPONSE INSTRUCTIONS 
 

A. In Appendix A-Business Requirements are the functional, technical and security requirements for this Contract.  Use this workbook to indicate if your 
solution will meet each item as denoted below.  ALL REQUIREMENTS MUST BE ADDRESSED INDIVIDUALLY AND NO BLANKET 
RESPONSE TO ALL REQUIREMENTS WILL BE ACCEPTED. 
 

a) Rank 1 – Functionality is included as a core functionality of your software solution  This functionality already exists without additional pricing or 
changes to the base product. 

 
b) Rank 2 - Additional component to core functionality, but purchased separately  Once the current product release is installed, if configuration (a 

mechanism to make changes) is required, describe the configuration method (i.e. parameter table value, scripts) in the "Supplier Comments" field in 
Appendix A Business Requirements.  Applications that fully meet the requirements with a base configuration without product enhancement or 
customization will receive higher points.  

 
c) Rank 3 - Customized code development and implementation required Product Enhancement–  Application changes to the product that will be 

unique for JEA and not part of the Respondent’s future base product are needed to meet the requirement.  Customization will require coding changes to 
the product or creation of a new interface to a third party vendor.  The Respondent must also specify estimated lead time from NTP for customization.   

 
d) Rank 4  - Functionality not currently offered; will be available as part of future releases–  A planned enhancement to the base product included in 

the Respondent’s future product roadmap is necessary to meet the requirement.  If this functionality is a product roadmap, the Respondent must provide 
details of estimated lead time from NTP of availability and any dependencies with other roadmap items that may delay its availability. 
 

e) Rank 5 - Functionality not currently offered; no plans to offer functionality in the future  - This functionality does not exist without any 
foreseeable ability to provide. 

 
 

3. PROJECT MANAGEMENT METHODOLOGY  
 

1. Project Planning 
The Respondent will be required to provide professional services during the Planning, Analysis, Design, Implementation, and Testing of 
the design solution, The Respondent is required to plan the implementation and abide to JEA’s Change Management Procedures in such a 
manner as to provide NO outages to JEA’s business operations during normal business hours.  Any outages will need to be pre-approved 
and planned after business hours. Please note that customer impacting events need to take place during pre-approved windows in order to 
minimize customer impact.  
 
Professional Services should include the following at a minimum (below is not an all-inclusive list). 

• Weekly Core and Technical Team meetings 
• Weekly Status Reports & Project Plan Updates 
• Design, document and provide assistance in the implementation of JEA’s hosted Portal solution. 
• Participate in working requirements gathering and JAD sessions. 
• Migrate content where appropriate (templates, menus, and functionality). 
• Pre-cutover meetings 
• An installation schedule 
• Testing of installation 
• End-user training on all applicable systems before, during and after cutover 
• Provision for “Help Desk” staffing during each installation cutover 
• Provide complete implementation documentation, as outlined within JEA’s Project Management Methodology - including system 

administration manuals, quick reference guides and as built drawings. 
 
2. Approach, Timeline and Service Deliverables 
To ensure alignment in regards to project delivery, below you will find JEA’s Project Methodology.  This methodology will be followed 
during the project. 
 

• Planning:  
In summary, the primary activities accomplished during Planning include: 

o Complete the environmental information gathering 
o Define the Project Communications Process 
o Identify Initial Projects Risks 
o Identify Initial Project Costs 
o Develop Statement of Work (SOW) and Procurement Documentation for RFP 
o Define the Master Project Plan and WBS 

 
The following deliverables will be created during the Planning phase: 

o Draft High Level Business Requirements 
o Communications Plan 
o Roles, Responsibilities and Deliverables   
o Scope Document  
o Statement of Work and RFP 
o Master Project Plan and WBS 

 
• Analysis:  

In summary, the primary activities accomplished during Analysis include: 

o Complete a review of JEA’s current business processes 
o Complete Functional Analysis and document findings 
o Complete Technical Analysis and document findings 
o True-Up Detailed Requirements Document 
o Complete Fit-Gap Analysis 
o Update Master Project Plan and WBS 

The following deliverables will be created during Analysis phase: 
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o Draft Detailed Solution Architectural Design (SAD) document to include the High Level Logical  Design and Capacity Plan 
o Draft Acquisition Plan 
o Draft  CVR (Customer Valid Requirements) Traceability Matrix 
o Draft changes to business process maps 
o Provide business process mitigation plan 
o Detailed Requirements Document Approval 
o Updated Master Project Plan and Master Project Schedule 
o Final Project Review Matrix   

 
• Design:  

In summary, the primary activities accomplished during Design include: 

o Finalize Detailed Design  
o Finalize Capacity Plan 
o Business Continuity Plan  
o Update Master Project Plan and WBS 
o Update CVR Traceability Matrix 
o Develop Implementation and Contingency Plan   
o Develop Test Plan   
o Develop Use Cases 
o Develop Conversion Plan 
o Develop Disaster Recovery Plan  

 
The following deliverables will be created during Design phase: 

o Draft Implementation and Contingency Plan 
o Draft Functional Test Plan 
o Draft Technical Test Plan 
o Draft the System/Integration Test Plan 
o Draft Disaster Recovery Plan 
o Draft Conversion Plan 
o Draft Performance/Load Testing Plan 
o Final Solution Architectural Design document including final Capacity Plan 
o Final Detailed Requirements 
o Final Acquisition Plan 
o Final Business Continuity Plan 
o Updated Master Project Plan and Master Project Schedule.  
o Use Case Documents 
o Project Executive Summary Approval 

 
• Construction:  

In summary, the primary activities accomplished during Construction include: 

o Complete Setup/Configuration changes  
o True-up Test Plan with test case details 
o True-up Architectural Design  
o True-up Training Plan 
o Update Conversion Plan 
o Update the Implementation and Contingency Plan 
o Update Master Project Plan and WBS 

 
The following deliverables will be created during Construction phase: 

o Updated Implementation and Contingency Plan 
o Updated Conversion Plan 
o Updated CVR Traceability Matrix 
o Updated Master Project Plan and WBS    
o Final Test Plan to include detailed  test scripts/cases 
o Input requirements, detail requirements, and test scripts/cases in HPQC 
o Final Training Plan 
o Project Code (source code) 

 
• Testing:  

In summary, the primary activities accomplished during Testing include: 

o True-up Architectural Design 
o True-up the Implementation and Contingency Plan 
o True-up the Conversion Plan 
o Mock Cutovers  
o User Acceptance Testing 

 
The following deliverables will be created during Testing phase: 

o CVR Traceability Matrix (updated with UAT) 
o Test Analysis Report 
o Test Phase Approval Form 
o Final Implementation and Contingency Plan 
o Final Conversion Plan 
o Updated Master Project Plan and Master Project Schedule.    
o Operators Manual 
o Technical Manual 
o User’s Manual 
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o Project Code 
 

• Start-Up:  
In summary, the primary activities accomplished during Start-up include: 

o Prepare code to deploy to production 
o True-up Architectural Design 
o Obtain CM Approval 
o Coordinate Start-up      

The following deliverables will be created during Start-up phase: 

o Provide Issues Log 
o Provide necessary work-arounds 
o CM Approval Verification 

 
• Turn-Over:  

In summary, the primary activities accomplished during Turn-Over include: 

o Complete Lessons Learned 
o True-Up As-Built schematics 
o True-up Disaster Recovery Plan 

 
The following deliverables will be created during Turn-Over phase: 

o Code and Application moved to Production 
o Architectural Design (as-built) document.    
o Final CVR Traceability Matrix 
o Final Master Project Plan and Master Project Schedule 
o Final Disaster Recovery Plan 
o Lesson Learned Document 

 
4. IMPLEMENTATION AND CONTINGENCY   

These plans need to include the following information: 
1. Service Level Agreement (SLA) 
2.   Recovery Teams (Name, Role, Responsibilities, etc.) 
3.  Application and Servers 
4.   System Dependencies 
5.  Lessons Learned 
 

Implementation Plan – Respondent needs to document: 
 1.  Project Description 
 2. Implementation Team (Name, Roles, Contact Numbers) 
 3.  Implementation Tasks/Activities (Task Name, Responsibility, Completion Date) 
 4.  Security Process or issue related to implementation 
 5.  Hardware – Identify hardware required for successful implementation (date ordered, received) 
 6.  Software – Identify software required for successful implementation (date ordered, received) 
 7.  Facility/location (resource, hours, days, and date needed) 
 8.  Notice of Success - who is to be notified of successful implementation 

 
Contingency Plan – Respondent needs to document and identify the detail steps to follow should the system implementation not go as 
planned.  How do you get the system back to the state it was before the implementation began?  Indicate who will be notified and what the 
next course of action should be. 
 

5. SOFTWARE IMPLEMENTATION POLICIES 
Resources assigned to JEA shall be knowledgeable and available to collaborate and perform project related tasks. Such work shall fall within 
the terms and conditions of this contract.   
 
All system changes are required to follow the JEA Design Assurance process. (Reference Exhibit 1). The Design Assurance Board (DAB) 
meets every other Friday to review submitted design documents at four phases; Introduction, 30% - Build, 60% - Integrate and 90% - Operate. 
 
All system changes are required to follow the JEA Change Management process (Reference Exhibit 2). The Change Approval Board (CAB) 
meets every Thursday for CMs that will be completed during the subsequent seven (7) day period. All maintenance items should be planned 
out accordingly.  
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Exhibit 1 
The purpose of the DAB is to reduce or eliminate errors or omissions linked to design and to ensure design integrity and robustness while 
maintaining efficiency. The objective of the DAB is to provide a design assurance process that discovers design risks in an effort to prevent impact 
prior to the Design Phase continuing throughout the build process. The general responsibility of the DAB is to ensure that system design is in 
conformance to methodologies, standards, future direction and requirements. 
 
Governance:  
The DAB is made up of five voting members (PMO, CA, IS, TI, EA) and one chair representing most areas in Technology Services (TS).   

• Review sessions are held bi-monthly, where exceptions to standard, methodologies, standards and future state direction.  
• The board will approve or disapprove with comments of design checkpoint documents 
• There must be at least three core members present for a sanction approval.  
• The Board Chair will only approve in the event of a tie.  
• Minutes for all sessions will be taken and sent out within three days of completed session.  
• Metrics will be tracked and reported on monthly bases.  

 

Exhibit 2 
JEA’s Change Management Process ensures that all elements are in place, all parties notified and trained, and the schedule for implementation is 
coordinated with all other activities in the organization prior to implementing changes in Technology Services systems and programs.  This procedure 
applies to all individuals who install, operate and/or maintain production Technology Services systems and programs. The production systems and 
programs are defined as all Infrastructure (i.e. network components, servers, disk arrays and storage systems, tape librarians, etc.) and any 
subsystems, services or applications within these systems.  Change Management is not required for Development and Quality Assurance 
environments; only Production. 
 
Testing and change control management is the responsibility of all Technology Services (TS) employees.  A Change Approval Board (CAB) will 
meet weekly to review high risk change requests and to ensure that change reviews and communications are being satisfactorily performed.  The 
CAB will be composed of the Technology Services director team, and chaired by the Director, Technology Infrastructure (Three (3) Directors 
represent a quorum).  All change requests not deemed high risk, by the Risk Assessment web form in the application used for Change Management, 
will be reviewed and approved by the manager or designee of the implementer. 
 
PROCEDURE: 
A. Testing 

1. Testing of a change, before movement to Production, will be completed in one of the following environments: 

a) A Development or Quality Assurance environment that reflects the production environment. 
b) A redundant environment where multiple of the same assets and configurations are running.  Testing will be completed on one 

environment first; then implemented on other environment. 
c) Vendor certification.  When unable to test in JEA environment, will require vendor certification of change, to include 

requirement for vendor to provide testing evidence. 
d) Peer devices – same asset type, but not in a redundant setup  
e) When none of the above is available for testing, changes will require CAB approval and be implemented during a preapproved 

scheduled outage window 

B. Change Management 

Any work that will result in the addition, modification, replacement or removal of approved supported or base-lined hardware, network, 
software, application, environment, system, desktop build or associated documentation must be approved via the Technology Services 
Change Management (CM) process.   

 
1. A Change record must be submitted and approved for maintenance work, all vendor work, the addition of new equipment, the removal 

or disposal of old equipment, or changes to existing equipment. These conditions include:  

a) A modification is made to a production system. 
b) A permanent state change is made to a production system (enable/disable, turn on/turn off, etc.). 
c) An installation or retirement of a production system. 
d) Preventive maintenance activities that require a state change (perpetual change) to a production system. 

 
2. Upon submission of a Change record the requester (In Planning task) must complete the Risk Assessment web form in the application 

used for Change Management control. 

3. Actions that do not require a standard Change record:  

a) Emergency repairs that do not result in a system modification or permanent state change 
b) Preventive maintenance that does not result in a system modification or permanent state change 
c) Front end changes in the application performed by application user 
d) Non-perpetual changes such as clearing cache, restarting services and the aforementioned examples will be handled as Event 

Tracking CM’s for tracking and problem management purposes. 
 

The NOC is responsible for verifying the Change documentation.  The overall Change Management Process is owned, controlled, updated, 
reported and enforced by Technology Infrastructure.  In the event of any failed Changes from the previous week, these will be reviewed at the 
following CAB for Lessons Learned and next steps  
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APPENDIX A: JEA CONTRACTOR TRAVEL POLICY 
PROCUREMENT SERVICES PROCEDURE:  OS A0500 PS 120B Contractor Travel 
TITLE:  Travel Approval and Expense Reimbursement (Contractor) 
CREATION DATE: May 26, 1988 REVISED:  July 15, 2007 

  
  
PROCEDURE: 

I. TRAVEL REQUESTS - Contractors must request approval on travel for official JEA business prior to 
commencement of travel.  
  

II. GENERAL TRAVEL GUIDELINES  
A. Constructive Point of Origin - The application of the constructive point of origin regulation will 

ensure that the traveler travels the shortest reasonable distance on business.   Travel shall be deemed 
to have begun at the usual place of business or residence, or the place where travel actually began, 
whichever is less.  

  
B. Constructive Travel Time is the time the traveler actually departs for his/her destination, or at the 

latest time the traveler could reasonably have departed in order to arrive at his/her destination in 
time to accomplish the official business, whichever is later.  The same applies to the return back to 
the point of origin. 
1. Common Carrier (excluding rental automobile) Travel Time begins two hours prior to the 

time the traveler's conveyance actually departs. 
2. Motor vehicle (including rental automobile) Travel Time begins at the time travelers actually 

begin driving to their destination. 
3.  If a traveler conducts personal business during official travel, the personal business shall be 

considered to have been conducted at the beginning or at the end of the travel. 
 

C. Transportation 
1. The traveler requesting approval to travel shall choose the most economical means of 

transportation, considering the nature of the business, the traveler's time, cost of 
transportation, meals, lodging and incidental expenses required. 

2. Reimbursement shall be made only for travel performed over usually regularly traveled 
routes to the destination.  When travel is by indirect route for the traveler’s own convenience, 
reimbursement for expenses shall be based only on such charges as would have been incurred 
over the usually traveled route. 

3. If the total miles from the departure point to destination exceeds 400 miles round trip, the 
mileage reimbursement for use of a private motor vehicle shall be limited to the lesser of: 
a. IRS-authorized mileage rates described in Section 106.706 of the Ordinance Code, 

City of Jacksonville; or   
b. the lowest airline common carrier coach fare available to the nearest airport plus IRS-

authorized mileage rate per mile from the airport to the destination. 
 

 IV. AUTHORIZED EXPENSES 
A.  Airplane 

1. Travel by Common Carrier shall be reimbursed at the lowest coach fare rate available (except 
that the first class rate is authorized if coach fare is not available).  The Common Carrier shall 
complete The Certification of Unavailability of Coach Accommodation (Example at Exhibit 
A) 
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2. Reservations for a Saturday night stay over is encouraged if it results in a net savings after 
considering all incremental travel related expenses.   

3. Reimbursement for rented aircraft shall be based on the hourly rental rate for the aircraft, 
including fuel, if the cost of renting the aircraft can be demonstrated to be less than the 
lowest available common carrier coach fare. 

4. A copy of the ticket and itinerary must be submitted along with the expense statements. 
 

B.   Automobiles  
1. If travel is by private automobile, reimbursement shall be based on IRS authorized mileage 

rate in existence at the time of travel.  All mileage shall be completed from the constructive 
point of origin to the point of destination.  Vicinity mileage incurred while driving on 
official business may also be reimbursed.   

2.  No other reimbursement for expenses related to the operation, maintenance and ownership 
of a vehicle shall be allowed when a private motor vehicle is used on public business. 

C. Car Rental 
1.  Rental cars shall be approved only if taxis or other means of transportation are less 

economical or otherwise impractical.     
2. Every effort shall be made to coordinate travel so that travelers share a rental car and thereby 

eliminate multiple cars at the same location. 
3. Travelers shall use the Compact (Class B) vehicles unless the number of passengers or the 

volume of equipment makes the compact class impractical. 
4. Personal accident insurance purchased by the traveler will not be reimbursed by JEA. 
5. A copy of itemized rental car charges will be made and submitted with the expense statement. 

  
D. Lodging 

1. Reasonable reimbursement will be made for the cost of overnight lodging when a traveler is 
away from his/her place of residence.  Travelers shall select lodging which is the most 
economically available, consistent with the duties being performed. 

2. Travelers will be reimbursed for a single room rate; double occupancy rates may be obtained 
if two travelers share a room. 

3. An extended stay facility may be obtained, however the expense must be reasonable and the 
daily cost shall not exceed $100 per night. 

4. Travelers must document all lodging expenses with itemized statement and paid receipt from 
lodging facility.  A copy of the receipt must be submitted with the expense statement. 

  
 E.   Meals 

1. Meals will be reimbursed for all travelers at the following fixed subsistence rates: 
 a.  Breakfast $10 when Travel Time begins before 6:00 a.m. and extends beyond 8:00 a.m.  
 b.  Lunch - $14 when Travel Time begins before 12:00 noon and extends beyond 2:00 p.m. 

c.  Dinner - $26 when Travel Time begins before 6:00 p.m. and extends beyond 8:00 p.m. 
d.  International Travel – for travel outside of the United States, the per diem rate is doubled  
    to $100 per day. 

2. A per diem rate of $50 will be paid for an entire day when Travel Time for that day begins 
before 6:00 a.m. and extends beyond 8:00 p.m. 

3. Meal subsistence may not be claimed for meals (except those provided by common carrier 
transportation)  made available without specific charge  at a seminar, conference or training 
session. 

 

 

F.  Telephone Calls 
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1. Communication expenses, necessary to conduct official JEA business shall be allowed as 
a reimbursable expense. 

2. Personal long distance phone charges shall be allowed as a reimbursable expense when 
travelers must call family members, or caretakers for dependents, to tell of travel delays.  
Any other routine or non-emergency personal calls shall be at the expense of the traveler 
and shall not be reimbursed. 

3. A receipt documenting the telephone charges shall be submitted with the Travel Expense 
Statement. 

 G. Incidental Transportation Expenses 
The following expenses incidental to transportation of the traveler may be reimbursed:   

 1. taxi fare 
  2. ferry fares, bridge, rail and tunnel tolls 
  3. storage and parking fees  

4. reasonable tips for transportation of baggage(not to exceed $1.00 per bag per transfer/2 
bags maximum).  (receipts not required)    
 

V.         TRAVEL REIMBURSEMENT: 
A. JEA will reimburse the contractor in accordance with the payment terms and conditions as outlined in 

the company’s contract or purchase order.  All invoices must be submitted to A/P for payment.  Refer to 
Finance Procedure 300, regarding  payment of suppliers. 

B. JEA will only reimburse the contractor for travel expenses that are documented with receipts that are 
submitted with the expense statement. 

C. The traveler’s copy of itinerary, ticket stubs, detailed paid hotel bill, rental car receipt, parking receipts, 
toll receipts, storage receipts, taxi receipts, telephone charges receipt, must accompany the request for 
reimbursement. 
 

VI. DOCUMENTATION AND FORMS REQUIRED: 
  The Contractor's Travel Reimbursement Form shall include, but not be limited to: 

A. Name of each traveler 
B. The destination of the traveler (place of departure and destination) 
C. The dates encompassed by the travel (the time & date of departure and the time & date of return) 
D. Each day of travel will be entered in a separate column/line.  The items of travel applicable to that 

day will be entered on the appropriate column/line.  The cost of transportation (air, rental car) may 
be entered on day 1 of the travel. 

E. Per diem or meal allowance will be claimed as provided in Section IV. E. of this document.  
Subsistence rates for eligible meals will be entered in the column/line of the day claimed. 

F. Traveler shall include the actual miles traveled on official business. 

G. All other expenses associated with travel are to be itemized and entered on the specific day incurred 
on the appropriate column/line of the form. 

 
     

SIGNED:                   John P. McCarthy  
 
EFFECTIVE DATE:             July 15, 2007 

 
 
Revised: 12/11/2001 
 6/18/2001 
 11/29/2000 
 

http://quest.jea.com/Misc/MDsAndProcedures/Procedures/Fin300P.doc
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APPENDIX B - RESPONSE FORM 
#075-19 Electronic Plan Submittal/Review and File Digitization Project 

The Respondent shall submit one (1) original Proposal, three (3) duplicates (hardcopies), and one (1) CD. 
If there is a discrepancy between the electronic copy and hard copy, the hard copy will prevail. JEA will 
not accept Proposals transmitted via email. 

 
RESPONDENT INFORMATION: 
RESPONDENT’S COMPANY NAME:        
BUSINESS ADDRESS:          
CITY, STATE, ZIP CODE:         
TELEPHONE:           
FAX:            
EMAIL OF CONTACT:         
WEBSITE:           

1.4.2 QUOTATION OF RATES 
Maximum points for this criterion: 35 points 
Respondent shall provide a firm-fixed price quote for all Work in this ITN by completing the enclosed 
Appendix B - Response Workbook The prices shall include all profit, taxes, benefits, travel, and all other 
overhead items.  
 
Please note, the prices quoted by Respondent on the Response Form must be firm-fixed 
prices, not estimates. 

This Amount Should Be Transferred From Appendix B – Response Workbook 
    

Item 
No. Description 

Electronic Plan Submittal/Review and File 
Digitization Project 

1.5 TOTAL BID PRICE <Insert “TOTAL BID PRICE” from “Appendix 
B – Response Workbook” here> 

  I have read and understood the Sunshine Law/Public Records clauses contained within this solicitation. I 
understand that in the absence of a redacted copy my proposal will be disclosed to the public “as-is”. 

 
Respondent's Certification 

By submitting this Response, the Respondent certifies (1) that it has read and reviewed all of the 
documents pertaining to this ITN and agrees to abide by the terms and conditions set forth therein, (2) that 
the person signing below is an authorized representative of the Respondent, and (3) that the Respondent is 
legally authorized to do business and maintains an active status in the State of Florida. The Respondent 
certifies that its recent, current, and projected workload will not interfere with the Respondent's ability to 
work in a professional, diligent and timely manner. 
The Respondent certifies, under penalty of perjury, that it holds all licenses, permits, certifications, 
insurances, bonds, and other credentials required by law, contract or practice to perform the Work. The 
Respondent also certifies that, upon the prospect of any change in the status of applicable licenses, 
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permits, certifications, insurances, bonds or other credentials, the Respondent shall immediately notify 
JEA of status change. 
 
We have received addenda   through   
 
              
Signature of Authorize Officer of Respondent or Agent Date   
 
              
Printed Name & Title       Phone Number 
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VENDOR PERFORMANCE SCORECARD

The purpose of the JEA Vendor Performance Program is to ensure JEA vendors are successful in the completion of JEA work, and also ensure that 
JEA receives quality work. A vendor that scores a 1 on any evaluation criteria, or scores an average of less than 2.8 on all evaluation criteria, is 
considered by JEA to be a deficient performer and may be in default of its contract. 

Once a vendor is determined to be a deficient performer, JEA Procurement will schedule a meeting with the corporate officer from the vendor's 
company, and will review the deficient scorecard with the vendor. During the meeting a performance plan will be agreed upon, and JEA will then 
re-evaluate the vendor's performance in a certain number of days. 

If the vendor's performance does not improve in the agreed upon number of days, the vendor may be provided with a notice that they are in 
default of the contract, and they risk having their contract terminated for default. A vendor's contract that is terminated for default by JEA, will not 
be allowed to bid on a JEA project for two (2) years from the date of the termination of default. 

JEA Project Manager: Today's Date:

Project Description*: Contract Number:

Vendor*:  Solicitation Number:

JEA Procurement Category Manager*:

IT Software 

IT SOFTWARE

Cost

Performance Criteria Rating Scale

1 2 3 4 5
PRICE COMPETITIVENESS
Degree to which vendor provides 
competitive pricing and cost structure 
relative to other vendors

Choose... 
Least competitive Below average 

competitiveness
Average 
competitiveness

Above average 
competitiveness Most competitive

COST MANAGEMENT Choose...  Far below 
expectations (less 
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Degree to which projects and services 
are delivered within budget estimates

than 90% of the 
time)

Below expectations 
(90% to 94% of the 
time)

Meets expectations 
(95% to 97% of the 
time)

Exceeds 
expectations (98% 
to 99% of the time)

Far exceeds 
expectations (100% of 
the time)

COST TRANSPARENCY
Degree to which vendor shares cost 
breakdowns and explains variations on 
products/services provided

Choose... 
Never shares cost 
information 
requested

Occasionally shares 
cost information 
requested

Regularly shares 
cost information 
requested

Always shares cost 
information 
requested

Proactive, Leading 
edge open book 
approach to sharing 
information

IDENTIFICATION OF SAVINGS 
OPPORTUNITIES
Degree to which vendor adds value by 
proactively identifying savings 
opportunities and other lower-cost 
service alternatives

Choose... 
0 viable 
opportunities in 
evaluation period

1 viable 
opportunity in 
evaluation period

2 viable 
opportunities in 
evaluation period

3 viable 
opportunities in 
evaluation period

>3 viable 
opportunities in 
evaluation period

SOFT-DOLLAR BENEFITS
Degree to which vendor is willing to 
provide extra features/services at no 
additional charge

Choose... 
Never Sometimes Usually Almost always Every time

COST SCORE: INSERT COMMENT:

Delivery and Support

Performance Criteria Rating Scale

1 2 3 4 5
RESPONSIVENESS
Degree to which vendor responds to 
our requests in a timely fashion

Choose...  Far below
expectations (less 
than 75% of the 
time)

Below expectations 
(75% to 89% of the 
time)

Meets expectations 
(90% to 95% of the 
time)

Exceeds 
expectations (96% 
to 99% of the time)

Far exceeds 
expectations (100% of 
the time)

PROBLEM RESOLUTION OWNERSHIP
Degree to which vendor is willing to 
take ownership of day-to-day issues 
and problems

Choose... 
Never takes 
ownership of 
problem resolution

Sometimes takes 
ownership of 
problem resolution

Regularly takes 
ownership of 
problem resolution 
and suggests 
solutions

Always takes 
ownership of 
problem resolution 
and practices 
problem avoidance

Always takes 
ownership; assists in 
resolving other 
contractors' problems

APPLICATION SUPPORT
Degree to which vendor resources 
including helpdesk and/or supporting 
documentation successfully 
troubleshoots software issues

Choose... 
Far below 
expectations (less 
than 75% of the 
time)

Below expectations 
(75% to 89% of the 
time)

Meets expectations 
(90% to 95% of the 
time)

Exceeds 
expectations (96% 
to 99% of the time)

Far exceeds 
expectations (100% of 
the time)

TIMELY COMMUNICATION
Degree to which vendor provides timely 
notification of software releases, 
upgrades, and patches

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

DELIVERY AND SUPPORT SCORE: 
INSERT COMMENT:

Flexibility and Ease of Doing Business

Performance Criteria Rating Scale

1 2 3 4 5
ACCOUNT MANAGEMENT
Degree to which vendor's account team 
has established a productive and 
healthy working relationship

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

INVOICE TIMELINESS
Degree to which vendor provides 
invoices in a timely manner

Choose...  Far below
expectations (less 
than 90% of the 
time)

Below expectations 
(90% to 94% of the 
time)

Meets expectations 
(95% to 97% of the 
time)

Exceeds 
expectations (98% 
to 99% of the time)

Far exceeds 
expectations (100% of 
the time)
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USEFULNESS OF REPORTING
Degree to which reports provided by 
the vendor contain clear, concise, and 
actionable information

Choose...  Far below 
expectations (less 
than 75% of the 
time)

Below expectations 
(75% to 89% of the 
time)

Meets expectations 
(90% to 95% of the 
time)

Exceeds 
expectations (96% 
to 99% of the time)

Far exceeds 
expectations (100% of 
the time)

RESPONSIVENESS TO CHANGE AND/OR 
ENHANCEMENT REQUESTS
Degree to which vendor is able to 
accommodate software change and/or 
enhancement requests in a timely 
manner

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

FLEXIBILITY AND EASE SCORE:
INSERT COMMENT:

Partnership and Innovation

Performance Criteria Rating Scale

1 2 3 4 5
PROVISION OF INNOVATIVE 
SOLUTIONS
Degree to which vendor proactively 
provides valuable, innovative, and on-
target solutions

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

CONTINUOUS IMPROVEMENT FOCUS
vendor's level of commitment and 
follow-through of vendor relationship 
management program (e.g. 
commitment to vendor review 
meeting, strategy development, and 
continuous improvement planning)

Choose... 

Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

BEST PRACTICE TRANSFER
Degree to which vendor shares industry 
best practices and proactively transfers 
knowledge to our staff

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

UNDERSTANDING OF THE BUSINESS
Degree to which vendor understands 
and accurately communicates the 
nature of our industry and business, 
leading to relevant business 
enhancements

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

 PARTNERSHIP AND INNOVATION SCORE:
INSERT COMMENT:

Quality

Performance Criteria Rating Scale

1 2 3 4 5
INSTALLATION ACCURACY
Degree to which vendor installs 
software releases, upgrades, and 
patches in an error-free fashion

Choose...  Far below
expectations (less 
than 75% of the 
time)

Below expectations 
(75% to 89% of the 
time)

Meets expectations 
(90% to 95% of the 
time)

Exceeds 
expectations (96% 
to 99% of the time)

Far exceeds 
expectations (100% of 
the time)

APPLICATION DEFECTS
Degree to which incidents/defects/bugs 
in production environment negatively 
impact workflow

Choose...  Very high (more 
than 2 critical 
incidents or more 
than 10 non-critical 
incidents) in 
evaluation period

High (1 critical or 
5-10 non-critical 
incidents) in 
evaluation period

Medium (zero 
critical and less 
than 5 non-critical 
incidents) in 
evaluation period

Low (zero critical 
and less than 3 
non-critical 
incidents) in 
evaluation period

Very Low in 
evaluation period

USER SATISFACTION Choose...  Below expectations Meets expectations
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Degree to which end users are satisfied 
with service performance

Far below 
expectations

Exceeds 
expectations

Far exceeds 
expectations

INTEGRATION
Degree to which vendor effectively 
integrates software with existing 
platforms, when necessary

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

TECHNICAL EXPERTISE
Degree to which vendor displays 
leading-edge technical expertise and 
robust understanding of its own 
solution offerings

Choose... 
Far below 
expectations Below expectations Meets expectations Exceeds 

expectations
Far exceeds 
expectations

 QUALITY SCORE: 
INSERT COMMENT:

Risk and Contract Compliance

Performance Criteria Rating Scale

1 2 3 4 5
CORPORATE INFORMATION SECURITY 
AND PRIVACY STANDARDS
Degree to which vendor personnel are 
aware of and comply with corporate 
information security and privacy 
standards

Choose... 

Never complies Sometimes 
complies Regularly complies Always complies Always complies and 

acts as advocate

vendor FINANCIAL VIABILITY
Degree to which vendor is financially 
viable

Choose... 
Significant Risk High Risk Medium Risk Low Risk No Risk- Stable

RISK AND COMPLIANCE SCORE:
INSERT COMMENT:

Environmental Stewardship

Performance Criteria Rating Scale

1 2 3 4 5

COMPLIANCE WITH ENVIRONMENTAL 
REGULATIONS AND PERMIT 
REQUIREMENTS
Measure of how contractor complies 
with environmental issues related to 
the job sites with regards, to wetlands, 
stormwater compliance, dewatering, 
etc. 

Choose... 

Never complies Sometimes 
complies Regularly complies Always complies Always complies and 

acts as advocate

ENVIRONMENTAL SCORE: INSERT COMMENT:

JSEB Compliance

Performance Criteria Rating Scale

1 2 3 4 5

JSEB COMPLIANCE
Choose...  Far Below 

Expectations - Less 
Below Expectations 
-70% - 99%

Meets 
Expectations - 

Exceeds 
Expectations – 

Far Exceeds 
Expectations - 
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Measure of vendor's compliance with 
JSEB program commitment, its intent 
and achievement goals

than 70% 
compliance with 
established JSEB 
goal and minimal 
to no JSEB spend 
reports were 
submitted to JEA's 
JSEB Manager

compliance with 
established JSEB 
goal, with some 
JSEB spend reports 
submitted to JEA's 
JSEB Manager

100% of JSEB goal 
met, with 
supporting JSEB 
spend reports 
submitted to JEA's 
JSEB Manager

Greater than 100% 
of JSEB goal met, 
with supporting 
JSEB spend reports 
submitted to JEA's 
JSEB Manger

Greater than 100% of 
JSEB goal met and 
JSEB spend reports 
were submitted 
timely to JEA's JSEB 
Manager

JSEB COMPLIANCE SCORE: INSERT COMMENT:

Safety

Performance Criteria Rating Scale

1 2 3 4 5

TIMELINESS
Measure of how well the vendor 
adheres to schedule and meets due 
dates 

Choose...  Rarely on Schedule
Few or no due 
dates met; little or 
no sense of 
urgency; little or no 
use of a scheduling 
process; more than 
20% behind 
schedule and delay 
is attributable to 
vendor 
performance

Inconsistently on 
Schedule
10% to 20% behind 
schedule and delay 
is attributed to 
vendor 
performance; some 
sense of urgency, 
but little effective 
action; some use of 
a scheduling 
process

Usually on 
Schedule
Demonstrated 
sense of urgency 
and commitment 
to a schedule; less 
than 10% 
over/under 
schedule, adjusting 
for change orders; 
no portion of delay 
is attributed to 
vendor 
performance; 
regularly utilized a 
schedule system 
and communicates 
progress

Consistently on 
Schedule
Proactive in 
identifying 
schedule-related 
issues; 
scheduling/plannin
g processes 
formalized; where 
being ahead of 
schedule is 
beneficial to JEA, 
work was more 
than 10% but less 
than 20% ahead of 
schedule, adjusting 
for change orders

Always on Schedule
Met all due dates, 
including interim 
steps; proactive in 
identifying and 
resolving schedule-
related issues; 
scheduling/planning 
processes formalized 
and integrated into 
aspects of the work; 
where being ahead of 
schedule is beneficial 
to JEA, work was 
more than 20% ahead 
of schedule, adjusting 
for change orders

RESPONSIVENESS
Measure of how well the vendor 
responds to on-call requests as 
specified in the contract

Choose...  Poor 
Responsiveness
Did not respond 
according to 
specifications; little 
or no use of a call- 
tracking system; no 
sense of urgency

Fair 
Responsiveness
Only sometimes 
responded 
according to 
specifications; 
some semblance of 
a call-tracking 
system with some 
follow-up; some 
sense of urgency, 
but little effective 
action

Good 
Responsiveness
Demonstrated 
sense of urgency 
and commitment 
to providing good 
service; regularly 
utilizes call-
tracking system to 
monitor service; 
usually responded 
according to 
specifications

Very Good 
Responsiveness
Consistently 
responded 
according to 
specifications; 
proactively 
identified 
response-related 
issues

Excellent 
Responsiveness
Always responded 
according to 
specifications; call-
tracking and work-
management 
processes 
documented and 
used to manage all 
portions of work; 
proactively identified 
and resolved 
response-related 
issues

CUSTOMER SERVICE
Measure of customer service 
orientation of vendor to JEA and other 
agencies involved in the work as 
demonstrated through courtesy and 
cooperation, credibility and adequacy 
of communications, reliability of stated 
actions and flexibility

Choose...  Poor Customer 
Service
Demonstrated little 
or no courtesy or 
cooperation with 
others; inflexible to 
changing 
conditions; little or 
no regard for 
serving JEA; little or 
no useful 
communication; 
unreliable in 
meeting 
commitments

Customer Service 
Needs 
Improvement
Some effective 
communication, 
but could be 
improved; some 
issues relating to 
cooperation with 
others; some issues 
that could have 
been more easily 
resolved had 
vendor been more 
flexible; sometimes 
did not follow 
through to ensure 
commitments 
made were met

Good Customer 
Service
Cooperative and 
courteous; 
demonstrated 
intent to be 
flexible to JEA 
needs; met 
commitments 
made; timely and 
useful 
communication

Very Good 
Customer Service
Consistently 
cooperative and 
courteous; met all 
commitments 
made to JEA and 
other agencies; 
very flexible in 
handling day-to-
day issues; very 
good 
communication 
and coordination

Exceptional 
Customer Service
Always a can-do 
approach to business 
and extremely 
flexible to JEA needs; 
always courteous and 
cooperative; formal 
processes for 
providing updates 
and other useful 
communication; 
excellent 
verbal/written 
communications; 
proactively seeks 
ways to better serve 
JEA

INSERT COMMENT:
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SAFETY SCORE:

PLEASE INCLUDE SUPPORTING DOCUMENTATION (IF AVAILABLE):

Click here to attach a file

EMAIL ADDRESS OF VENDOR RECIPIENT TO RECEIVE COPY:

Submit
**NOTE:  Will not submit unless all scores are filled out (or marked NA).

MINIMUM SCORE:

AVERAGE SCORE:
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