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INTRODUCTION 

 
The Albuquerque/Bernalillo County Library System (ABCLS) requires a service to collect non-
returned library materials.  The Library’s primary need is to recover library materials. 

 
The ABCLS consists of 16 branch libraries, the main library and a Book Van.  The library 
operates as part of the City of Albuquerque. 
 
The Library’s holdings number over 1,341,547 physical items.  Approximately 350,000 
borrowers are currently registered.  Annual circulation is approximately 4,326,000 items per 
year. 
 
Customers with overdue materials are notified by USPS mail, e-mail or telephone 14 days after 
an item is due.  If the item is not returned, a second notice is delivered 28 days after the item is 
due.  At 28 days overdue, the library user may not use his/her card until the delinquency is 
settled.  
 
Overdue patron accounts with balances of $50 or more will be submitted for collection at 60 
days overdue, approximately two weeks after the last delinquency notice is sent 
 
The Library will provide patron information for submitting accounts and provide weekly updates 
via ASCII computer output. 
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PART 1 

INSTRUCTIONS TO OFFERORS 

 

 

1.1 RFP Number and Title: RFP2007-013-JR, "Collection Agency Services for 

Albuquerque/Bernalillo County Library System." 

 

1.2 Proposal Due Date:   Thursday, February 22, 2007 - NLT 4:00 PM (Local Time)  
The time and date proposals are due shall be strictly observed. 

 

1.2.1 Pre-Proposal Conference:  A pre-proposal conference that is highly recommended 
for an Offeror to attend will be held at the Main Library.  The City shall have in attendance 
key personnel to answer questions or discuss issues that may arise.  Questions should be 
prepared prior to the conference and a copy of such questions submitted to the purchasing 
representative on the day of the conference. 

 

Pre-Proposal Conference to be held at 10:00am Tuesday January 30, 2007 

Main Library, 501 Copper Ave. NW Albuquerque, New Mexico.   

2
nd
 Floor Board Room 

   

 
 1.3 Purchasing Office:  This RFP is issued on behalf of the City of Albuquerque by the 

Purchasing Office, which is the sole point of contact during the entire procurement process. 
 
1.4  Authority:  Chapter 5, Article 5 of the Revised Ordinances of the City of Albuquerque, 
1994, (the "Public Purchases Ordinance").  The City Council, pursuant to Article 1 of the Charter of 
the City of Albuquerque and Article X, Section 6 of the Constitution of New Mexico, has enacted 
this ordinance as authorized by such provisions and for the purpose of providing maximum local 
self-government.  To that end, it is intended that this ordinance shall govern all purchasing 
transactions of the City and shall serve to exempt the City from all provisions of the New Mexico 
Procurement Code, as provided in Section 13-1-98K, NMSA 1978. 

 

1.5 Acceptance of Offer: Acceptance of Offer is contingent upon Offeror's certification and 
agreement by submittal of its offer, to comply and act in accordance with all provisions of the 
following: 

 

1.5.1 City Public Purchases Ordinance  
 

1.5.2 City Purchasing Rules and Regulations:  City of Albuquerque Purchasing Rules 
and Regulations:  These Rules and Regulations (hereinafter "Regulations") are written to 
clarify and implement the provisions of the Public Purchases Ordinance.  These Regulations 
establish policies, procedures, and guidelines relating to the procurement, management, 
control, and disposal of goods, services, and construction, as applicable, under the authority 
of the Ordinance. 
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1.5.3 Civil Rights Compliance:  Acceptance of offer is contingent upon the Offeror's 
certification and agreement by submittal of its offer, to comply and act in accordance with  
all provisions of the Albuquerque Human Rights Ordinance, the New Mexico Human Rights 
Act, Title VII of the U.S. Civil Rights Act of 1964, as amended, and all federal statutes and 
executive orders, New Mexico statutes and City of Albuquerque ordinances and resolutions 
relating to the enforcement of civil rights and affirmative action.  Questions regarding civil 
rights or affirmative action compliance requirements should be directed to the City of 
Albuquerque Human Rights Division, Community Services Department. 

 
1.5.4 Americans with Disabilities Act Compliance:  Offeror certifies and agrees, by 
submittal of its offer, to comply and act in accordance with all applicable provisions of the 
Americans With Disabilities Act of 1990 and Federal regulations promulgated there under. 

 

1.5.5 Insurance and Bonding Compliance:  Acceptance of offer is contingent upon 
Offeror's ability to comply with the insurance requirements as stated herein.  Please include a 
copy(s) of such certification or statement of compliance in your proposal. 
 

1.5.6 Ethics: 
 

1.5.6.1 Fair Dealing.  The Offeror warrants that its proposal is submitted and entered 
into without collusion on the part of the Offeror with any person or firm, without 
fraud and in good faith.  Offeror also warrants that no gratuities, in the form of 
entertainment, gifts or otherwise, were, or will be offered or given by the Offeror, or 
any agent or representative of the Offeror to any officer or employee of the City with 
a view toward securing a recommendation of award or subsequent contract or for 
securing more favorable treatment with respect to making a recommendation of 
award. 

 
1.5.6.2 Conflict of Interest.  The Offeror warrants that it presently has no interest 
and shall not acquire any interest, direct or indirect, which would conflict in any 
manner or degree with the performance of services required under the contract 
resulting from this RFP.  The Offeror also warrants that, to the best of its knowledge, 
no officer, agent or employee of the City who shall participate in any decision 
relating to this RFP and the resulting contract, currently has, or will have in the 
future, a personal or pecuniary interest in the Offeror’s business. 

  

 1.5.7 Participation/Offeror Preparation:  Offeror may not use the consultation or 
 assistance of any person, firm company who has participated in whole or in part in the 
 writing of these specifications or the Scope of Services, for the preparation of its offer or in 
 the management of its business if awarded the contract resulting from this RFP. 
 
 1.5.8 Debarment or Ineligibility Compliance:  By submitting its offer in response to this 
 RFP, the Offeror certifies that (i) it has not been debarred or otherwise found ineligible to 
 receive funds by any agency of the federal government, the State of New Mexico, any local 
 public body of the State, or any state of the United States; and (ii) should any notice of 
 debarment, suspension, ineligibility or exclusion be received by the Offeror, the Offeror will 
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 notify the City immediately. 
 

1.5.9 Goods Produced Under Decent Working Conditions.  It is the policy of the City 
not to purchase, lease, or rent goods for use or for resale at City owned enterprises that were 
produced under sweatshop conditions.  The Offeror certifies, by submittal of its offer in 
response to this solicitation, that the goods offered to the City were produced under decent 
working conditions.  The City defines “under decent working conditions” as production in a 
factory in which child labor and forced labor are not employed; in which adequate wages and 
benefits are paid to workers; in which workers are not required to work more than 48 hours 
per week (or less if a shorter workweek applies); in which employees are free from physical, 
sexual or verbal harassment; and in which employees can speak freely about working 
conditions and can participate in and form unions. [Council Bill No. M-8, Enactment No. 9-
1998] 

 
1.6 City Contact:  The sole point of contact for this Request for Proposals is the City of 
Albuquerque Purchasing Division.  Contact the following individual(s) regarding this RFP: 
 

• Joe Rael, Senior Buyer 

• Department of Finance and Administrative Services, Purchasing Division,  

• Phone:  (505) 768-3344 or E-Mail: jgrael@cabq.gov  

• Post Office Box 1293, Albuquerque, New Mexico 87103 

 

1.7 Contract Management:  The contract resulting from this RFP will be managed by 
the City of Albuquerque Cultural Services Department. 
  
1.8 Clarification:  Any explanation desired by an Offeror regarding the meaning or 
interpretation of this Request For Proposals must be requested in writing not less than ten (10) 
working days prior to the hour and date specified for the receipt of offers to allow sufficient time for 
a reply to reach Offerors before the submission of their offers.  All inquiries must be directed to the 
Purchasing Office as stated herein.  Oral explanations or instructions given before the award of the 
contract or at any time will not be binding.  Any information given to a prospective Offeror 
concerning this Request For Proposals, will be furnished to all prospective Offerors as an 
amendment to this Request for Proposals, if such information is necessary to Offerors in submitting 
offers on this Request For Proposals or if the lack of such information would be prejudicial to 
uninformed Offerors.   
 
1.9  Submission of Offers:  The Offeror's sealed proposal must be in the format outlined in Part 2 of 
this Request for Proposals and mailed or delivered pursuant to the following requirements: 
 

1.9.1  Envelope preparation.  Offers and modifications thereof shall be enclosed in sealed 
envelopes and have the following identifying information on the outside: 
 

• Name and address of Offeror 

• Closing Date and Time 

• Request for Proposals Number 

• RFP Title  
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1.9.2 Ship, Deliver or Hand Carry Sealed Offers to:  The Office of the City Clerk, City 
/County Government Center, 11th Floor, One Civic Plaza, Albuquerque, New Mexico  
87102.  Mark all packages as stated above. 

 
1.9.3 Mail Sealed Responses to:  Office of the City Clerk, Post Office Box 1293, 
Albuquerque, New Mexico 87103.  (Certified Mail is recommended).  The City shall not be 
responsible for the failure of mailed offers to actually be received by the Office of the City 
Clerk by 4:00 of the day of closing. 

 
Note: The City picks up mail at the post office once every morning at 7:00 AM (Local 
Time).  Note:    ALL SEALED PROPOSALS MUST BE RECEIVED BY THE OFFICE 

OF THE CITY CLERK NO LATER THAN 4:00 PM, LOCAL TIME AS RECORDED 

IN THE CITY CLERK'S OFFICE. 
 

1.9.4 No other methods of offer delivery:  Neither telephone, facsimile, electronic, nor 
telegraphic offers shall be accepted. 

 

1.9.5 Submit Hard and Soft Copies of the Proposal as follows: 

 

• Hard Copy - 1 original and 6 copies of your Technical Proposal.  Submit 1 

original and 1 copy of your Cost Proposal.   

• Soft Copy – Submit 1 Original Technical and Cost Proposal on a CD or 

Diskette. 

• Cost Proposal hard and soft copies are to be submitted under separate cover.  

Do not submit as part of the Technical Proposal. 
 

 1.9.6 Modification:  Offers may be modified or withdrawn by written notice provided 
such notice is received prior to the hour and date specified for receipt of offers. 

 
1.9.7 Failure to Submit Offer:  If no offer is to be submitted, the recipient shall not return 
the Request For Proposals. 
 

1.10 Receipt of Proposals:  The only acceptable evidence to establish the time of receipt of 
proposals at the City Clerk's Office is the time-date stamp of such office on the proposal wrapper or 
other documentary evidence of receipt maintained by the office. 
 
1.11 Acknowledgment of Amendments to the Request For Proposals: Receipt of an 
amendment to the Request For Proposals by an Offeror must be acknowledged (a) by signing and 
returning the amendment, or (b) by letter.  Such acknowledgment may be submitted with your offer. 
 Such acknowledgment must be received prior to the hour and date specified for receipt of offers. 
 
1.12 Modifications to Scope of Services:  In the event that sufficient funds do not become 
available to complete each task in the Scope of Services, the Scope of Services may be amended, 
based upon the cost breakdown required in the Cost Proposal. 
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1.13 Draft Agreement:  A copy of the Draft Agreement to be entered into is attached.  Please 
state that you accept the terms and conditions of the Draft Agreement, or note exceptions. 
 
1.14 Evaluation period:  The City reserves the right to analyze, examine and interpret any offer 
for a period of ninety (90) days after the hour and date specified for the receipt of offers. 
 
1.15 Evaluation Assistance:  The City of Albuquerque, in evaluating proposals, reserves the  
right to use any assistance deemed advisable, including City contractors and consultants. 
 
1.16 Rejection and Waiver:  The City reserves the right to reject any or all offers and to waive 
informalities and minor irregularities in offers received. 
 
1.17 Debarment of Offeror:  Any proposal received from an Offeror that is, at the time of 
submitting its proposal or prior to receipt of award of a contract, debarred by or otherwise ineligible 
to receive funds from any agency of the State of New Mexico, any local public body of the State, or 
any state of the United States, shall be rejected. 
 

1.18 Award of Contract: 
 

1.18.1 When Award Occurs:  Award of contract occurs when a Purchase Order is issued or 
other evidence of acceptance by the City is provided to the Offeror.  A Recommendation of 
Award does not constitute award of contract. 

 
1.18.2 Award:  If a contract is awarded, it shall be awarded to the responsive and 
responsible Offeror whose offer conforming to the Request for Proposals will be most 
advantageous to the City as set forth in the Evaluation Criteria. 

 
1.18.3 Contract Term:  The contract term shall be for a period of two years from the 
effective date of execution of the contract and/or final execution by the City.  This contract 
term may be extended for up to one additional year by mutual written agreement between the 
City and the Contractor. 

 
  1.18.4 Type of Contract:  Firm fixed price. 

 

1.18.5 Debarment/Cancellation of Contract:  Upon receipt of notice of debarment of  an 
Offeror awarded a contract as a result of this RFP (the “Contractor”), or other ineligibility of 
the Contractor to receive funds from any agency of the federal government, the State of New 
Mexico, any local public body of the State, or any state of the United States, the City shall 
have the right to cancel the contract with the Contractor resulting from this RFP for cause as 
provided in accordance with the terms of said contract. 
 
1.18.6 Graffiti Free:   When required, the Contractor will be required to furnish equipment, 
facilities, or other items required to complete these services, that are "graffiti free".  Failure 
of Contractor to comply with this requirement may result in cancellation of the contract 
resulting from this RFP. 
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1.19 Cancellation:  This Request for Proposals may be canceled and any and all proposals may be 
rejected in whole or in part when it is in the best interest of the City. 
 
1.20 Negotiations:  Negotiations may be conducted with the Offeror(s) recommended for award 
of contract. 
 
1.21 City-Furnished Property:  No material, labor, or facilities will be furnished by the City 
unless otherwise provided for in the Request for Proposals. 
 
1.22 Proprietary Data:  This Request for Proposals shall be open to public inspection after the 
recommendation of award of a contract has been signed by the Mayor, except to the extent the 
Offeror designates trade secrets or other proprietary data to be confidential.  Material so designated 
must be separated from the Offeror’s main proposal and each page shall be clearly marked in order 
to be considered confidential and to facilitate public inspection of the non-confidential portion of the 
proposal.  Prices and makes and models or catalog numbers of the items offered, deliveries, and 
terms of payment shall be publicly available regardless of any designation to the contrary.  The City 
of Albuquerque will endeavor to restrict distribution of the material designated as confidential or 
proprietary to only those individuals involved in the review and analysis of the proposals.  Offerors 
are cautioned that materials designated as confidential may nevertheless be subject to disclosure 
under the New Mexico Inspection of Public Records Act (Sections 14-2-1 et seq, NMSA 1978). 

 

1.23 Local and Resident Preference:  A preference for local and state businesses is available 
under the City of Albuquerque Public Purchases Ordinance, for this procurement (Part 6).  If a 
completed Local Preference Certification Form, or a current and correct Resident Preference 
Number, or evidence to indicate that a company is a manufacturer (if applicable), is not received 
with the Offeror's response a preference will not be applied for that offer.  The Form, the Number, or 
other evidence will not be accepted after the deadline for receipt of proposals.  For those Offerors 
qualifying for the preference, a 1.05 multiplier will be applied to the total raw score. Only one 
preference will apply for this procurement.  Local Preference supersedes all other preferences. 
 

1.24 REQUEST FOR PROPOSALS (RFP) PROTEST PROCESS: 
 

1.24.1 When:  If the protest concerns the specifications for a competitive solicitation or 
other matters pertaining to the solicitation documents, it must be received by the Purchasing 
Officer no later than ten working days prior to the deadline for the receipt of offers. 

 
1.24.2 Recommendation of Award:  If the protest concerns other matters relating to this 
solicitation, the protest must be filed within ten working days after the receipt of notice of 
the Recommendation of Award. 

 
1.24.3 Timely Protests:  Protests must be received by the Purchasing Officer prior to the 
appropriate deadline as set out herein, or they will not be considered valid.  The Purchasing 
Officer may waive the deadline for good cause, including a delay caused by the fault of the 
City.  Late delivery by the U.S. Postal Service or other carrier shall not be considered good 
cause. 
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1.24.4 How to File:  The protest shall be addressed to the Purchasing Officer, must be 
submitted in written form and must be legible.  Protests may be hand-delivered or mailed.  
Facsimile, telephonic, telegraphic or electronic protests will not be accepted. 

 
1.24.5 Required Information:  The protest shall contain at a minimum the following; 
 

• The name and address of the protesting party; 

• The number of the competitive solicitation; 

• A clear statement of the reason(s) for the protest; 

• Details concerning the facts, which support the protest; 

• Attachments of any written evidence available to substantiate the claims of the 
protest; and 

• A statement specifying the ruling requested. 
 

1.24.6 Address Letters and Envelopes as Follows: 
 

• City of Albuquerque    RFP Number 

• Purchasing Division   PROTEST 

• PO Box 1293     

• Albuquerque, New Mexico 87103 
 

1.24.7 Protest Response by Purchasing Officer:   All protests will be responded to by the 
Purchasing Officer upon evaluation.  The Purchasing Officer will, after evaluation of a 
protest, issue a response.  Only the issues outlined in the written protest will be considered 
by the Purchasing Officer. 

 
1.24.8 Protest Hearing:  If a hearing is requested, the request must be included in the 
protest and received within the time limit to be allowed.  The filing fee of twenty dollars 
($20.00) must accompany the request for hearing.  Only the issues outlined in the protest will 
be considered by the Purchasing Officer, or may be raised at a protest hearing.  The granting 
of a hearing shall be at the discretion of the Purchasing Officer following review of the 
request. 

 

1.25 BONDS and INSURANCE:   

 
1.25.1 General Conditions:  The City will require that the successful Offeror, referred to  
as the Contractor, procure and maintain at its expense during the term of the contract 
resulting from the RFP, insurance in the kinds and amounts hereinafter provided with 
insurance companies authorized to do business in the State of New Mexico, covering all 
operations of the Contractor under the contract.  Upon execution of the contract and on the 
renewal of all coverage, the Contractor shall furnish to the City a certificate or certificates in 
form satisfactory to the City showing that it has complied with these insurance requirements. 
All certificates of insurance shall provide that thirty (30) days written notice be given to the 
Risk Manager, Department of Finance and Administrative Services, City of Albuquerque, 
P.O. Box 470, Albuquerque, New Mexico, 87103, before a policy is canceled, materially 
changed, or not renewed. Various types of required insurance may be written in one or more 
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policies.  The City shall be named an additional insured for all coverages and the coverages 
afforded shall be primary with respect to operations provided. 
 
1.25.2 Approval of Insurance:  Even though the Contractor may have been given notice to 
proceed, it shall not begin any work under the contract resulting from this RFP until the 
required insurance has been obtained and the proper certificates (or policies) filed with the 
City.  Neither approval nor failure to disapprove certificates, policies, or the insurance by the 
City shall relieve the Contractor of full responsibility to maintain the required insurance in 
full force and effect.  If part of the contract is sublet, the Contractor shall include any or all 
subcontractors in its insurance policies, or require the subcontractor to secure insurance to 
protect itself against all hazards enumerated herein, which are not covered by the 
Contractor's insurance policies. 

 
1.25.3 Coverage Required:  The kinds and amounts of insurance required are as follows: 

 
1.25.3.1 Commercial General Liability Insurance.  A commercial general liability 
insurance policy with combined limits of liability for bodily injury or property 
damage as follows: 

 
 $1,000,000  Per Occurrence 
 $1,000,000  Policy Aggregate 
 $1,000,000  Products Liability/Completed Operations 
 $1,000,000  Personal and Advertising Injury 
 $   50,000  Fire Legal 
 $    5,000  Medical Payments 

 
Said policy of insurance must include coverage for all operations performed for the 
City by the Contractor and contractual liability coverage shall specifically insure the 
hold harmless provisions of the contract resulting from this RFP. 

 
1.25.3.2 Automobile Liability Insurance.  N/A 
 
1.25.3.3 Workers’ Compensation Insurance.  Workers' compensation insurance 
policy for the Contractor's employees, in accordance with the provisions of the 
Workers' Compensation Act of the State of New Mexico, (the "Act").  If the 
Contractor employs fewer than three employees and has determined that it is not 
subject to the Act, it will certify, in a signed statement, that it is not subject to the 
Act.  The Contractor will notify the City and comply with the Act should it employ 
three or more persons during the term of the contract resulting from this RFP. 

 
1.25.4 Increased Limits:  During the life of the contract the City may require the 
Contractor to increase the maximum limits of any insurance required herein.  In the event 
that the Contractor is so required to increase the limits of such insurance, an appropriate 
adjustment in the contract amount will be made. 
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PART 2 

PROPOSAL FORMAT 

 
2.1 Technical Proposal Format, Section One 
 

2.1.1 Offeror Identification:  State name and address of your organization or office and 
nature of organization (individual, partnership or corporation, private or public, profit or 
non-profit).  Subcontractors if any must be identified in a similar manner.  Include name and 
telephone number of person(s) in your organization authorized to execute the Draft 
Agreement.  Submit a statement of compliance with all laws stated herein.  Submit a 
statement of agreement of the terms and conditions of the Draft Agreement; state exceptions. 
Show receipt of Addenda if applicable.  Provide a statement or show ability to carry the 
insurance specified. 

2.1.2.  Executive Summary:  An executive summary highlighting the Proposer's 
background, experience and variety of services, and any service enhancements unique to 
the Proposer shall immediately follow the letter of proposal submission and introduction. 

2.1.3.  Statement of Understanding:  A brief statement of the Proposer's understanding 
of the services required and the accounts to be serviced. 

2.1.4.  Work Plan:  A work plan detailing the approach the Proposer intends to follow in 
providing the services required as outlined in Part 3, Scope of Services, should the 
account be received from the Library.  Include copies of written communications and 
telephone scripts.  Describe the procedures for dealing with minors to accommodate Part 
3 requirements.   

2.1.5.  Capability of Organization:  The Proposer shall define the capability of their 
organization to meet the intended objectives of this RFP.  Description of the Proposer's 
organization chart, names of staff members that would primarily be assigned to this 
account, role of each staff member, and resumes of principal officers showing education 
and experience relevant to this type of work. 

2.1.6.  References:  References showing prior experience in the areas as outlined in this 
RFP preferably with libraries.  At least three of these references should be current library 
clients that utilize the Innovative Interfaces, Inc., ILS.   Each reference shall include the 
name and address of client as well as the name, telephone number, and e-mail address of 
individual who can be contacted for verification of services. 

2.1.7.  Reports:  Copies of reports, forms, standard agreement, etc. 

2.1.8. Automated Systems:  The proposal shall contain a description of any automated 
systems supporting collection efforts, including a description of hardware and software.  
Describe what information is desired for each patron submitted for collection. 

2.1.9. Other information:  Include any other information that is considered to be 
important by the Proposer. 
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2.2 Cost Proposal, Section Two 

2.2.1.  Fees:  The Proposer's fees for collection services performed.  To be submitted 
under separate cover. 

 

2.2.2. All Costs:  All costs to be incurred and billed to the City should be described by the 
Offeror for each item, to allow for a clear evaluation and comparison, relative to other offers 
received.  The Offeror should understand that the City will not pay for any amounts not 
included -- for example, insurance or taxes -- and that liability for items not included remains 
with the Offeror. 

2.3.    Deviations from the above format or the absence of documentation may render the   
proposal non-responsive for this RFP. 
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      PART 3 

SCOPE OF SERVICES 
 
 
3.1 The Contractor shall perform collection services for the Library to collect non-returned 
library materials, fees for lost or damaged library materials and processing fees, if applicable.  
All work performed shall be conducted according to applicable provisions of the federal, State, 
and local laws, including but not limited to, the Federal Fair Debt Collection Practices Act. 
 
3.2 Written communications to Library Patrons and standard scripts of oral communications 
must be approved by the Library.   
 
3.3 The Contractor will be expected to help with on-site training and implementation of 
collection procedures as needed by the Library at no additional cost. 
 
3.4 The contractor staff shall meet periodically with Library staff, when requested, to discuss 
services and coordinate services. 
 
3.5 The Contractor and the Library shall mutually establish routine written procedures for 
handling the services described herein. 
 
3.6 The Contractor shall have, as a minimum, the capabilities listed herein, and the proposal 
submitted must reflect in detail the inclusion of these services as well as the degree of expertise 
in utilizing these capabilities. 
 
3.7 The Contractor shall place an emphasis on the return of materials to the library.  The 
Contractor shall also have patrons direct all payments of fees to the library directly.  The Library 
shall determine all charges for lost or damaged library materials.  Only the Library shall have the 
right to waive any charges. 
 
3.8 The Contractor shall be able to demonstrate a strong ability to maintain patron goodwill. 
 

3.9 REQUIRED SERVICES 

 
3.9.1 The Contractor shall accept automated data transfer and payment information 
from the Library database.  It is expected that the Contractor will work, at no cost, with 
the Library and its software vendor, Innovative Interfaces, Inc. to ensure accurate and 
timely transmission of data. The Contractor shall have trained staff with the ability to 
configure the Innovative Interfaces, Inc. Collection Agency Interface. The Contractor 
shall provide an Acknowledgement Report on all electronically submitted accounts. 

 
3.9.2 The Contractor will provide technical staff to assist in the configuration of the 
Innovative Collection Agency Interface settings and parameters. 
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3.9.3 The Contractor will provide a technical representative during the initial set up of 
the Collection Agency Module to work with library staff to generate the initial file in a 
manual method.  This will confirm that the email functionality is working properly and 
also allows the Library staff member to preview the first file of patron accounts. The 
Contractor will then help the library with automating the weekly submission and daily 
update reports. 

 
3.9.4 The Contractor will provide recommendations and verify the timing of the 
Library’s current notice structure and also work with the library to provide 
recommendations for the timing of referral.   

 

3.9.5 The Contractor will accept a weekly submission report from the Library of new 
patron accounts that need to be contacted. 

 
3.9.6 The Contractor will accept daily reports from the Library of updated patron 
accounts that have been paid in full and updates on remaining balances. 

 
3.9.7 The Contractor will accept quarterly reports from the Library of current patron 
accounts for the purpose of making sure that the library balances and the collection 
agency balances match. 

 
3.9.8 The Contractor shall provide the library 24-hour, live, interactive account access 
to patron information found in the Contractor’s database.  This access should be through 
a secured connection and allow the Library to look at all accounts submitted to the 
Contractor, active or inactive, and their current status.  It should also allow the library to 
see collection activities that have occurred on the accounts.  Library staff should be able 
to easily suspend accounts, generate paid-in-full letters on Contractor letterhead, and 
create reports directly from the Contractor’s secured database 24 hours a day, 7 days a 
week. 

 
3.9.9  The Contractor shall ensure the confidentiality, security and safety of all Library 
files, documents, computer files, and the like. The Contractor acknowledges that, in 
rendering Services hereunder, it may have access to certain confidential records, 
telephone numbers, passwords, and data which are proprietary information of the City, or 
which the City has an ongoing obligation to keep confidential.  The Contractor agrees to 
keep such information confidential, when it is clearly identified in writing as confidential 
by the City, and the Contractor and all its associates, shall maintain and protect the 
confidential nature thereof, except (i) to the extent necessary to perform its obligations 
hereunder, (ii) if required by applicable law or by a court of competent jurisdiction, or 
(iii) if such information became publicly available or available to or through a third party, 
but not as a result of the Contractor’s act or omission.  

 
3.9.10  The Contractor shall maintain accurate records of any collection transactions 
received, including cash, money order, credit card and checks.  These payments must be 
transmitted in full by ACH transfer to the Library within one business day.  The 
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Contractor shall provide written documentation of Library account numbers 
corresponding to payments written on all payment transactions; in addition, appropriate 
mechanisms for verifying and tracking all payments received shall be forwarded to the 
Library. 

 
3.9.11 The Contractor shall provide on a monthly basis a report that details for each 
patron the value of materials returned, money received, charges waived, and balance due. 
The Contract shall also provide custom, ad-hoc reporting requested by the library at no 
additional charge. 

 
3.9.12 The Contractor shall initiate a minimum of eight (8) contacts to each patron 
commencing upon receipt of the patron record and continuing for 120 days or until the 
patron returns the item(s), makes a payment or is turned over for skip tracing.  This must 
include a minimum of six (6) phone calls and two (2) letters to the patron over the 120-
day period. 

 
3.9.13 The Contractor shall submit accounts to the 3 major credit bureaus after the 120-
day period and maintain them in an active status for no less than seven years (unless state 
law is less) or until contract expires with the Library. 

 
3.9.14  The Contractor shall provide skip tracing services to locate patrons with bad 
addresses.  On a monthly basis the Contractor shall provide new addresses acquired to the 
Library cross-referenced with patron account number. 

 
3.9.15 When the Library provides a patron account with a date of birth and/or juvenile 
code for a patron under the age of 18, the Contractor shall send all written 
communications to the parents of said patron.  
 
3.9.16 The Library reserves the right to cease collection activity on any Library account, 
at any time during the 120 day collection process. 
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PART 4 
EVALUATION OF OFFERS 

 

4.1 Selection Process.  The Mayor of Albuquerque shall name, for the purpose of evaluating the 
proposals, an Ad Hoc Advisory Committee.  On the basis of the evaluation criteria established in this 
RFP, the committee shall submit to the Mayor a list of qualified firms in the order in which they are 
recommended.  Proposal documentation requirements set forth in this RFP are designed to provide 
guidance to the Offeror concerning the type of documentation that will be used by the Ad Hoc 
Advisory Committee.  Offerors should be prepared to respond to requests by the Purchasing Office 
on behalf of the Ad Hoc Advisory Committee for oral presentations, facility surveys, demonstrations 
or other areas deemed necessary to assist in the detailed evaluation process.  Offerors are advised 
that the City, at its option, may award this request on the basis of the initial offers. 
 
4.2 Evaluation Criteria.  The following general criteria, not listed in order or significance, will 
be used by the Ad Hoc Advisory Committee in recommending contract award to the Mayor.  The 
proposal factors will be rated on a scale of 0 -1000 with weight relationships as stated below. 
 

4.2.1 Evaluation Factors: 
      
250 -- Experience and qualifications of the Offeror and personnel as shown on staff 
resumes to perform tasks described in Part 3, Scope of Services. 
 
250 -- Proven collection services capabilities (i.e., proven ability to handle large accounts 
successfully based upon feedback received from references.)  Overall quality and 
completeness of service.  Preference will be given for library references.   
    
250 -- Automation capabilities to perform tasks described in Part 3, Scope of Services. 

 

200 – Demonstrate an understanding that the Library’s primary goal is for customers to 
return overdue library materials and to maintain positive relationships with existing 
customers.   

 

50 -- Cost of services (fees):  The costs proposed by the Contractor as described in 
Section 2.2 of the RFP to perform the tasks listed in Part 3, Scope of Services.  The 
evaluation of this section will occur after the technical evaluation, based on a cost/price 
analysis. 

 
4.2.2 Cost/Price Factors:  Proposed costs will be evaluated not only to determine if the 
estimate is reasonable, realistic, and cost effective, but also, the Offeror's ability to 
organize and perform the services.  Please note that the lowest cost is not the sole 
criterion for recommending contract award. 

 
4.2.3 Cost Evaluation.  The cost/price evaluation will be performed by the City 
Purchasing Division or designee.  A preliminary cost review will ensure that each Offeror 
has complied with all cost instructions and requirements.  In addition, proposals will be 
examined to ensure that all proposed elements are priced and clearly presented.  Cost 
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proposals that are incomplete or reflect significant inconsistencies or inaccuracies will be 
scored accordingly or may be rejected by the Ad Hoc Advisory Committee if lacking in 
information to determine the value/price/cost relative to the services proposed. 

 
4.2.4 Local Preference.  Local and Resident Preference:  A preference for local and 
state businesses is available under the City of Albuquerque Public Purchases Ordinance, for 
this procurement.  The "LOCAL PREFERENCE CERTIFICATION FORM" and 
instructions are attached as an Appendix to this Request for Proposals.  If a completed Local 
Preference Certification Form or a current and correct Resident Business Preference Number 
is not received with the Offeror's response, a preference will not be applied for that offer.  
The Form or the Number will not be accepted after the deadline for receipt of proposals.  For 
those Offerors qualifying for  the preference, a 1.05 multiplier will be applied to the total raw 
score. Only one preference will apply for this procurement.  Local Preference supersedes all 
other preferences. 
 
 

 
 
 
 
 

{INTENTIONALLY LEFT BLANK} 
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PART 5 
DRAFT AGREEMENT 

 
 THIS AGREEMENT is made and entered into this ___ day of________, 20__  by and 
between the City of Albuquerque, New Mexico  a municipal corporation, (hereinafter referred to 
as the "City"), and _____________________________, hereinafter referred to as the 
"Contractor"), a _________________, whose address is ________________________________. 
 

RECITALS 

 
 WHEREAS, the City issued a Request For Proposals for the Cultural Services 
Department, RFP____-____-__, titled “Collection Agency for the Albuquerque/Bernalillo 
County Library System”, dated 01/17/07, which is attached hereto as Exhibit A, and by this 
reference made a part of this Agreement; and 
 
 WHEREAS, the Contractor submitted its proposal, dated ________________, in 
response to RFP____-____-___, which proposal is attached hereto as Exhibit B, and by this 
reference made a part of this Agreement; and 
 
 WHEREAS, the City desires to engage the Contractor to render certain services in 
connection therewith, and the Contractor is willing to provide such services. 
 
 NOW, THEREFORE, in consideration of the premises and mutual obligations herein, 
the parties hereto do mutually agree as follows: 
 
 1. Scope of Services.  The Contractor shall perform the following services 
(hereinafter the "Services") in a satisfactory and proper manner, as determined by the City: 

  

Provide collection agency service for Albuquerque/Bernalillo County Library 

System in accordance with Exhibit A as supplemented by Exhibit B. 
 
 2.   Time of Performance.  Services of the Contractor shall commence on the date of 
final execution of this Agreement and shall be undertaken and completed in such sequence as to 
assure their expeditious completion in light of the purposes of this Agreement; provided, 
however, that in any event, all of the Services required hereunder shall be completed within 
_______________ years of the date of execution of this Agreement.  This Agreement may be 
extended for up to _________ additional one-year periods upon written agreement of the parties. 
         

 3. Compensation and Method of Payment. 
 

 A. Compensation.   For performing the Services specified in Section 1 
hereof, the City agrees to pay the Contractor up to the amount of ________________________ 
Dollars ($_______), which amount includes any applicable gross receipts taxes and which 
amount shall constitute full and complete compensation for the Contractor's Services under this 
Agreement, including all expenditures made and expenses incurred by the Contractor in 
performing such Services. 
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 B. Method of Payment.  Such amount shall be paid to the Contractor at the 

rate of ______________________________ Dollars ($______________) per month.  Payment 
shall be made to the Contractor monthly upon receipt by the City of a properly documented 
requisition for monthly payment as determined by the budgetary and fiscal guidelines of the City 
and on the condition that the Contractor has accomplished the Services to the satisfaction of the 
City. 
 

 C. Appropriations.  Notwithstanding any other provisions in this 
Agreement, the terms of this Agreement are contingent upon the City Council of the City of 
Albuquerque making the appropriations necessary for the performance of this Agreement.  If 
sufficient appropriations and authorizations are not made by the City Council, this Agreement 
may be terminated at the end of the City's then current fiscal year upon written notice given by 
the City to the Contractor.  Such event shall not constitute an event of default.  All payment 
obligations of the City and all of its interest in this Agreement will cease upon the date of 
termination.  The City's decision as to whether sufficient appropriations are available shall be 
accepted by the Contractor and shall be final. 
 
 4. Independent Contractor.  The Contractor is considered as an independent 
contractor at all times in the performance of the services described in Section 1.  The Contractor 
further agrees that neither it nor its employees are entitled to any benefits from the City under the 
provisions of the Workers' Compensation Act of the State of New Mexico, or to any of the 
benefits granted to employees of the City under the provisions of the Merit System Ordinance as 
now enacted or hereafter amended. 
 

 5. Personnel. 
 

 A. The Contractor represents that it has, or will secure at its own expense, all 
personnel required in performing all of the Services required under this Agreement.  Such 
personnel shall not be employees of or have any contractual relationships with the City. 
 

 B. All the Services required hereunder will be performed by the Contractor or 
under its supervision and all personnel engaged in the work shall be fully qualified and shall be 
authorized or permitted under state and local law to perform such Services. 
 

 C. None of the work or Services covered by this Agreement shall be 
subcontracted without the prior written approval of the City.  Any work or Services 
subcontracted hereunder shall be specified by written contract or agreement and shall be subject 
to each provision of this Agreement. 
 
 6. Indemnity.  The Contractor agrees to defend, indemnify, and hold harmless the 
City and their officials, agents, and employees from and against any and all claims, actions, suits, 
or proceedings of any kind brought against said parties for or on account of any matter arising 
from the Services performed by the Contractor under this Agreement.  The indemnity required 
herein shall not be limited by reason of the specification of any particular insurance coverage in 
this Agreement. 
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 7.  Bonds and Insurance.  The Contractor shall not commence any work under this 
Agreement until the insurance required in Exhibit A, Section 1.25, has been obtained and the 
proper certificates (or policies) have been submitted to the City. 

 

 8. Discrimination Prohibited.  In performing the Services required hereunder, the 
Contractor shall not discriminate against any person on the basis of race, color, religion, gender, 
sexual preference, sexual orientation, national origin or ancestry, age, physical handicap or 
disability, as defined in the Americans With Disabilities Act of 1990, as currently enacted or 
hereafter amended. 
 
 9. ADA Compliance.  In performing the Services required hereunder, the 
Contractor agrees to meet all the requirements of the Americans With Disabilities Act of 1990 
(the "ADA"), which are imposed directly on the Contractor or which would be imposed on the 
City as a public entity.  The Contractor agrees to be responsible for knowing all applicable rules 
and requirements of the ADA and to defend, indemnify and hold harmless the City, its officials, 
agents and employees from and against any and all claims, actions, suits or proceedings of any 
kind brought against said parties as a result of any acts or omissions of the Contractor or its 
agents in violation of the ADA. 

 

 10. Reports and Information.  At such times and in such forms as the City may 
require, there shall be furnished to the City such statements, records, reports, data and 
information, as the City may request pertaining to matters covered by this Agreement.  Unless 
authorized by the City, the Contractor will not release any information concerning the work 
product including any reports or other documents prepared pursuant to the Agreement until the 
final product is submitted to the City.  
 
 11. Establishment and Maintenance of Records.  Records shall be maintained by 
the Contractor in accordance with applicable law and requirements prescribed by the City with 
respect to all matters covered by this Agreement.  Except as otherwise authorized by the City, 
such records shall be maintained for a period of three (3) years after receipt of final payment 
under this Agreement. 
 
 12. Audits and Inspections.  At any time during normal business hours and as often 
as the City may deem necessary, there shall be made available to the City for examination all of 
the Contractor's records with respect to all matters covered by this Agreement.  The Contractor 
shall permit the City to audit, examine, and make excerpts or transcripts from such records, and 
to make audits of all contracts, invoices, materials, payrolls, records of personnel, conditions of 
employment and other data relating to all matters covered by this Agreement.  The Contractor 
may be required to provide such information and records and appear as a witness in hearings for 
the City’s Board of Ethics and Campaign Practices pursuant to Article XII, Section 8 of the 
Albuquerque City Charter. 
 
 13. Publication, Reproduction and Use of Material.  No material produced in 
whole or in part under this Agreement shall be subject to copyright in the United States or in any 
other country.  The City shall have unrestricted authority to publish, disclose, distribute and 
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otherwise use, in whole or in part, any reports, data or other materials prepared under this 
Agreement. 
 
 14. Compliance with Laws.  In providing the Scope of Services outlined herein, the 
Contractor shall comply with all applicable laws, ordinances, and codes of the Federal, State, and 
local governments. 
 
 15. Changes.  The City may, from time to time, request changes in the Scope of 
Services of the Contractor to be performed hereunder. Such changes, including any increase or 
decrease in the amount of the Contractor's compensation, which are mutually agreed upon by and 
between the City and the Contractor, shall be incorporated in written amendments to this 
Agreement. 
 
 16. Assignability.  The Contractor shall not assign any interest in this Agreement and 
shall not transfer any interest in this Agreement (whether by assignment or novation), without 
the prior written consent of the City thereto. 
 
 17. Termination for Cause.  If, through any cause, the Contractor shall fail to  
fulfill in a timely and proper manner its obligation under this Agreement or if the Contractor 
shall violate any of the covenants, agreements, or stipulations of this Agreement, the City shall 
thereupon have the right to terminate this Agreement by giving five (5) days written notice to the 
Contractor of such termination and specifying the effective date of such termination.  In such 
event, all finished or unfinished documents, data, and reports prepared by the Contractor under 
this Agreement shall, at the option of the City, become its property, and the Contractor shall be 
entitled to receive just and equitable compensation for any work satisfactorily completed 
hereunder.  Notwithstanding the above, the Contractor shall not be relieved of liability to the 
City for damages sustained by the City by virtue of any breach of this Agreement by the 
Contractor, and the City may withhold any payments to the Contractor for the purposes of set-off 
until such time as the exact amount of damages due the City from the Contractor is determined. 
 
 18. Termination for Convenience of City.  The City may terminate this Agreement 
at any time by giving at least fifteen (15) days notice in writing to the Contractor.  If the 
Contractor is terminated by the City as provided herein, the Contractor will be paid an amount 
which bears the same ratio to the total compensation as the Services actually performed bear to 
the total Services of the Contractor covered by this Agreement, less payments of compensation 
previously made.  If this Agreement is terminated due to the fault of the Contractor, the 
preceding section hereof relative to termination shall apply. 
 
 19. Construction and Severability.  If any part of this Agreement is held to be 
invalid or unenforceable, such holding will not affect the validity or enforceability of any other 
part of this Agreement so long as the remainder of the Agreement is reasonably capable of 
completion. 
 
 20. Enforcement.  The Contractor agrees to pay to the City all costs and expenses 
including reasonable attorney's fees incurred by the City in exercising any of its rights or 
remedies in connection with the enforcement of this Agreement. 
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 21. Entire Agreement.  This Agreement contains the entire agreement of the parties 
and supersedes any and all other agreements or understandings, oral or written, whether previous 
to the execution hereof or contemporaneous herewith. 
 
 22. Applicable Law.  This Agreement shall be governed by and construed and 
enforced in accordance with the laws of the State of New Mexico, and the laws, rules and 
regulations of the City of Albuquerque. 
 
 23. Approval Required.  This Agreement shall not become effective or binding until 
approved by the City's Chief Administrative Officer. 
 
 IN WITNESS WHEREOF, the City and the Contractor have executed this Agreement 
as of the date first above written. 
 

CITY OF ALBUQUERQUE   CONTRACTOR: 
  

Approved By:   

  By: ________________________________ 

     

_______________________________  Title: _____________________________ 

Bruce J. Perlman, PhD 

Chief Administrative Officer        Date: _____________________________ 

   

Date: _________________________ 

 

  

 Fed Tax ID No: ________________ 

 

________________________________  State Tax ID No: ______________ 

Director 

Cultural Services Department 

 

Date: __________________________ 
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EXHIBIT A 

CITY OF ALBUQUERQUE REQUEST FOR PROPOSALS 
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EXHIBIT B 

OFFEROR'S PROPOSAL  
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PART 6 - INSTRUCTIONS FOR 
LOCAL PREFERENCE CERTIFICATION FORM 

 
1. ALL INFORMATION MUST BE PROVIDED.  A 5% local preference is available for 
this procurement. To qualify for this preference, an Offeror MUST complete and submit this 
Form WITH ITS OFFER.  If an offer is received without the Form attached, completed, 
signed and certified, or if the Form is received without the required information, the 
preference will not be applied.  THE FORM OR A CORRECTED FORM WILL NOT BE 
ACCEPTED AFTER THE DEADLINE FOR RECEIPT OF BIDS OR PROPOSALS. 

 
2. LOCAL PREFERENCE PRECEDENCE OVER STATE PREFERENCE.  The local 
preference takes precedence over the State Resident Business Preference and only one of 
the two preferences will be applied to any one offer.  If it is determined that the local 
preference applies to one or more Offerors in any solicitation, the State Resident Business 
Preference will not be applied to any offers. 
 
3. PHYSICAL LOCATION MUST BE STATED.  To qualify for the local preference, a 
business must have a location in the Albuquerque Metropolitan Area (Abq. Metro Area).  
The business location inserted on the form must be a physical location, street address or 
such.  DO NOT use a post office box or other postal address. 
 
4. ADDITIONAL REQUIREMENT.  To qualify for this preference, the principal Offeror 
(i.e. the business, NOT the individual signing the form) if it is a corporation, must be a New 
Mexico corporation with its articles of incorporation filed with the New Mexico Public 
Regulation Commission. 
 
5. DEFINITIONS.  The following definitions apply to this preference: 
 

• The Abq. Metro Area includes all locations within the City of Albuquerque and 
Bernalillo County, and within any municipality (i.e. incorporated city, town or 
village) contiguous to the City of Albuquerque and Bernalillo County. 

 

• A resident of the Abq. Metro Area is a person who occupies a dwelling in the 
Area and who manifests an intent to maintain that dwelling on a permanent 
basis. 

 

• A principal Offeror is a single Offeror; a business which is the prime 
contractor or one of the prime contractors and not a subcontractor; or a 
partner or joint venturer submitting an offer in conjunction with other 
businesses. 

 
6. ADDITIONAL DOCUMENTATION.  If requested, a business will be required to 
provide, within 10 working days of the request, documentation to substantiate the 
information provided on the form. 
 
9/24/02 
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 LOCAL PREFERENCE CERTIFICATION FORM 

 
RFP/RFB NO: ____________________________ 

 
 
Business Name: _______________________________________________________ 
 
 
Business Location (in Abq. Metro Area):   __________________________________ 

               _________________________________ 

Business Type:  SELECT ONE 
 

� Corporation -- Indicate state of incorporation.  �______________________ 

� Partnership -- Indicate “general” or “limited”.      �______________________ 

� Sole Proprietorship (Single Owner with employees) 

� Individual (Single Owner/No employees) 

� Other - Indicate status.    �________________________ 

 
 
Additional Information: (PROVIDE IF BUSINESS IS A CORPORATION)  
 

Date of incorporation in the State of New Mexico: �________________________ 

 
 

CERTIFICATION 
 
I hereby certify that the business set out above is the principal Offeror submitting this offer 
or is one of the principal Offerors jointly submitting this offer (e.g. as a partnership, joint 
venture).  I hereby certify that the information which I have provided on this form is true and 
correct; that I am authorized to sign on behalf of the business set out above and, if 
requested by the City, will provide, within 10 days of notice, the necessary documents to 
substantiate the information provided on this form. 
 

Signature of Authorized Individual:  _____________________________________

 Printed Name:  _____________________________________ 

 Title:  __________________________________________ Date: ___________ 

 
 

YOU MUST RETURN THIS FORM WITH YOUR OFFER 
9/24/02 


