
Computer	  Consulting	  and	  Maintenance	  Services	  

Purpose:	  
 
The following procedures are designed to provide the basic for a competitive RFP to award service to 
manage the computer workstations, servers and network for the Town of West New York. 
	  

Qualifications:	  

  
The successful applicant is required to have at least five (5) years’ experience in the management of 
computer and networks fields. 
 

	  

Scope	  of	  Services	  
The	  contract	  award	  for	  computer	  Management	  shall	  be	  awarded	  by	  the	  Mayor	  and	  board	  of	  
commissioners	  by	  a	  majority	  vote	  of	  a	  quorum	  of	  its	  members	  and	  shall	  be	  in	  effect	  for	  one	  (1)	  year	  and	  
may	  be	  extended	  for	  two	  (2)	  one	  (1)	  years	  periods	  at	  the	  discretions	  of	  the	  Town	  Commissioners.	  	  

	  

Proposal	  Base	  Service:	  

	  

The	  Management	  Information	  System	  Consultant	  shall	  provide	  the	  following	  service	  for	  all	  Town	  Offices	  
as	  part	  of	  its	  maintenance	  base	  price:	  

	  

1.   File Server Management: Daily on-line real time monitoring of critical functions. On-site 
and remote support. Complete service pack and patch updates on a regular basis. Review all 
ancillary programs, including but not limited to firewall, tape backup, antivirus programs 
etc. for updates and confirm system maintenance checks are being performed. Perform 
forced data backup on the application server.  

2.   Workstation Management: On-site and remote support. Complete patch management. 
Maintain properly functioning configurations.  

3.   General Consulting/IT services: Server, workstation, printer, network devise consultation, 
configuration, and installation, software updates, network troubleshooting. On-site repairs 
and installation or printers, computers and other equipment as necessary.  

4.   Network Status: All hardware and software programs are to be reviewed and updated to 
protect the network server and workstations. Utilization of hardware, software, and services 
that check traffic, block restricted sites, and prevent cyber-attacks are to be reviewed and 
recommendations are to be made. 



5.   The applicant / proposer must have demonstrated successful experience in supporting First 
Byte, Munidex, MSI and tax applications. 

6.   Maintenance to 4 Servers, 96 workstations and network equipment. 
 
 
 
 
Hourly	  Service:	  

The Town of West New York at its discretion requires the successful proposer to perform service on 
an hourly basis and will be additional to the base bid price. This hourly services shall include the 
following: 
 

a.   Installing	  and	  replacing	  old	  workstations	  and	  printers	  and	  misc.	  equipment.	  

	  

	  	  	  	  	  	  	  	  	  b.	  	  	  	  Installing	  new	  and	  updated	  software.	  	  

	  

	  	  	  	  	  	  	  	  	  c.	  	  	  	  	  Installing	  and	  replacing	  network	  equipment	  	  

	  

d.	  	  	  Other	  service	  deemed	  necessary	  to	  by	  the	  Town	  to	  insure	  proper	  management	  information	  
system	  operations,	  not	  otherwise	  described	  herein.	  

e.	  	  	  	  When	  requested,	  and/or	  as	  necessary	  the	  Computer	  Consultant	  shall	  provide	  all	  necessary	  
advice	  to	  the	  Town	  regarding	  the	  procurement	  of	  hardware	  or	  software.	  

f.	  	  	  	  	  	  Help	  Desk	  support	  

	  

	   The	  minimum	  amount	  of	  hours	  the	  Town	  may	  request	  during	  each	  contract	  period	  is	  0	  
hours;	  the	  maximum	  may	  be	  1040hours.	  

 
 

Hardware:	  

	  

•   Must	  be	  able	  to	  troubleshoot,	  repair,	  maintain	  and	  upgrade	  Intel	  and	  AMD	  compatible	  file	  
server	  and	  workstation.	  	  

•   Must	  be	  able	  to	  troubleshoot,	  repair,	  maintain	  and	  upgrade	  Apple	  Macintosh	  workstation.	  
•   Must	  be	  able	  to	  troubleshoot,	  repair,	  maintain	  and	  upgrade	  Laser,	  Dot	  Matrix	  and	  inkjet	  printer.	  
•   Must	  be	  able	  to	  troubleshoot,	  repair,	  maintain	  and	  upgrade	  communications	  equipment.	  
•   Must	  be	  able	  to	  troubleshoot,	  repair,	  maintain	  and	  upgrade	  network	  equipment.	  This	  will	  

include	  maintaining	  and	  expanding	  the	  existing	  100Base-‐T	  and	  1000Base-‐T	  LAN	  network	  cabling.	  
Maintaining	  existing	  network	  equipment.	  	  



•   Must	  be	  able	  to	  configure,	  troubleshoot,	  repair	  and	  maintain	  remote	  hardware	  based	  print	  
servers.	  

•   Must	  be	  able	  to	  set	  any	  new	  device	  to	  work	  properly.	  	  
•   Must	  be	  able	  to	  expand	  the	  existing	  network	  equipment	  as	  needed.	  	  
•   Must	  be	  able	  to	  make	  recommendations	  for	  new	  equipment	  as	  needed.	  

	  

Software:	  

	  

•   Technical	  support	  and	  maintenance,	  including	  upgrade	  installation	  as	  well	  as	  problem	  resolution	  
whenever	  new	  equipment	  or	  application	  are	  added	  to	  the	  network	  for	  Novell	  Netware,	  
Microsoft	  windows	  NT,	  Windows	  2000,	  	  2003	  and	  2008	  server,	  windows	  XP,	  Windows	  7	  and	  
future	  versions.	  Apple	  Macintosh	  workstations	  connected	  to	  a	  windows	  base	  file	  server.	  	  

•   Ability	  to	  administrate	  Windows	  2000,	  2003	  and	  2008	  Active	  Directory.	  
•   Ability	  to	  administrate	  Windows	  2000,	  2003	  and	  2008	  DNS	  and	  DHCP.	  
•   Knowledge	  of	  Windows	  2000,	  2003	  and	  2008	  Server	  administration,	  which	  includes	  security	  

polices,	  IIS,	  File	  printer	  and	  sharing	  folders,	  VPN	  and	  remote	  access,	  FTP	  and	  Mail	  
administration.	  	  

•   Ability	  to	  administrate	  Window	  XP	  and	  Windows	  7	  mixed	  network	  environment,	  workstations	  
and	  users.	  

•   Manage	  user’s	  access	  to	  the	  network,	  print	  services	  usage,	  control	  network	  traffic.	  
•   Knowledge	  of	  administration	  of	  Novell	  Netware,	  Microsoft	  Windows	  NT,	  Windows	  2000,	  2003	  

and	  Windows	  2008	  file	  server	  operating	  system	  mixed	  in	  a	  network	  environment.	  
•   Knowledge	  of	  printer	  sharing	  and	  printer	  server	  administration.	  
•   Knowledge	  of	  user’s	  management	  and	  security	  administration.	  
•   Knowledge	  of	  internet	  access	  service	  management.	  
•   Knowledge	  of	  TCP/IP	  addresses	  management,	  firewall	  configuration	  and	  strong	  knowledge	  of	  

network	  protocols	  and	  security.	  
•   Knowledge	  of	  Corporate	  Antivirus	  Environment.	  
•   Must	  provide	  help	  desk	  support	  with	  the	  following	  applications:	  Word,	  Excel,	  Access,	  Outlook,	  

Munidex,	  First	  Byte,	  Mitchell	  Humphrey,	  ESP,	  etc.	  
•   Must	  provide	  help	  desk	  support	  with	  printers,	  network	  access,	  files	  sharing,	  and/or	  any	  other	  

issues.	  	  	  
•   Windows	  compatible	  application,	  setup,	  modifications,	  upgrades	  and	  troubleshooting,	  including	  

Munidex,	  First	  Byte,	  Mitchell	  Humphrey,	  ESP	  	  
•   Database	  programming	  in	  Access,	  Microsoft	  FoxPro,	  Microsoft	  Visual	  FoxPro,	  Seagate	  Crystal	  

Report	  and	  R&R	  Report	  writer	  for	  Windows.	  These	  program	  skills	  are	  needed	  to	  create	  and	  
modify	  specific	  custom	  applications.	  

•   Familiarity	  with	  Town	  Hall	  specific	  operations.	  
•   Familiar	  with	  accounting	  activities.	  
•   Required	  be	  familiar	  with	  Munidex,	  First	  Byte,	  Mitchell	  Humphrey,	  ESP.	  
•   Must	  provide	  backup	  solution	  and	  cost	  for	  implementation.	  
•   Must	  provide	  a	  disaster	  and	  recovery	  plan.	  	  

	  

	  



Professional Information and Qualifications  
 
Each interested firm shall submit the following information:  
 

1.   Name of firm:  
2.   Address of principal place of business and all partners or firm’s offices and 

corresponding telephone and fax numbers. Please note specifically which partners will 
be assigned to work with the Authority.  

3.   Prior computer support services. 
4.   Experience related to representation of public entities. 
5.   Costumer References. 
6.   Examples of your record of success representing public entities. 
7.   The firm’s ability to provide the services in a timely fashion (including staffing, 

familiarity and location of key staffing) Bidders must guaranty that technical support 
will be provided within one hour of receiving a call. In the event if hardware failure, 
replacement parts must be available by noon on the following business day. 

8.   Cost details. 
9.   Insurance 
10.  Any other information which the interested firm deems relevant.  
11.  New Jersey Business Registration Certificate.  
12.  Fully executed Non-Collusion Affidavit which is attached.  
13.  Fully executed Disclosure of Ownership form which is attached.  
14.  Listing	  of	  all	  certification	  and	  licenses.	  Following	  licenses	  are	  mandatory	  to	  operate	  on	  The	  

Town	  of	  West	  New	  York.	  	  
 

Mandatory	  Certifications:	  

	  

•   A+	  Certified	  Professional	  IT	  Technician.	  	  	  
•   MCP	  (	  Microsoft	  Certified	  Professional)	  
•   MCDST	  	  (Microsoft	  Certified	  Desktop	  Support	  Technician)	  
•   MCTS	  (Microsoft	  Certified	  Technology	  Specialist)	  
•   Network+	  
•   Telecommunication	  Limited	  Wiring	  Exemption	  

 
	  

15.  Vendors/Consultants	  must	  guaranty	  that	  full	  time	  employees	  of	  their	  company	  will	  provide	  the	  
above	  services.	  The	  use	  of	  outside	  consultants	  or	  sub-‐contractors	  will	  not	  be	  acceptable.	  

16.  Certification	  of	  Work-‐Free	  Workplace.	  
17.  Affirmative	  Action	  Affidavit.	  
18.  Any	  other	  form	  attached	  to	  this	  package.	  

	  

	  

	  



Disaster	  and	  Recovery	  Plan:	  

	  

At	  the	  Town’s	  Option	  the	  successful	  applicant	  will	  provide	  a	  Disaster	  and	  Recovery	  Plan.	  Proposer	  should	  
describe	  the	  service	  to	  be	  provided	  in	  detail.	  	  This	  shall	  not	  be	  billed	  on	  an	  hourly	  basis.	  One	  time	  price	  
must	  be	  provided.	  

	  

Off-‐Site	  Server	  Download	  

	  

At	  the	  Town’s	  option,	  the	  successful	  applicant	  shall	  provide	  daily	  off	  site	  server	  download.	  Service	  must	  
be	  describing	  in	  detail.	  This	  shall	  not	  be	  billed	  hourly.	  

	  

	  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



APPENDIX A 
 

LETTER OF QUALIFICATION 
 

(To be Typed on Respondent’s Letterhead. NO MODIFICATIONS MAY BE MADE TO 
THIS LETTER) 

 
Town Clerk Carmela Riccie 
Municipal Building 
428-60th Street (Room #2) 
West New York, New Jersey 07093 
 
Dear Mrs. Riccie: 
 

The undersigned have reviewed our Qualification Statement-Proposal submitted in 
response to the Request for Proposals (RFP) issued by the Town of West New York (“Town”), 
dated (Insert Date) in connection with the Town’s ’s need for Services – Auditing and 
Accounting. 
 

We affirm that the contents of our Qualification Statement-Proposal (which Qualification 
Statement-Proposal is incorporated herein by reference) are accurate, factual and complete to the 
best of our knowledge and belief and that the Qualification Statement-Proposal is submitted in 
good faith upon express understanding that any false statement may result in the disqualification 
of (Insert Name of Respondent) 
 
______________________________          ___________________________________ 
Chief Executive Officer                                Chief Financial Officer 
 
Dated: ________________________ Dated:_____________________________   
 

Respondent shall sign and complete the spaces as provided above. If a joint venture, 
partnership or other formal organization is submitting a Qualification Statement-Proposal, 
each participant must execute this Letter of Qualification 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
APPENDIX B 

LETTER OF INTENT 
 
 
STATE OF NEW JERSEY 
TOWN OF WEST NEW YORK ss: 
I ________________________________certify that I am the _____________________ 
of the firm of _______________________________________________ , the Respondent 
submitting Qualifications in response to a Request for same from the Town in regards to  
Computer	  Consulting	  and	  Maintenance	  Services. I further certify that:	  

1. I executed said Proposal with full authority so to do; and 
2. All statements contained in the Submission and in this affidavit are accurate, factual and 
complete, and made with full knowledge that the Town of West New York is relying upon 
the truth of the statements contained in the Submission and the statements contained in this 
affidavit in evaluating Respondent’s Qualifications; and 
3 Respondent has not, directly or indirectly, entered into any agreement, participated in any 
collusion, or otherwise taken any action in restraint of free, competitive bidding in 
connection with the above named project through participation with any other person, firm or 
party; and 
4. Respondent agrees to participate in good faith in the procurement process as described in 
the RFP and to adhere to the Town’s procurement schedule; 
5. Respondent acknowledges that all costs incurred by it in connection with the preparation 
and submission of the Qualification Statement-Proposal and any proposal prepared and 
submitted in response to the RFP, or any negotiation which results therefrom, shall be 
borne exclusively by the Respondent. In no event shall the Town have any liability to 
Respondent for any costs incurred by the Respondent for the Qualification Statement- 
Proposal. 
6. Respondent acknowledges and agrees that the Town may modify, amend, suspend and/or 
terminate the procurement process in its sole judgment. 
7. Respondent is aware that any contract executed with respect to the services referred to in the 
RFP must comply with the applicable affirmative action and similar laws, and agrees to take 
such actions as may be required to comply with such applicable laws in the event that a 
contract is formed. 
 
(Signature of Respondent) _____________________________________________________ 
SUBSCRIBED AND SWORN TO 
BEFORE ME THIS ______________DAY OF 20_________ 
 
NOTE: THIS FORM MUST BE COMPLETED, NOTARIZED AND RETURNED 
WITHTHIS PROPOSAL 
 
 
 
 
 
 



 
 
 

A.   NON COLLUSION AFFIDAVIT 
 

STATE OF NEW JERSEY 
 
 
TOWN OF WEST NEW YORK ss: 
I certify that I am___________________________________________________________ 
of the firm of_______________________________________________________________ 
the Respondent submitting the Qualification Statement in response to the within Request for 
Qualifications, and that I executed said Qualification Statement with full authority so to do; that 
said Respondent has not, directly or indirectly entered into any agreement, participated in any 
collusion, or otherwise taken any action in restraint of free competition in connection with the 
within Request for Qualifications; and that all statements contained in the Respondent’s 
Qualification Statement and in this affidavit are true and correct, and made with full knowledge 
that the Town of West New York will rely/relies upon the truth of the statements contained in 
said Qualification Statement and in the statements contained in this affidavit in awarding the 
contract(s) for the services sought in the within Request for Qualifications. 
I further warrant that no person or selling agency has been employed to solicit or secure 
a contract for the services sought in the within Request for Qualification upon an 
agreement or understanding for a commission, percentage, brokerage or contingent 
fee, except bona fide employees of the Respondent or as may be permitted by law. 
(Signature of respondent)SUBSCRIBED AND SWORN TO 
BEFORE ME THIS DAY____________________ OF 20 
(TYPE OR PRINT NAME OF AFFIANT UNDER SIGNATURE) 
NOTARY PUBLIC OF 
MY COMMISSION EXPIRES: 20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

NOTE: THIS FORM MUST BE COMPLETED, NOTARIZED 
AND RETURNED WITH THIS PROPOSAL 

B. PUBLIC 
 

B. PUBLIC DISCLOSURE INFORMATION 
 
Chapter 33 of the Public Laws of 1977 provides that no corporation or partnership (general. 
Limited or joint venture) shall be awarded any State, Town, Municipal or Schools District 
contracts for the performance of any work or the furnishing of any materials or supplies, 
unless prior to the receipt of the bid or accompanying the bid of said corporation or 
partnership there is submitted a public disclosure information statement. The statement 
shall set forth the names and addresses of all stockholders in the corporation or 
partnership who own ten percent (10%) or more of its stock of any class, or of all 
individual partners in the partnership who own a ten percent (10%) or greater interest 
therein. 
STOCKHOLDERS: 
Name                                                      Address                                          % owned 
 
1.__________________________ ________________________________ __________ 
 
2._________________________ ________________________________ ___________ 
 
3._________________________ ________________________________ ____________ 
 
4._________________________ ________________________________ ____________ 
 
SIGNATURE : _________________________________________________________________ 
TITLE: 
 
 
SUBSCRIBED AND SWORN TO 
BEFORE ME THIS DAY________________ OF 20___ 
(TYPE OR PRINT NAME OF AFFIANT UNDER SIGNATURE) 
 
NOTARY PUBLIC OF 
MY COMMISSION EXPIRES: 20 
 
 
 
 
 
 
 
 



 
 

NOTE: THIS FORM MUST BE COMPLETED, NOTARIZED 
AND RETURNED WITH THIS PROPOSAL 

 
C. MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE 

 
 

N.J.S.A. 10:5-31 et seq. (P.L. 1975, C. 127) 
N.J.A.C. 17:27 

 
If your firm is awarded a contract your company/firm will be required to comply 
with the requirements of N.J.S.A. 10:5-31 et seq. and N.J.A.C. 17:27. The 
following language, subject to any amendments by law or regulation, will be 
incorporated into any contract issued for the services advertised: 
 
During the performance of this contract, the contractor agrees as follows: 
 

The contractor or subcontractor, where applicable, will not discriminate against any 
employee or applicant for employment because of age, race, creed, color, national origin, 
ancestry, marital status, affectional or sexual orientation, gender identity or expression, 
disability, nationality or sex. Except with respect to affectional or sexual orientation and 
gender identity or expression, the contractor will take affirmative action to ensure that such 
applicants are recruited and employed, and that employees are treated during employment, 
without regard to their age, race, creed, color, national origin, ancestry, marital status, 
affectional or sexual orientation, gender identity or expression, disability, nationality or sex. 
Such action shall include, but not be limited to the following: employment, upgrading, 
demotion, or transfer; recruitment or recruitment advertising; layoff or termination; rates of 
pay or other forms of compensation; and selection for training, including apprenticeship. 
The contractor agrees to post in conspicuous places, available to employees and applicants 
for employment, notices to be provided by the Public Agency Compliance Officer setting 
forth provisions of this nondiscrimination clause. 
 

The contractor or subcontractor, where applicable will, in all solicitations or 
advertisements for employees placed by or on behalf of the contractor, state that all 
qualified applicants will receive consideration for employment without regard to age, 
race, creed, color, national origin, ancestry, marital status, affectional or sexual 
orientation, gender identity or expression, disability, nationality or sex. 
 

The contractor or subcontractor, where applicable, will send to each labor union or 
representative or workers with which it has a collective bargaining agreement or other 
contract or understanding, a notice, to be provided by the agency contracting officer 
advising the labor union or workers' representative of the contractor's commitments under 
this act and shall post copies of the notice in conspicuous places available to employees and 
applicants for employment. 
 



The contractor or subcontractor, where applicable, agrees to comply with any regulations 
promulgated by the Treasurer pursuant to N.J.S.A. 10:5-31 et seq., as amended and 
supplemented from time to time and the Americans with Disabilities Act. 
 

The contractor or subcontractor agrees to make good faith efforts to employ 
minority and women workers consistent with the applicable county employment goals 
established in accordance with N.J.A.C. l7:27-5.2, or a binding determination of the 
applicable county employment goals determined by the Division, pursuant to N.J.A.C. 
17:27-5.2. 
 

The contractor or subcontractor agrees to inform in writing its appropriate 
recruitment agencies including, but not limited to, employment agencies, placement 
bureaus, colleges, universities, labor unions, that it does not discriminate on the basis of age, 
creed, color, national origin, ancestry, marital status, affectional or sexual orientation, 
gender identity or expression, disability, nationality or sex, and that it will discontinue the 
use of any recruitment agency which engages in direct or indirect discriminatory practices. 
 

The contractor or subcontractor agrees to revise any of its testing procedures, if 
necessary, to assure that all personnel testing conforms with the principles of job-related 
testing, as established by the statutes and court decisions of the State of New Jersey and as 
established by applicable Federal law and applicable Federal court decisions. 
 

In conforming with the applicable employment goals, the contractor or subcontractor 
agrees to review all procedures relating to transfer, upgrading, downgrading and layoff to 
ensure that all such actions are taken without regard to age, creed, color, national origin, 
ancestry, marital status, affectional or sexual orientation, gender identity or expression, 
disability, nationality or sex, consistent with the statutes and court decisions of the State of 
New Jersey, and applicable Federal law and applicable Federal court decisions. 
 

The contractor shall submit to the public agency, after notification of award but prior 
to execution of a goods and services contract, one of the following three documents: 
 

Letter of Federal Affirmative Action Plan Approval 
 

Certificate of Employee Information Report Employee 
 

Information Report Form AA302 
 

The contractor and its subcontractors shall furnish such reports or other documents to 
the Div. of Contract Compliance & EEO as may be requested by the office from time to 
time in order to carry out the purposes of these regulations, and public agencies shall furnish 
such information as may be requested by the Div. of Contract Compliance & EEO for 
conducting a compliance investigation pursuant to Subchapter 10 of the Administrative 
Code at N.J.A.C. 17:27. 
 
 



 
 

D. AMERICANS WITH DISABILITIES ACT OF 1990 
Equal Opportunity for Individuals with Disability 

 
The contractor and theTown of West New York, (hereafter "owner") do hereby agree that 
the provisions of Title 11 of the Americans With Disabilities Act of 1990 (the "Act") (42 
U.S.C. 5121 01 et seq.), which prohibits discrimination on the basis of disability by public 
entities in all services, programs, and activities provided or made available by public 
entities, and the rules and regulations promulgated pursuant there unto, are made a part of 
this contract.. 
 
In providing any aid, benefit, or service on behalf of the owner pursuant to this 
contract, the contractor agrees that the performance shall be in strict compliance 
with the Act. 
 
In the event that the contractor, its agents, servants, employees, or subcontractors 
violate or are alleged to have violated the Act during the performance of this contract, 
the contractor shall defend the owner in any action or administrative proceeding 
commenced pursuant to this Act. 
 
The contractor shall indemnify, protect, and save harmless the owner, its agents, 
servants, and employees from and against any and all suits, claims, losses, demands, or 
damages, of whatever kind or nature arising out of or claimed to arise out of the alleged 
violation. 
 
The contractor shall, at its own expense, appear, defend, and pay any and all charges for 
legal services and any and all costs and other expenses arising from such action or 
administrative proceeding or incurred in connection therewith. In any and all complaints 
brought pursuant to the owner's grievance procedure, the contractor agrees to abide by any 
decision of the owner which is rendered pursuant to said grievance procedure. If any 
action or administrative proceeding results in an award of damages against the owner, or if 
the owner incurs any expense to cure a violation of the ADA which has been brought 
pursuant to its grievance procedure, the contractor shall satisfy and discharge the same at its 
own expense. 
 
The owner shall, as soon as practicable after a claim has been made against it, give 
written notice thereof to the contractor along with full and complete particulars of the 
claim, If any action or administrative proceeding is brought against the owner or any of its 
agents, servants, and employees, the owner shall expeditiously forward or have 
forwarded to the contractor every demand, complaint, notice, summons, pleading, or 
other process received by the owner or its representatives. 
 
It is expressly agreed and understood that any approval by the owner of the services 
provided by the contractor pursuant to this contract will not relieve the contractor of the 
obligation to comply with the Act and to defend, indemnify, protect, and save harmless 



the owner pursuant to this paragraph. 
 

 
 



 
 

	  



	  

	  



	  

	  



	  

	  



	  

	  


