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REQUEST FOR PROPOSALS

The St. Charles City-County Library District (“Library”) seeks proposals from qualified and
experienced firms to provide services for the management all aspects of the Library’s E-Rate
application and documentation process. All Proposals must be received no later than 3 p.m.
C.T., on Wednesday, June 12, 2024 by:

Mr. Zach Campbell
Library Technology Coordinator
St. Charles City-County Library District
77 Boone Hills Drive
St. Peters, Missouri 63376

Any personal delivery of proposals to the Central Services Office should be directed to the
warehouse door at left side of building. To preserve the integrity of the selection process,
guestions regarding this Request for Proposals should only be directed to Julie Wolfe, CFO. If you
have any questions, please contact Ms. Wolfe at jwolfe@stchlibrary.org.

A proposer shall complete the Proposal as required in this Request for Proposals and deliver the
completed Proposal in a sealed envelope marked “E-Rate Consultant Services.” The Library
reserves the right to reject any and all Proposals and to waive formalities in the best
interest of the Library.

BACKGROUND

The Library is a political subdivision of the State of Missouri. The Board of Trustees (“Board
of Trustees”) of the Library is a body corporate with all the powers and rights of like or similar
corporations serving more than 400,000 residents.

All management and control of the Library is vested in a Board of Trustees consisting of nine
Trustees appointed by the County Executive of St. Charles County or Mayor of the City of St.

Charles. The Trustees serve staggered three-year terms.

The Board of Trustees appoints a qualified librarian who holds that office at the Board of Trustees’
pleasure as the chief executive and administrative officer (“Director”) of the Library.

The Library currently consists of twelve (12) branch locations, a Bookmobile and a Central Services
office.

GENERAL REQUIREMENTS

The Project is subject to all applicable laws of the State of Missouri governing the Library including
but not limited to the following:
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e Missouri law prohibits all employers from employing aliens unlawfully present in the
United States to perform work within the State of Missouri, including the Project and
proposers must comply with the provisions relating thereto in Section 285.530, RSMo., as
amended.

e Every transient employer must comply with Sections 285.230 through 285.234, RSMo., as
amended, when applicable.

e Pursuant to Sections 34.070 and 34.073, RSMo., the Library prefers to purchase those
materials, products and supplies which are produced, manufactured, compounded, made,
or grown, within the State of Missouri when they are found in marketable quantities
and are a quality suited to the purpose intended, and can be secured without additional
cost over out-of-state products. Quality and fitness of articles will be considered in
making purchases or letting contracts. Similarly, in letting contracts for the performance
of any job or services, the Library prefers Missouri firms, corporations or individuals,
or firms, corporations or individuals which maintain Missouri offices, when the quality of
performance promised is equal and the price quoted is the same or less. Public entities,
as well as the successful proposer, shall comply with these laws. Failure to comply with
many of these laws constitutes a misdemeanor for the successful proposer. The purpose
of these laws is to protect the taxpayers and ensure workplace safety.

In addition to the general requirements listed above, the successful proposer shall comply with
all laws, ordinances, regulations, applicable zoning and building requirements, and orders of
federal, state, county, and local governing authorities pertaining and applicable to each Library
location, the successful proposer and/or the Library.

Applicable insurance coverage must be provided by the successful proposer before any work can
be started on the Project.

These general requirements, this Request for Proposals, the Proposal and any specifications,
drawings, schedules and instructions of the Project shall be incorporated in the contract and/or
purchase order signed by the parties should the proposer be awarded a contract under this
Request for Proposals.

SCOPE OF WORK

The Library seeks proposals from qualified and experienced firms to provide services for the
management all aspects of the Library’s E-Rate application and documentation process,
including planning, preparation, application, monitoring, documentation, and follow-up.

The proposal should be for both Category 1 and Category 2 services, which will be contracted
separately. Category 2 will be contracted separately based on the scope of the project and only
for the particular year that the Library files for the project.



PROPOSAL REQUIREMENTS

1. REQUIREMENTS

(a)

(b)

(c)

(d)

(e)

(f)

The Proposal must arrive not later than 3 p.m. C.T. on Wednesday, June 12, 2024. No
Proposal will be accepted after this time and any Proposal arriving after this time will be
returned unopened.

The Proposal must be addressed as follows and delivered to the following address:

Mr. Zach Campbell
Library Technology Coordinator
St. Charles City-County Library District
77 Boone Hills Drive
St. Peters, Missouri 63376

The Proposal must bear the following legend:

E-Rate Consultant Services RFP for the
St. Charles City-County Library District

Proposals must be on eight-and-one-half inch (8 1/2”) by eleven inch (11”) white paper
printed on one side. [Sheets containing graphic images may fold out to eleven inches
(11”) by seventeen inches (17”).] The Proposal must clearly and easily identify the
individual or firm and contain the name, address, and a telephone number of its principal
spokesperson, which may be released by the Library as public information as required
by applicable law and/or Library policy. Colored and/or tabbed divider sheets may be
used to delineate discrete sections.

Each proposer must submit three (3) complete and bound copies of each Proposal
with original signatures.

Any proposer desiring an explanation or interpretation of the Request for Proposals
must request it in writing no later than 3 p.m. C.T. on Tuesday, June 4, 2024. Oral
explanations or instructions given before the award of the contract will not be binding.
Any information given to a proposer concerning a solicitation will be furnished promptly
to all other proposers as an amendment of the Request for Proposals, if that information
is necessary in submitting offers or if the lack of it would be prejudicial to any other
prospective proposers.

(g) If this Request for Proposals is amended, then all terms and conditions, which
are not modified, remain unchanged. Proposers shall acknowledge receipt of any
amendments to this solicitation by:



(h)

(i)

)

(a)

(b)

(@)

(b)

(i) signing and returning the amendment; and (ii) identifying the amendment number
and date in the space provided for this purpose. The Library must receive the
acknowledgement by the time specified for receipt of Proposals.

No Proposal shall be withdrawn for a period of 90 days subsequent to the opening of the
Proposals without prior written consent of the Library.

The Library is not liable for any cost incurred by the proposer prior to issuance of a legally
executed contract by the Library and/or purchase order authorized by the Library.

All materials submitted by the proposer in response to this Request for Proposals become
the sole property of the Library upon receipt. The material contained in these Proposals
will be appended to the final contract, further defining the contractual responsibilities
of the proposer.

COVER LETTER

Cover Letter must indicate that the signer is authorized to bind the proposer contractually
and must identify the title or position of the signer. The letter shall also contain the
following:

(i) The name of the proposer, street address, telephone number, and email
address.
(ii) A statement that (a) the proposer is willing and able to provide the goods

and services required for a successful engagement; (b) the proposer has
read and understands the Request for Proposals; and (c) the Proposal is
made in accordance with the Request for Proposals and is based upon the
materials, products, systems and equipment required by the Request for
Proposals.

(iii) The name of the individual within the proposer, who will be the primary
contact concerning this engagement.

An unsigned submission shall be rejected.

PROPOSAL CONTENT. The Proposal shall contain the following information at a minimum:

General Information About the Proposer. Please provide a brief description of the
individual or firm, the date the firm was established, the location of its headquarters, the
number of employees, and website address.

Qualifications and Experience. The Proposal must clearly identify the individual or firm’s




(©)

(d)

(€)

(f)

()

(h)

(i)

qualifications, competence and relevant experience in providing services for the Project
described in this Request for Proposals. Please provide a list of all similarly sized clients
for whom the firm has provided E-Rate consultant services similar to those being
requested in this RFP over the past two (2) years.

Proposal Approach. Discuss your approach and methodology to complete the Scope of
Work, including what a fully-defined Scope of Work must contain for this engagement.
Proposers should include an estimated timeline with necessary tasks.

Key Personnel. Please indicate the name, location, telephone number, fax number and
email address of the primary contact person for the proposer. Please identify the
individuals proposed to serve the Library, specify their capacity and roles, and include
a brief resume for each. If the proposer is required to give an oral presentation as part
of the selection process, only those individuals listed will be invited to participate.

References. Please provide at least three (3) references from similar sized contracts
pursuant to which your company has provided similar services within the last five (5)
years.

Conflict of Interest. If the proposer believes that a conflict of interest may arise, describe
the nature of the conflict and the proposed resolution of the conflict. Further, please
describe whether the firm or any of its employees has any interests or relationships which
might conflict with or compromise the expectations of the Library in providing the services
set forth in this Request for Proposals.

Financial Interest. Please disclose any professional or personal financial interests which
could be a possible conflict of interest in contracting to perform services for the Library.

Cost Proposal. Proposer must submit a fee for the Project services that is inclusive of all
costs. Proposer should incorporate any overhead into the fee including, without
limitation, supplies, equipment, telephone, mileage and other charges.

Other. Discuss any other firm characteristics which your firm believes should be
considered by the Library.

SELECTION PROCEDURES

Proposals will be opened and referred to and reviewed by a Selection Committee
composed of representatives of the Library.

Proposals that fail to adhere to the requirements of this Request for Proposals may result
in the Proposal being disqualified as non-responsive.



In determining the best Proposal, among other factors, the Library may consider all
factors in this Request for Proposals including, but not limited to the capacity and
capability of proposer to perform the work in question within the time limitations
required; proposer’s past experiences with references for comparable work; location of
the proposer; and the reasonableness of the fee for the type of work required.

If required under the provisions of the Library’s purchasing policies for professional
services, the Selection Committee will make a recommendation to the Board of Trustees.

AWARD
The right is reserved by the Board of Trustees to cancel this Request for Proposals, to
reject any and all Proposals, to split awards or make multiple awards, or to waive

formalities in the best interest of the Library.

Subject to the rights reserved by the Library, an award will be made by the Board
of Trustees to the proposer determined to have the best Proposal.

All proposers will be notified of the Library’s selection as soon as possible.

The successful proposer will be issued a Notice of Award. Within ten business days, the
successful proposer shall provide the following documentation:

(a) Proof of the appropriate insurance coverage:
(i) Worker’s Compensation & Employers Liability — statutory amounts

(ii) Commercial General Liability — $1,000,000/occurrence
$2,000,000/aggregate

(iii) Automobile Liability Insurance — $1,000,000
(iv) Professional Liability — $1,000,000
(v) Umbrella Liability Insurance — $5,000,000/occurrence
(b) Federal Identification Number.
(c) Evidence that the successful proposer is authorized to do business in Missouri.
(d) All proposers on Library contracts for services in excess of $5,000 must provide
the Library with documentation and a sworn affidavit, with respect to employees

working in connection with the contracted services, affirming enrollment in a
Federal Work Authorization Program (“FWAP”). The affidavit shall also provide



that the proposer does not knowingly employ any person in connection with
the contracted services who is an unauthorized alien. Such affidavits must be
provided with a Proposal. Subcontractors must provide similar affidavits to its
general contractors when the general contractor hires the subcontractor. A
contractor or subcontractor is not required to perform an electronic
verification check on employees hired before January 1, 2009.

The successful proposer is expected to enter into a written contract with the Library.
The contract will be substantially in the form of the Consultant Services Agreement
attached hereto and incorporated herein as Exhibit B. Approval of a final contract
between the Library and the successful proposer, pursuant to this Request for Proposals
and the proposer’s response, may be subject to approval by the Board of Trustees.



EXHIBIT B

CONSULTANT SERVICES AGREEMENT

This CONSULTANT SERVICES AGREEMENT (this “Agreement”), effective as of (the
“Effective Date”) is by and between the St. Charles City-County Library District (“Library”) and
(“Consultant”).

WHEREAS, Library issued a Request for Proposals, dated May 29, 2024, for E-Rate Consultant
Services (“Project”), a copy of which is attached hereto as Exhibit A and made a part hereof (“RFP”);

WHEREAS, Consultant submitted a Proposal, dated June 12, 2024, a copy of which is attached
hereto as Exhibit B and made a part hereof (“Proposal”) to provide services for the Project;

WHEREAS, the Library Board of Trustees desires to engage Consultant to provide service for the
Project; and

NOW, THEREFORE, in consideration of the mutual promises herein, Library and Consultant agree as
follows:

1. Scope of Services; Project Schedule.

A. Consultant shall provide professional services for the Project, as described in the RFP and Proposal,
to Library in accordance with the terms and conditions of this Agreement (the “Services”). To clarify, the
Services shall consist of those tasks identified as on Page ___ of the Proposal. In the performance
of the Services, Consultant represents and warrants that it has and will exercise that degree of professional
care, skill, efficiency, and judgment ordinarily employed by consultants providing similar services in a similar
locality and under similar circumstances. Consultant further represents and warrants that it holds currently
in effect all licenses, registrations, and certifications in good standing that may be required under applicable
law or regulations to perform the Services and agrees to maintain such licenses, registrations, and
certifications in active status and in good standing throughout the Term of this Agreements.

B. Within ten (10) days after execution of this Agreement, Consultant shall submit, for Library’s
approval, Consultant’s detailed plan and schedule for completing the Services (the “Project Schedule”).
Upon approval by the Library, the Project Schedule shall become a part of this Agreement. Consultant shall
complete the Services in accordance with the requirements of this Agreement and the Project Schedule,
including any revisions thereto and shall meet all interim or final milestone dates included in the Project
Schedule.

2. Term; Termination.

This Agreement shall commence on the Effective Date and will continue until all Services have been
completed and accepted by Library in accordance with the Project Schedule, unless terminated earlier in
accordance with this Section (“Term”). Library may terminate this Agreement, with or without cause, upon
thirty (30) days’ notice to Consultant. Consultant shall be paid for Services performed in accordance with
this Agreement up to the effective date of termination. No Services, or payment for Services, shall continue
beyond the termination date.
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3. Compensation.

A. As compensation for the Services actually performed and completed pursuant to the terms and
conditions of this Agreement, Library shall pay Consultant in an amount not to exceed
(the “Fees”), which amount shall be accepted by Consultant as full compensation for all such Services,
inclusive of all travel and other expenses incurred by Consultant in performance of Services, except as
otherwise approved by Library, in writing, prior to Consultant’s incurring any such expenses.

B. The Fees shall be payable monthly pursuant to invoices submitted on the basis of Services
completed. Payment shall be made to Consultant within thirty (30) days after approval by Library of invoices
and supporting documentation submitted by Consultant. Library shall have the right to withhold payment
of any portion of the Fees for any Services not performed or completed in a reasonably satisfactory manner
until such time as Consultant modifies such Services to the reasonable satisfaction of Library. Library shall
not be required to pay additional fees or expenses to correct mistakes, errors or omissions of Consultant in
the Services.

4. Ownership of Work.

A. Library shall own all rights, title, and interest (including without limitation copyrights and any other
intellectual property or proprietary rights) in all materials, reports, designs, plans, specifications, schedules,
and other data and documents prepared, or in the process of being prepared, in Consultant’s performance
of the Services in connection with this Agreement, and Consultant agrees to execute any additional
documents which may be necessary to evidence such ownership. In the event of an early termination of this
Agreement, Consultant shall deliver any materials, reports, designs, plans, specifications, schedules, and
other data and documents prepared in Consultant’s performance of the Services, whether finished or
unfinished, to Library within seven (7) days of termination, provided that Consultant may retain a copy of
all material produced under this Agreement for use in its general business activities. Library reserves the
right to withhold any compensation due to Consultant until all documents are received as provided herein.

B. Library releases Consultant from all claims and causes of action arising from Library’s subsequent
use of any materials, reports, designs, plans, specifications, schedules, and other data and documents
prepared in Consultant’s performance of the Services. To the extent permitted by applicable law, Library
further agrees to indemnify and hold harmless the Consultant from all costs and expenses related to claims
and causes of action asserted by any third person or entity to the extent such costs and expenses are actually
caused by Library’s negligent use of the materials, reports, designs, plans, specifications, schedules, and
other data and documents prepared in Consultant’s performance of the Services. Library’s obligations to
indemnify the Consultant shall not apply to the extent that such costs and expenses are caused by the
negligence or willful misconduct of the Consultant or any third party.

5. Changes in Scope.

The Fees are based upon the Services described herein and shall be subject to change if Library requests a
material change to the scope of Services that requires an increase in the Fees or extension of the Project
Schedule. In the event that Library requests a material change to the scope of the Services that requires an
increase in the Fees or extension of the Project Schedule for the agreed upon Services, then Consultant shall
give Library written notice thereof prior to the time that Consultant performs the Services related to the
material change. Upon such notification, the parties shall mutually agree upon an equitable adjustment to
the Fees and/or the Project Schedule, as applicable, to the extent reasonably necessary to compensate
Consultant for a material change in the Services. Failure to give any such written notice as aforesaid shall

11



constitute a waiver of the right of Consultant to an increase in the Fees or extension of the Project Schedule.
If the parties are unable to agree upon a change in the Fees or Project Schedule, then either party shall have
the right to terminate this Agreement by giving written notice thereof to the other party.

6. Conflict of Interest.

A. Consultant represents and warrants that it has no interest, and will not acquire any interest, either
directly or indirectly, that would present any conflict of interest in its ability to perform the Services pursuant
to this Agreement. In providing the Services under this Agreement, the Consultant expressly agrees that
Consultant does not have any interest, financial or otherwise, direct or indirect, with Library or any Library
Trustee, officer, director, employee, or agent, or any immediate family member or partner thereof, or with
any organization that employs, or intends to employ, any of those individuals.

B. Consultant agrees that in the event a conflict of interest arises during the Term of this Agreement,
Consultant shall disclose, in writing, the existence and nature of such conflict to Library. Such disclosure shall
occur immediately upon discovery of the conflict, but in no event shall disclosure be made more than three
(3) days after Consultant's discovery of the conflict. Consultant's written disclosure shall provide sufficient
information concerning the conflict including, but not limited to, name of the individual or entity presenting
such conflict, the nature of the conflict, and the extent to which Consultant is unable to provide the Services.
Upon receipt of such disclosure, Library, in its sole discretion, shall take any appropriate action, up to and
including termination of this Agreement.

6. Indemnification; Insurance; Immunity Retention.

A. Consultant shall indemnify and hold harmless Library, and its Trustees, officers, directors,
employees and servants, from and against claims, judgments, costs, liabilities, demands, damages,
expenses, including reasonable attorney's fees, (“Liabilities”) whatsoever arising in connection with the
Services provided by Consultant, or its employees, agents, or independent contractors with regard to
Consultant's performance pursuant to this Agreement. Consultant will be responsible for Liabilities only to
the extent actually caused by the negligent acts, errors or omission of Consultant, its employees,
independent contractors, or subconsultants. Consultant’s obligations to indemnify the Library shall not
apply to the extent that such Liabilities are caused by the negligence or willful misconduct of the Library or
any third party.

B. Consultant shall procure and maintain during the Term of this Agreement insurance, as follows:
(i) Workers” Compensation as required by law and employer’s liability coverage in an amount
not less than one million dollars ($1,000,000).
(i) Commercial general liability insurance which provides combined single limit coverage,

including property damage and bodily injury, with limits no less than one million dollars
(51,000,000) per occurrence and two million dollars ($2,000,000) in aggregate.

(iii) Automobile liability insurance which provides combined single limit coverage, including
property damage and bodily injury, with limits no less than one million dollars ($1,000,000)
per accident.

(iv) Professional liability insurance with limits no less than one million dollars ($1,000,000).
Consultant shall provide a certificate of insurance evidencing such coverage upon execution of this
Agreement. Library shall be named as an additional insured on Consultant’s commercial general liability and
automobile liability insurance policies and such insurance shall be primary and non-contributory with
respect to any insurance maintained by Library.
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C. By execution and performance of this Agreement, Library does not intend to, nor shall it be deemed
to have waived or relinquished any immunity or defense on behalf of Library, or its Trustees, officers,
directors, servants, employees, agents, successors or assigns.

D. Obligations set forth in this Section shall survive termination of this Agreement and shall not be
limited by any provision of this Agreement outside this Section.

8. E-Verify.

In accordance with Section 285.530, RSMo., Consultant shall, by sworn affidavit and provision of
documentation, affirm its enrollment and participation in a federal work authorization program with respect
to the employees working in connection with the contracted services. Consultant shall also sign an affidavit
affirming that it does not knowingly employ any person who is an unauthorized alien in connection with the
contracted services.

9. General Provisions.

A. The parties to this Agreement are independent contractors, and nothing in this Agreement will
create the relationship of partnership, joint venture, agency or employment between Consultant and
Library. Neither party shall have any right, power, or authority to enter into any agreement for or on behalf
of, or incur any obligation or liability of, or to otherwise bind, the other party.

B. Consultant shall not have the right to assign its rights, or delegate or subcontract its obligations,
under this Agreement without the prior written consent of Library in each instance. Consultant shall not
engage the services of any third party consultant or contractors who will provide services in connection with
the Services without Library’s prior written consent, which consent may be conditioned upon Library’s
approval of the fees to be charged by such consultants or contractors and their experience, qualifications
and credit worthiness. Such consent will not be unreasonably withheld. This Agreement shall be binding on
and inure to the benefit of Library and Consultant and their respective successors and permissible assigns.

C. This Agreement contains the entire understanding of the parties relating to the subject matter
hereof, and supersedes all previous agreements or arrangements between the parties relating to the subject
matter hereof. This Agreement may be executed in counterparts, each of which shall be deemed an original
and all of which together shall constitute one and the same document. No change, amendment, or
modification of any provision of this Agreement shall be valid unless set forth in a written instrument signed
by the party subject to enforcement of such amendment.

D. A waiver by either party of any term or condition of this Agreement in any instance shall not be
deemed or construed as a waiver of such term or condition for the future, or of any subsequent breach
thereof.

E. If any provision of this Agreement is determined by a court of competent jurisdiction to be
unenforceable, such determination shall not affect any other provision herein, and the unenforceable
provision will be replaced by an enforceable provision that most closely accomplishes the intent of the
parties.

F. Any notice, demand, or communication required, permitted, or desired to be given hereunder, shall
be deemed effectively given when personally delivered or mailed by pre-paid certified mail, return receipt
requested, addressed as follows:
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(i) Library: St. Charles City-County Library District
77 Boone Hills Drive
St. Peters, Missouri 63376
Attn: Jason Kuhl, CEO

(i) Consultant:

G. This Agreement shall be governed by the laws of the State of Missouri without regard to its conflict
of law provisions. The parties hereby irrevocably consent to litigate all disputes arising out of this Agreement
in the state courts located in St. Charles County, Missouri or federal courts located in the City of St. Louis,
Missouri.

H. In performing the Services, Consultant shall use due professional care to comply with applicable
federal, state, and local laws, codes, ordinances, rules, and regulations.

signature page follows
IN WITNESS WHEREOF, the parties hereto have caused this instrument to be executed as of the Effective
Date.

ST. CHARLES CITY-COUNTY CONSULTANT
LIBRARY DISTRICT

By: By:
Jason F. Kuhl Name:
CEO
Title:
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