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__________________ COUNTY TAX COLLECTION COMMITTEE
[Sample] Tax Collector RFP
________________ ____, 2010

The Tax Collection Committee requests proposals for tax collection services according to the following terms.

A.
Taxes for which Services are Requested


1.
Earned Income Tax – attached is a list showing tax rates levied by the school districts and municipalities within our TCD and the approximate amount of tax collected in the most recent fiscal year.  The list includes applicable low income exemption amounts.  Except for minor variations, the school districts and municipalities will be using a uniform form of tax enactment, a sample of which has been attached.
[2.
Local Services Tax – attached is a list showing tax rates levied by the school districts and municipalities and the approximate amount of tax collected in the most recent fiscal year.  The list includes applicable low income exemption amounts.  Except for minor variations, the school districts and municipalities will be using a uniform form of tax enactment, a sample of which has been attached.]
[3.
Business Privilege/Mercantile Tax – attached is a list showing tax rates levied by the school districts and municipalities and the approximate amount of tax collected in the most recent fiscal year.  Sample tax enactments have been attached.]
[4.
Per Capita Tax – attached is a list showing tax rates levied by the school districts and municipalities and the approximate amount of tax collected in the most recent fiscal year.  The list includes applicable low income exemption amounts.  Except for minor variations, the school districts and municipalities will be using a uniform form of tax enactment, a sample of which has been attached.] 

[5.
Real Estate Tax – attached is a list showing tax rates levied by the school districts and municipalities and the approximate amount of tax collected in the most recent fiscal year.  Except for minor variations, the school districts and municipalities will be using a uniform form of tax enactment, a sample of which has been attached.]

6.
Services should include collection of current and delinquent taxes.  [TCC will need to modify this statement if real estate taxes are included.]
7.
[Tax collection agencies must submit a proposal for collection of all taxes listed above.]  [Tax collection agencies may submit a proposal for one or all taxes listed above.]
8.
The attached TCC Tax Collection Agreement form is an integral part of this RFP and should be reviewed carefully.
B.
Time for Commencement of Services
1.
Commencement of services.  Tax collection services will commence [January 1, 2012.] [January 1, 2011.]  [Tax collector will be responsible to process 2011 tax returns filed in 2012.]  [Tax collector will be responsible to process 2010 tax returns filed in 2011.]

2.
Contract term.  [You are requested to provide a proposal for a contract of ___ years.] [You are requested to provide alternate terms for contracts of 3, 4, and 5 years.]
C.
Proposal Format and Submission Requirements

1. Provide 15 copies

2. Proposal due ____________________

3. Direct any questions and submit proposals to:
______________________________, [Executive Director] [Secretary]
______________________________ County Tax Collection Committee

[street address]

[city/state/zip]

Telephone:  _________________________

Fax: _______________________________

E-Mail: ____________________________
D.
Tentative Timetable for RFP Decisionmaking
Proposal due date
_______________________
TCC evaluation of proposals
_______________________
TCC selection of finalists
_______________________
TCC site visits
_______________________ 
TCC appointment of tax collector
_______________________
[Drafting Committee Note:  The Act 32 deadline for appointment of the tax collector is September 15, 2010.]
E.
Proposal Minimum Content Requirements

1. Cover Letter.  The cover letter should be signed by a principal of the firm.
2. Firm Background and Contact Information.  Provide the following information (one page):

a. Firm name, address, telephone number, fax number, e-mail address, and website address.
b. Contact person name and title.
c. Firm officer and director names and addresses.
d. Legal structure of the firm (e.g., corporation or limited liability company).

e. Date of incorporation or organization.  
3. Firm Overview.   Provide a brief (one page) overview of your firm, including types of taxes collected, number of years providing tax collection services, total tax revenue collected for each type of tax in the last 5 years, and number of employees.
4. Firm Distinguishing Characteristics.  Provide a summary (one page) of characteristics  that distinguish and differentiate your firm, and why the TCC should select your firm, including any promotional material you wish the TCC to consider.  

5. Firm Offices.  It is important to the TCC that the firm providing tax collection services have an office within or reasonably close to the TCD.  Please provide a list of current and proposed offices, and specify which office or offices will provide service to the TCD.  
6. Site Visits.  It is important the TCC be able to tour and observe the offices your firm uses to provide tax collection services.  Please indicate whether your firm will allow the TCC to tour and observe your offices and operations. 
7. Key Employees.  Provide a list and resume or other statement of qualifications of key employees, including the individuals who will be the TCC primary and secondary contact persons and other individuals who perform key roles in the tax collection process.

8. Other RFP Responses.  Provide a list of other tax collection committee RFPs to which your firm has responded or plans to respond.  
9. Business Volume Capacity.  The TCC is concerned about the capacity of tax collection agencies to handle the expanded volume of business that might result from county-wide collection under Act 32.  Please address thoroughly your capacity to handle effectively all tax collection services for current clients and clients for which you have or will be making proposals, including details of any planned steps to add people, facilities, or other resources.  Please address specifically your bonding capacity limits available through the insurance company that provides your bonding, and also the amount of bonding required for your current clients and clients for which you are making proposals to provide tax collection services (including tax collection committees).  What dollar bond amount do you estimate will be required from your firm during the next 2 calendar years for all clients?  If applicable, please identify what steps your firm has taken or will take to increase bonding capacity.  Has a bonding company ever revoked or reduced the amount of a bond carried by your firm?  
10. Conflicts of Interest.  Provide a summary of any relationships or interests of your firm and the officers, directors, employees, or owners that might arguably conflict with the interests of the TCC or its constituent taxing authorities.  Without limiting the foregoing, are there any family relationships between officers, directors, employees, or owners of your firm and officers, directors, employees, or owners of your auditing firm or any other provider of service to your firm?    
11. Detailed Background and Operating Information.  In addition to the information provided above, please address:

a. Does your firm meet all tax collector qualifications and requirements established by DCED under Act 32?
b. Your knowledge of Act 32, changes to your current procedures that will be required as a result of Act 32, special challenges you foresee in collecting taxes under Act 32, and measures you are taking to address any special challenges.

c. Your use of technology in collecting taxes and interacting with taxing authorities, employers, taxpayers, and other tax collectors.  Please describe in detail the technology used in collecting the types of tax you propose to collect.  Please specifically address the availability of online filing.  Has your technology been modified to accommodate information and reports required under Act 32?  Does your technology system comply with all Best Practices listed in the DCED document titled:  “Act 32 Collection Project Document # 5:  Final Report on EIT Collection Practices”?  Please identify any of the Best Practices with which your technology system does not comply.
d. Your procedures to ensure taxes are collected from all taxpayers owing tax, including your system that identifies employer and individual taxpayers who fail to file tax returns, and employers or individual taxpayers whose returns are audited.  Please identify one or more jurisdictions for which you currently provide tax collection services and provide numbers for each identified jurisdiction describing:
· Annual number of nonfilers identified who failed to file required returns.

· Annual number of employer and individual taxpayer audits conducted.

· Annual number of criminal prosecutions.

· Annual number of civil collection proceedings filed (with separate breakdown of district justice and county court filings). 
· Annual number of district justice judgments transferred to court to establish lien. 
· Annual number of judgments reduced to payment plans. 
· Annual number of wage attachments filed.
· Your process for handling taxpayers in bankruptcy.
· Other data you deem helpful to show enforcement or delinquent collection steps.  

Please also provide information on your rate of success under each category.

e. Your procedures to ensure collection of all taxes paid by employers or TCC residents through other tax collectors, and to ensure payment of all taxes owed by other tax collectors.  Specifically, please describe your procedures for reconciling payments to and from other tax collectors.
f. Your procedures to ensure that employers and other tax collectors provide sufficient information when employee withholding amounts are remitted, in order to allow prompt distribution to taxing authorities of all funds collected from employers and other tax collectors.

g. Your procedures to ensure that employers withhold tax at the correct rate.

h. Your procedures to verify the accuracy of individual low income exemption claims.

i. Your method of receiving and depositing tax funds remitted by taxpayers, including the length of time between receipt and deposit of a check.  Does this time vary at different periods during the year?  Does your firm accept credit card payments?  
j. Your procedures for processing employer and individual tax returns, including the average length of time after filing that is required for you to complete processing.  Does this time vary at different periods during the year?  Please also discuss procedures by which you reconcile filed individual tax returns with employer payments.
k. Do you have an office within the TCD where taxpayers can pay taxes?  Can taxes be paid at financial institutions where you deposit tax funds?

l. Explain and provide copies of any documents relevant to your “customer services” for taxpayers.  Telephone and in-person availability?  Hardship and installment payment plan procedures?  Other?
m. Your legal staff or resources to address legal questions relating to tax collection (including identification of procedures and legal counsel used for filing and prosecuting criminal and civil litigation).
n. Your requirements for your staff who are not attorneys to ensure adequate knowledge of and continuing education on tax law and tax collection processes.

o. Your plans and arrangements for investment of tax funds.  Have you historically segregated tax funds of different taxing authorities in different accounts?
p. What financial institutions are used for deposit of tax funds?  What due diligence steps are taken to ensure the safety of tax fund deposits and investments, including collateralization?
q. Explain and provide a copy of procedures for complying with the Pennsylvania Taxpayer Bill of Rights.
r. Explain and provide samples of reports to taxing authorities and timing and distribution of tax funds, including any changes to your procedures that will be implemented as part of complying with Act 32 and requirements of the Tax Collection Agreement.  Are you willing to provide distributions to taxing authorities more frequently than required by Act 32?  Weekly distributions?  What is the most frequent distribution system you could accommodate?
s. Provide a copy of any applicable ethics or other policy for protection of taxing authorities or taxpayers.

t. Provide samples of all other forms used in connection with tax collection procedures, including tax returns, tax regulations, delinquent tax collection letter forms, or other information disseminated to taxpayers.
u. Explain your procedures to ensure the security and confidentiality of information relating to and provided by taxpayers, including social security numbers and other confidential information.  What safeguards and written policies do you have in place to avoid a data breach or other improper disclosure of confidential information?  Has your firm ever experienced a data breach involving an unauthorized person obtaining access to confidential information in your possession?  In responding to this question, please include any data breach that required notice of breach to affected taxpayers under the Pennsylvania Breach of Personal Information Notification Act, 73 P.S. § 2301 et seq., and also any other breach that did not require such notice.  Please provide an explanation of any such data breach.
v. Explain your procedures for back-up of records to avoid data loss.  Do you have an emergency response continuity of operations plan?  If so, please explain and provide a copy of any written policies.

12. Subcontractors and Outsourcing.  Identify and explain your use of any subcontractors or outsourcing including any tax functions that are subcontracted or outsourced, in whole or in part, outside Pennsylvania or the United States.  

13. Reference Lists.  Provide a list of all taxing authorities for which you collect each type of tax you propose to collect for us, including number of years served, a list of all taxing authorities that have discontinued use of your firm’s services in the past [10] years, and contact information for each taxing authority listed.  
14. Litigation and Claims.  List any legal proceeding (arbitration, complaint, court action, or investigation) or claim filed, commenced, or made by a school district, municipality, other government body, employer, or taxpayer against your firm within the last 10 years.  Please also provide a brief summary of the status or final resolution of any proceeding or claim.
15. Financial, Insurance, Bonding, and Other Information

a. Provide outside of the proposal packet, in a separate envelope, 3 copies of: (1) Your firm’s most recent fiscal year end audited financial statements and management letters or other written comments provided by your CPA in connection with the financial statements.  (2) Independent Service Auditor’s Report relating to internal controls prepared by your CPA in accordance with SAS No. 70, if any.  (3) CPA Background Information per the TCC Tax Collection Agreement § 4(c)(iii).  (Please stamp these items “Confidential.”  The TCC will share this information only as deemed necessary to the evaluation process, with due regard for the confidential nature of this information, or as the TCC solicitor determines is required under the Sunshine Law and Right-to-Know Law.)
b. Provide information on insurance types and limits that you carry, including employee dishonesty, crime coverage, and cybertheft.

[Drafting Committee Note:  The TCC should submit the Collector insurance information to the TCC insurance agent for review and comment.]

c. Identify the insurance company that provides your bonding and provide sample bond form.
d. Explain your internal controls to ensure the accuracy of distributions to taxing authorities, and to ensure against loss of funds or inaccurate accounting.

e. Explain the process you undertake annually to provide taxing authorities an external audit of your finances and tax collection accounts.  Please include a sample copy of annual financial/audit information provided to taxing authorities.  Please explain changes you will make to this process to comply with Act 32 or the Tax Collection Agreement.
f. Has any firm officer, director, or key employee of your firm ever been arrested for, convicted of, or entered a plea of guilty or nolo contendere to a criminal charge other than a summary offense?  Has any other employee been arrested for, convicted of, or entered a plea of guilty of nolo contendere to a criminal charge relating to theft or dishonesty?

g. Explain the background checks you perform when employees are hired, and whether background checks are periodically updated.

h. Other protections against loss of funds for taxing authorities?

16. Transition Plan.  Explain the steps and timetable for transition of tax collection services from the current tax collector or collectors if you are not the current tax collector.  Please provide a detailed monthly timeline of the various stages, including the work plan or task list for each stage, and specifically address steps you will take to ensure payment of amounts owed by out-of-jurisdiction tax collectors relating to time periods prior to the effective date of your contract, and also steps you will take to ensure you have sufficient information to collect delinquent taxes owed from time periods prior to the effective date of your contract.  Please explain your plan for employer communication to ensure employer compliance with Act 32 requirements.
17. Fees and Charges.  List any fees and charges for transition of tax collection services to your firm, for ongoing collection of the tax, or for any other matter.

a. Transition fees.  Explain any fees you will impose for transition, including transition of records from current tax collector, interaction with current tax collector, and any other transition services.

[Drafting Committee Note:  Transition might be very simple for some taxing authorities having good electronic records, and might be very cumbersome and expensive for others having only paper records or otherwise lacking good and easily transferrable tax records.  If this proves true, the TCC has the option through the TCC Tax Collection Agreement of assessing on the taxing authorities that cause the extra cost any extra transition cost imposed by the new tax collector.]

b. Nondelinquent and delinquent tax collection fees combined.  If the TCC prefers a combined fee for both nondelinquent and delinquent tax collection services, provide the following information stated separately for each type of tax:

(1)
Basic collection commission.  If the TCC prefers a straight 
across-the-board percent collection commission for all taxing authorities, what percent commission will apply? Would your firm agree instead to provide services for a pre-established annual lump sum amount payable in monthly installments?  If so, provide the lump sum amount for each contract year.

(2)
SAS 70.  What additional amount will you charge, if any, if the TCC requires an SAS 70 audit?  If there is an extra charge, please specify the amount as a lump sum amount and alternatively as an additional percent collection commission amount.
(3)
Investment earnings.  What fee reduction amount will you provide, if any, if the TCC allows your firm to retain investment earnings on all tax funds?  Solely on funds transferred to tax collectors for other jurisdictions?  Please specify the amount as a lump sum amount and alternatively as a reduction in the percent collection commission.
(4)
Commingling of tax collector funds.  What fee reduction amount will you provide, if any, if the TCC does not require a separate financial institution account for funds held as tax collector for the TCC and instead allows commingling of tax collector funds held for various jurisdictions?  Please specify the amount as a lump sum amount and alternatively as a reduction in the percent collection commission. 
(5)
Lump sum fee instead of percent collection commission.  Are you willing to provide services for a lump sum annual fee deducted monthly from tax distributions, instead of a percent collection commission?  If so, explain the lump sum amount that would be applicable for the first 3 calendar years.

(6)
Incentive proposal.  Are you willing to offer any proposal that would provide an incentive to maximize tax collections?  If so, explain.

(7)
Other charges?  Any other applicable charges?  Are postage and mailing charges included in the basic collection commission?
c. Nondelinquent tax collection only.  Provide the same information as above that will apply for nondelinquent tax collection services if the TCC prefers separate charges applicable to nondelinquent tax collection and to delinquent tax collection services.
d. Delinquent tax collection only.  Provide the same information as above that will apply for delinquent tax collection services if the TCC prefers separate charges applicable to nondelinquent tax collection and to delinquent tax collection services.

(1)
Taxpayer fees.  As to delinquent tax collection under any alternative, provide a list of all proposed fees and costs you would charge taxpayers for delinquent tax collection steps, and estimated annual revenues from such items.  Do you propose to retain these amounts or pay these amounts to the taxing authority?
[Drafting Committee Note: This sample RFP is written to solicit proposals for the collection of earned income tax.  If the TCC wishes to use this RFP to solicit proposals for the collection of local services tax, business privilege/mercantile tax, per capita tax, or real estate tax, the TCC will need to modify the language in the Fees and Charges section accordingly.]
18.
Tax Collection Agreement.  Please review the attached TCC Tax Collection Agreement, and identify any changes you would require or suggestions for improvement in this document.  It is critical that we have your response to this question.  Your response will be among the factors the TCC considers in selecting its tax collector.  The TCC will not make changes in the final document if not raised in your response.
19.
Other Information or Comments.  Please provide any additional information you wish the TCC to consider.

20.
Non-Collusion Affidavit.  Your proposal must include, in fully completed, signed, and notarized form, the attached Non-Collusion Affidavit. 
Taxing Authorities/EIT Rates/Collections/Exemptions List
	Taxing

Authority
	EIT Rate Collector

Will Collect from: 
(1) Residents (R) **  

(2) Non-Residents (NR)
	Approximate EIT Collected During Most Recent Fiscal Year
	Low Income Exemption Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


**Indicate in parentheses after resident rate any part of the EIT rate levied against residents under 32 P.S. § 5001 et seq. for open space lands.  

Earned Income Tax Sample Enactment
Local Services Tax Sample Enactment
Business Privilege/Mercantile Tax List

Business Privilege/Mercantile Tax Sample Enactment
Per Capita Tax List
Per Capita Tax Sample Enactment
Real Estate Tax List
Real Estate Tax Sample Enactment
Tax Collection Agreement
[The PASBO Act 32 Task Force has developed a sample Tax Collection Agreement form for use  and adaptation by TCCs.  The TCC proposed Tax Collection Agreement should be attached to the RFP.]

__________________ COUNTY TAX COLLECTION COMMITTEE

Tax Collection Agency Non-Collusion Affidavit
Tax Collection Services Proposal dated ___________ ____, 2010.

I state that I am  _______________________  of  _____________________________________  



     (title)




(name of firm)

and that I am authorized to make this affidavit on behalf of my firm, and its owners, directors, officers, and employees.

I state that:

(1) The terms of this proposal have been arrived at independently and without consultation, communication or agreement with any other provider or potential provider of tax collection services.

(2) We have not discussed with other providers of tax collection services the tax collection committees to which we have submitted or will be submitting proposals for tax collection services, or the terms under which our firm is offering to provide tax collection services to taxing authorities or tax collection committees.

(3) None of the terms of this proposal have been disclosed, directly or indirectly, to any other provider or potential provider of tax collection services, and they will not be disclosed, directly or indirectly, to any other provider or potential provider of tax collection services until made public by the Tax Collection Committee.

(4) No attempt has been made or will be made to induce any other firm or person to refrain from submitting a proposal for tax collection services to the Tax Collection Committee or to submit any intentionally noncompetitive proposal or other form of complementary proposal to the Tax Collection Committee.

(5) The proposal of the firm is made in good faith and not pursuant to any agreement with, or inducement from, any other firm or person for our firm to submit a complementary or other noncompetitive proposal to the Tax Collection Committee.

(6)  ___________________________,  its affiliates, subsidiaries, owners, officers, directors, 


            (name of firm)

and employees are not currently under investigation or order by or from any court or governmental agency, and have not in the last 10 years been accused of, investigated for, or subject to any order relating to, any alleged act prohibited by state or federal law in any jurisdiction, involving conspiracy, collusion, or other violation of law with respect to bidding on any public contract.

(7) I and my firm acknowledge that the above representations are material and important, and will be relied on by the Tax Collection Committee in entering into a contract for the services for which this proposal is submitted.  I understand and my firm understands that any misstatement in this affidavit is and shall be treated as fraudulent concealment from the Tax Collection Committee of the true facts relating to the submission of the proposal.











Signature










        Print Name and Title
-------------------------------------------

State of _______________________


:








:  ss

County of _____________________


:

Sworn to and subscribed before me this _____ day of ___________, 2010.







My Commission Expires: ________________


Notary Public

Instructions for Non-Collusion Affidavit

1. This Non-Collusion Affidavit is material to any contract awarded pursuant to this proposal.  According to the Pennsylvania Antibid-Rigging Act, 62 Pa.C.S.A. § 4501 et seq., governmental agencies may require Non-Collusion Affidavits to be submitted together with proposals.
2. This Non-Collusion Affidavit must be executed by the member, officer, or employee of the firm who makes the final decision on the terms included in the proposal.

3. Bid rigging and other efforts to restrain competition, and the making of false sworn statements in connection with the submission of proposals are unlawful and may be subject to criminal prosecution.  The person who signs the Affidavit should examine it carefully before signing and assure himself or herself that each statement is true and accurate, making diligent inquiry, as necessary, of all other persons employed by or associated with the firm.

4. The term “complementary proposal” as used in the Affidavit has the meaning commonly associated with that term in the bidding process, and includes the knowing submission of a proposal higher or less favorable than the proposal of another firm, an intentionally high or noncompetitive proposal, and any other form of proposal submitted for the purpose of giving a false appearance of competition.

5. Your statement under #6 that the firm, its affiliates, subsidiaries, owners, officers, directors, and employees are not currently under investigation or order by or from any court or governmental agency, and have not in the last 10 years been accused of, investigated for, or subject to any order relating to, certain matters does not prohibit the TCC from awarding a contract to the firm, but may be grounds for consideration of whether the TCC should decline to enter the contract on the basis of lack of responsibility.

6. Failure to file an Affidavit in compliance with these instructions will result in disqualification of the proposal.

RFP Possible Timeline

	Step
	Date

	
	

	1. TCC issue RFP
	March 1, 2010

	2. RFP response due
	March 31, 2010

	3. TCC evaluate/select finalists 
	April 2010

	4. Tax collector site visits
	May 2010

	5. Tax collector contract finalized
	June 2010

	6. Tax collector contract finalized
	July 2010

	7. Tax collector selection deadline
	September 15, 2010


[Drafting Committee Note:  Site visits can provide valuable insight into vendor services.  The Drafting Committee recommends vendor site visits as part of the RFP evaluation process.]

This sample Tax Collector RFP is a starting point for a TCC developing an RFP under Act 32.  This sample was developed by the PASBO Act 32 Task Force.  It is a work in process, and will likely be modified from time to time based on ongoing consideration of Act 32 issues and dialogue with vendors.  Different RFP forms will be appropriate for different TCCs.  This form should be adapted to the facts and needs of the TCC.  In addition, it is imperative that the TCC include the proposed TCC Tax Collection Agreement as part of the RFP and consult with and follow the advice of legal counsel on the RFP, the TCC Tax Collection Agreement, and Act 32 implementation issues.
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