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1 Introduction 

1.1 Town Of Oyster Bay (Overview) 

a. Town Overview 
The Town of Oyster Bay (Town) is easternmost of the three towns in Nassau County, Long 
Island, New York.  It is the only town in Nassau County that stretches from the Atlantic Ocean 
on its southern border to the Long Island Sound on the North Shore.  As of the 2010 Census, 
the Town population was 293,214 with the U.S. Postal Service organizing it into 30 separate 
zip codes.  Oyster Bay is also the name of the Hamlet on the north shore existing within the 
Town of Oyster Bay.  Additionally, the Town consists of: 

1. 18 fire departments 
2. 5 hospitals 
3. 17 libraries 
4. 9 police precincts 
5. 15 school districts 
6. 2 sanitation districts 
7. 8 water districts 
8. 19 incorporated villages and 15 unincorporated areas 

b. Information Technology (IT) Division Overview 
The Office of the Comptroller is responsible for all financial matters, including management 
and audit of accounting matters for the Town.  IT is a Division within the Office of the 
Comptroller.  IT maintains and supports mainframe, web and client/server applications 
through systems analysis and development, computer operations and support, data entry, 
help desk support, network support, training and other technology-related areas on a 
centralized basis for all divisions and boards in the Town offices. 

 
Management also regularly reviews and approves all technology-related hardware and 
software purchases and provides planning and budgeting support for the replacement of the 
existing hardware inventory across the Town offices. 

1.2 Project Background 

a. In January 2014, Microsoft Dynamics AX was implemented in all Town departments.  

Specific modules implemented include General Ledger, Procurement, Accounts Payable and 

Inventory management as well as role based security and workflow.  In addition, limited 

functionality in the Cash/Bank Management, Projects and Budgeting modules has been 

deployed.  Expansion of the Dynamics AX functionality is planned for 2020. 

1.3 Project Intent 

a. The Town is requesting proposals for implementation of upgrading R2 to R3 and integration 

services for additional functionality of Microsoft Dynamics AX.  The Town now seeks to 

expand the rollout of Microsoft Dynamics AX to include the Human Resources, Payroll, 

Accounts Receivable and Fixed Asset modules as well as expand the use of the Budgeting 

module to create and manage budgets. 

 

b. The Town already owns the Microsoft Dynamics AX licensing and desires to manage a single 

agreement to provide all implementation and integration services.  The requirements 

defined in this RFP are intended to provide the Town with a Microsoft Dynamics AX system 
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that is integrated with the Town’s key business systems and configured to support the 

Town’s financial business process.  The requirements will also include the following: 

i. Implementation of the specified modules 
ii. Software Training  

iii. Training Documentation 
iv. The Town intends to use the standard functionality of Microsoft Dynamics AX to 

define the best business practices to the greatest possible extent.  In addition, the 
Town intends on replacing all existing accounting systems, both electronic and 
paper-based, with Microsoft Dynamics AX.  The Town intends to implement a 
system that is for all intents and purposes, considered “off the shelf”.  Microsoft 
Dynamics AX modules and features will be implemented for the most part with 
standard and configured functionality.   

2 Request for Proposal (RFP) Key Information 

2.1 Issuing Office 

Steven C. Ballas, Comptroller 
Town of Oyster Bay 

Office of the Comptroller 
74 Audrey Avenue 

Oyster Bay, NY 11771 
Email: sballas@oysterbay-ny.gov 

516-624-6440 
 
Christine M. Wiss, Deputy Comptroller   Richard Principe, Administrative Officer 
Office of the Comptroller    Office of the Comptroller 
Information Technology Division   Information Technology Division 
Town of Oyster Bay     Town of Oyster Bay 
74 Audrey Ave     74 Audrey Ave 
Oyster Bay, NY 11771-1592    Oyster Bay, NY  11771-1592 
Email: cwiss@oysterbay-ny.gov    Email: rprincipe@oysterbay-ny.gov 
     
 
All questions should be submitted via email, citing the particular RFP section and paragraph 
number. Prospective Bidders should note that all clarifications and exceptions including those 
relating to the terms and conditions of the contract are to be resolved prior to the submission of a 
proposal. Answers to all questions of a substantive nature will be given to all Prospective Bidders 
in the form of a formal addendum, which will be annexed to and become part of the ensuing 
contract. 

2.2 Schedule of Events 

a. Proposals which are submitted will be evaluated as they are received commencing on the 

initial receipt date February 18, 2020.  The start date for approved contracts will be 

determined after vendor selection, but currently estimated to be early 2020.  

 



 

Request for Proposal 

Microsoft Dynamics AX 

Implementation Vendor 

 

Office of Comptroller, Information Technology Division  

 Page 5 of 22 
 

Note:  The dates listed below are estimated goals and may be delayed or extended.  The Town 

reserves the right to make adjustments to these dates as necessary.  All inquiries must be in 

writing and may be mailed or emailed to the Issuing Office. 

 
Event Date 
RFP Release January 8, 2020 
Closing Date for Inquiries January 24, 2020 
Submission Date February 18, 2020 
Estimate Contract Award March 31, 2020 
  

 

2.3 Treatment of Information 

a. The content of each respondent's proposal will be held in strict confidence during the bid 

evaluation process, and no details of any proposal will be discussed outside the evaluation 

process. 

2.4 Proprietary Information 

a. By submission of its bid, Proposer hereby agrees that all documents furnished by Proposer 

shall be subject to public disclosure by the Town, Office of the Comptroller in the normal 

course of business in accordance with the requirements of the Public Officers Law, Section 87, 

except for proprietary information the disclosure of which would cause substantial injury to 

the competitive position of Proposer’s enterprise. Information relating to Proposer price 

submissions, including commercial, book, or listing pricing, applicable discounts or final bid 

price and like information, shall not be entitled to confidentiality protection whether or not 

submitted or designated as proprietary by the Proposer. Proposer may otherwise preserve 

proprietary rights as to confidential or business process information in accordance with 

procedures put forth in Public Officers Law Section 89(5), provided that (i) Proposer shall 

inform the Town, Office of the Comptroller prior to or contemporaneously with the 

submission of its bid, in writing, that such records that are going to be furnished, are 

proprietary, and are not to be disclosed, and Proposer states the reasons the information 

should be excepted from disclosure; (ii) said records shall be sufficiently identified; and (iii) 

designation of said records as exempt from disclosure is reasonable and accepted by the 

Town, Office of the Comptroller. 

2.5 Pre-Proposal Conference 

a. There will be no pre-proposal conference held by the Town, Office of the Comptroller. 
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3 General Provisions 

3.1 Contract Term 

The term for the Microsoft Dynamics AX Implementation shall be for a one (1) year period. The Town 

retains the option for up to three (3) additional one (1) year extensions, upon written consent of the 

Town, Office of the Comptroller.  Terms maybe further negotiated if mutually beneficially. 

3.2 Proposal Evaluation & Selection 

a. The Proposals will be evaluated/screened by a selection committee and evaluated based 
upon: 

i. Experience and qualifications of the team 
ii. Ability to implement the business processes required for Document Imaging 

iii. Experience implementing the specified Microsoft Dynamics AX modules, converting 
and migration of data and integrating files/data with the Town’s business systems. 

iv. Ability to complete the work on time 
v. Ability to deliver (the size of the company, years of experience, number of successful 

implementations, capabilities of project resources, delivery track record, and 
financial strength) 

vi. Completeness of the proposal  
vii. Work plan and understanding of the project 
viii. Responsiveness to the RFP 

ix. A Certified Microsoft Dynamics AX Business Partner 
x. References 

xi. Cost 

3.3 Proof of Insurance 

a. Workers’ Compensation / Disability Insurance 
i. Workers’ Compensation, Employer’s Liability, and Disability Benefits meeting all New 

York State statutory requirements are required. If coverage is obtained from an 
insurance company through an insurance policy, the policy shall provide coverage for 
all states of operation that apply to the performance of the contract. 

3.4 No Additional Charges 

a. It is intended that no additional charges or administrative costs shall be included under the 
terms of this Agreement. Bidders should ensure bid rates are all inclusive. A Proposal's bid 
should include all of its costs, including the cost of securing an opinion of counsel as to the 
tax exempt character of the transaction. 

3.5 Contract Transfer Consent 

a. The Proposer agrees that the resulting contract may not be assigned, transferred, conveyed, 
or subcontracted without the prior written consent of the Town, Office of the Comptroller. 

3.6 Contract Cancellation 

a. The Town, Office of the Comptroller, in its sole discretion, reserves the right to suspend any 
new activities resulting from this RFP, at any time, in the best interests of the Town, Office of 
the Comptroller. In the event of such suspension, the Proposer will be given a formal written 
notice outlining the particulars of such suspension. Examples of the reason for such 
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suspension include, but are not limited to, a budget freeze on Town spending, declaration of 
emergency, or other such circumstances. Upon issuance of such suspension, the Proposer is 
not to respond to any mini-bids or RFPs, as specified in the Suspension Order. Activity may 
resume at such time as the Town, Office of the Comptroller issues a formal written notice 
authorizing resumption. 

3.7 Staffing Resource Location 

a. The Proposer must have Operations (offices and staff) located within the continental United 
States. At its sole discretion, the Town, Office of the Comptroller may issue a formal written 
notice waiving this requirement to the Proposer.  

3.8 Dispute Resolution Policy 

a. It is the policy of the Town, Office of the Comptroller to provide vendors with an opportunity 
to administratively resolve disputes, complaints or inquiries related to bid solicitations or 
contract awards. Town of Oyster Bay, Office of the Comptroller encourages vendors to seek 
resolution of disputes through consultation with Town of Oyster Bay, Office of the Comptroller 
staff.  All such matters will be accorded impartial and timely consideration. Interested parties 
may also file formal written disputes. 

3.9 References 

a. Provide a minimum of five (5) customer references for which rates are being offered. Each 
reference must include contact information, including the name, address, telephone number 
and a narrative description of the work completed.  Each reference contact must agree to 
verify the facts as described. 

3.10 Corporate Merger / Acquisition / Takeover 

a. Any assignment or other transfer of any Purchase Agreement resulting from this RFP by 
Proposer arising from merger, acquisition, takeover or any change in corporate form shall be 
subject to a condition that the pricing, terms and conditions inuring to the benefit of the Town 
of Oyster Bay under this contract shall continue to be at least as favorable to the Town of 
Oyster Bay for a period of not less than the contract term. Notwithstanding the terms of this 
provision, assignments of contractual obligations arising from corporate merger, acquisition, 
takeover or change in corporate form requires notice to the Town, Office of the Comptroller. 

3.11 Completion of Proposal 

a. The proposal should provide the information requested in this document. Proposals which do 
not provide adequate information to meet the mandatory requirements will be deemed non-
responsive and will not be evaluated further. 

3.12 Issuance of Clarifications & Addenda 

a. If the Town, in its sole discretion, determines that a clarification is required, such clarification 
shall be issued in writing. Interpretations, corrections or changes to the RFP made in any 
manner other than in writing are not binding upon the Town and shall not be relied upon by 
Proposers. 

b. Oral explanations or instructions given by the Town during the proposal phase are not binding.  
Proposers shall seek all clarifications in writing. 

c. Any interpretations, corrections or changes to this RFP will be made by written addendum.  Sole 
issuing authority of addendum shall be vested in the Town. 
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d. Proposers shall acknowledge receipt of all addenda within their proposal. 
e. Vendors shall aggregate all questions/clarification requests and submit them via email to the 

Issuing Office (Section 2.1) at the Town.  Requests for clarifications must be received by the 
Town no later than 5pm Eastern Standard Time (EST) on the date stipulated in Section 2.2.  
Proposers are encouraged to register with the Issuing Officer at the Town, to assure receipt of 
all communications regarding this Request for Proposal. 

f. Unauthorized Proposer contact with Town staff regarding this Request for Proposal other 
than the contact listed above may result in disqualification from this procurement process. 

3.13 Award of Proposal 

a. Successful respondents will be advised by the Town, Office of the Comptroller through a 
“Letter of Intent.”  A purchase requisition between the Town, Office of the Comptroller and the 
success Proposer will be generated by the Town, Office of the Comptroller. 

3.14 Withdrawal of Proposal 

a. An authorized representative of the Proposer may withdraw its proposal at any time prior to 
the proposal submission deadline, upon presentation of acceptable identification as a 
representative of such Proposer. 

3.15 Right to Negotiate 

a. The Town, Office of the Comptroller reserves the right to negotiate with respondents to this 
RFP within the RFP requirements to serve the best interest of the Town of Oyster Bay. 

4 Instructions to Proposers 

4.1 Invitation to Propose 

a. The Town is requesting proposals for implementation and integration services for the specified 
modules of Microsoft Dynamics AX. The Town will only consider proposals from firms that have 
successfully implemented the specified modules of Microsoft Dynamics AX for municipal utilities 
and/or state and local government agencies. 

 
All responses received within the specified time period that comply with the terms set forth 
in this RFP will be considered by the Town.  Subsequently, each response will be evaluated 
against conformance to requirements and ranked based on established evaluation and 
selection criteria. Proposals must be in compliance with this RFP. Failure to comply with all 
provisions of the RFP may result in disqualification at the sole discretion of the Town. 
 
The Town will not be liable in any way for costs incurred by Proposers in the preparation of 
a response to this RFP, nor for the submittal or presentation of proposals, subsequent 
participation in interviews, demonstrations, discussions, or negotiations related to the 
response. 
The Town reserves the right to withdraw this RFP at any time, for any reason, and to issue such 
clarifications, modifications, and/or amendments as the Town may deem necessary and 
appropriate. 
 
Receipt of a proposal by the Town or a submission of a proposal to the Town confers no rights 
upon the Proposer nor obligates the Town in any way. 
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The Town reserves the right to waive minor irregularities in proposals, provided that such action 
is in the best interest of the Town. Any such waiver shall not modify or waive any remaining RFP 
requirements or excuse the Proposer from full compliance with the RFP specifications and other 
requirements if the Proposer is selected for agreement award. 
 
The Town reserves the right to accept or reject in whole or in part any or all proposals submitted. 
The Town may reject the proposal of any Proposer that is determined to be non-responsive. 

4.2 Submission of Proposals 

a. Each Proposer shall submit to the Town one (1) reproducible original, five (5) hard copies, and 
one (1) electronic copy (in Microsoft Office and/or PDF formats on a CD, DVD or USB drive). 
A one (1) page Cost Proposal incorporating all pricing cost structures and breakdowns is to 
be provided in a separately sealed and clearly marked envelope. All proposal documents, 
electronic media, and pricing information should be submitted in a single sealed package. 
 
All proposals must be received by the Town no later than 4:45 PM Eastern Standard Time (EST) 
on the date stipulated in Section 2.2. Proposals received after this date and time will not be 
considered. 
 
Proposal packages shall be clearly marked “Microsoft Dynamics AX Implementation Proposal” and 
delivered to: 

Steven C. Ballas, Comptroller 
Town of Oyster Bay 

Office of the Comptroller 
74 Audrey Ave 

Oyster Bay, NY 11771 
 
The proposal should be signed by a person, or persons, duly authorized to bind the vendor. The 
Town is under no obligation to return proposals. 

4.3 RFP Questions & Clarifications 

a. Primary Contact 
Please provide the primary contact for any questions/clarifications the Town may need 
responses to with regards to the company submitted proposal. 
 

b. Secondary Contact 
Please provide the secondary contact for any questions/clarifications the Town may need 
responses to with regards to the company submitted proposal.  This contact will be used in 
the event that the primary contact is unavailable, unreachable or un-responsive. 

4.4 Period of Validity 

Each proposal must state the period of time for which the provisions of its proposal will 
remain valid.  A minimum of 12 months is required. 

4.5 Proposal Instructions 

a. Proposals must be submitted in standard 8.5” X 11” single-sided page format.  Any materials 
that are larger than this size should be folded to fit into the 8.5” by 11” single-sided page 
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format. Font size should not be smaller than 11 point in either Arial or Times format using 
standard margins. 

b. Each Proposer shall submit to the Town one (1) hard copy and one (1) electronic version of 
the intended proposal in PDF or Microsoft Word format in addition to a one (1) page Cost 
Proposal incorporating all of pricing costs and breakdowns. 

c. Electronic versions should be sent by email only.  All proposals must be received by the Town 
no later than 4:45 pm Eastern Standard Time (EST) on the date stipulated in Section 2.2. 
Proposals received after this date and time will not be considered.  The Town is under no 
obligation to return proposals. 

d. Supplemental materials may be provided by the Proposer, as instructed by the Town or 
included to support the response.  The Town discourages the inclusion of general marketing 
materials unless they are used to provide specific, relevant information. 

e. The content of the proposal must be clearly labeled, with pages numbered, and separated by 
tabs. Failure by a Proposer to include all required content may result in disqualification of the 
proposal. 

f. The Town reserves the right to request additional information from Proposers during the 
proposal evaluation process. 

g. The Town reserves the right to award all or partial of this proposal. 

5 Proposal Content 

5.1 Cover Letter 

a. Each proposal must include a cover letter signed by an individual authorized to sign on behalf 
of the company. 

5.2 Business Information 

a. Legal Business Name or Company Bidding 
b. D/B/A (Doing Business As—if applicable) 
c. Business Address 
d. Phone, Fax, Email 
e. Bidders Signature 
f. Bidders Printed Name 
g. Company Website 
h. Annual Revenue 

5.3 Conflicts of Interest 

a. Proposers submitting a response to this RFP must disclose any actual, apparent, direct or 
indirect, or potential conflicts of interest that may exist with respect to the firm, management, 
or employees of the firm or other persons relative to the services to be provided under the 
Agreement for engineering services to be awarded pursuant to this RFP.  All responders must 
complete the attached Disclosure Affidavit. 

5.4 Project Team, Experience, Company Background 

a. Provide a short narrative describing its technical expertise, staff to support project 
requirements. Also, provide resumes for all employees proposed to be involved, including 
their function in the company, title, office address, and number of years of service with the 
applicant’s firm.  Supply an organization chart reflecting management and other office staff 
that would be involved in contract(s). The reporting hierarchy must be identified. Any 



 

Request for Proposal 

Microsoft Dynamics AX 

Implementation Vendor 

 

Office of Comptroller, Information Technology Division  

 Page 11 of 22 
 

affiliations and relationships with other parties proposed to be involved with the bidder must 
be described. 

b. In addition to the specific information required please discuss the unique capabilities of your 
company and the individuals assigned to this project that distinguish your company from 
other companies. 

c. The Town of Oyster Bay, Office of the Comptroller retains the right to request any additional 
information pertaining to the applicant’s ability, qualifications, and procedures used to 
perform under this contract, as it deems necessary and to make inquiry to clarify any 
information in the submitted proposal. 

5.5 Cost 

Proposals should include cost estimates for implementation of each requested module (i.e., 6.1 – 
6.6).  Proposals must also include an hourly rate by role. 

 

6 Scope 
The Town seeks qualified Vendors for the following services and/or implementation of additional 
modules within their Microsoft Dynamics AX environment.  Please note that, although acceptable, no 
one Vendor is expected to offer a proposal for every category.  Please note which services the Vendor 
is offering a proposal for.  In all cases below, the Vendor must provide functional and technical 
expertise in implementing the Town’s requirements within the specified Dynamics AX modules.  If 
functionality cannot be implemented, Vendor should have the ability to scope (effort and cost), 
design, develop and support any approved customizations to Dynamics AX. 
 
At a high level, the Town requires an upgrade of their existing on premise version (2012 R2 CU9) to 
R3 followed by (not specifically in the following order) the implementation of the Human Resources, 
Payroll, Accounts Receivable, Fixed Asset and Budgeting modules to satisfy existing and enhanced 
business processes; optimize management of the Town’s finances and eliminate system redundancy.  
Included will be data migration from, as well as integration with existing Town systems.  The new 
system needs to provide the following functionality: 
 

6.1 2012 R2 Upgrade to 2012 R3 

The Town implemented the following Dynamics AX modules in whole or in part in 2014: 
Accounts Payable, Accounts Receivable (customer accounts only), General Ledger, Budgeting 
(tracking and inquiry), Cash and bank management, Procurement and sourcing, Product information 
management, Inventory and warehouse management, Project management and accounting (for 
capital programs).  The core Organization administration and System administration modules are 
also in use.   
 
Several integrations exist with other systems and workflow is utilized for Purchasing and Accounts 
Payable.  Customized code has been developed to support some Town policies and procedures as 
well as reporting needs.  The Town engaged Microsoft to perform a custom code review analysis for 
adherence to best practices.  Those results have been migrated into the custom code in a 
development environment and will be part of the upgrade to R3.   
 
The Town has multiple AX virtual environments for development, testing, staging and production.  
The database resides on the Town’s failover cluster which is currently on version SQL2012 and will 
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be updated to a more current version during this upgrade.  The application server currently runs on 
Windows 2008 and will be upgraded to either Windows 2016 or 2019.  
 
The Town will provide technical resources to build the environments needed for the upgrade as well 
as provide subject matter expertise and acceptance testing.  Vendor requirements for the upgrade 
are as follows: 

6.1.1 Upgrade Tasks 

Following Microsoft’s best practices, perform all necessary steps to upgrade the Town’s existing 

2012 R2 application to 2012 R3.  This includes but is not limited to the following: 

a. Provide a detailed task list for the upgrade including timelines and checkpoints. 

b. Incorporation of all custom code across all layers as well as critical updates and hot 

fixes. 

c. Perform all presynchronization tasks 

d. Restructure database schema for inherited tables 

e. Synchronize database (Restore of production data to be used for testing) 

f. Implementation of all workflows and integration code with external systems 

g. Compile all CIL’s 

h. Install Application Integration components, SSRS 

i. Set up Application Integration Framework 

j. Bring up the application and perform system testing 

k. Turn over to Town for acceptance testing 

l. Provide support for testing 

m. Correct defects and issues reported – including modifying custom code to fix defects 

encountered as a result of the upgrade 

6.1.2 Go Live Tasks 

a. Provide a detailed task list for Go Live as well as any back out plans/checkpoints.   

b. Perform all necessary backups and upgrade tasks as defined.  

c. Perform testing and provide support for 60 days post go live. 

6.2 Human Resource Management Requirements. 

The Town manages a staff of approximately 1450 full time, part time and seasonal employees.  
The Human Resource department is responsible for maintenance of all employee records as 
well as compensation and benefits administration.  Requirements include the following: 

6.2.1 Human Resource Management 

a. Ability to maintain data on employee status, such as re-hire, new hire, and whether 

position is a replacement, newly created position, and indicate if position was created by 

organizational change 

b. Provide position control including requisition and job code tracking.  

c. Provide applicant tracking; track applicants by requisition number, print batch reject 

letters, sort by education/skills, etc.  

d. Maintain Organizational Charting by department, division and company.  
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e. Maintain employee education background, education level completed, schools attended, 

degrees received, certification, etc.  

f. Maintain drug testing information and history; test dates, results, dates of suspension, 

return to work, date of termination, etc., with secured access.  

g. Set up and maintain different non-productive time algorithms and provide the ability to 

track accrual, usage, and balance of leave allotments.  

h. Provide FMLA leave eligibility and use tracking with related reporting; will have the 

ability to track intermittent leave as well as blocks of time.  

i. Ability to flag employees by leave type (i.e. unpaid time off, or FMLA eligibility) for 

reporting and audit.  

j. Support EEO/AA information, planning, tracking and reporting.  

k. Standard reporting for EEO, Affirmative Action, Worker’s Comp, Employee 

Development, Training Administration, Position Control, Leave and Vacation Tracking 

etc. 

6.2.2 Compensation 

a. Provide salary analysis and the ability to review salaried employees by projected hours 

for salary survey.  

b. Provide compensation structure support and report salaries by position, grade, and 

quartiles for each employee.  

c. Support a merit increase program based on category of performance rating.  

d. Provide the ability to enter multiple increases on a date with different reasons coded 

and maintain history.  

e. Ability to track changes in job code and title, identify reasons for merit and promotional 

pay increases, identify demotions due to economic adjustments (salary reductions), and 

voluntary personnel requests for lower grade/step job classifications.  

6.2.3 Benefits Administration 

a. Provide employee leave tracking, reporting by leave type (vacation, sick, jury duty, 

FMLA, Military leave, bereavement, etc.)  

b. Provide ability to produce a monthly letter to each employee (system-generated) 

showing previous leave balance, time accrued, time used and new balance for vacation 

and sick leave or other balances.  

c. Generate benefits statements.  

d. Support worker’s compensation tracking.  

e. Track dependents and dependent coverage eligibility.  

f. Facilitate bill reconciliation with the insurance carriers.  

g. Electronically report eligibility to third party administrators and carriers.  

h. Track and administer COBRA. 
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6.3 Payroll Requirements. 

The Town processes payroll and prints checks on site.  Strict audit and control processes are in place 
to secure the printing and reconciliation of checks and accounts.  There are 26 regular payroll cycles 
per year which are run regularly every other week.  There are multiple payrolls runs each week 
including full time, part time, seasonal, disability and overtime.  Special runs are also done as needed 
during the course of the year.  Check stock is blank and account details, stub information and other 
related details are printed – both front and back - based upon the type of payroll being run.   

6.3.1 Payroll 

a. Regular payroll is run on bi-weekly basis.  

b. Ability to run a trial payroll by individual, group, or entire employee base. 

c. Ability to run an employee inquiry search by alpha-numeric character, SSN, ID number, 

location, division, department, etc.  

d. Ability to run deduction ceilings based on dollar amount, maximum limit, fixed percentages, 

or effective dating with user-defined rules per employee.  

e. Support flexible wage calculations including shift differentials, upgrade pay, step-up pay, etc.  

f. Support multiple overtime rules; this, in addition to the standard overtime rule of hours 

worked more than 40 in a week are eligible for overtime.  

g. Ability to deduct and send child support and/or other payroll deduction information to the 

appropriate agency.  

h. Provide for retirement plan calculations including 457(b) and 401(a) plans, by effective 

dates, percent of participation by location, special deferral before retirement, including 

minimum and maximum amounts, and maximum participation.  

i. Ability to have deductions or pay increases automatically applied based on starting and 

ending dates rather than pay period.  

j. Ability to handle base units, i.e. for each hour worked; get a simultaneously supporting 

incremental amount added to base pay.  

k. Ability to handle standard Employee and Township paid deductions with ceilings on 

retirement plans, catch-up contributions, Section 125, and other areas.  

l. Ability to track special executive benefits, auto allowance, etc.  

m. Allow for pre or post-tax wage earnings or deductions.  

n. Automatic pay processing for selected employees of earning types.  

o. Allow ACH deductions for a minimum of ten accounts.  

p. Allow overrides on scheduled deductions, taxes, earnings, at employee or pay group levels. 

q. Provide for election of paper check or direct deposit 

6.4 Fixed Assets 

Fixed assets can be purchased (through Dynamics AX purchase order and receipt process), be 
donated to/by the Town or disposed of in accordance with Town disposition policies.  Requirements 
for the acquisition, maintenance and tracking the Town’s fixed assets are listed below.   

6.4.1 Asset Maintenance 

a. Ability to setup/classify asset types 
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b. Add assets through the donation process or through the procurement process.   
Integrate with the Purchasing module so that the fixed asset is created when an item is 
received 

c. Dispose of assets in accordance with Town disposition policies. 
d. Maintain accurate property records of fixed assets, including real properties, 

infrastructure, rolling stock, and various tangible and intangible assets.  Provide a sub-
category within the machinery and equipment account code for rolling stock. 

e. Manage each asset throughout the life cycle of the asset (acquisition, maintenance, 
transfer and disposal) 

f. Setup and track asset locations/maps.  Provide a data field for location code in the 
purchasing module and for this information to be integrated with fixed assets. 

g. Track at a minimum: location code, street description, use description, asset name, serial 
number, make, and brand.  

h. Generate and print asset tags  
i. Utilize one uniform format for inputting cost figures.  
j. Provide the ability to view original cost, accumulated depreciation, and net book value of 

a fixed asset as of a certain point in time. 
k. Provide the ability to search for items by asset description (e.g. computer desk) and see 

the associated asset class.  
l. Provide the capability to incorporate pictures of the items being purchased. 
m. Provide mobile functionality, such as via scanners. If barcodes are added to the tags of 

items, this may facilitate the tracking of fixed assets. 
n. Provide system edit checks to prevent duplicate recording of assets.  
o. Provide the capability to add descriptive notes and have them attached to the particular 

fixed asset. 
p. Provide a field(s) for the addition of warranty/insurance coverage information related 

to a particular fixed asset.  
q. Track costs and values of an asset at any stage of its life cycle 
r. Setup depreciation schedules and calculate depreciation 
s. Track Asset performance (measure the return of investment) 
t. Facilitate physical inventory process; validate and adjust what’s on the books 
u. Comply with reporting requirements 
v. Integrate with Budgeting, Purchasing, Project and General Ledger modules 
w. Migrate data from the existing system 

6.4.2 Reporting and Query Requirements 

Reports and online queries are necessary to manage the Town owned assets and their 
related acquisition, depreciation, and book values. 

 
a. The ability to query the land, buildings, and improvements codes by claim number and 

encumbrance order number, resolution number.  
b. Provide the ability to search journal entries and obtain certain detail, including, the 

journal entry description, accounts affected, and associated claims if applicable.  
c. Provide the ability to generate fixed assets reports, such as; asset listings, asset 

valuations and changes, depreciation schedules, acquisitions, movements and disposals. 

6.5 Accounts Receivable (AR) 

The Accounting division of the Office of the Comptroller is responsible for recording deposits from 
various Town departments, generating invoices for various fees and the collection of payment for 
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these invoices.  The AR process must integrate with Bank, Accounts Payable and General Ledger 
modules already implemented.  Invoices sent by the Town include, but are not limited to, the 
following: 

a. Property leases 

b. Recycling (white metals and paper) 

c. Solid waste disposal 

d. Fuel (gasoline and diesel) to outside agencies 

e. Sidewalk repairs/replacements 

f. Dog/Cat licensing and pickup 

g. Surviving spouse and COBRA Insurance 

h. Ad hoc and other invoices as needed 

6.5.1 Customer Accounts 

a. Set up and maintain customers.  Include a field for legacy customer number. 
b. Set up and maintain contracts and agreements and relate them to vendor accounts.   

Ability to link to the resolution stored in an external document management system (as 
is done on Purchase Orders).  Set up renewal notifications. 

c. Group customers by different default revenue/accrual accounts 
d. Assign default payment terms, billing cycle attributes  
e. Inquiries and reports of the current balance and past transactions 

6.5.2 Invoicing 

a. Set up invoice templates per different charge types 
b. Set up user defined fields 
c. Set up fee schedule and calculation for different charge types 
d. Calculate the sales tax when included in the fee 
e. Receive billing detail records from department systems to generate user charges 
f. Enter additional charges, such as overtime labor fees 
g. Convert individual outstanding amounts to a property tax receivable  
h. Set up recurring invoices 
i. Generate and print new invoices at the month end 
j. Print outstanding invoices and account statements 

6.5.3 Payments 

a. Receive payments using various methods (cash, check, wire, etc.) and apply to an 
invoice  

b. Accept partial payments and track open balance. 

6.5.4 Controls and Reports 

a. Ability to apply/not apply interest and penalties 
b. Review and approve invoices before printing 
c. Apply write-offs, adjustments and refunds 
d. Reconcile cash and accounts receivables 
e. Generate over-due invoice reports 
f. AR Balance and Aging by Fund reports 
g. Transaction history reports 
h. Record year end accruals 
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i. Track escrow amounts 
j. Track insurance requirements 
k. Track bond certification amounts and dates 

6.5.5 Data Migration 

a. Customer accounts 
b. AR History 

6.6 Budget Planning 

The Phase I implementation of the Dynamics AX system included the loading of the Town’s budgets 

(Operating, Capital, and Intergovernmental Affairs) and the roll forward of such into the second year 

of use.  Phase II will include preparation of the 3 versions of the Town’s budget; tentative, 

preliminary and adopted.  To accomplish this, several functions are required. 

6.6.1 Tentative Budget 

a. Produce a report of the historical data needed by departments from AX.  This includes 
actual amounts from the prior year as well as the first half year of the current year.  
Blank columns need to be included for Department personnel to enter current year 
estimates in the tentative budget. 

b. Access to create and update individual department’s data (expenses and revenue) must 
be controlled by security.  Only authorized personnel from the individual department 
and the Director of Finance can edit the tentative budget.  

6.6.2 Preliminary Budget 

a. Once the tentative budget is completed and accepted, the preliminary budget report 
must be generated based upon updated amounts.  Ability to copy the tentative budget to 
create the preliminary budget.  

b. This report includes actual amounts from the prior year as well as the first half year of 
the current year.  In addition, it includes the department estimates, the tentative budget 
and any amendments to the current year budget and the preliminary budget. 

c. Who can edit the preliminary budget must be controlled via security and/or workflow. 
 

6.6.3 Adopted Budget 

a. Includes all information on the preliminary budget report with an added column for the 
adopted budget amounts. 

b. Ability to copy the preliminary budget to create the preliminary budget.  It can be 
revised until adopted by the Town Board. 

c. Once adopted by the Town Board, the budget must be imported. 
d. An adopted budget is a public document and must be generated in a format which can be 

published. 

6.7 Overall Implementation Requirements 

6.7.1 Compliance and Internal Controls 

a. Use built-for-government accounting capabilities and workflow tools to help ensure 
compliance with regulatory and administrative requirements. 
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b. Define Utilizing the Town’s policies, automate the auditing process. 
c. Ensure organizational compliance with laws, regulations, policies, and business rules, 

including internal controls through the Compliance Center. 
 

6.7.2 Tools 

a. Automate business processes through a graphical workflow editor to create business 
rules and custom workflows (or use templates) by business analysts. 

b. Help ensure segregation of duty and minimal setup and maintenance of user accounts 
with role-based security and single sign-on capabilities. 

c. Make organization-specific modifications easily in Microsoft Visual Studio® and X++ 
development environments. 

d. Ease application-to-application and business-to-business integration with a flexible 
services and application integration framework. 

 

6.7.3 Business Intelligence and Reporting 

a. Instant access to information with built-in reports based on Microsoft SQL Server® 
Reporting Services. Automatically generate custom reports with Microsoft SQL Server 
Report Builder, an ad hoc query tool. 

b. Enable self-service business intelligence with prebuilt data cubes that can be displayed 
as KPIs in employees’ Role Centers and viewed with more detail in Excel. 

c. Use Active Directory® service and single sign-on to ensure that information is securely 
accessed by the right people. 

6.7.4 Develop a Project Plan 

Develop a Project Management Plan, sufficient to complete all tasks on schedule and budget 
including the assignment of the vendor contract to procure the software products and the 
scope attached to those products. Provide a detailed discussion of the planned project 
management elements proposed to complete this very diverse project including 
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methodologies, techniques, tools, deliverables, meetings, and expectations of Town staff.  
Include the below components in this discussion. 

a. Project Charter 
b. Project Management Procedures 
c. Roles and Responsibilities (for all stakeholders, includes Town staff as well as the 

Proposers team) 
d. Staff Management Plan 
e. Change Management Plan 
f. Communications Plan 
g. Risk Management Plan (to identify, mitigate project risks) 
h. System Installation Plan 
i. System Testing Plan (includes QA Process) 
j. Schedules and Work Breakdown Structures (includes all tasks, their constraints, critical 

paths and resource requirements) 
k. Training Plan (a training plan/strategy for end users and IT) 
l. The following deliverables shall be provided for the overall project and each of the 

implementation phases. The documents shall be provided in a tabbed binder to include the 
plan and subsequent updates. 

i. Project Charter 
ii. Staffing Management Plan 

iii. Change Management Plan 
iv. Communications Plan (including project status reports) 
v. Risk Management Plan (include issue tracking logs) 

vi. Business Process Development Plan 
vii. System Implementation Plan 

viii. System Testing Plan 
ix. Training Plan 

6.7.5 Develop a Detailed Asset Management Business Processes Plan 

Develop an Asset Management Business Process for all assets involved in the project 
implementation, including the below components. 

a. Perform detailed business process analyses for each asset group to realize the following goals: 
i. Standardize business processes across the enterprise. 

ii. Implement asset management best practices. 
iii. Implement advanced asset management principles. 

b. Develop detailed business process models for each asset group.  
c. Develop key performance indicators (KPI). 
d. Develop workflow and data entry standards. 

b. The following Deliverables shall be provided for the proposed Asset Management Plan: 

i. Technical Memorandum that documents the detailed Business Processes (this 
technical memorandum shall include detailed descriptions of all process steps as 
well as detailed process models). 
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6.7.6 Develop a Customized Solution 

The proposer shall configure and customize the Microsoft Dynamics AX Solution for each asset 
group to optimize the business processes. The Town intends to use out-of-the-box functionality 
and product configuration whenever possible to meet business requirements. However, some 
customization of the product may be necessary. The Implementation vendor shall be 
ultimately responsible for configuring and/or customizing Microsoft Dynamics AX to meet the 
Town’s requirements. This task includes but is not limited to the following subtasks: 

a. Establish organizational hierarchy 
b. Establish role-based security 
c. Configure and optimize system screens  
d. Configure and optimize workflow 
e. Identify system capacity needs for each implementation phase 
f. Identify system security issues for each implementation phase 

The following Deliverables shall be provided: 

a. Technical Memoranda for each phase documenting all system configurations, including 
fields renamed and hidden, forms and fields added, workflow setup, and conditions. 

b. Technical Memoranda for each phase documenting all customizations. 

6.7.7 Develop a Conversion Plan 

The Proposer will supply an evaluation of existing data and provide a Conversion Plan 
that includes the below: 

a. Evaluate the integrity (completeness and condition) of existing data . Data 
conversion/migration shall not occur if the data is incomplete or in poor condition such 
that the conversion/migration will fail or otherwise result in a nonfunctional system. 
Evaluate the data to identify gaps, errors, missing data, and any other anomalies that will 
result in the system failing to meet business requirements. Consultant shall report the 
integrity of the data and recommend improvements required prior to migration including 
the level of effort required by Consultant and Town. 

b. Implement recommendations to condition the data prior to migration (Proposers shall 
describe and quantify all assumptions made in determining the magnitude of effort required. 
The description shall be sufficient to determine when the level of effort exceeds that 
included in the scope). 

c. Convert/migrate data from existing AS400 and Maximo databases into new system. 

The following deliverables shall be provided for all migrations and conversions: 

a. Technical Memoranda for each phase, describing all data cleansing work to be performed 
with the level of effort required by Consultant and Town staff. 

b. Requirements documentation 
c. Functional and Technical Specifications 
d. Conversion Scripts 
e. Exception Logs 
f. QA/QC documentation (reports showing comparison of record counts before and after) 

The following deliverables shall be provided for Integration(s)/Interfaces: 
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a. Requirements documentation 

b. Functional and technical specifications 

c. Documented instructions for implementation and maintenance 

d. Integration scripts 

e. Knowledge transfer 

6.7.8 Develop and Implement Maintenance Plan 

The Proposer will provide a Maintenance Plan that includes the below: 

i. Identify and then implement maintenance objectives for each module and 
identify comprehensive maintenance plans that support these plans. 

The following deliverables shall be provided for Maintenance Plan: 

ii. Supply a Technical memorandum for each module documenting maintenance 
objectives and plans. 

6.7.9 Develop a System Solution Testing Plan 

The Proposer will perform the following for each asset group in all 5 phases: 

a. Test, verify, and validate the system in a controlled test environment. 
b. Verify that all software and hardware is functioning properly throughout the enterprise. 
c. Perform user acceptance testing to validate the functional use of the system, business 

processes and data, including the business rules, software configuration, data conversions 
and interfaces. 

d. Develop test plans and scripts based on the “to-be” business processes 
e. Test each process scenario and step in detail 
f. Perform load testing and performance tuning before go-live 

The following deliverables shall be provided for System Solution Testing Plan: 

a. Test plans and scripts based on the “to-be” business processes  

6.7.10 Develop a Change Management Plan 

The Proposer will develop a Change Management Plan that includes the below: 

a. Develop and implement a change management plan to ensure successful implementation 
of the Microsoft Dynamics AX program and acceptance by all stakeholders, including end 
users, Steering Committee, managers, business leaders and program implementation staff. 
Consultant will work with the Town to identify the appropriate staff or position types. 

6.7.11 Develop a Training/Knowledge Transfer Plan 

The Proposer shall provide the below as part of the Training Plan: 

a. Provide training for all modules and all phases of the project. At a minimum training shall 
include user based training on the use of the Accounts Receivable, Fixed Asset and 
Budgeting modules of the Dynamics AX system, on-site support after installation, as well 
as training to support the new business processes and methodologies. 
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The following deliverables shall be provided for Training Plan: 

a. End user training documentation by role for new business processes. 
b. Technical training documentation for system administration and support, including: 

i. System administration 
ii. Role-based security 

iii. System configuration 
iv. Integration support 


