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City of Poulsbo, Washington

Request for Proposal

Enterprise Resource Planning Software and Implementation Services

RELEASE DATE: January 12, 2026

DUE DATE: February 20, 2026, 4:00 p.m. 












Vendor responses must be received by the City of Poulsbo no later than the date, time, and location indicated above as the proposal due date. Late submission of responses shall not be considered. 

REQUEST FOR PROPOSAL (RFP)

Notice is hereby given that proposals will be received by the City of Poulsbo, WA (City) for Enterprise Resource Planning (ERP) software. Please see details in Section 3 for the modules in scope.

Due Date and Time:  February 20, 2026, at 4:00 PM Pacific Time

Proposals submitted after the due date and time will not be considered. Proposals must be sent to Deborah Booher, Assistant City Administrator/Finance Director via email addressed to dbooher@cityofpoulsbo.com.

RFP Questions Due Date and Time: January 20, 2026, at 4:00 PM Pacific Time

The City will post responses to the questions on the City’s website, at www.cityofpoulsbo.com, on or before January 23, 2026.

The City reserves the right to:

· Reject any or all proposals for any reason and waive irregularities and informalities in the submittal and evaluation process. The City’s waiver of an immaterial defect shall in no way modify the RFP documents or excuse the proposer from full compliance with the specifications if they are awarded the contract. Proposals referring to terms and conditions other than the City’s terms and conditions may be rejected as being non-responsive.
· Accept the proposal(s) or parts deemed most advantageous to the City.
· Amend the RFP in any manner prior to contract award including any of its key action dates, or any of its attachments, prior to the proposal submittal date. Addenda will be numbered consecutively as a suffix to the RFP reference number. It is the proposer’s responsibility to ensure they have incorporated all addenda. Failure to acknowledge and incorporate addenda will not relieve the proposer of the responsibility to meet all terms and conditions of the RFP and any subsequent addenda. All addenda will be posted to the City’s website.

· Cancel, postpone or reissue the RFP.
· Share the RFP, proposals, and subsequent vendor provided information with its consultant(s) to secure expert opinion.
· Obtain clarification on any point in proposal and investigate qualifications and experience of the proposer. Such clarifications can be in any form such as, but not limited to, conference calls, email communications, demonstrations, or headquarters visits. 
This RFP does not obligate the City to pay any costs incurred by respondents in the preparation and submission of a proposal, including but not limited to a respondent conducting a scripted product demonstration. Furthermore, the RFP does not oblige the City to accept or contract for any services.

Public Disclosure Notice

To protect the integrity of the contracting process, proposals will not be disclosed until after the award and signing of any and all contracts that may result from this RFP. Proposals become public information upon the City’s receipt.  Submittals and all documents shall not be marked confidential, trade secret, or any similarly asserted grounds to resist public disclosure.
All responses to this RFP will become the property of the City. Once a final award is made, all responses, including financial and proprietary information, become a matter of public record, and shall be regarded by the City as such. The City shall not in any way be liable or responsible for the disclosure of any such records or portions thereof if the disclosure is made pursuant to a public records request.

RFP Terms and Conditions

Amended Proposals
A proposer may submit an amended proposal before the deadline for receipt of proposals. Such amended proposals must be complete replacement for a previously submitted proposal and must be clearly identified as such in the transmittal letter. The City personnel will not merge, collate, or assemble proposal materials.

Delivery of Proposals
All proposals should be delivered to the City by the date indicated in the project schedule. LATE PROPOSALS WILL NOT BE ACCEPTED. 

Insurance Requirements

The City requires a certification of insurance prior to commencement of any work. An underwriter’s endorsement is also required with additional insured verbiage and the surety must be an admitted surety in the State of Washington.

Right to Waive Minor Irregularities
The City reserves the right to waive minor irregularities and the right to waive mandatory requirements, provided that all of the otherwise responsive proposals fail to meet the same mandatory requirements and/or doing so does not otherwise materially affect the procurement. This right is at the sole discretion of the City.

Errors and Omissions
Failure by the City to object to an error, omission, or deviation in the proposal will in no way modify the RFP or excuse the vendor from full compliance with the specifications of the RFP or any Agreement awarded pursuant to the RFP.

Ownership of Documents
All documents submitted in response to the RFP and any proposals, reports, studies, conclusions, software modifications and summaries prepared by the vendor for this project shall become the property of the City.

No bidder (PROPOSER) may withdraw their bid (PROPOSAL) after the hour set for the opening thereof or before the award of contract, unless said award is delayed for a period exceeding sixty days.
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[bookmark: _bookmark0]1 - PURPOSE

The purpose of this proposal is to solicit proposals from experienced and qualified Vendors that can provide ERP software and services that satisfies all of the City’s functional and technical requirements. The preferred Vendor shall have experience in successfully implementing the proposed solutions for cities in Washington State at comparable organizations of similar size and scope of services. A detailed description of the products and services required are contained in section 3 – ERP System Scope of Work of this RFP.
The City is also open to receiving responses to this RFP from Vendors that provide best-of-breed solutions for Human Capital Management, B&O tax, and Timekeeping and Scheduling. The primary ERP software respondents to this RFP are invited to bid with integrated partners who provide extended functionality for modules in scope if needed. Their contact information and pricing should be submitted along with the primary vendor’s response using the forms provided including references. It is important that these solutions have the ability to integrate with the selected ERP system. To submit a response for one of the best of breed solutions, complete the Requirements template per instructions in Exhibit A, as well as Exhibits B and C and submit per the instructions in Section 4 of this RFP.

It is the submitter's responsibility to deliver proposals to the City by the date and time indicated in this RFP. The City accepts no responsibility for lost or misdirected email submittals. The City is not liable for any costs incurred by the Vendor before issuance of a contract. All costs incurred in responding to this Request for Proposal are solely the responsibility of the Vendor. 

All materials submitted in response to this RFP become the property of the City and as such public documents and will not be returned. Submission of a proposal shall constitute acknowledgment and acceptance of all terms and conditions contained in this RFP and all exhibits and attachments hereto.

[bookmark: _bookmark1]2 – BACKGROUND INFORMATION

Poulsbo, Washington, is located in the northern part of Kitsap County and is 4.5 square miles in area. Liberty Bay, originally called Dog Fish Bay, and the majestic, snow-peaked Olympic Mountains to the west induced the Scandinavians to settle in Poulsbo because the area was so similar to the fjords of Norway.

Prior to Euro-American settlement, Poulsbo was in the heartland of the Suquamish People, who have lived in Puget Sound for thousands of years. Suquamish ancestors occupied villages and camps on the Liberty Bay shoreline over the past 5,000 years, hunted throughout the Poulsbo forests and floodplains, fished in bays and streams, and collected shellfish along the marine shoreline.

With the Scandinavians’ arrivals, Poulsbo was founded by Jorgen Eliason, from Fordefjord, Norway, when the primary method of travel was water. Supplies were brought the eighteen-mile trip from Seattle by rowboat and later by steamboat. Over a sixty-year period, the “mosquito fleet”, comprised of more than a dozen steamboats, served Poulsbo and other locations along Liberty Bay and Puget Sound carrying passengers and freight to and from Poulsbo and delivering farmers’ produce to Pike Place Market in Seattle.

Poulsbo’s leaders are progressive and forward looking and are conscientiously working to balance the needs of a growing 21st century city, while maintaining the Scandinavian heritage that has earned Poulsbo the nickname “Little Norway”.

Today Poulsbo is a thriving community with a growing population of 13,010. Poulsbo offers much to citizens and guests alike which include several beautiful parks throughout the City, a boardwalk along Liberty Bay, the Valborg Oyen Public Library, three marinas, interesting gift shops, delicious bakeries, good schools including the Olympic College satellite campus, and panoramic views of Liberty Bay and the Olympic Mountains.

The City intends to purchase an integrated ERP solution that includes the modules and functionality defined in the Requirements document provided with this RFP. The City expects to implement a replacement ERP solution using a phased approach or as recommended by the selected Vendor and approved by the City. 
The City is currently budgeted for 117 Full Time employees, with a total headcount of approximately 220 full-time and part-time staff.  The ERP software in use today is CentralSquare Finance and Community Plus. The City has used their current ERP solution for close to 20 years and have decided to go to market to determine what ERP solutions have to offer and procure the best solution available to meet its current needs.  

Other primary applications that could potentially be replaced, interfaced, or integrated with a new ERP solution are listed as part of the Key Requirements document contained herein as Exhibit A – Key Requirements.
[bookmark: _bookmark3]3 - ERP SYSTEM SCOPE OF WORK

The scope of ERP software for this project includes the following areas of functionality.
	Functionality

	General Ledger
	Budgeting

	Purchasing and Contract Management
	Accounts Payable

	Accounts Receivable/Misc. Billing
	Project and Grant Accounting

	Business & Occupations Tax (City specific)
	Cash Receipting

	Utility Billing (Water, Sewer, Storm Drain, Solid Waste)
	Fixed Assets

	Human Resources
	Time and Attendance

	Payroll
	Reporting



Detailed functional requirements are in Exhibit A – Key Requirements.

[bookmark: _Toc242079501]4 - SUBMITTAL REQUIREMENTS
Proposals should provide straightforward, concise descriptions of the Vendor’s ability to satisfy the City’s functional and technical needs. Emphasis should be placed on completeness and clarity of content. Proposals should not exceed 100 pages including exhibits. 

Proposals should be emailed to: dbooher@cityofpoulsbo.com. Proposals are due on the date and time indicated in this RFP. Submittals received after the deadline will not be considered. 

The City is not responsible for any equipment or software failure that may cause a delay or non-delivery of an electronic submittal. The City is not responsible for electronic proposals containing viruses that cannot be eradicated, or that are corrupted as a result.

Responses must include the following items only (no exceptions):   

· One electronic PDF copy of your entire RFP proposal in the order defined in the table below that does not exceed 100 total pages.
· Electronic copies of the Requirements and Pricing documents in MS Word format 

Submission of a proposal shall constitute acknowledgment and acceptance of all terms and conditions contained in this RFP and all exhibits and attachments hereto.

Pre-Bidders Questions. Questions regarding this RFP may be submitted to the City via email at dbooher@cityofpoulsbo.com by the due date outlined in Section 5 of this RFP. The City will address all questions and post them to their website by the date indicated in Section 3 of this RFP. No formal pre-bidders conference will be held. 

Responses to this RFP must adhere to the submittal format described below with the information as identified in the following table. Section 6 – Key Requirements must be submitted electronically in MS Word format. Marketing literature should NOT be included in your proposal.

	SECTION
	TITLE
	INFORMATION TO BE INCLUDED

	Section 1
	Cover Letter and Company Background
	Provide a signed Executive summary letter of the proposed software and services for the scope of work defined in this RFP, including a brief company background of experience. Limit to four pages.
Include a reference to “Poulsbo RFP for ERP Software".

	Section 2
	Key Requirements 
	Complete and submit the Key Requirements templated form in Exhibit A per instructions. Response Must be provided in MS Word format.

	Section 3
	Pricing Estimates
	Complete and submit the Pricing Estimates templated form shown in Exhibit B and include in your response using a downloadable template as part of RFP packet.

	Section 4
	Technology Overview
	Provide a high-level overview of the system technology including deployment options, data centers, disaster recovery, mobile hardware and operating systems, security administration for SSO, Interface/integration tools, report writer, etc. 

	Section 5
	Implementation Methodology 
	Provide an overview of your implementation project team and methodology and the expected timeframe for this project. 

	Section 6
	Support
	Provide an overview of your customer support services including hours, guaranteed response times, resources, escalation process, and post go live tools and services. 

	Section 7
	Customer References
	Complete and insert the Customer References form in 
Exhibit C included as a downloadable template as part of the RFP packet. Customers should be similar in size and scope to the City’s project.

	Section 8
	Contract Performance
	· Indicate if at any time during the past five years the Vendor has had a contract terminated for convenience, non-performance, or any other reason, or has entered into legal action with a customer including the situations and outcome.

	Section 9
	Exceptions
	Document any exceptions you have to the RFP content.



5 - RFP SCHEDULE

The following defines the estimated schedule for the selection of a Vendor. However, the City reserves the right to modify or reschedule this timeline as necessary.

	Activity
	Dates

	Release of Request for Proposals
	January 12, 2026

	Vendor Questions Due
	January 20, 2026

	Vendor Questions Answers Posted
	January 23, 2026

	Proposals Due 
	February 20, 2026, 4:00 p.m. PDT

	Selection of Finalists
	March/April 2026

	Software Demos
	April/May 2026

	Due Diligence Review
	May/June 2026

	Contract Negotiations
	July 2026+

	Implementation 
	October/November 2026



6 - RFP COMMUNICATIONS

Upon release of this RFP, all vendor communications to the City should be submitted via email to Deborah Booher, Assistant City Administrator/Finance Director at dbooher@cityofpoulsbo.com.  PROPOSERS ARE SPECIFICALLY INSTRUCTED NOT TO CONTACT ANY OTHER CITY PERSONNEL BETWEEN THE TIME OF PROPOSAL SUBMITTAL AND AWARD. Failure to strictly observe this prohibition may result in rejection of the proposal.

7 - PROPOSAL EVALUATION CONSIDERATIONS

The City will make the final determination of the selected vendor.  The City’s core team will evaluate the proposals. The City’s evaluators will consider the completeness of the proposal, how well the vendor complied with the response requirements, responsiveness of vendor to requests, how well the vendor’s proposed solution meets the needs of the City as described in the response to each requirement, and the total cost of ownership.  The City has engaged SoftResources, LLC to support the evaluation process.

[bookmark: _Toc242079513]During the evaluation process, either the City or SoftResources may request additional information, conduct clarifying conference calls, ask for a web demonstration, or take any other action it deems necessary to review and clarify submitted information for the evaluation team. In addition, the City will require that a short list of finalist vendors conduct an onsite scripted product demonstration for its selection team. 

Factors that will contribute to the decision of the selected vendor include but are not limited to: 

· Project approach and understanding of the City’s objectives
· Ability to meet the stated functional and technical requirements
· Proven, referenceable experience with similar organizations
· Implementation methodology and history of success
· Estimated implementation duration
· Ongoing support options
· Estimated 5-year total cost of ownership
The City reserves the right to select a Vendor based solely on the information submitted in the proposal, and to make a contract award without any further discussion with the Vendors regarding the responses received. Therefore, responses should be submitted initially on the most favorable terms available.  

Notification. Based on the evaluation of the proposals, the City will select Vendors that will be invited to the software demo process. The selected Vendors will be notified via e-mail by the date indicated in Section 3. The notification will include a Demo Script document that will be used for on-site demos.

Pre-Demo Meetings. The City will conduct pre-demo meetings with finalist Vendors. The purpose of the pre-demo meeting is to address any questions about logistics of the software demo process and script.

Software Demos. The functional and technical product demos will be presented to the City by Vendors according to a pre-defined script. All Vendors must follow this script during their demo process. The evaluation criteria for the demo process will include adherence to the script as well as the ability to successfully demonstrate the product’s ability to meet the City’s functional and technical requirements. The City reserves the right to request additional information, interviews, follow-up demonstrations or any other type of clarification of proposal information it deems necessary to evaluate the final Vendors. 

Evaluation. An evaluation committee will review and evaluate responses in accordance with criteria identified above. Clarification of submitted material may be requested during the evaluation process. The City may grant an award to the successful Vendor based on their initial proposal or invite them to demo their solution or enter into contract negotiations. No Contract will be awarded until approved by City Council.

[bookmark: _Toc242079516]8 - CONTRACT NEGOTIATION
[bookmark: _Toc242079517]The City reserves the right to negotiate with the vendor that represents the best value to the City, not necessarily the lowest cost. In no event will the City be required to offer any modified terms to any other vendor prior to entering into an agreement with a proposer and the City shall not incur any liability to a proposer because of such negotiation or modifications. It is the intent of the City to ensure it has flexibility to arrive at a mutually acceptable agreement. 
9 - CONTRACT AWARD
The City reserves the right to make an award without further discussion of the proposals. Award, if any, will be to the proposer whose proposal best complies with all of the requirements of the RFP documents and any addenda. The selected vendor will be expected to enter into a contract with the City of Poulsbo. The City shall not be bound, or in any way obligated, until both parties have signed a contract.  The City will not incur any chargeable costs prior to the execution of the final contract.
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Exhibit A – Key Requirements
INSTRUCTIONS: 
Please submit this exhibit using the separate Key Requirements template in MS Word format provided as part of this RFP download. The document does not contain a comprehensive list of all the City’s ERP software requirements but includes the key requirements that will be used to evaluate the proposals and will be incorporated into the signed contract. Each requirement has a ranking indicating the importance of the requirement to the City:
R = 	Required
I = 	Important
N = 	Nice to Have
E = 	Explore (see if the vendor could support this requirement, but not required)

Software applications that are missing a significant number of required features and technology preferences may be eliminated from consideration.
Vendors must provide a rating and a comment for every line item based on the sample response format below. If the requirement does not pertain to the proposal being submitted, enter “N/A”. The comment should include a brief 1-2 sentence explanation of how the item is supported. Do not provide hyperlinks within the document or reference another line item for your answer. Please be concise. Do not put long paragraphs of information in the response or insert documents/images. Limit each line-item response to 100 words or less.  
Please do not modify the format, font, numbering, etc. of this form in any way. The form MUST be submitted as a separate document in MS Word format in your RFP response.  If a submitted proposal includes blank responses, the document may be eliminated from consideration. Apply the following rating system to each line-item requirement:
	Y
	Fully supported by the current release of the software.

	3P
	Supported with third party software (software not directly owned or controlled by the vendor submitting the proposal).

	C
	Customization is required to meet the requirement (changes to the underlying code must be made, a report must be specifically developed, tables have to be created or modified, etc.).  

	F
	Future functionality on the product roadmap and supported in the next release of the software (or releases) within the next 1 – 2 years. Indicate anticipated release date.

	N
	Not supported.



Sample Response Format: Please use the format below when completing your response.
	
	General
	Rating and Comment

	R
	1.	Audit trail with user, date, and time stamp throughout all modules.
	Y
System logs all transactions and stamps them with user, date, time and before/after values. A report can be generated to review audit history.


Exhibit B – Pricing Estimates

Please submit this exhibit using the separate pricing template in MS Word format provided as part of this RFP download. Complete the Pricing template to submit your pricing estimate for all “Required” modules. Supporting documents may be included in your proposal. Provide a separate pricing sheet for each deployment option if applicable.
	City of Poulsbo, WA

	Financials: 80 named users 
Human Capital Management: 117 FTEs, 220 W-2s

	Software – Year 1
	$
	
	Assumptions

	Financial Modules:
	
	
	

	General Ledger 
	
	
	

	Budgeting
	
	
	

	Project and Grant Accounting
	
	
	

	Purchasing and Contract Management
	
	
	

	Accounts Payable
	
	
	

	Accounts Receivable
	
	
	

	Utility Billing – water, wastewater, solid waste
	
	
	

	Fixed Assets
	
	
	

	Cashiering
	
	
	

	Reporting
	
	
	

	
	
	
	

	Human Capital Management Modules:
	
	
	

	Human Resources
	
	
	

	Time and Attendance
	
	
	

	Payroll
	
	
	

	
	
	
	

	Sub-Total - Software
	
	
	

	Implementation Services
	
	Assumptions

	Implementation
	
	
	

	Data Conversion
	
	
	

	Training
	
	
	

	Report Development
	
	
	

	Integration
	
	
	

	Travel
	
	
	

	Other
	
	
	

	Sub-Total - Implementation
	
	
	

	Subscription/Maintenance - Years 2-10
	
	Assumptions

	Year 2
	
	
	

	Year 3
	
	
	

	Year 4
	
	
	

	Year 5
	
	
	

	Year 6
	
	
	

	Year 7
	
	
	

	Year 8
	
	
	

	Year 9
	
	
	

	Year 10
	
	
	

	Sub-Total - Maintenance/License
	
	
	

	Total
	
	


[bookmark: _Hlk108187130]
Exhibit C – Customer References

Please submit this exhibit using the separate Customer References template in MS Word format provided as part of this RFP download. Provide at least three (3) references that are similar in size and scope to the City of Poulsbo, that have implemented the proposed software in the past five (5) years. References should be fully implemented and live on the current version of the software. 

	Name of Customer:

	Number of Users: 

	Contact Name/Title:
	Telephone #/Email Address:

	Modules/Functionality Installed:

	Go Live Date: 

	Other comments:



	Name of Customer:

	Number of Users: 

	Contact Name/Title:
	Telephone #/Email Address:

	Modules/Functionality Installed:

	Go Live Date: 

	Other comments:



	Name of Customer:

	Number of Users: 

	Contact Name/Title:
	Telephone #/Email Address:

	Modules/Functionality Installed:

	Go Live Date: 

	Other comments:
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