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The Queens Borough Public Library (the “Library”), hereby solicits proposals from experienced 

firms and individuals (hereinafter referred to as “Proposers”) in response to this Request for 

Proposals (“RFP”) to enter into a  contract for a library materials self-checkout solution, 

installation and support services as further described throughout this RFP. The Library intends to 

award a contract to one firm proposer. 

 

 

I. CALENDAR OF EVENTS 

 

Issuance of RFP May 24, 2018 

 

Deadline for Questions May 31, 2018 

 

Proposal Due Date June 21, 2018 

 

        Interviews and 

        Product Demonstrations    To be scheduled with selected proposers 

 

        Proposer Pilot      To be scheduled with selected proposers 

 

        Award        At the conclusion of the RFP process 

 

 

 

II. CONTACT INFORMATION 
 

The Library’s designated contacts for this RFP, as of the date hereof, are Cristina 

Polychronopoulos, Procurement Coordinator, (718)-990-8684, Xavier Cerda, Assistant Director 

of Procurement (718)-990-0783 and William Funk, Director of Procurement, (718)-990-0782. 

Questions regarding this RFP should be sent to: RFPcontact@queenslibrary.org   on or before May 

31, 2018.  Responses to any questions received will be posted on the Library’s web site at 

http://www.queenslibrary.org/about-us/proposals-and-bids as they are received. No other 

communication of questions and answers will be made.   

 

Two (2) hard copies of your technical and cost proposals and a CD or a flash drive or similar 

device that contains your proposals in either Microsoft Word or PDF format are due no later than 

3:00 p.m. on June 21, 2018, in a sealed package or packages. Each submitted package should be 

marked clearly on its exterior that it is in response to Self-Checkout RFP # 0518-1. All proposals 

should be delivered to: 

    Queens Borough Public Library 

    Procurement Department 

    89-11 Merrick Blvd    

    Jamaica, NY 11432 

 

The Library will not consider any proposals that are faxed or e-mailed, whenever received, and 

will not consider any proposal received after the Proposal Due Date. Failure to submit proposals 

mailto:RFPcontact@queenslibrary.org
http://www.queenslibrary.org/about-us/proposals-and-bids
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on time will not be waived by the Library under any circumstances (e.g., traffic conditions, 

mail or courier failure, etc.). 

The Library will not provide reimbursement for any costs or expenses incurred in connection with 

this RFP, including the costs of preparing and submitting a response, providing any additional 

information or attending an interview. All material that is submitted in response to this RFP will 

become the sole property of the Library. The Library expressly reserves the right to utilize any and 

all ideas submitted in the proposals received unless covered by legal patent or proprietary rights, 

any of which must be clearly indicated in the proposal submitted in response to the RFP. 

 

Interviews and product demonstrations of the top-qualifying Proposers may be conducted at the 

Library’s discretion on a specific day or days to be disclosed later in the RFP process. All top-

qualifying Proposers will be notified of the exact interview date(s) in advance. 

 

III. CONTRACT PERIOD 

The term of the awarded contract will be for a (5) five-year period with (2) two (5) five-year 

options to renew at the Library’s sole discretion. The Library may terminate the contract at any 

time, in its sole discretion, upon written notice.   

 

    IV.  BACKGROUND  

 

The Library is an independent not-for-profit corporation. It is one of the largest and most 

innovative libraries in the world and one of the three New York City library systems.  The Library 

consists of a Central Library and other facilities located throughout the County of Queens in the 

State of New York. For a complete listing of current facilities, please visit the Library’s webpage: 

http://www.queenslibrary.org/ql_findabranch 

 

The Library serves 2.3 million Queens residents, with an extensive collection of books, reference 

materials, periodicals, government documents, video and audiocassettes, records, compact discs, 

DVDs, and photographs and maps. The Library has a computerized integrated circulation and 

catalog system, state-of-the-art computer equipment in all community libraries, and the ability to 

provide information through free Internet access and facsimile machines to the public. The Library 

offers a wide variety of reading, writing, and literacy programs, and functions as an integral part 

of the Queens community. 

 

The Library conducted a procurement approximately fifteen years ago for a self-checkout system 

and selected a solution that uses RFID technology from TechLogic. The Library eventually 

replaced the solution’s software to improve performance and better integrate with Library systems. 

The existing self-checkout machines sit on a desktop in customer convenient areas of each library 

with Library staff nearby to assist customers with questions or issues during the checkout process. 

The Library is interested in solutions offering both desktop self-checkout machines as well as 

freestanding, kiosk type self-checkout machines, a machine type which would be completely new 

to the Library.   

 

The following is a list of general information about the Library’s system and usage details during 

2017. 

 
 

http://www.queenslibrary.org/ql_findabranch
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Description Total 

Total number of Library branches 62 

Total number of Library Bookmobiles 3 

Total number of patrons 1,461,722 

Number of concurrent users at peak times 300 per minute ;  7,000 per hour 

Total Circulation (using self-checkout stations) 7,200,584 

             Checkouts 6,706,608 

             Renewals  493,976  

Total number of returns using self-checkout 1,411,658 

Total number of payment transactions (at self-

checkout stations) 

187,137 

             Cash transactions 137,798 

             Credit transactions  48,541 

             Check 798 

Total number of check-out stations 243 

             Stations that accept payment 228 

             Non-payment (LTE) machines 15 

Largest number of stations in one location 20 

Smallest number of stations in one location 1 

Total number of staff RFID workstations  279 

 

 

V.    SCOPE OF SERVICES 

 

The Queens Library is seeking a proposer to provide library materials self-checkout solution, 

installation and support services (“self-checkout”) to replace the Library’s self-checkout system 

with a new solution that includes desktop self-checkout machines, freestanding kiosk type and 

other new self-checkout solutions. The Successful Proposer’s self-checkout solution is expected 

to not only include the Library’s self-checkout system’s current functionality, but also provide 

innovative features that aim to enhance the Library staff and the Library’s customer experience. 

Additionally, the Successful Proposer should provide hardware and software installation and 

integration with the Library’s systems, the  removal and environmentally friendly disposal of 

existing equipment,  training of key Library staff, maintenance and support of the proposed 

solution, as well as provide solution consumables such as printer receipt tape and printer ink.  

 

Proposers to provide a response to all the requirements below in the RFP section VI. 

PROPOSAL REQUIREMENTS, B submission. 

 

SECTION 1 – LIBRARY MATERIALS SELF-CHECKOUT SOLUTION 

 

1.1        Proposed Solution 

 

Proposer to provide a Statement of Work, that includes a complete self-checkout solution of 

hardware, software, installation of the new software and hardware, maintenance and consumables 
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and the environmentally friendly removal and disposal of the Library’s existing self-checkout 

equipment. 

 

 

A. Hardware 

 

The Proposer’s Statement of Work shall include, but is not limited to: 

 

1. Describe how proposed hardware can meet or exceed the specifications in the self-checkout 

Requirements document, located in section 1.2; 

 

2. Provide diagrams/schematics and specifications such as power and data connectivity 

requirements, of both desktop unit and freestanding unit; 

 

3. Provide information about anticipated lifespan of hardware; 

 

4. Provide product warranty information; 

 

5. Provide information about hardware performance standards and service level agreement; 

 

6. Describe customization options through add-on accessories, if available; 

 

7. Describe installation process, including disposal of existing Library self-checkout hardware 

in accordance to NYC rules as applicable, http://www1.nyc.gov/nyc-

resources/service/4661/electronic-disposal-information , and; 

 

8. Provide help desk support and ticketing process description along with escalation path. 

 

B. Software 

 

The Library requires that all data collected through the solution is the property of the Library. In 

general, Proposer’s Statement of Work response for this section shall include, but is not limited 

to: 

 

1. Describe how proposed software can meet or exceed the specifications in the self-checkout 

Requirements document, located in section 1.2; 

 

2. Provide separate diagrams and specifications such as storage, security and connectivity 

requirements, of both desktop unit and freestanding units; 

 

3. Provide anticipated update cycle of software; 

 

4. Provide product warranty information; 

 

5. Provide performance standards and service level agreement; 

 

6. Describe software customization options and recommendations; 

 

http://www1.nyc.gov/nyc-resources/service/4661/electronic-disposal-information
http://www1.nyc.gov/nyc-resources/service/4661/electronic-disposal-information
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7. Describe reporting capabilities; 

 

8. Provide User License Agreement, if required;  

 

9. Provide options for software source code escrow agreement; 

 

10. Describe installation/integration process responsibilities, and; 

 

11. Provide help desk support along with escalation path. 

 

C. Installation Services 

 

In general, your Statement of Work response for this section may include, but is not limited to: 

 

1. Provide a description of the complete installation process and system testing methods;  

 

2. Provide performance standards and service level agreement, and; 

 

3. Describe the type of product literature, As-Built drawings, operating manuals and runbook 

upon the Library will receive at the completion of each installation project, as appropriate. 

 

D. Staff Training 

 

In general, Proposer’s Statement of Work for this section shall include, but is not limited to: 

 

1. Describe the basic training to be provided to ten key Library staff who will turnkey training to 

other Library staff; 

 

2. The Central Library facilities can host the training sessions; 

 

3. The Library requires its key project team to have unlimited interaction with proposer’s sales 

sand technical support staff during installation planning,  installation phase, and to follow-up 

immediately after installation , and; 

 

4. Provide a list and describe any supplementary resources such as, manuals, customer instruction 

information, helpdesk scripts, etc. to be available to the Library. 

 

E. Solution Maintenance and Support 

 

Maintenance services shall include, but are not limited to: 

 

1. Provide the process for handling technical support requests, on-site and remote as needed; 

 

2. Describe the cyber-security remediation and restoration plans in case of disaster or breach; 

 

3. Describe the response and resolution times for repair and hours of support provided by 

Consultant or 3rd party Company responsible for support, if 3rd party Company is being used 

please provide information about that Company and their qualifications;  
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4. Telephone support: include support hotline, hours of operation, availability of 24x7 hotline, 

etc.; 

 

5. Customer Support: define ‘levels’ of support and associated response times, if applicable. 

Define what level of support is being proposed. Include problem reporting and resolution 

procedures; 

 

6. Software upgrades/product enhancements/bug fixes/patches; 

 

7. Provide performance standards and service level agreement, and; 

 

8. Provide the escalation path with contact information of key staff at each level. 

 

F. Solution Consumables 

 

Consumables for this RFP are defined as the supplies used for the printing of customer receipts, 

including printer ink cartridges, receipt tape and other items identified in the proposer’s self-

checkout solution: 

1. Provide specifications of printer cartridges and receipt tape, and; 

 

2. To the extent possible, printer paper should be BPA free. 

 

1.2 General and Technical Requirements 

 

The following chart describes the requirements for the RFID system. In the Vendor Response 

field for each feature, please indicate Y, N, D, or P, where: 

 

Y: YES. Feature, function, product, or service is available as requested and is fully operational 

using the version proposed 

D: IN DEVELOPMENT. Feature, function, product, or service is under active development and 

is operating in a test environment 

P: PLANNED. Feature, function, product, or service is planned. No development has begun 

N. NO. Feature, function, product, or service is not available, in development, or planned. 

 

Explanations, descriptions, and comments should be included in an appendix attached to this 

response form. When referring to a requirement in the appendix, please reference the relevant 

requirement number such as “1.5.” 

 

 

 Self-Checkout Requirements  

1 General Indicate  

Y, N, D, or P 

1.1 Able to read Queens’ Library RFID tags. Queens Library write the item 

barcode to the RFID tag. The current Library’s Self-Checkout software 
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uses a translation table to read and write the barcode in a shorter version. 

The translation table will be provided to the vendor prior the pilot.   

1.2 Able to read RFID patrons’ library cards.  

1.3 
Integrates with Library’s current ILS (Virtua v. 16.0) as well as with any 

new ILS the library may migrate to in the next 2 years.  

1.4 Kiosks are available.  

1.5 

Able to print or email lists of all currently borrowed items and items ready 

for pick up to the email address on the account or print the list from the 

machine’s receipt printer. 
 

1.6 Able to print and/or email checkout and payment receipts.  

1.7 Able to display marketing on self-checkout screens.  

1.8 Able to display recommend reading, novelist or something similar.  

1.9 Supports both credit w/chip and cash fine/fee payments.  

1.10 
Able to print customized checkout receipt that has “You saved $xx.00” by 

this free checkout from the library. 
 

1.11 Able to take donation by cash and or credit card.   

1.12 
Patron registration function/module to register new patrons for library 

cards. 
 

1.13 

Auto detect hardware and software problems and present a visual 

notification at the stations for the staff and the patrons. In addition to 

sending system notifications emails. 

For example, ILS SIP down, printer is out of paper, disabled antenna, etc. 

 

1.14 

Offline mode. Ability to allow basic checkouts when the ILS is down. 

Transactions will be loaded to the ILS automatically when the ILS is 

available again.  

 

2 Admin and Settings Indicate  

Y, N, D, or P 

2.1 

Centralized administration tool that allows for remote management and 

settings/configurations to be made and pushed out to workstations and 

system, branch, and workstation levels. 
 

2.2 

UI/UX Configuration tools. UI must accommodate configuration changes 

to language, font, print, layouts, videos, color and promotional content 

without changing the application. 
 

2.3 
UI / UX Display Parameters. Able to accommodate multiple font sizes, 

contrast controls, sound.  

2.4 Language Definitions. Able to translate interface into multiple languages.   

2.5 
Language Defaults. Default language(s) can be configured at the system, 

branch, and workstation levels.  
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2.6 

Module Management. Currently, Queens Library self-checkout is 

comprised of 4 modules: 

• Items Currently Borrowed 

• Fines  

• Items for Pickup 

• Check Out 

All modules can be configured to show/hide at the system, branch, and 

workstation levels 

 

2.7 
Receipt configuration. Able to maintain/manage receipt graphics, text, 

font, and content of all print and email receipts.  

2.8 

Credit card option parameters. Able to define which credit cards are 

accepted. Currently, Queens Library supports Visa, Master Card, and 

Discover. 
 

2.9 
Payment options configurations. Payment options (cash, credit, etc.) can 

be configured to show/hide at the system, branch, and workstation levels.  

2.10 
Session timeouts. Able to configure for timing out inactive 

screens/modules.  Time should be collected in seconds.  

2.11 
Local advanced admin interface. Administrators with proper credentials 

have access to more advanced configuration settings at each terminal.   

2.12 
Card number/PIN display. Able to set how the library card number and/or 

PIN display: full number, asterisks, or blank  

2.13 
On-screen keyboard/keypad. Able to set if an onscreen keyboard 

and/numerical keypad will display and be accepted.  

2.14 

Able to print a request receipt/wrapper. A request wrapper is a print out 

the first four letters of the patron’s last name, last four digit of the patron 

card number, the request pull date and title of the book. 
 

2.15 
Email options. Able to turn email receipts on/off with additional flag to 

accept user-entered email or only use email that is on file.  

2.16 

Logging/Reports. Important events will be logged: 

 SIP messages 

 Items checked out or renewed 

 Items checked in 

 Payments (type, method, amount) 

 Errors 

 

2.17 
Logging Details. All logs can include: 

 Transaction ID 
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 Transaction Location 

 Holding Location 

 Due Date 

 Item Barcode 

 Bib ID 

 Date/Time 

 Terminal ID 

 User ID 

3 UI/UX Indicate  

Y, N, D, or P 

3.1 Public Interface. Able to customize public interface.  

3.2 Staff Interface. Able to customize staff interface.  

3.3 

Foreign Languages. Able to support multiple languages on the pubic 

interface for all text strings and graphical elements (ie: buttons). The 

following languages are the core languages that must be available: 

English, Spanish, French, Korean, Simplified Chinese, Traditional 

Chinese, Russian, Arabic, Urdu, and Bengali. 

 

4 Staff Tools Indicate  

Y, N, D, or P 

4.1 

Local staff interface. Staff should be able to perform the following 

functions: read/write tags, activate/deactivate anti-theft bit, check-

in/backdate, clear blocked card, cash management, access to logs). 
 

4.2 

Coin Management. An interface should make it simple for staff to see the 

number of each coin (dollar, dime, nickel) that should be in the machine, 

the actual number of coins, the total amount and the number that needs to 

be removed or added. 

When changes are made the numbers adjust accordingly. 

 

4.3 

Coin management – coin removal. There are on-screen buttons that will 

dispense coins, both individual coin types or all coins to the appropriate 

opening amount. 
 

4.4 
Coin management – adding coins. Staff able to add coins when  

necessary.  

4.5 
Print hold wrappers. Able to print “Hold” wrappers during check in for 

items that are available for pick up.  

4.6 

Logs. There are log files with full audit trails to verify transactions 

conducted on self-checkout units against the transactions recorded on the 

ILS, hardware, and PPS. 

Logs are automatically sorted with the newest actions at the top of the list. 
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4.7 

Event Log. It is possible to track a person’s entire self-check transaction, 

including when they logged in, what was checked out, if fines were paid, 

if change was dispensed, or if there were any errors. Details can include: 

date & time, patron ID, barcode, and event type (new session, deposit, 

dispense required/failed/successful, ILS payment message, end session). 

 

4.8 

Payment Log. Shows all of the payments, both cash and credit made on 

that machine, and include date & time, patron ID, barcode, type, amount, 

method, transaction ID, gateway, and status. 
 

4.9 

Cash Log. Shows all of the coins going in and out of the machine, 

including the removal or addition of coins by staff. Details can include: 

date & time, patron ID, barcode, machine, event, amount, details (number 

of each coin type in the machine). 

 

4.10 Search Log. Possible to search selected log by Patron ID, date.  

5 Log In Indicate  

Y, N, D, or P 

5.1 
Card Number Entry. Cards can be placed on the RFID pad, scanned with 

the scanner, or card numbers can be typed in.   

5.2 PIN Entry. Must enter 4-digit PIN.   

5.3 Patron Blocks. Customers are blocked after 5 incorrect entries.  

5.4 

Select Language. Defaults to English, but can select another language to 

use during the session: Spanish, French, Korean, Simplified Chinese, 

Traditional Chinese, or Russian. 

Can change the language again in other screens. 

 

6 Dashboard Indicate  

Y, N, D, or P 

6.1 

Account Summary/Dashboard. After barcode and PIN authentication, 

customer is presented with a summary page that includes: 

 Items currently borrowed – displays total number of items on 

account 

 Account balance information – displays total amount in fees 

 Number of items ready for pickup – displays total number of 

requests ready for pickup 

 Check out 

 Block message(s) (if applicable) 

 Exit  

Tapping on any block will open the module. Tapping Exit ends the 

session. 
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6.2 

Account status message. At the top of the dashboard there is a message 

area that should display alerts regarding: blocks, expiration, and 

approaching expiration. 
 

6.3 

Module Availability. Modules where no actions can be taken (ie: no fees 

owed) are disabled, but there is no change in the UI. 

 When Check Out is temporarily unavailable due to a block it is grayed 

out and disabled. 

 

7 Items Currently Borrowed Indicate  

Y, N, D, or P 

7.1 

Items list. Displays a complete list of items currently on customer account 

with the following details: Barcode, Title/Author, Due Date, Status.  

Able to select items individually by tapping on the boxes or via Select 

All. Tapping Renew Selected will attempt to renew all selected items. 

 

7.5 
Overdue renewal alert. Alert user that renewing overdue items may result 

in fines and/or account suspension.  

7.6 
Successful Renew. Items that are renewed will turn green, have a status of 

renewed, and a yellow check in the renew column.  

7.7 

Failed to Renew. Items that fail to renew will turn red, have a status of 

Renewal Failed, a message under the items, and a Yellow not sign in the 

Renew column. 
 

8 Fees / Payments Indicate  

Y, N, D, or P 

8.1 

Overview. Displays complete list of all fees owed on the account with the 

following details: date posted, item barcode, title/author, fee type, amount, 

balance due, total fines. 

Able to return to the dashboard or continue to payment. 

 

8.2 

Calculator. Defaults to the total amount due, but is able to be edited using 

the on screen keypad as long as it does not exceed the amount due.  

Partial payments are allowed. 

 

8.2.1 All fee payments are applied to the oldest fees first.  

8.3 

Pay Unblock Amount. If customer owes over the fines threshold, they are 

able to click “Pay Unblock Amount” and the amount that will bring them 

under the threshold to the nearest $0.05 is automatically calculated and 

entered into the field. 

 

8.4 Payment Options. Choice of paying with debit/credit or paying with cash.  
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8.5 Credit. Integrates with library’s choice of payment gateway.   

8.5.1 

Gateway/Merchant Bank audit details. Writes the following data to the 

gateway/merchant bank: transaction details and “self-checkout transaction 

#nnnn” (add to description field). 
 

8.5.2 
Retrieve and store payment gateway/merchant bank transaction ID in our 

logs.  

8.6 
Payment processing message. After card is used, screen displays a pop up 

indicating “Payment in process, please wait”.  

8.7 
Credit Card declined. If the credit card payment is declined, customers are 

notified and offered an alternate payment method .  

8.8 
Cash payments. Accepts cash payments of bills, dollar coins, quarters, 

nickels, and dimes at self-checkout kiosks.  

8.8.1 
Cash payment details. Displays the amount being paid and the amount 

deposited. The deposited amount updates as bills or coins are entered.  

8.8.2 
Able to select Finish Paying to end the transaction if the amount currently 

deposited is less than the amount the customer originally intended to pay.  

9 Items for Pick Up Indicate  

Y, N, D, or P 

9.1 

Item list. Displays complete list of requested items ready for pickup in the 

form of cards with the following details: Title/Author, pickup location, 

pickup expiration date. 

Currently only includes the items ready for pickup, not the customer’s full 

request list. 

 

10 Check Out Indicate  

Y, N, D, or P 

10.1 Check out only using RFID tag.  

10.1.1 
Turns off the theft bit portion of the RFID tag only when item is 

successfully checked out.  

10.2 

System error messages. If something interferes with check out, the system 

generates specific error messages that identify the problem (ie: SIP, PPS, 

database, terminal, power, network, etc.). 
 

10.3 

Check out workflow. Able to check out multiple items at once by stacking 

them on the RFID pad with a count of the items being checked out that 

updates as items are added or removed from the pad. 
 

10.3.2 
Tapping Check Out will check the items out. A new screen displays the 

items with due dates.   



15 

 

If items fail to check out, they are highlighted in red with an appropriate 

error message. 

10.3.3 

Add more items returns the customer to the first check out screen to check 

out more items. 

When the receipt is printed, all items will be listed regardless of how 

many batches the check-out was done in. 

 

10.4 

Check out receipt details. Check out receipts can include the following 

details: configurable header/footer, date/time, location, checked out item 

details, items ready for pickup details, pending request details, 

outstanding fees details, summary of activity, etc.) 

Sort checked out items by due date. 

Sort pending requests by expiration date. 

 

 

 

SECTION 2 – SOLUTION INSTALLATION   

A successful rollout of the new solution can only succeed with the proper collaboration between 

the selected vendor and Library staff. Describe your complete methods for installation of the 

solution back-end software, end-user hardware, solution-testing methods and hand-off to Library.  

SECTION 3 – COSTS 

 

Proposers to provide its costs in a separate, sealed interior envelope labeled “Cost Information”.  

Proposers are required to provide its Maximum pricing for the first two years from the date of the 

commencement of a contract with the Library. For year’s three through fifteen of the contract 

Proposers are to provide a single Maximum percentage increase that would apply to all pricing. 

 

On the information below and throughout this RFP, proposers to provide pricing for its self-

checkout solution including pricing for the various commodities, professional services, hardware, 

software and all activities for the complete installation of the solution across all Library branches. 

Identify any other possible fees and costs associated with the solution implementation, operation, 

long-term maintenance and all other fees, costs and expenses. Failure to adhere to this RFP section 

instructions and an pricing, costs, fees and expenses not disclosed to the Library in a proposer’s 

proposal will not be considered by the Library and will result in a proposal being deemed non-

responsive.  

 

At the sole discretion of the Library, the Library reserves the right to negotiate lower pricing and 

to request best and final offers. 
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  Hardware   

  Hardware Type Estimated Quantity 

1 Desktop 129 

2 Kiosk 46 

  Total 175 

     

  Training   

  Library Staff Title Estimated Quantity 

1 Train the trainer staff 10 

   

SECTION 4 – INTERVIEW/ PRODUCT DEMONSTRATIONS 

 

Proposers are to indicate if they are willing to participate in interviews and product demonstrations 

as provided below. Invitations for interviews and product demonstrations will only be extended to 

proposers selected in the sole judgement of the Library.  

 

The self-checkout vendor demonstrations will be full day demos. Some of the day will be 

specifically to address IT concerns and questions and the rest will be for the business.  We expect 

the vendors to bring their own hardware, preferably a kiosk, and be able to demonstrate at a 

minimum the following core functionality: 

 Check-out 

 Check-in 

 Payments 

 Renew  

 My account 

 Reading tags 

 Writing Tags  

 Financial Reporting 

 Admin console - ability to customize/brand the interface 

SECTION 5 – SELF-CHECKOUT PILOT 

 

Proposers are to indicate if they are willing to participate in a two month production use self-

checkout pilot as provided below. Invitations for self-checkout pilot will be only be extended to 

proposers selected in the sole judgement of the Library.  

 

The self-checkout pilots will be a fully functional production instance of the software and hardware 

that will be used by both patrons and staff. It will take place in two locations – Central Library and 

a second branch location to be selected by the evaluation committee. In each location, there will 

be both a desktop unit and a kiosk with all of the core functionality as well as any other third party 

integrations that the library is interested in.   
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Financial reporting is critical and the solution’s reports should at a minimum, integrate into Queens 

Library’s current financial reports used for reconciliation at the beginning of every day. 

Hardware involved in the pilot: 

 2 desk top units (1 for each locations) 

 2 kiosks (1 for each location) 

 Credit card machines (desktop and kiosk) 

 Cash collection/dispensers (bills and coins) (kiosk only) 

Staff should be able to: 

 Read and write Queens Library RFID tags 

 Check-in materials 

 Run financial reports 

 Have access to the admin console to customize/brand the interface 

Patrons should be able to: 

 Check-out materials 

 Make credit card payments (desk top and kiosk) 

 Make cash payments and receive change (kiosk only) 

 View My Account – see items currently checked out and renew, view requests, etc. 

 

VI. PROPOSAL REQUIREMENTS 
 

The following is a list of the information that must be provided in the Proposal. A proposal that 

does not include all the information requested below may be deemed non-responsive and subject 

to rejection. Proposals should respond to all areas listed below, in the order listed. 

 

Proposers shall indicate in their proposals what information, if any, is proprietary and confidential. 

Proposers are hereby advised that the Library is subject to the New York State Freedom of 

Information Law (“FOIL”). Material marked “Confidential and Proprietary” will be treated as such 

to the extent consistent with the obligations under FOIL, other applicable law, regulation or legal 

process. 

 

A. Management and Qualifications 

 

In setting forth its qualifications, each firm shall provide the information requested below, as 

appropriate. Responses to this Section should be limited to twenty (20) single-sided pages in total 

(not including resumes), and shall be prepared on 8½ x 11-inch paper using at least 12-point type 

with standard margins no less than 1”.  

            

Cover Letter (2-page limit) 
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A cover letter, which shall be considered an integral part of the submission, shall be bound with 

the submission and signed by the individual authorized to bind the firm contractually. In signing 

the cover letter, the firm agrees to be bound by the terms of this solicitation and its submission 

hereunder for no less than 180 days. The cover letter shall contain a statement that the firm’s work 

for the Library will not create any conflict of interest. If your firm believes that a conflict may 

arise, the nature of the conflict should be described – see question 15. 

            

General Information (20 page limit) 
 

1. Provide the firm’s legal name, address, tax ID number and state of incorporation for the 

contracting entity submitting the submission. 

 

2. Brief history of the company and successful experience installing the products and services 

requested in this RFP, any similar past or current projects in which the proposer has been 

involved, and the proposed key staff in providing the work described in this RFP, with specific 

references to work for public sector, not-for-profit corporations, library systems or other like-

entities.   

 

3. Describe the company’s commitment to standards and interoperability in library systems. 

Including documentation that describes the type, standard, and/or level of PCI compliance met 

by the proposer. 

 

4. Provide the name, title, address, telephone, fax number and e-mail address of the individual 

the Library should contact with respect to your submission. 

 

5. Attach for each key staff position a resume and/or description of their qualifications.  In 

addition, provide a statement certifying that the proposed key staff will be available for the 

duration of the project. 

 

6. To the maximum extent possible, identify the lead individual and the individual(s) who will 

perform the tasks outlined in the Scope of Services. Provide a narrative of describing your 

firm’s proposed approach to library projects including the firm’s understanding of the 

objectives and complexities of the project, methodology for tracking and maintaining the 

project’s budget and schedule, and techniques for problem solving. 

 

7. Identify if your entire or partial solution is now or can be made available to the Library through 

a government contract such as GSA, NYS OGS, etc. 

 

8. Identify any additional services not covered in the Scope of Service sections that your firm 

believes may be of particular value to the Library. Please describe why you believe these 

services to be relevant. 

 

9. Identify any services listed in the Scope of Services your firm is not able to perform and explain 

why you are not able to perform these services.  

 

10. Provide a minimum of three (3) recent clients as references from clients of similar size to that 

of the Queens Library and this Scope of Services (a “Reference Client”). Provide the Reference 

Client’s name, contact person, title, address, and telephone number. Please provide details on 
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the work performed for each Reference Client, including, the length of any contract, project 

costs, size of project, completion date and explanation of how the work performed is similar 

to the work required by the Library, as well as any other pertinent information relevant to 

representing your qualifications to perform the work. 

 

11. Explain how you will safeguard and keep confidential the data and information provided by 

the Library to you. 

 

12. Provide copies of your two (2) most recent audited financial statements. If audited financial 

statements are not available, please explain why and identify how the Library can assess the 

financial condition of your firm.  

 

13. Identify any sub-contractors that you plan to utilize as part of your proposed team.  

 

14. Discuss any past or present civil or criminal legal investigations, litigation or regulatory action 

involving your firm or any of its employees that could affect your role or ability to serve as a 

consultant to the Library. If none, include a statement that there are no past or present civil or 

criminal legal investigations, or pertinent litigation and or regulatory actions that could impact 

your firm’s ability to serve in the required capacity. 

15. Identify the nature of any potential conflict of interest your firm or any proposed sub 

consultants might have in providing consulting services under this solicitation to the Library. 

 

(a) Discuss fully any conflicts of interest, actual or potential, which might arise 

in connection with your firm's involvement with the Library. If your firm 

believes that a conflict of interest might arise, please describe how such 

conflict would be resolved. 

 

(b) State whether your firm represents any party that is or may be adverse to the 

Library. 

16. You must certify in writing that your representation of the Library will not create any conflict 

of   interest involving that firm. 

 

 

B. Response to RFP Section V SCOPE OF SERVICES 

      (Not counted towards page limit) 

 

 

C. Other (Not counted towards page limit) 

 

1. Firms must either provide a statement accepting the terms and conditions in the Library’s 

General Terms and Conditions, Attachment 2, or must alternately identify any exceptions taken 

to the terms and conditions.  Any supplemental contract language that a proposer requires is 

considered by the Library as an exception and must be included in a proposer’s proposal. If 

exceptions are taken, the firm must clearly identify the language that is being taken exception 

to and provide the suggested alternate language for each such exception.  The nature and extent 

of exceptions, if any, taken by the firm to the Library’s terms and conditions will be a factor 
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considered in evaluating submissions.  Firms that demonstrate a willingness to accept the 

Library’s terms and conditions will be given more favorable consideration by the Library.  

 

At any time during the RFP process, the Library, in its sole discretion, may reject a proposal 

that has exceptions to the Library’s terms and conditions. 

 

2. Firms shall indicate in their submissions what information, if any, is proprietary and 

confidential.  Firms are hereby advised that the Library is subject to the New York State 

Freedom of Information Law (“FOIL”).  Material marked “Confidential and Proprietary” will 

be treated as such to the extent consistent with the Library’s obligations under FOIL or any 

other applicable laws, rules or regulations, and will not otherwise be disclosed by the Library 

except as necessary for the evaluation of submissions. 

 

3. Firms shall confirm that they will meet the insurance obligations. 

 

4. Firms to complete all forms if Attachment 1 and Attachment 3- Local Law 34. 

 

 

 

VII. EVALUATION AND SELECTION 
 

 

A. Evaluation Criteria 
 

A Selection Committee consisting of Library staff will evaluate the properly received proposals. 

This Selection Committee will make its recommendations to the Library for its determination as 

to its awards of a contract. The Selection Committee will consider the following factors, though 

not necessarily listed in the order of importance, in considering submissions: 

 

1. The firm’s previous experience in providing the proposed services to not-for-profit 

corporations, library systems, public sector and other similar clients. 

 

2. The qualifications, experience and availability of the lead person(s) and team assigned to 

provide services to the Library. 

 

3. The firm’s proposed approach to library projects, including the firm’s understanding of the 

objectives and complexities of library projects, methodology for tracking and maintaining 

the project’s budget and schedule, and techniques for problem solving.  

 

4. The firm’s response to RFP Section V including the Library’s assessment of costs. 

 

5. Overall organization, completeness, and quality of submission, including cohesiveness, 

conciseness, clarity of response, demonstrated understanding of the Library, and degree of 

acceptance of the Library’s terms and conditions in the Library’s Standard Consulting 

Agreement; and 

 

6. Interviews and product demonstrations for proposers selected by the Library. 
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7. Proposer self- checkout pilot for proposers selected by the Library. 

 

 

B. Selection Process  

The Selection Committee will evaluate all responsive proposals based on the criteria enumerated 

in Section VII (A 1-5), as referenced above. The Selection Committee may afford firms the 

opportunity to clarify submissions for assuring a full understanding of their responsiveness to the 

solicitation.  

 

The Selection Committee will conduct interviews and product demonstrations of proposers at the 

sole discretion of the Library found to be most qualified to perform the services required. Proposers 

selected for interviews and products demonstrations, Section VII (A 6), as referenced above, will 

be notified in writing advance of the interview date. Proposes not selected for an interview and a 

product demonstration will be notified that they have not been selected and that its proposal is no 

longer under consideration by the Library. 

 

The Selection Committee will invite product pilots of proposers at the sole discretion of the Library 

found to be most qualified to perform the services required. Proposers selected for self-checkout  

pilots, Section VII (A 7), as referenced above, will be notified in writing advance of selection for 

the self-checkout  pilot. Proposes not selected for a self-checkout pilot will be notified that they 

have not been selected and that its proposal is no longer under consideration by the Library. The 

Library reserve the right to conclude a proposer’s self-checkout pilot at its sole discretion.  

 

At the conclusion of the self-checkout  pilots, the Library anticipates awarding a contract to a 

responsive and responsible firms whose proposal is determined to be the highest quality and most 

advantageous to the Library, taking into consideration the overall quality of the submission as 

measured against all the evaluation criteria above.  

 

Prior to the award of any contract(s) under this solicitation, the Library will conduct a vendor 

responsibility assessment and may require eligible firms to answer questions and provide 

additional information to supplement the information provided in the Vendor Responsibility 

Questionnaire to assist the Library in making such a determination. 

 

All remaining proposers will be notified in writing once a proposal has been selected. 

 

 

VIII. PROPOSAL INSTRUCTIONS AND CONDITIONS 

 

A. Limitations 
 

1. This RFP does not commit the Library to award a contract, pay any costs incurred in the 

preparation of a response, or procure or contract for services of any kind whatsoever. The 

Library reserves the right, in its sole discretion, to accept or reject any or all proposals as a 

result of the RFP, to negotiate with any or all firms considered, and to cancel this RFP in whole 

or in part. The Library reserves the right to request additional information from all Proposers. 
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2. Proposers may be requested to clarify the contents of their proposals. Other than to provide 

such information as may be required by the Library, no Proposer will be allowed to alter its 

proposal or to add new information after the RFP due date.  

 

3. Proposers may be required to participate in negotiations and to submit any price, technical or 

other revisions to its proposal which may result from such negotiations. 

 

4. Proposers must fully execute the forms contained in Attachment 1 and Attachment 3 and 

submit them with its proposal. 

 

5. All material submitted in response to this RFP will become the sole property of the Library. 

 

 

B. Proposal Submission 
 

1. Proposals must include a cover letter indicating the mailing address of the office from which 

the proposal was submitted, the name and email address of the individual who will represent 

the firm as the primary contact person for the proposal, and the telephone and facsimile 

numbers of the primary contact person.  

 

2. Non-responsive proposals include, but are not limited to, those that: 

 

(a) Do not conform to the RFP requirements and instructions;  

(b) Are conditional; or   

(c) Contain a material omission(s).  

 

The Library may waive minor informalities or irregularities in a proposal that are merely a matter 

of form and not substance, the correction of which would not be prejudicial to other proposers. 

 

C. Administrative Specifications   
 

1. All proposals must be irrevocable for 180 days and signed by an authorized officer 

of the firm. 

 

2. The successful Proposer(s) must agree to provide the Library with audit access on 

request during the term of the contract and for 7 years thereafter.  

 

3. The Library at any time and in its sole discretion, may terminate its contract with 

the successful proposer(s), or postpone or delay all or any part of the contract, upon 

written notice. 

 

4. All Proposers are obligated to update any changes in their proposals prior to the 

proposal due date. 
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D. Addendum, Errors and Omissions 

 

1. If a Proposer discovers any ambiguity, conflict, discrepancy, omission or other error in this 

RFP, it shall immediately notify William Funk, in writing, of such error and request 

clarification or modification to the document.    

  

2. Should the Library find it necessary to modify this RFP, a notice of that modification will be 

made by way of an addendum that will be posted to the RFP website.  

 

3. If a Proposer fails to notify the Library of a known error or an error that reasonably should 

have been known prior to the final filing date for submission, the Proposer shall assume the 

risk. If awarded the contract, the Proposer(s) shall not be entitled to additional compensation 

or time by reason of the error or its late correction. 

 

E. Debriefing of Unsuccessful Proposers 

 

Upon written request via email to William Funk, a debriefing will be scheduled with an 

unsuccessful Proposer after the Library has provided notice of its selection of one or more 

successful Proposer(s). Discussion will be limited to a critique of the proposal submitted by the 

Proposer requesting the debriefing. Comparisons between proposals or evaluations of the other 

proposals will not be discussed. Debriefings may be conducted in person or on the telephone, at 

the Library’s discretion. 

 

 

 


