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Re: 2026.0285, City RFP - City of Stamford Website Ecosystem Redesign, Development, and Hosting
Awarded Supplier: Revize Government Websites
 
Dear Mr. Jean,
 
This is to notify you that a contract is being conditionally awarded to your firm subject to the
satisfactory compliance with, and adherence to, all of the terms, conditions and specifications
contained in the RFP referenced above. This award is further conditioned upon successful
registration with the State of Connecticut Secretary of State’s Business Registry
https://business.ct.gov/start-your-business/register-your-business.  This award is also
conditioned upon completion of (if not completed already) and approval of the Stamford
Supplier Cybersecurity and ADA Compliance Questionnaire found at [City of Stamford] Supplier
Cybersecurity Questionnaire.
 
In accordance with the specifications in the subject referenced RFP, you are obliged to provide the
Purchasing Department, within TEN (10) calendar days from the date of award of this conditional
award letter, the following documents:
 
1.            Certificate of Insurance in the amounts required in our Proposal specifications and in
accordance with the attached insurance requirements. Please make sure that the following
requirement is met:
“THE CITY OF STAMFORD, IT OFFICERS, AGENTS AND EMPLOYEES MUST BE DESIGNATED AS
ADDITIONAL INSUREDS.”
To expedite this contract award, please, submit a copy of the Insurance requirements to your
insurance company, so that a Certificate of Insurance can be provided in accordance with these
requirements.
 
Failure to comply with all the requirements set forth in this email, including the Ten (10) Calendar
Day requirement, may result in the forfeiture of this award and any subsequent damages related
thereto.
 
Please be advised that once the Purchasing Department has received all of the required documents,
the City’s Department of Legal Affairs will prepare a draft contract and will forward it to you for your
review. In the interim, you are advised that this letter does not constitute a contractual obligation
and you are not authorized to perform any of the work encompassed by the subject referenced RFP,
until such time as both your firm and the City of Stamford have executed a contract.
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Managing Deliverables 
 


Audience: Supplier Portal User 
 
Purpose:  This job aid will assist you with steps to validate and submit supplier deliverables.  
 


 Step  Action  


1  Log into the Oracle system.  Enter your User ID and Password. 


 


 NOTE: Your login User ID will be your email address. 
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 Step  Action  


2  Select the Supplier Portal icon from the Home page. 
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 Step  Action  


3  From the Tasks menu, click the Manage Deliverables link in the Contracts and 
Deliverables section. 
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 Step  Action  


4  Use the criteria to search a single Deliverable or click the Search button to display a 
list of Deliverables.   


 
 


5  Click the Deliverable Name link.   


 
 


6  Review the Description to determine the actions required to complete the 
Deliverable. 
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 Step  Action  


7  Enter a response for the Deliverable in the Notes field. 


 


8  (Optional) Select the Attachments tab. 


 


NOTE:  Not all deliverables require an attachment.  Skip to step 14 if an attachment 
is not required. 
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 Step  Action  


9  Click the Add (+) icon. 


 


10  Click the Type dropdown list. Use the default Type of File when attaching Word, 
Excel, PDF documents. Types of attachments include:  


 File – Use for documents. 
 URL – Use to store website addresses. 
 Text – Use to store comments or notes. 


 


11  Click the Browse button to find and upload your required documentation. 
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 Step  Action  


12  File Explorer is displayed. Locate and highlight a file for attachment and click the 
Open button. 


 


13  (Optional) The Title field is populated with the file name but can be updated.  Click in 
the Description field and enter a description. 


 


14  Select ‘Submitted’ from the Status dropdown list. 
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 Step  Action  


15  Click the Save and Close button. 


16  Click the Done button. 


 


 
Next Steps:  Internal deliverable owner to review and close deliverable. 
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Managing Supplier Profile 


  
Audience: Supplier Portal User 
 
Purpose: Supplier users have the authority to manage supplier profile information. 


Supplier users can request changes to the following parts of a supplier's profile in Supplier 
Portal: 


• Organization Details  


• Tax Identifiers 


• Addresses  


• Contacts  


• Payments  


• Business Classifications 


• Products and Services 


Changes are subject to review and approval by the City of Stamford in accordance with the 
configured profile change request approval requirements. Supplier users can cancel a pending 
supplier profile change request or withdraw it to make additional edits. The request can then 
be resubmitted.  


NOTE: When your user account is created in Oracle, you will receive a Welcome email 
requesting you to create a password.  You will also receive an email with a link to log into the 
system.  If you have trouble logging into the system, please contact Erik Larson in the City of 
Stamford Purchasing Department at elarson@stamfordct.gov.   
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Step  Action  


1  Log into the Oracle system.  Enter your User ID and Password. 


 


NOTE: Your login User ID will be your email address. 


2   Select the Supplier Portal icon from the Home page. 


 







 
Step  Action  


3   Scroll down to the bottom of the Tasks menu on the left side of the page. Click the Manage 
Profile link in the Company Profile section. 


 
 


4   Click the Edit button at the top right of the page. 


 
 







 
Step  Action  


5   A warning message will be displayed. Select the Yes button to acknowledge the warning. 


 


6   Enter a Description of the updates in the Change Description field. 


 
 


7   You can now edit or append your company profile by navigating to the various tabs: 
Organization Details, Tax Identifier, Address, Contacts, Payments, Business Classifications and 
Products and Services. 
 


8  Review information on the Organization Details page and make any applicable updates. 


 


NOTE: Fields with an * are required fields.   


9  Select the Manage Attachments (+) icon to add any applicable attachments.  


 







 
Step  Action  


10  Click the Tax Identifiers tab.  Review information on the Tax Identifiers page and make any 
applicable updates.  


 


11  Click the Address tab.  A list of active addresses is displayed. Review the address information. 


 







 
Step  Action  


12  (Optional) To edit an address highlight the address row and click the Edit (pencil) icon. To 
add a new address, click the Create (+) icon. 


 


 


Enter/update the address information.  Select the Ordering checkbox if the address is to be 
used for purchase orders and agreements/contracts.  Select the Remit to checkbox if the 
address is to be used for payments. 


 


NOTE: If an address is no longer valid, enter a Date in the Inactive Date field. 







 
Step  Action  


13  Enter/update the address information.  Select the Ordering checkbox if the address is to be 
used for purchase orders and agreements/contracts.  Select the Remit to checkbox if the 
address is to be used for payments. Select the RFQ or Bidding checkbox if the address is used 
for entering responses to bids and RFPs. 


 


NOTE: If an address is no longer valid, enter a Date in the Inactive Date field. 


14  Click the Contacts tab.  A list of active contacts is displayed. Review the contact information. 


 







 
Step  Action  


15  To edit a contact, highlight the contact row and click the Edit (pencil) icon. To add a new 
contact, click the Create (+) icon. 


 


Enter/update the contact information. Make sure there is a valid Email address. The contact 
email address is used as the login ID.  Select the Administrative Contact checkbox to ensure the 
contact receives notifications from the Oracle system. 


 


NOTE: Update the contact’s Status to ‘Inactive’ if the contact is no longer valid. 


16  In the Contact Addresses section click the Select and Add (page) icon to link the contact to an 
address. 


 







 
Step  Action  


17  Highlight one, some or all address lines then click the Apply button.  Click the OK button.   


 


NOTE: There may be times when a contact is associated with a remittance address and a 
different contact is associated with a purchasing or bidding address. 







 
Step  Action  


18  Select the Request User Account checkbox so a login is created for the contact. Click the OK button.


 


NOTE: Click Create Another button if you want to create another contact. 


19  Click the Business Classifications tab.  The Business Classification section is used to define 
Minority, Women-Owned, Disabled. Small or Non-Profit businesses. 


 







 
Step  Action  


20  In the Business Classifications section, select the None of the classifications are applicable 
checkbox if no classification is required for the supplier. Click the Add (+) icon to add a 
classification. 


 


21  Click the Classification dropdown arrow and select the applicable Classification from the list.  
Values include: 


• DBE 
• Small Business 
• MBE 
• Women Owned 
• Not-for-Profit 


 


22  Click the Certifying Agency dropdown arrow and select the applicable Agency from the list. 


 


23  Enter the Certificate information in the Certificate field, if applicable.  


 


24  Enter the Start Date and End Date, if appliable. 


 







 
Step  Action  


25  Click the Manage Attachments (+) icon to add attachments pertaining the supplier’s 
classification, if applicable. 


 


NOTE: You can add multiple classifications. Click the Add (+) icon to add another classification 
row. 


26  Click the Products and Services tab.  Products and Services is used to categorize the supplier’s 
supply base which allows the City Stamford to use the information to generate supplier 
invitations to bids, RFQs, and RFPs. 


 


NOTE: City of Stamford is using the 3 digit NIGP codes when defining the supplier’s Products 
and Services. 


27  Click the Select and Add (page) icon to add Categories to the Products and Services. 


 







 
Step  Action  


28  Click the checkbox in the Select column for the categories that match your company’s supply 
base. 


 


NOTE: Categories that begin with 0 – 8 are used for Goods and categories that begin with 9 are 
for Services.  


29  Click the Apply button to add selected Categories.  When all the Categories have been selected 
Click the OK button. 


30  Click the Save button. 


 


31  Confirmation message is displayed.  Click the Confirm button to acknowledge the message. 


 







 
Step  Action  


32  When all changes have been completed, click the Review Changes button. 


 


33  The Review Changes page is displayed.  Review your updated information.


 


NOTE:  Rows identified with a blue dot indicate the line was changed.  Rows with a green plus 
sign identify newly created rows. 


34  Click the Submit button. 


 


35   A confirmation message is displayed. Click the OK button to acknowledge the confirmation 
message. 


36  Click the Done button. 


 


  


 Next Steps: Supplier Administrator or Supplier Manager will review and approve the changes. 


    








CITY OF STAMFORD 
INSURANCE REQUIREMENTS 
Website Redesign and Hosting Services 


Vendor will be required to submit certificates of insurance, which contain the minimum 
insurance coverages described below: 


1. Commercial general liability insurance, with a minimum limit of liability of $1,000,000
combined single limit per occurrence and in the aggregate for bodily injury and property
damage.  Such coverage shall include the following:


(a) Products liability and completed operations, which shall be maintained for a
period of not less than three (3) years following completion of the services under
this Agreement or termination of the Agreement, whichever is later.


(b) Contractual liability insurance, which insures any indemnities contained in the
Agreement between Vendor and the City of Stamford.


(c) Broad form property damage coverage and operations liability.
(d) The City of Stamford and its employees, agents and officers designated as


additional insureds.
(e) Policy shall be underwritten on an occurrence basis.


2. Professional Liability/Errors & Omissions insurance which covers the services to be
provided pursuant to the Agreement between the City of Stamford and Vendor with a
minimum limit of liability of $1,000,000.


3. Cyber Liability insurance, including Data & Network Liability, Regulatory Defense &
Penalties, Breach Response and Cyber Extortion with a minimum limit of liability of
$1,000,000 per claim or per incident.  Coverage may be endorsed on another form of
liability coverage or written on a standalone policy.  The insurance must cover claims
that may arise from failure of Vendor’s security resulting in, but not limited to, computer
attacks, unauthorized access, disclosure of non-public data, transmission of a computer
virus, ransomware, or denial of service.  Vendor shall require same coverage from any
professional hosting company utilized in conjunction with this contract.


4. If on-site services are to be provided, including the delivery and installation of ancillary
equipment or software, hardware or technical support, the following additional insurance
will be required:


(a) Standard workers’ compensation, which complies with all state statutes and
regulations.


(b) Employer’s liability insurance, which contains limits of liability of not less than
$100,000 each accident, $100,000 disease policy limit and $100,000 disease-each
employee.


Appendix A: Insurance Requirements 







(c) Commercial automobile liability insurance with a minimum limit of liability of
$1,000,000 per accident; coverage for all owned, non-owned and hired vehicles;
City of Stamford and its employees, agents and officers designated as additional
insured.


5. If any insurance is underwritten on a claims made, as opposed to an occurrence basis, the
retroactive date in the policy shall be the earlier of the effective date of the Agreement
between Vendor and the City of Stamford or the date Vendor commences its services for
the City.  If the policy is cancelled, the policy shall also contain an extended reporting
date of not less than three years following termination of the Agreement between Vendor
and the City of Stamford or conclusion of the services rendered by the Vendor,
whichever is later.


6. All insurance required hereunder shall contain waivers of subrogation in favor of the City
of Stamford and its employees, agents and officers.  Vendor shall waive any right of
claim, loss or damage against the City of Stamford and its employees, agents and
officers.


7. All insurance policies required under this Agreement shall contain thirty (30) days prior
written notice to the City of Stamford’s Risk Manager in the event of cancellation,
termination or material change to any policy terms or conditions required hereunder.


8. The insurance required hereunder shall in no way serve to limit or reduce the liability of
Vendor under this Agreement.


9. Vendor shall provide the Risk Manager with certificates of insurance, which evidence the
insurance required hereunder.  Vendor shall provide the Risk Manager with renewal
certificates of insurance within 15 days prior to the expiration of the policies.  Vendor’s
failure to renew said certificates of insurance or insurance policies shall not be deemed to
be a waiver of Vendor’s obligations to comply with all provisions of these insurance
requirements hereunder.















 
Also, please be advised that the City’s Department of Legal Affairs will not begin to prepare a
contract until such time that your firm has fulfilled all the requirements, including but not limited to,
the provision of the required insurance certificates and other required documents.
 
Please note you will see emails from our Oracle ERP regarding a supplier profile or a future request
for a certificate of insurance.  Attached to this email are job aids to assist you with managing your
Oracle supplier profile or responding to a future request for information.
 
Thank you for your cooperation and attention to these requirements. If you have any questions,
please contact me.
 
Yours truly,
 
 
James Dignoti
Buyer
City of Stamford 
888 Washington Boulevard
P.O. Box 10152
Stamford, CT 06904-2152
(203) 977-4188

 

 


