
 

 

November 22, 2017 
 
 

Ms. Lisa C. Minnick 
President, WMU American Association of University Professors 
  
Via email only (staff @wmuapp.net) 
 
 Re:  Your Freedom of Information Act (FOIA) email request of November 13, 2017 
 
Dear Ms. Minnick: 
 
 The above-referenced FOIA request is granted in part and denied in part. 
 
 Your request for all proposals, contracts, and agreements between WMU and Interfolio and 
all bills and invoices is granted as to all non-exempt information.  Some of the relevant documents 
are attached.  However, we will need more time to collect and prepare additional documents.  We 
will provide you with an estimate of charges for the search, review, and preparation of the 
additional information when the additional documents are ready for release. 
 
 Your request for privacy, use-of-data, and disclosure policies and agreements is granted.  
You may find that information on Interfolio’s website at https://www.interfolio.com/ and on 
WMU’s Office of Institutional Equity Website at http://wmich.edu/institutionalresearch/fars.   
 
 Your request for drafts of all proposals, contracts, agreements, privacy, use-of-data, and 
disclosure policies and agreements is denied because the records you requested are exempt from 
disclosure under MCL §15.243(1)(m), which exempts communications and notes that are advisory 
and/or cover other than purely factual materials and were preliminary to a final agency 
determination of policy or action.  The public interest in encouraging frank communications 
between the University and its vendors so that the University can properly protect itself and 
taxpayer’s money by negotiating the best contract terms it can clearly outweighs the public interest 
in disclosure.   
 
 Your requests for “all correspondence between WMU employees and Interfolio and/or 
Faculty180” and “any and all other documents and materials involving Interfolio and/or 
Faculty180” are denied because they are not specific enough to allow the University to identify 
responsive, public, non-exempt records.  See MCL § 15.233(1).  You may resubmit this portion of 
the request with specific identification of timeframes, individuals, and/or positions of those whom 
you believe would have relevant information. 
 
  
 

https://www.interfolio.com/
http://wmich.edu/institutionalresearch/fars
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That portion of your request that refers to a “continuing request” is also denied because the type 
of materials you are requesting does not fit the relevant criteria.  Section 3 of MI FOIA (MCL § 
15.233(1)) allows for a “subscription to future issuances of public records that are created, 
issued, or disseminated on a regular basis.”  Because the University does not regularly create, 
issue, or disseminate documents related to its contract with Interfolio, there are no documents 
that fit that description.  The law does not require that the University create a new public record 
for purposes of responding to FOIA requests.  MCL §§ 15.233(5). 

 
If you disagree with this denial, you may submit a written appeal to the University 

President, which must include the word “appeal” and identify the reason or reasons supporting 
reversal of the disclosure denial.  You may also seek judicial review of the denial under MCL 
§15.240, a copy of which is enclosed which further explains your appeal rights.  

 
Pursuant to MCL § 15.234(1), please provide payment of $246.00 to cover the 

University’s expenses for researching and preparing this response, as set forth on the attached 
itemization form. Please send a check, payable to Western Michigan University, to Ms. Jessica 
Swartz, Freedom of Information Act Officer, 1903 W. Michigan Ave., Kalamazoo, MI 49008-
5423.  Failure to do so could jeopardize future requests.   
 
 You may find our FOIA procedures and guidelines at http://www.wmich.edu/legal/foia/. 
 
Sincerely, 

 
Jessica M. Swartz 
Freedom of Information Act Officer 

 
cc:  Nancy Mansberger, Ph.D., Director, Academic Labor Relations 
 
Encl. 
No.  17-145  
 
 
 
 
    

 

 



FREEDOM OF INFORMATION ACT (EXCERPT)
Act 442 of 1976

15.240 Options by requesting person; appeal; actions by public body; receipt of written
appeal; judicial review; civil action; venue; de novo proceeding; burden of proof; private
view of public record; contempt; assignment of action or appeal for hearing, trial, or
argument; attorneys' fees, costs, and disbursements; assessment of award; damages.
Sec. 10. (1) If a public body makes a final determination to deny all or a portion of a request, the

requesting person may do 1 of the following at his or her option:
(a) Submit to the head of the public body a written appeal that specifically states the word "appeal" and

identifies the reason or reasons for reversal of the denial.
(b) Commence a civil action in the circuit court, or if the decision of a state public body is at issue, the

court of claims, to compel the public body's disclosure of the public records within 180 days after a public
body's final determination to deny a request.

(2) Within 10 business days after receiving a written appeal pursuant to subsection (1)(a), the head of a
public body shall do 1 of the following:

(a) Reverse the disclosure denial.
(b) Issue a written notice to the requesting person upholding the disclosure denial.
(c) Reverse the disclosure denial in part and issue a written notice to the requesting person upholding the

disclosure denial in part.
(d) Under unusual circumstances, issue a notice extending for not more than 10 business days the period

during which the head of the public body shall respond to the written appeal. The head of a public body shall
not issue more than 1 notice of extension for a particular written appeal.

(3) A board or commission that is the head of a public body is not considered to have received a written
appeal under subsection (2) until the first regularly scheduled meeting of that board or commission following
submission of the written appeal under subsection (1)(a). If the head of the public body fails to respond to a
written appeal pursuant to subsection (2), or if the head of the public body upholds all or a portion of the
disclosure denial that is the subject of the written appeal, the requesting person may seek judicial review of
the nondisclosure by commencing a civil action under subsection (1)(b).

(4) In an action commenced under subsection (1)(b), a court that determines a public record is not exempt
from disclosure shall order the public body to cease withholding or to produce all or a portion of a public
record wrongfully withheld, regardless of the location of the public record. Venue for an action against a local
public body is proper in the circuit court for the county in which the public record or an office of the public
body is located has venue over the action. The court shall determine the matter de novo and the burden is on
the public body to sustain its denial. The court, on its own motion, may view the public record in controversy
in private before reaching a decision. Failure to comply with an order of the court may be punished as
contempt of court.

(5) An action commenced under this section and an appeal from an action commenced under this section
shall be assigned for hearing and trial or for argument at the earliest practicable date and expedited in every
way.

(6) If a person asserting the right to inspect, copy, or receive a copy of all or a portion of a public record
prevails in an action commenced under this section, the court shall award reasonable attorneys' fees, costs,
and disbursements. If the person or public body prevails in part, the court may, in its discretion, award all or
an appropriate portion of reasonable attorneys' fees, costs, and disbursements. The award shall be assessed
against the public body liable for damages under subsection (7).

(7) If the court determines in an action commenced under this section that the public body has arbitrarily
and capriciously violated this act by refusal or delay in disclosing or providing copies of a public record, the
court shall order the public body to pay a civil fine of $1,000.00, which shall be deposited into the general
fund of the state treasury. The court shall award, in addition to any actual or compensatory damages, punitive
damages in the amount of $1,000.00 to the person seeking the right to inspect or receive a copy of a public
record. The damages shall not be assessed against an individual, but shall be assessed against the next
succeeding public body that is not an individual and that kept or maintained the public record as part of its
public function.

History: 1976, Act 442, Eff. Apr. 13, 1977;Am. 1978, Act 329, Imd. Eff. July 11, 1978;Am. 1996, Act 553, Eff. Mar. 31, 1997;
Am. 2014, Act 563, Eff. July 1, 2015.

Popular name: Act 442

Popular name: FOIA

Rendered Tuesday, January 24, 2017 Page 1 Michigan Compiled Laws Complete Through PA 341 and
includes 343-366 and 407 of 2016

 Legislative Council, State of Michigan Courtesy of www.legislature.mi.gov



FOIA Fee Estimate Itemization Form

revised 3/23/17

Category of Costs/Description
Hourly 
Wage

Benefits 
Multiplier 

Used*
Hourly Wage with 

Benefits
Estimated Time 

(Hours) Amount
4 (1) (a) Searching for, locating and examining 
responsive records
 Charged at hourly wage of lowest-paid employee capable of 
searching for, locating and examining the public record, regardless of 
whether that person is available or who performs the labor
 Estimated and charged in increments of 15 minutes or more, with 
all partial time increments rounded down
Paralegal, Senior $28.00 1.50 $42.00 0.5 $21.00
Procurement Specialist $25.00 1.50 $37.50 0.5 $18.75

$39.75

4 (1) (b) Review directly associated with the separating 
and deleting of exempt from nonexempt information  
 Charged at hourly wage of lowest-paid employee capable of 
separating and deleting exempt from nonexempt information, 
regardless of whether that person is available or who actually 
performs the labor
 If public body does not employee a person capable of separating 
exempt from nonexempt information, may treat contracted labor costs 
in the same manner as employee costs
 Contracted labor costs must clearly note the name of contracted 
person or firm on this itemization, and shall not exceed an amount 
equal to 6 times the state minimum hourly wage rate
 Labor costs under this subdivision estimated and charged in 
increments of 15 minutes or more, with all partial time increments 
rounded down

1.50 $1.50 0 $0.00
Assistant General Counsel $50.00 1.50 $75.00 2.75 $206.25

$206.25
4 (1) (c) Nonpaper physical media costs 
 Actual and most reasonably economical cost of computer discs, 
computer tapes, or other digital or similar media
 Requestor may stipulate that records be provided on nonpaper 
physical media, electronically mailed, or otherwise electronically 
provided in lieu of paper copies



FOIA Fee Estimate Itemization Form

revised 3/23/17

 Does not apply if public body lacks the technological capability 
necessary to provide records on the particular nonpaper physical 
media stipulated



FOIA Fee Estimate Itemization Form

revised 3/23/17

4 (1) (d) Cost of paper copies (not including labor)
 Calculated as total cost per sheet of paper, itemized to show cost 
per sheet and number of sheets provided $0.10 
 Shall not exceed 10 cents per sheet of paper for copies of public 
records made on 8-1/2- by 11-inch paper or 8-1/2- by 14 inch paper 0
 Shall utilize most economical means available, including double-
sided printing, if cost saving and available $0.00
4 (1) (e) Duplication or publication
 Includes making paper copies, making digital copies, or 
transferring digital public records to be given to requestor on 
nonpaper media or electronically $0.00
 Charged at hourly wage of lowest-paid employee capable of 
necessary duplication or publication, regardless of whether that 
person is available or who performs the labor $0.00
 Estimated and charged in time increments of the university's 
choosing, with all partial time increments rounded down $0.00

$0.00

4 (1) (f) Cost of mailing 0 $0.00
 Actual cost of mailing, for sending records in a reasonably 
economical and justifiable manner
 Shall not charge more for expedited shipping or insurance unless 
stipulated by requestor, may charge for least expensive form of postal 
delivery confirmation

$0.00
ESTIMATE 
TOTAL $246.00

*The university may add up to 50% to the applicable labor charge 
amount to cover or partially cover the cost of fringe benefits if it 
clearly notes the percentage multiplier used. The university shall not 
charge more than the actual cost of fringe benefits, and overtime 
wages shall not be used in calculating the cost of fringe benefits. 
Overtime wages shall not be included in the calculation of labor costs 
unless overtime is specifically stipulated by the requestor and clearly 
noted in this detailed itemization.
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Request for Proposal (RFP)  
For  

Digital PAR System 
 

 

 

 

 

Response Due Date: Wednesday, January 18, 2017 by 2:00 PM EST 

 

 
Confidentiality:  The contents of this Request for Proposal (RFP) are considered Confidential 
Information.  The company receiving this RFP shall not disclose to anyone, other than its 
employees directly connected with responding to this RFP, any information concerning this request 
or any information obtained in subsequent RFP-related communications.  No information 
contained in this RFP shall be duplicated, used, or disclosed without the prior written consent of 
Western Michigan University. 

Information in this RFP can only be distributed with written permission from Western Michigan 
University’s Purchasing Department.  Furthermore, no news releases, public announcements, or 
any other reference to this request may be made without prior written consent from Western 
Michigan University, which consent may be withheld for any reason solely at Western Michigan 
University’s discretion. 
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DATE: December 16, 2016 
 
 
WESTERN MICHIGAN UNIVERSITY  
REQUEST FOR PROPOSAL 
 
Western Michigan University (WMU), an institution of higher learning, located in Kalamazoo, 
Michigan (USA) is seeking proposals for the implementation of Software-as-a-Service system to 
collect, manage and report all faculty professional activity data (PAR) that are complex and 
diverse in nature.  The system must be highly customizable to reflect the unique needs of each 
college, yet allows information to be retrieved centrally. The goal is to provide a robust stable 
platform that utilizes innovative features to enable best practices to manage data, and provide 
customizable reports and other outputs.  
 
 
GENERAL PROVISIONS AND INFORMATION: 
 
1. Western Michigan University is seeking a proposal for purchasing and implementing a web-

based system to streamline the process for collecting, aggregating, and reporting all data on 
faculty activities. The goal of this RFP is to assess technologies, interfaces and features, 
working toward choosing a product and vendor that best meets the needs of WMU now and 
in the future. The awarded vendor will be expected to provide a list of successful 
implementations at research-focused educational institutions of similar size and complexity. 
 

2. The selection process will include presentations as well as discussions with those vendors 
identified by the Selection Committee as finalists. A testing environment for “sandbox” usage 
is also required. 
 

3. The University makes no guarantees or commitments for dollar expenditures with this 
contract. 

 
TERMS & CONDITIONS: 
 
1. The Vendor is responsible for all associated costs incurred in responding to this “RFP”.  No 

claims for any such expenses will be honored by Western Michigan University. 
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2. Tentative Schedule of Events: (all times are Eastern Time Zone) 

 
RFP Release Date     December 16, 2016 
Pre-Bid Conference Call (voluntary)   December 21, 2016; 11:00 am EST 
Deadline for Questions    January 6, 2017; 5:00 pm 
Release of Addendum (if applicable)  January 9, 2017; 4:00 pm 
Proposal Due Date (sealed)    January 18, 2017; 2:00 pm 
Presentations/Demos    February 1-10, 2017 
Test Environment Use    February 15-April 20, 2017 
Awarding of Contract (tentative)   May 1, 2017 

 
3. Five (5) copies of a vendor proposal response must be in the office of the University 

Purchasing Department, 1903 West Michigan Ave., Kalamazoo, Michigan no later than 2:00 
p.m. EST on Wednesday, January 18, 2017. 
 
Proposals received after this deadline will not be considered.  Proposals will not be opened in 
public session.  All proposals will be available for review after the University’s evaluation 
process has been completed, by making an appointment with the University Purchasing 
Department.  Fax or e-mail proposals will not be accepted.  
 

      Mailing Address:  Physical Address: 
      Jacqueline Michels  Jacqueline Michels   
      Purchasing Office  Purchasing Office 
      Western Michigan University  Western Michigan University  
      1903 West Michigan Avenue  1201 Oliver Street 
      Kalamazoo, Michigan 49008-5342  Kalamazoo, Michigan 49008-5342 
 
4. Bids shall be submitted in sealed envelopes identified on the face by the following: 

a. “WMU Digital PAR System Proposal” 
b. Name and address of bidding Vendor 
c. Date and Time of Bid Opening 
d. Notation “BID ENCLOSED” 

 
5. A bid is invalid if it has not been deposited at the designated location prior to the time and 

date for Receipt of Bids indicated in the Bid Documents, or prior to any extension thereof 
issued by Addendum to the Bidders.  Bids received after the time and date for Receipt of Bids 
will remain unopened. 
 

6. The Vendor shall assume full responsibility for timely delivery at the location designated for 
the Receipt of Bids.  No Bids received after the time fixed for receiving Bids will be 
considered. 
 

7. No responsibility shall attach to the University or authorized representatives for the 
premature opening of any proposal that is not properly addressed, delivered and/or identified. 

 
8. Each proposal submittal must include at least one original and be signed by an authorized 

member of the bidder’s company.     
 
9. All responses/proposals become the property of Western Michigan University and shall 

remain valid for a period of six months from the date of submission. 
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10. Any omission in the proposal of any provision herein described shall not be construed to 
relieve the Vendor of any responsibility necessary to the complete and satisfactory delivery, 
operation and support of any and all services. 

 
11. Before submitting a bid, each bidding vendor shall examine the specifications and all related 

Contract Documents. Each vendor shall gather complete information prior to bidding as to 
the existing conditions and limitations under which the Work is to be performed. By the 
submission of a bid, the vendor acknowledges that they have examined the documents and 
conditions as they exist.  No allowance will be made to a bidding vendor because of a lack of 
such an examination or knowledge. The submission of a Bid will be considered as conclusive 
evidence that the Vendor has made such examination and agrees to the terms and conditions 
therein. 

 
12. Negligence in preparation, improper preparation, errors in, and/or omissions from the Bid 

shall not relieve the Vendor from fulfillment of any and all applicable obligations and 
requirements of the Contract Documents. 

 
13. Finalists may be required to make a presentation to the University’s evaluation committee to 

clarify and explain their proposal in detail.   
 

14. Respondents may be required to provide proof of financial stability. 
 
15. Subcontracting must have prior written approval of the University Contract Administrator. 
                   
16. Western Michigan University reserves the right to reject any or all proposals received as a 

result of this RFP or to negotiate/enter into an agreement with any contractor it determines is 
in the best interest of Western Michigan University.  Western Michigan University also 
reserves the right to request clarification and/or further information from one or more 
respondents after closing without becoming obligated to offer the same opportunity to all 
respondents.  The University reserves the right to waive any informality or irregularity in any 
bid received. 

 
17. The Vendor acknowledges the right of the University to reject any or all Bids and to waive 

any informality or irregularity in any Bid received. 
 

18. A vendor may withdraw a bid, by written request from an authorized Vendor representative, 
at any time prior to the scheduled time for opening bids. 

 
19. No bidding vendor may modify, withdraw or cancel a proposal or any part thereof for a 

period of thirty (30) calendar days after the date set for opening thereof, and bids shall be 
subject to acceptance by the University during this period. 

 
20. After contract award, either party may cancel this agreement by giving the other party sixty 

(60) days written notice. The University may cancel this contract at any time, with or without 
prior written notice, if provider fails to meet the terms, conditions or service levels specified 
in this proposal.   

 
21. The pricing submitted by the Vendor will remain firm for one year from date of contract 

award and the Vendor so agrees by submitting a proposal.   
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22. Questions that arise as a result of this proposal shall be submitted in writing to: 
 
         Jacqueline Michels 
         Western Michigan University 
         Purchasing Department 
         1201 Oliver Street 
         Kalamazoo, MI  49008-5342             E-mail: Jacqueline.michels@wmich.edu   
 

QUESTION DEADLINE IS Friday, January 6, 2017 at 5:00 pm EST. 
 
        Should it become necessary to revise any part of the RFP, notice of the revision will be 

given in the form of an addendum to all prospective bidders on record as having 
acknowledged receipt of bidding documents.  All addenda shall become a part of the RFP.  
Acknowledgment of all addenda should be indicated in the complete RFP response. Do not 
contact other evaluation team members or other members of the University Community 
regarding this contract offering during the proposal period. 

 
 Western Michigan University will not respond to requests received after this date. These 

regulations are intended to protect the integrity of the project and to provide equitable 
treatment of all vendors. 

 
23. Proposals will be evaluated by a committee based on the following criteria (not listed in order 

of priority):   
 

a. Experience/Qualifications/References 
b. Features 
c. Cost 
d. Timeliness of Project Implementation 
e. Product customization 
f. RFP evaluation 
g. Compatibility with existing University computer/data systems  
h. Possible interview 

 
24. Western Michigan University reserves the right to use other providers / agencies on an as 

needed basis should primary contract holder(s) be unable to provide necessary services. 
 
25. No part of vendor’s proposal can be guaranteed proprietary or confidential.  As required by 

law submittals could become public information. 
 

26. Vendors and Vendor’s employees agree to abide by University rules and regulations. 
 

27. Oral, telephonic, or electronic bids/responses/proposals are invalid and will not receive 
consideration. 

 
28. No telephonic or electronic modifications of a bid will be considered. 
 
29. All Bids must be signed as follows: 

a. Corporations: Signature of official shall be accompanied by a certified copy of the 
resolution of the Board of Directors authorizing the signing to bind the corporation. 

b. Partnerships: Signature of one partner shall be accompanied by a certified copy of the 
Power of Attorney authorizing the individual signing to bind all partners. If a 



 

6 
 

certified copy of the partnership’s certificate submitted with the bid indicates that all 
partners have signed, no authorization is required.   
 

c. Bids submitted by Joint Ventures shall be signed by one of the Joint Ventures and 
shall be accompanied by a certified copy of the Power of Attorney authorizing the 
individual signing to bind all the Joint Ventures.  If a certified copy of the Joint 
Venture’s certificate submitted with the bid indicates that all Joint Ventures have 
signed, no authorization is required. 

d. Individual signing on own behalf:  No authorization is required. 
e. Individual signing on behalf of another: Power of Attorney or comparable evidence 

of authority shall accompany bid. 
 
30. The University is exempt from Federal Excise and State Sales Taxes, and such taxes shall not 

be included in bid prices.  Federal excise tax exemption certificates will be furnished if 
requested.  
 

31. Respondents are expected to review, and if appropriate sign the enclosed Certificate of 
Compliance with EEOC/Affirmative Action form and return it with their proposal response. 
 

 
 
SPECIFICATIONS: 
 

A. Current Environment – Western Michigan University collects information 
regarding faculty professional accomplishments, recognition and service via 
submitted documents each year in October. Pursuant to Article 42.12.2 of the 
Western/WMU-AAUP Agreement, the annual Faculty Professional Activities 
Report (PAR) can be submitted either by completing the WORD template, 
attaching it to an email, and sending it to the department chair or director; OR 
faculty members can also submit their PAR using a template that has been 
created in iWebfolio. The traditional PAR template is available at 
https://wmich.edu/academic-labor-relations/activities, but some deans have 
elected to revise the PAR template to better align with their strategic plan or 
accreditation requirements. Therefore, effective Fall 2014, PAR forms should be 
accessed through the faculty member’s college.  
 

B. Background Information – Western Michigan University is a national research 
university enrolling nearly 25,000 students from across the United States and 
more than 100 countries. Founded in 1903, it is a learner-centered, discovery-
driven, and globally engaged public university that stands out among America's 
more than 5,000 higher education institutions. 
 
WMU's campuses encompass 1,289 acres and 167 buildings (including utility 
structures), and feature some of the finest facilities in the Midwest. 
 
WMU features nine colleges and seven regional locations.  The main campus is 
located in Kalamazoo, Michigan just west of the downtown area and is home to 
most of the WMU’s academic programs, campus services, residence halls, and 
other facilities.   
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WMU’s system would need to incorporate the following needs and goals: 
 Provide a single system as the central repository for all faculty 

professional activities data 
 Integrate data that the University is currently collecting through 

existing systems (Banner, PeopleSoft) 
 Allow of ease of reporting through existing templates, as well as 

customizable reporting options, for both internal use and 
submission for accreditation requirements 

 Provide options for including a full range of accomplishments, 
including “non-standard”, creative activities 
 

C. Project Goals – The Selection Team has identified the following goals for this RFP: 
 1. FUNCTIONAL: Locate and internally modify a data collection, 

management, and reporting system to streamline the personnel review 
process such as annual faculty activity report, promotion and tenure 
decisions, and more. The product needs to have three components / 
functions:  
 Data Collection –The system will support front-end interfacing 

(faculty will enter data pertinent to their activities) and back-end 
integration (certain data to automatically be uploaded to it).   

 Data Management –The product will allow the University to 
establish business processes to ensure the security, accuracy, and 
completeness of the data entered. 

 Reporting – The system will generate reports to support a variety of 
reporting needs and timelines.  Ability to create a variety of 
customized reports. Enhance business processes through innovative 
features and implementation of vendor-recommended best practices. 
 

 2. TECHNICAL: Implement a single vendor-supplied software system that 
encompasses all aspects of data entry processes developed on current 
technology. Provide a stable and comprehensive base architecture that 
can be expanded through vendor-supplied modules and custom in-house 
development using application programming interfaces. Provide a user 
provisioning and authentication interface that is compatible with the 
University’s Identity Management System as described in the Software 
as a Service (SAAS) questionnaire.  

 
 3. SECURE: Insure that all data is secure.  Specific data is accessed only by 

approved personnel/owners and not all users.  Allow for read-only access 
of a portion of the records to provide information to others outside of the 
University. 

 
 4. ACCESSIBLE: Provide an easy-to-use online portal for faculty, 

preferably with single, log-on access via existing University Central 
Authentication Service (CAS) and user web portal. Identify “super” users 
of the system, as well as department/college/area experts, for different 
levels of training, while noting personnel who are area resources for 
other academic faculty and staff users.   
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REQUIRED SUBMITTALS and POINT-BY-POINT RESPONSES: 
 

Please provide submittals AND point-by-point responses to the following requests and 
questions.  If the item is a statement, please acknowledge that the proposed system fulfills 
this requirement.  If the item is a question requesting specific information, please respond 
as completely as possible.  Use the numbering system below, and indicate responses to each 
question/issue in BOLD TYPE. 

 
 
 

1 GENERAL REQUIREMENTS 
 
1.1 General 

1.1.1 The system should be intuitive and easy to navigate, providing an organized, user-
friendly interface.  

1.1.2 Provide an online user manual containing step-by-step instructions which is updated with 
each new version. 

1.1.3 Vendor finalists will be required to provide WMU with a 60-day, onsite, live trial for 
configuration and systems integration testing prior to the agreement to purchase. 

1.1.4 A permanent test environment is included as part of the system.  

 Provide information regarding how the software is licensed for use and the cost rate (i.e. 
named users, concurrent users, static user count, FTE-based, fixed price etc.)  

 Provide information regarding add-ons or optional modules that may not be included in 
the base software license and the associated costs. 

1.1.5  Provide examples of new recently released features and modules, the current version and 
date of its release, and the next projected major release date.  

1.1.5.1 -How often is the system updated?  When do these updates occur (e.g. 
overnight)? 

 - Describe the process used by a customer to request new features or changes to 
the system. 

1.1.5.2 -How often are updates communicated that address debugging issues as opposed 
to addressing new modules or components in the system? 

1.1.5.2.1 -How often has the system required debugging?  Provide historical 
information for the last five years. 

 -How are system issues and downtime communicated to the customer? 

1.1.5.3 -How consistent is the user interface?  Will the user interface change 
DRASTICALLY with upgrades planned in the near future? 

1.2 Corporate and System Structure 

1.2.1 The system has been implemented university-wide by three or more Doctoral 
Universities (as defined by Carnegie Classification 2015) in the United States. 
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1.2.1.1 -Please include a corporate overview of the company, detailing size and 
organizational structure.  Provide information related to the number of years in 
operation as well as number of years operated under current ownership. 

1.2.1.2 -Has the system been in production for three years or more? 

1.2.1.3 -Provide a minimum of three references, preferably from institutions similar to 
Western Michigan University.  

1.2.2 The system has been implemented by at least one university with a Fine Arts College. 

1.2.2.1 -How has the system accommodated the unique and complex contributions of 
faculty activities at other universities? 

1.3 General Access 

1.3.1 Is the system web-based? 

1.3.2 Does the system support a variety of web browsers, including (but not limited to) Google 
Chrome, Safari, Firefox, and Internet Explorer? 

1.3.3 The system should maintain a central file repository.  Identify the location that the system 
will be using for this repository. 

1.3.4 Describe how this system/solution delivers a high-degree of:  

1.3.4.1 -Availability  

1.3.4.2 -Reliability  

1.3.4.3 -Search functionality (at what level and to what degree can the data be searched) 

1.3.4.4 -Performance  

1.3.4.5 -Number of concurrent users supported  

1.3.4.6 -Response time  

  Elaborate on how this has been handled with other users of the vendor’s system. 

1.4 Technical Support 

1.4.1 Explain vendor’s service center capabilities, including hours of operation, locations and 
staffing levels.   

1.4.2 Describe how the vendor will provide support within 24 hours (e.g. phone, email, remote 
access, etc.). 

1.4.3 Provide tiered technical support plans, escalation procedures, and pricing (e.g. M – F 8-5, 
24/7, etc.). 

1.4.4 What support will IT staff have when developing custom solutions?  

1.4.5 Will WMU have the ability to request high priority support for system down issues and 
immediate support during business hours (EST)? 

1.4.5.1 -Will WMU have the ability to request high priority support for system down 
issues during prime data-entry dates (surrounding the deadline for data entry by 
users)? 
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1.5 Structure 

1.5.1 System must have the ability to customize PAR data entry and forms by college.   

1.5.1.1 -Explain how the system can be structured so that tabs or pages that are specific 
to a single college could be hidden so users are not “wading through” 
unnecessary pages of inputs. 

1.5.2 Address concerns of faculty users regarding the entering of unique information, data and 
activities only once without duplication of effort (i.e. once initially entered, the data is 
available in multiple locations within the system). 

1.5.2.1 -Elaborate on how the system allows copy/paste or other features to allow 
information to be easily transferred from one year’s record to another (e.g. 
ongoing projects, research or writing). 

 

2 ACCESS REQUIREMENTS 

2.1 Interfaces with Existing Systems 

2.1.1 System supports GOWMU Portal single sign-on (CAS or Shibboleth) 

2.1.2 How will the system authenticate users from the University Identity Management System 
(BroncoNetID)? 

2.1.3 All interfaces must use a secure connection or transfer (SFTP). 

2.1.4 Describe the available interface options for importing data to the system.  

2.1.4.1 -Provide information on any pre-built modules that automate the functionality 
required in interfacing with Ellucian Banner, Oracle PeopleSoft and other WMU 
utilized systems. 

2.1.5 Import and export functions provide transaction-specific error checking and produce easy 
to interpret success and error messages. 

2.2 Administration 

2.2.1 The system will allow the generation of security roles.  

2.2.2 How can the control of access can be defined by the University, to allow for flexibility 
and differentiation between colleges and departments? 

2.2.2.1 -Explain how user-entered information is accessed and by whom.  What is the 
process for granting access to data?  Who can add or delete data into a user’s 
record? What are the options available for access?  List and/or explain. 

2.2.3 Self-entered user data should be controlled by the user only.  How does the system 
address this issue? 

 

3 DATA INTEGRATION 

3.1.1 System supports certain data to be automatically (on-demand or on a scheduled basis) 
uploaded (e.g., data from Banner, People Soft, XML,etc.). 
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3.1.2 Elaborate on how the system can be designed to support the data collection of all items in 
the current PAR template (see sample template included as part of the additional 
documents). 

3.1.3 Identify the system’s capability to enter/upload historical PAR data and outline the 
process that would be utilized.  

3.1.4 How does the system support the upload of information and items from a variety of 
formats (e.g. course syllabus, PowerPoint/Excel/Word, mp4, gif, mov, web or 
hyperlinks)?  Please list the available formats. 

3.1.4.1 -Does the system support copy/past functions from past, existing documents, to 
reduce repetition/redundancy in data entry? 

3.1.5 Ability to harvest citation data from multiple indices.  Please list known data sources and 
indices that the system currently may access, and any additional sources that are 
projected to be included in the next one to three years. 

3.1.6 Data may be exported in various file formats.  Please list file formats to which data may 
be exported that allow for filtering, sorting, and compiling data.  Specify any further 
considerations associated with any one particular format. 

3.1.7 Explain how the system allows for selectively exporting or publishing data from system 
to faculty profile webpages to highlight faculty achievements. 

 

4 TECHNICAL SPECIFICATIONS 

4.1.1 Describe the level of sophistication within the system to address the following scenarios 
requiring specific differentiation:  

4.1.1.1 -Recording of co-teaching (course co-taught by two or more faculty)  

4.1.1.2 -Recording of cost-share for faculty with grants (differentiate the dollar amount 
awarded by an external organization vs. the cost shared by the University)  

4.1.1.3 -Joint appointments of faculty (faculty affiliated with more than one department)  

4.1.1.4 -Cross-listed courses (courses offered by more than one department)  

4.1.1.5 -Recording of co-authoring (publication authored by more than one faculty)  

4.1.2 Expand on the system’s ability to pre-load and/or for faculty to input workload data by 
category (teaching, research, and service) to arrive at a total effort of 100%. 

4.1.3 How does the system address differentiated levels of completion for works in progress 
(e.g. statuses would include: in-progress, accepted, submitted, published)? 

4.1.4 Elaborate on the system’s capacity to account for academic appointments that are greater 
than 1.0 FTE (e.g. faculty on summer instructional appointments, faculty having a fiscal 
year rather than an academic year appointment, teaching overloads). 

 

5 REPORTING FEATURES 

5.1.1 Standardized reports should include automatically generated reports for a wide variety of 
customary outputs (e.g. faculty annual review, HLC/AACSB/ABET accreditation, 



 

12 
 

HEADs data collection for Fine Art, faculty CV, faculty bio-sketch for NSF grant 
application).   

5.1.1.1  -Include a list of the system’s standard report options.  Include a list of available 
accreditation forms or formats accommodated by the system. 

5.1.1.2 -Templates for these reports should be formatted with the professional “look and 
feel” associated with its purpose.  Include a representative set of examples of the 
system’s printed reports. 

5.1.2 Ease of use: users should be able to easily search, choose and further refine or utilize 
standard reports with the “click of a button”. 

5.1.3 Provide a list of services available for report template development available through the 
vendor. 

5.1.4 Describe the methods available to WMU users to create specialized, ad-hoc reports. 

 
 
6 WORKFLOW AND ADMINISTRATION CONDITIONS 
 
6.1.1 Explain how the system can be configured to allow faculty users to enter information 

anytime up until a specified due date.  

6.1.1.1 - Does system allows admin users to freeze the data of the year after the PAR due 
date? Elaborate. 

6.1.2 Does the system include options for submitting annual PAR through the appropriate 
reporting structure (e.g. review or verification process by faculty or unit head)?  Is this 
process automated?  How is this process configured and who determines its 
configuration?  Define the level of customization that is available to support this process. 

6.1.3 Does the system allows admin users to unfreeze the data for individual (as opposed to all) 
faculty if there is an error? Elaborate. 

6.1.4 Provide details on how the system can track usage, based on access events, inputs or 
other levels of data entry.   

6.1.5 Does the system have the ability to create the workflow to support tenure and promotion? 
Elaborate. 

6.1.6 Does the system have the ability to create the workflow to support grants and contracts? 
Elaborate.  

 

7 CUSTOM DEVELOPMENT 

7.1.1 Describe the methods available to WMU OIT staff to extend the functionality of the 
system through in-house development. 

7.1.2 Explain the process to ensure custom development will work when new versions of the 
system are released.   

7.1.3 Provide a list of services and rates for custom development available through the vendor.  
Include examples of custom development that the vendor has provided for other 
institutions. 
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8 IMPLEMENTATION SERVICES 

8.1.1 Describe the project management and implementation process that will be used to 
migrate and merge WMU business processes to the new system.  The process should 
include the major steps that are required to be completed by WMU and the vendor and an 
estimated timeline.   

8.1.2 Identify the steps of installation and customization that involve knowledge sharing with 
appropriate WMU information technology staff.  

 

9 TRAINING 

9.1.1 Detail the training necessary to properly install, customize, and utilize this product. 
Include the duration of the training, as well as any specialty groups/subgroups and the 
target audience for each. 

9.1.2 Where will training occur and will it be built into the cost of the product?  

9.1.3 Is webinar based training available? 

9.1.4 Are training materials and documentation available that we can use in-house to train 
faculty and staff? Will there be an extra cost for this; if so, what is the cost?  

9.1.5 Based on vendor experience with implementations at comparable higher education 
institutions, what are the on-going staffing requirements in full-time equivalents and skill 
level?  Will WMU need to select/identify specific users for supporting roles to other users 
(e.g. super users, experts, etc.)? 

9.1.6 Can WMU “brand” documentation?  

 

10 SYSTEM AND HARDWARE REQUIREMENTS 

10.1.1 Describe the recommended hardware and software configuration to properly run the 
system for a university of WMU's size and complexity.  Include the number of servers, 
server roles, processors, memory; hard drive space and any other relevant attributes that 
ensure the system runs as designed.    

10.1.2 Describe the architecture of the system, including database, application, web servers, etc.   
A system architecture diagram is preferred.   

10.1.3 Specify which server roles are supported in a virtualized environment.  

10.1.4 What operating systems are supported (including version numbers)? 

10.1.5 Identify a formula for determining potential database size and growth rate.  Provide an 
estimate for the WMU implementation. 

10.1.6 Include a list of all software and hardware required to run the system that is not included 
by the vendor.  
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11 COMPLIANCE WITH APPLICABLE STANDARDS, POLICIES, 
REGULATIONS, AND LAWS  

 
11.1.1 How can we guarantee ADA/Section 508 compliance requirements are followed?  

11.1.1.1 -Is the online application 508/ADA compliant by simply configuring the 
application through the administration console or will staff be required to verify 
508/ADA compliance after each configuration change? 

11.1.2 How does the system protect confidential data and session activity both within the 
application and in transit?  

11.1.3 How does the system ensure the highest degree of privacy (e.g. with respect to FERPA)?  

11.1.4 Please complete, sign and submit a copy of the WMU Affirmative Action statement as 
part of your proposal submission (included as part of the additional documents).  

 

12 THIRD PARTY TOOLS  

12.1.1 Identify third party tools that are fully integrated within this system.  

12.1.2 Identify any cost savings available by integrating those tools as a part of this proposal. 

 

13 SAAS SECURITY ASSESSMENT QUESTIONNAIRE 

9.1.1 Complete the attached Security Assessment Questionnaire for Hosting Service Provider. 

 

14 PRICING QUOTATION 
 
Based on your recommendations for system and hardware requirements as well as 
implementation services, please provide a quotation identifying the following items as a part of 
the quotation: licensing (indicate if perpetual or term), term requirements, product services 
provided under the agreement, identify all plug-in components included in the quotation, license 
requirements for automatic upgrades to new releases, vendor's payment requirements, license 
cancellation clauses including related penalties, and a copy of the license agreement.   
 
Please provide pricing in US dollars for each line item, as well as a package/system total.  If 
the item is not offered or part of the system, please note this item as N/A.  If the space 
available is insufficient, please expand as needed and attach additional pages or information 
as necessary. 
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Pricing Quotation 

Licensing (indicate type-perpetual or 
term)   

License term   

Maintenance contract term   

Maintenance contract rate (as a 
percentage of the contracted rate)  

 

Products and services provided under 
the agreement   

Identify all components included in 
the quotation including any third party 
components  

 

License requirements for automatic 
upgrades to new releases   

Payment requirements / Billing terms  

License cancellation clause including 
penalties   
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Copy of the license agreement and 
maintenance contract if a separate 
document  

 

Licensing quotation   

Maintenance quotation   

Implementation quotation   

Training quotation  

Tiered technical support plans pricing  

MISC. (other components or features 
available to accompany this system)  

GRAND TOTAL  

 

15 AGREEMENT   

Please provide copies of any contracts/agreements that the University will be required to sign in 
order to purchase products or services from your company.  
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SUBMISSIONS AND SIGNATURES 
 
As an authorized representative of my firm, I have examined the specifications and terms and 
conditions included herein and agree, provided I am awarded a contract or purchase order, to 
provide the products and services as specified in accordance with the terms stated herein. WMU 
General Conditions and terms are non-negotiable and deletion, amendment, or addition to these 
terms will not be considered. 
 
Date________________ 
 
Firm Name ___________________________________________________ 
 
Address ______________________________________________________ 
 
Print Name ___________________________________________________ 
 
Authorized Signature for Firm ____________________________________ 
 
Witness Signature ______________________________________________ 
 
 
SUBMISSIONS TO RFP  

Please initial that these items are included in the submitted proposal documents. 
 
Acknowledgement of Addenda (as applicable):  #1 _____ #2 _____ #3 _____ #4 _____ 
 
Submissions and Point-by-Point Response included: __________ 
 
Pricing Quotation: _________ SaaS Security Assessment Questionnaire: ___________ 
 
CONTACT INFORMATION 
 
Company: ____________________________________________________________ 
 
Address: _____________________________________________________________ 
 
City, State Zip _________________________________________________________ 
 
Phone: _____________________ Email: _______________________________ 
   
Representative: ________________________________________________________  
  
Phone: _____________________ Email: _______________________________ 









 

 

December 1, 2017 
 
 

Ms. Lisa C. Minnick 
President, WMU American Association of University Professors 
  
Via email only (staff @wmuapp.net) 
 
 Re:  Your Freedom of Information Act (FOIA) email request of November 13, 2017 
 
Dear Ms. Minnick: 
 
 We are writing in follow up to our correspondence to you dated November 22, 2017.  We  
have compiled more documents which are responsive to your request.  Enclosed are the contract 
and agreements between WMU and Interfolio, as well as relevant bills and invoices.   
 

Please note that we are awaiting the receipt of your payment in the amount of $246.00, 
which was described in our correspondence to you dated November 22, 2017.  Failure to pay 
amounts owing could jeopardize any future requests. See MCL 15.234(11).  Please send a check, 
payable to Western Michigan University, to Ms. Jessica Swartz, Freedom of Information Act 
Officer, 1903 W. Michigan Ave., Kalamazoo, MI 49008-5423.   
 
  You may find our FOIA procedures and guidelines at 
http://www.wmich.edu/legal/foia/. 
 
Sincerely, 

 
Jessica M. Swartz 
Freedom of Information Act Officer 

 
cc:  Nancy Mansberger, Ph.D., Director, Academic Labor Relations 
 
Encl. 
No.  17-145  
 





  
   

  

          

    
   

 
  

  

  
      

   

  
 

  
  

 
  

    
   

      
          

  

   
  

  
   

    
   

  

 
  

    
   
  

  
  

  

    





  

  
     

    

  

 
  

      

   
   

     
    

   
  

   

  

  
  

   

   













                   
                  
                

               
             

                
                
              

                 
              

         
                   

               
               

             
                

               
                 

                
               

                 
     

                
                

                 
               

               
                 

                
              
             

               
                 

            

                   
                

               
               

                
               

                   
  

  



         
             

              
             

           
               

            
            

               
           
               

                 
              

               
               

               
             

  

                 
               

                
                 

             
 

                  
              

                
                

       

   

                
              

               
             

              
              

                   
                 

               
                

        

    



            
               
 

               
             

            
             

                  
                 
            

             
               

                 
              
               
               

         

                
               

                
               

               
              

              
               

               
 

  

              
                 

               
               

                  
                 

                
                

                  
              

               
                  

           

   



             
                   

                
                     

                   
              

     

               
             

           
            

               
   

              
                    
                 

             
                

                  
              

         

                 
            

             
             

                 
              

              
               

             
               
                
                

              
                  

                  
                

                 
              

   



     

                 
            

            
             

               
               

           
         

            
            
     

               
              

              
          

           
          

                 
             
               
     

                 
              

               

     

                
                

            
               

            
                

               
                

            

    



               
               

              
              

             
             

                    
                 

               
                 

     

               
              

           

  

                  
               

                 
                  

             
                 

                   
                
               

                 
              
                

             
               

   
                

              
              

          

                
              

                  
                 
             

                 
      

   



  

                     
                

                   
              

      

               
             
               

                 
                 

              
  

                
                   

                
               

                 
  

               
                

                     
               

                  
             

              
              

                
             

              
              

           
           

  

                
                  

              
               

               
             

           

   



                 
               

               
          

                
                

    

                
                 

             
               

     

                  
              

                
               

               
       

                    
               

                 
             

              
                

                
              

             
               

              
                

                 
                
          

                 
                  

               
               

                 
   

  



            
                 

                  

               
             

                  
           

            
               

                
                 

              
              

                
                 

   

              
        

    







EXHIBIT A  
SERVICE LEVEL ADDENDUM 

 
1. DEFINITIONS. Certain capitalized terms, not otherwise defined in this Exhibit A, will have the 
meanings set forth in the Agreement. The following capitalized terms will have the definitions set forth 
below:  
1.1 “Availability” will mean, with respect to any particular calendar month, the ratio obtained by 

subtracting Unscheduled Downtime during such month from the total time during such month, and 
thereafter dividing the difference so obtained by the total time during such month. Represented 
algebraically, Availability for any particular calendar month is determined as follows: 
 
 

(Total Monthly Time --- Unscheduled Downtime)  
Availability =  

Total Monthly Time 
 
 
1.2 “Scheduled Downtime” will mean the total amount of time during any calendar month, measured in 
minutes, during which Customer is not able to access the Service, according to the Documentation, due 
to planned system maintenance performed by Interfolio. Interfolio will exercise reasonable efforts to 
perform scheduled system maintenance between the hours of 1:00 AM and 3:00 AM Eastern Standard 
Time. Interfolio may change planned maintenance windows at its sole discretion and will notify Customer 
of any such changes that affect previously notified plans, provided such maintenance is done during low-
volume times.  
1.3 “Total Monthly Time” is deemed to include all minutes in the relevant calendar month, to the extent 
such minutes are included within the Access Term. 
1.4 “Unscheduled Downtime” will mean the total amount of time during any calendar month, measured 
in minutes, during which Customer is not able to access the features and functions of the Service 
according to the Documentation, other than Scheduled Downtime, as defined above. 
 
2. PERFORMANCE. Interfolio will undertake commercially reasonable measures to ensure that 
Availability equals or exceeds ninety-nine percent and one half percent (99.5%) during each calendar 
month (the “Service Standard”), provided that any Unscheduled Downtime occurring as a result of 
circumstances beyond Interfolio’s reasonable control including (i) Customer’s breach of any provision of 
the Agreement; (ii) non-compliance by Customer with any provision of this Exhibit A; (iii) incompatibility 
of Customer’s equipment or software with the Service; (iv) poor or inadequate performance of 
Customer’s systems; (v) Customer’s equipment failures; (vi) acts or omissions of Interfolio’s suppliers; or 
(vii) force majeure (as contemplated in the Agreement), shall not be considered toward any reduction in 
Availability measurements. Customer may report Unscheduled Downtime by calling 877-77-FOLIO (877-
773-6546) or (202) 503-1311 or by email at help@interfolio.com during Interfolio’s normal business 
hours (9 am to 5 pm EST). Interfolio will exercise commercially reasonable efforts to respond to reports 
of Unscheduled Downtime by telephone or email acknowledgement within one (1) business day of each 
such report. 
 
3. MEASUREMENT AND REPORTS. Interfolio will provide for monitoring of Availability on an ongoing 
basis. All measurements of Availability will be calculated on a monthly basis for each calendar month 
during the Access Term. In the event Unscheduled Downtime occurs, Interfolio will provide a report setting 
forth measurements thereof and a calculation of Availability within a reasonable time thereafter. If 
Customer disagrees with any measurement or other information set forth in any such report, it must so 
inform Interfolio in writing within five (5) calendar days after receipt thereof, provided that the 
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accuracy of any such report shall be deemed conclusive unless such notice is provided by Customer. 

Any such notice must indicate specific measurements in dispute and must include a detailed description 

of the nature of the dispute. Interfolio and Customer agree to attempt to settle any such disputes 

regarding Availability and/or related measurements in a timely manner by mutual good faith discussions. 

 
4. CUSTOMER REQUIREMENTS. Customer is responsible for maintenance and management of its 
computer network(s), servers, software, and any equipment or services needed to access the Service; 
and (ii) correctly configuring Customer’s systems in accordance with the Documentation. Customer must 
promptly notify Interfolio in the event Unscheduled Downtime occurs. Unscheduled Downtime will be 
deemed to begin when Interfolio receives accurate notification thereof from Customer, or when Interfolio 
first becomes aware of such Unscheduled Downtime, whichever first occurs. The obligations of Interfolio 
set forth in this Exhibit A will be excused to the extent any failures to meet such obligations result in 
whole or in part from Customer’s failure(s) to meet the foregoing requirements. 
 
5. REMEDIES. In the event Unscheduled Downtime occurs, Interfolio will undertake commercially 
reasonable efforts to remedy such Unscheduled Downtime within a commercially reasonable timeframe. 
Customer’s sole and exclusive remedy, and Interfolio’s sole and exclusive liability, for Interfolio’s breach 
of this Exhibit A will be the following credits: 
 
Length of Unavailability Service Credit 
 
1 to 4 hours of continuous Unscheduled Downtime 1 day of fees credited (i.e., 1/30 monthly fees)  
4 to 48 hours of continuous Unscheduled Downtime 2 days of fees credited (i.e., 1/15* monthly fees)  
48 to 96 hours of continuous Unscheduled Downtime 5 days of fees credited (i.e., 1/6* monthly fees) 
 

* Each block of 96 hours of continuous Unscheduled Downtime thereafter shall be credited 5 days 
of service fees. 
* All Service Credits shall be applied to the next month’s fees. 
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