STATE OF MISSOURI

OFFICE OF ADMINISTRATION

DIVISION OF PURCHASING AND MATERIALS MANAGEMENT (DPMM)
REQUEST FOR PROPOSAL (RFP) '

RFP NO.: B3Z11078 REQ NO.: NR 419 30701108002
TITLE:  Advertising Agency of Record for Missouri Tourism BUYER: John Hall
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Division of Tourism
301 W. High Street, Room 296
Jeffersen City, MO 651061

The offeror hereby declares understanding, agreement and certification of compliance to provide the items and/or services, at the prices
quoted, in accordance with ali requirements and specifications contained herein and the Terms aad Conditions Request for Proposal
(Revised 01/20/10). The offeror further agrees that the language of this RFP shall govern in the event of 4 conflict with his/her proposal.
The offeror further agrees that upon receipt of an authorized purchase order from the Division of Purchasing and Materials Management or
when a Notice of Award is signed and isssed by an authorized official of the State of Missourt, a binding contract shall exist between the
offeror and the State of Missouri.

SIGNATURE REQUIRED
DOING DUSINESS AS (DBA) NAME TEGAL NAME OF ENTITY/INDIVIDUAL FILED WITH IRS FOR TH1S TAX 1D NO.
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CITY, STATH, ZI¥ CODE CHY, STAYE, ZIP CODE
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TAXPAYER iD NUMBER {TIN) TAXPAYER 3D (1IN} TYFF, (CRRCH ONEY VENDOR NUMBER (5F KNOWN)
: ___FBIN  __8SN
VENDOR TAX FILING TYPE WITH IRS (CHECK ONIG (NOTH: LLCIS NOF A VALID TAX FILING TYPE.}
.. Corporation  __ Individual StatefLocal Government  _ Partnership  __ Sole Proprietor  _ JRS Tax-Exempt
AUTHORIZED SIGNATURE DATE

PRINTED NAME TITLE
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1.1.1

1.2

121

1.2.2

INTRODUCTION AND GENERAL INFORMATION
Introduction:

This document constitutes a request for competitive, sealed proposals from Advertising Agencies to serve
as the Advertising Agency of Record for the Missouri Division of Tourism as set forth herein.

Organization - This document, referred to as a Request for Proposal (RFP), is divided into the following

parts:

1 Introduction and General Information

2) . Contractual Requirements

3) Proposal Submission Information

4) Pricing Page

5) Exhibits A - L

8) Terms and Conditions

7y Attachments | - 4 The offeror is advised that attachments exist to this document which
provide additional information and nstruction. These attachments are separate links that must
be downloaded from the Division of Purchasing and Materials Management’s Internet web site
at: higs:www.moollmo.gov. It shall be the sole responsibility of the offeror to ohtain each of
the attachments. The offeror shall not be relieved of any responsibility for performance under
the contract due to the failure of the offeror to obtain a copy of the attachments.

8) Documents Available Upon Request  In addition to the attachments and website links included
herein by reference, the following documents are not available electronzcally nor on the internet.
However, copies will be provided to interested offerors upon request and will be provided at the
Pre-Proposal Conference, if requested in advance so that copies will be ready. Offerors should
request copies of the documents listed below by contacting John Haill via e-mail at
iohn hall@oa mo gov.

v Missouri Logo Usage Guide.
v" A CD containmng:
(13 examples of past advertisements that will be shown at the pre-proposal conference,
For informational purposes, the current VisitMO campaign began running in April
2010.
(2} the 2010 media schedule, and
(3) the various research reports identified herein.

Pre-Proposal Conference - A pre-proposal conference regarding this Requesf for Proposal will be
held on November 15, 2010 at 10:30 aum., in Room 470 of the Governor Office Building, 200
Madison Street, Jefferson City, Missouri.

Pre-Proposal Conference Agenda - The offeror should bring a copy of the REP since it will be used as the
agenda for the pre-proposal conference.

Pre-Proposal Conference RFP Questions — All potential offerors are encouraged to attend the Pre-
Proposal Conference as it will be used as the forum for questions, communications, and discussions
regarding the RFP. The offeror should become familiar with the RFP and develop all questions prior to
the conference in order to ask questions and otherwise participate in the public communications regarding
the REFP.

a. Prior Communication — Prior to the Pre-Proposal Conference, the offeror may submit written
communications and/or questions regarding the RFP to the buyer identified on page one. Such prior
communication will provide the State of Missouri with insight into areas of the RFP which may be
brought up for discussion during the conference and which may require clarification,
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b. During the Pre-Proposal Conference, it shall be the sole responsibility of the offeror to orally address
all issues previously presented to the buyer by the offeror, including any questions regarding the
RFP or areas of the RFP requiring clarification.

¢. Amendment tfo the RFP - Any changes needed to the RFP as a result of discussions from the Pre-
Proposai Conference will be accomplished as an amendment to the RFP. Neither formal minutes of
the conference nor wriiten records of the questions/communications will be maintained.

1.2.3  Pre-Proposal Conference Special Accommodations - Offerors are strongly encouraged to advise the
Division of Purchasing and Materials Management within five (5) working days of the scheduled pre-
proposal conference of any special accommodations needed for disabled personnel who will be attending
the conference so that these accommodations can be made.

13 Background Information:

1.3.1  Recognizing the role of tourism in creating a strong economy for Missouri, the 74" General Assembly
created the Missouri Tourism Commission it 1967, The Division of Tourism is the administrative arm of
the commission and is an agency of the Department of Economic Development.

a. The Division of Tourism is responsible for promoting Missouari as a premier destination for tourists
from throughout the United States and from around the world. The Division is dedicated to
increasing Missouri’s share of the growing international and ethnic tourism markets, as well as
encouraging visitation from the Americans who live within a day’s drive of Missouri.

b. The Missouri Tourism Commisston consists of 10 members:

1) The tieutenant governor;

2) Two members of the Senate of different political parties, appointed by the president pro tem of
the Senate; '

3) Two members of the House of Representative of different political parties, appointed by the
speaker of the House; and

4} Five other persons appointed by the governor who may include, but are not limited to, persons
engaged in tourist-oriented operations. No more than three of the governor’s appointees shail be
the same political party.

¢. The Chairman of the Conumission and the director of the Division of Tourism report to each regular
session of the General Assembly, recommending legislation in the field of tourism promotion and
refated subjects in Missouri.

d. Specific activities of the Division include:

13 Creating research-based marketing programs to generate a distinctive image for the State and
attract greater numbers of visitors who siay in Missouri for longer periods of time. Examples of
ads from the previous campaigns as weil as a copy of a past Media Schedule are included on a
CD that is available upon request as described previously. In addition, the CD contains & basic
budget from the existing FY 10 marketing campaign. (Note: Attachmen? 1 describes the budget
for the cumrent campaign developed pursuant to the requirements of C307095001. The
requirements of C307095001 are different than the requirements of this REP. Therefore, the
budget in Attachment 1 contains things that may or may not be required herein.

2} Providing timely information about Missouri such as the travel guide and maintaining a website
for consnmers and groups expressing interest in visiting Missouri.

0 A RUF Inquiry Database Report which documents the number of inquiries (e.g., requests
for information about Missouri) received over the course of a fiscal year is included on the
CD that 1s available upon request as described previously. In response to each inguiry, a
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Missouri Division of Tourism Fulfillment Packet is mailed at either bulk or first class mail
rate. The current Missouri Division of Tourism Fulfiliment Packet normally includes the
Missouri Travel Guide and the Official State Highway Map.

v In 2009, approximately 350,000 travel guides were distributed during the year. In
2008, approximately 375000 travel guides were distributed. The Missouri Division
of Tourism Fulfillment Packet is not available electronically. However, the online
version of the  Missouri Travel Guide can be  found at
hn/visitmo.comdprintedvacationplanner.

O Approximately 167,000 (out of a total press run of 350,000) Travel Guides were shipped
from the Division’s fulfillment contractor in 2009 in response to inguiries. The remaining
guides were distributed through various other ways, including the Division’s seven
welcome centers, Chambers of Commerce, Convention and Visitors Bureaus (CVBs), and
other avenues.

Engaging in public relations activities, including the distribution of regular news releases and a
monthly newsletter, conducting press trips and media missions, participating in trade shows, and
pitching stories to encourage favorable news coverage for Missourt tourism destinations, The
Division has a Communications Officer whose primary responsibility involves public relations
activities.

Operating the Welcome Centers at key eniry points to the State. Currently, there are seven (7)
such centers, Staff at the centers interact with visitors, suggesting additional places to go and
things to see in the state. They distribute literature, that includes the Missouri Travel Guide,
maps, and information pieces specific to destination and attractions.

Maintaining close working relationships with regional and national tourism organizations
including the U.S. Travel Association, the Travel and Tourism Research Association (TTRA),
the National Tour Association, the American Bus Association, and the Mississippi River
Parkway Commission.

Working closely with tourism-related constituencies within the State, such as the Missouri
Travel Councit and the Missouri Association of Convention and Visitors Bureaus, to develop
cooperative marketing partnerships.

7} Conducting systematic research to measure both past marketing efforts and to look at current

consumer trends. Additionaily, advertising is pre-tested and its effectiveness post-tested o
determine the return on investment (ROI) on all tourism-related marketing expenditures in an
effort to gange the effect of tourism on the state’s economy, and quantify tax revenues and jobs
generated through tourism. Alf research services are obtained via a separate RFP and are not
included as a requirement of this RFP. The following research studies are included on the CD
that is available upon request as described previously:

¥v" RUF Inquiry Database [dashboards.
v Texas A&M Annual Website Reports - 1% and 2™ Quarter 2010,
v’ Strategic Marketing and Research Inc. Reports:
v Advertising/PR Effectiveness Research 2009 Phase 1.
= Advertising/PR Effectiveness Research 2009 Phase 2.
*  Advertising Test Research 2010
v FY 2009 Economic Impact of Missouri’s Tourism and Travel Industry
v" TNS Awareness Study 2009
¥ African American Radio Advertisements,
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e. Additional information can be obtained from the Division of Tourism’s website at the following
main address. Other specific publications/materials can be found as identified in the subparagraph
below:

hitp/Aw s visitmo.cony

1} The Division of Tourism Annual Report and other research and reports can be found at the
following web address:
hitp/lwww o visiimo.comfindusiryBeports ofm

f. Market Tier Strategy:

13 The Division’s market tier strategy is derived from a weighted calculation that takes into account
the following factors,

Market population statistics

Propensity to take a vacation
Propensity to vacation in Missouri
Missouri Vacation Planner request data
Driving time and distance

Competitive conditions

Market media costs

AN S

2) Markets that exhibit the most favorable combination of data from the areas listed above are
designated as Tier I, signifying highest propensity to respond to the Division’s marketing
campaigns and convert to overnight visitation. Tier II markets demonstrate a high propensity to
visit Missouri, Tier IIl markets indicate a good propensity to visit Missouri. Marketing
messages and media plans are formulated to address the varying likelihood of visitation from the
three tiers.

3)  As evidenced in the media plan, there have been some ads, particularly print ads, that have run
outside of the tiers in national publications. The Division tracks results from such national
placement and will make the information available to their advertising agency of record as
needed.

1.3.2  In calendar year 2010, the advertising agency of record developed:

Four (4} television commercials

Eleven (11) print magazine advertisements

Four (4} internet banner advertisements

Thirty (30} e-blasts (for a total of 2.1 million emails) on various topics in conjunction with the
database contractor.

ao o

1.3.3 Contract Records - The State of Missouri, Division of Purchasing and Materials Management has several
existing contracts for the Division of Tourism for similar or related services. All these contracts and the
proposal and evaluation documentation leading to the award of the contract are available to be viewed and
printed from the Division of Purchasing and Materials Management’s Awarded Bid & Contract
Document Search System located on the Internet at:  hitp://www.os.amno gov/purch.  Information about
some of the related contracts is provided below:;

a. Advertising Agency of Record for Missouri Tourism - Search by the contract number, C307095001,
or search by the bid number, B3Z07095 to find information on the Awarded Bid & Contract
Document Search System,

b. Fulfillment Services — Search by the contract number, C208012001, or the bid number, B2Z08012 to
find information on the Awarded Bid & Contract Document Search Systemn.
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Website - Search by the contract number, C210020001, or the bid number, BZZIOOZO to find
information on the Awarded Bid & Contract Document Search System.

Research Services - Search by the contract numbers C310139001, C310139002, C310139003, and
C310139004 or the bid number, B3Z1013%, to find information on the Awarded Bid & Contract
Document Search System.

Design, Production, Printing for Missouri Vacation Planner Publication - Search by the contract
number, C310016001, or the bid number, B3Z10016, to find information on the Awarded Bid &
Contract Document Search System.

Management of the Tour and Travel Services - Search by the contract number, C308099001; or the
bid number, B3Z08099, to find information on the Awarded Bid & Contract Document Search
System.

1.3.4  Although an attermpt has been made to provide accurate and up-to-date information, the State of Missouri
does not warzant or represent that the background information provided herein reflects all relationships or
existing conditions related to this Request for Proposal.
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2. CONTRACTUAL REQUIREMENTS
21 General Regnirements:

2.1.1  The contractor shall develop and provide an integrated marketing program including, but not limited to
those services iisted below and shall provide all those services customarily performed by a modern,
professional, full service advertising agency as the advertising agency of record for the Missouri Tourism
Commission/Division of Tourism (hereinafter referred to as the “state agency™):

o

Advertising services, including creation, preparation, and placement of advertising in various paid
media within the United States and possibly, international markets,
Media services,

Public relations services,

Cooperative marketing,

Internet marketing ads,

Sponsorship services,

Sales promotions,

Direct marketing,

Social media marketing and promotion, and

Web marketing, such as online photography contests.

CeriTe e o o

2.1.2  Contractor Qualifications - The contractor must currently be and must have been operating as a fuli-
service advertising agency for a minimum of three years.

a. Because the contractor will be advertising the advantages of the State of Missouri as a travel
destination and promoting the positive attributes of the State of Missouri, the contractor must operate
an office within the geographic boundaries of the State of Missouri. The contractor shall agree and
understand that the state agency requires most meetings between the contractor and the state agency
to-be held at the state agency office in Jefferson City, MO. However, in the event that the state
agency requires 4 meeting at the contractor’s office, the office within the geographic boundaries of
the State of Missouri shall be the only contractor location where any such meeting shall be held, The
state agency shall not travel outside the State of Missouri for meetings at the contractor’s office.

b. While operating as a full-service advertising agency, the contractor must within the last two years
have had at least one (1) consumer-targeted account with annual media billings of approximately
two million doflars ($2,000,000.00} using broadcast, e-marketing, and print media.

¢. On the effective date of the original contract period herein, the contract for the State of Missouri
shall not represent more than thirty percent (30%) of the contractor’s total annuval billings.
Throughout the effective period(s) of the contract, the contractor should never have any one
account/current client who represents more than thirty percent (3(%) of the contractor’s total annual
billings.

d. For purposes of the above requirements, if the contractor is responsible for the media purchases,
even if the actual expenditures do not pass through the contractor’s fiscal office, it shall be
considered the contractor’s media billings.

2.1.3 The contractor shall furnish all material, labor, facilities, equipment, and supplies necessary o perform
the services reguired herein to the sole satisfaction of the state agency in accordance with the provisions
and requirements stated herein in order 1o assist the state agency in meeting its objectives of:

a. Increasing visitation to Missouri,
b. Increasing visitor spending in Missouri, and
¢. Increasing overnight stays.
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Contractor Personnel Requirements:

The contractor shall provide personnel in compliance with the following requirements. References to
“the contractor” throughout this document shall aiso be deemed to include the person(s) provided by the
contractor as required herein.

Account Team Requirements - Unless otherwise approved by the state agency on a case by case basis, the
contractor must provide and assign an account team consisting of the number and type of representatives
with the qualifications/requirements as identified on Attachment 2 who shall serve as the primary contact
people for the state agency regarding the specific area of expertise identified. For purposes of this
document, if a team member is required to be “dedicated” it shall be deemed to mean that such person is
dedicated to the state &gency account and shall not be assigned to any other account team(s) of the
CORtractor.

a. Upon contract award, the contractor shall provide the state agency with a staffing chart identifying
the account service person(s) who shall be available and on-call for the state agency seven (7) days a
week, twenty-four {24) hours a day. The contractor shall notify the state agency two-weeks prior to
any changes in the account service person(s) provided.

1) The staffing chart must also identify contact information for such person(s) for the entire period.

2)  Unless prior arrangerments are approved by the state agency, the account service person who is
assigned fo be available to the state agency shall be the same person each time with a consistent
phone number.

b. In addition to the individual minimum qualifications stated on Attachment 2, the contractor and the
majority of the assigned account teamn must be qualified through experience and trammg in travel
and tourism advertising and marketing.

c. Throughout the effective period of the contract, the contractor and the personnel assigned to the
account team must become and stay involved in tourism industry activities and must become
knowledgeable about the State of Missouri and its aftributes.

d. In the event that the total budget available for the state agency account falls below $4,500,000.00,
Attachment 2 will be modified via a formal contract amendment to reduce the requirement for full
time equivalent personnel to a level/percentage of personnel that is mutually agreeable between the
contractor and the state agency, based on the total budget available. Inability to reach agreement
shall be grounds for termination and rebid of the contract.

222  Approval and Replacement of Personnel - The comfractor agrees and understands that the State of

Missouri’s agreement to the contract is predicated in part on the utilization of the specific personnel,
personnel qualifications, and personnel resources identified in the contractor’s proposal.

a. The contractor shall agree and understand that the state agency shall have the right to approve or
disapprove assignment of any of the contractor’s personnel assigned to the account team.
Furthermore, the contractor must obtain the written approval of the state agency prior to replacement
of any previously approved account team member. The contractor further agrees that any
replacement made must be determined by the state agency to be essentially equal or better than
originally proposed in terms of overall qualifications.

13 The contractor shall include the state agency in the search process to review potentlal
replacements.

2) The state agency’s approval of a replacement shall not be construed as acceptance of the
person’s performance potential.

3) The state agency agrees that an approval of a replacement will not be unreasonably withheld.
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b. The contractor shall agree and understand that state agency shall have the right io request
replacement of any person assigned to the account team for any reason. Unless the situation
regarding the contractor’s assigned personnel requires imumediate replacement, the contractor shall
be aliowed at least fourteen (14) calendar days after notification to replace unsatisfactory personnel.

¢. Personnel other than account team - Within the first fourteen (14) calendar days after a change, the
contractor must notify the sfate agency in writing of other changes in personnel that may affect the
state agency account (other than account team personnel which must be approved as stated
previousty.) If required by the state agency after such notification, the contractor shall provide the
state agency with a copy of the resume for any new personnel who may serve as a resource on the
state agency’s accourt.

223 Ligmdated Damages - The contractor shall agree and understand that the availability of the specific
personnel as required herein and on Attachment 2 is considered critical to the efficient operations of the
state agency. However, since the amount of actual damages would be difficult to establish in the event
the contractor fails to comply with the requirements, the contractor shall agree and understand that the
amount identified below as liquidated damages shall be reasonable and fair under the circumstances.

a. In the event an assigned account team person is unavailable to the state agency during the hours in
which such person is required to be available, and such person continues to be unavailable even after
the state agency’s notification to the contractor of such person’s unavailability, the contractor shail
be assessed liquidated damages to the state agency in accordance with one (1) of the following
calculiations: S

1) If the state agency hires an outside/private person, commpany, and/or entity to provide the
necessary service, the contractor shall pay the state agency the total cost charged by such
company to perform the service.

2) H the state agency uses State of Missouri personnel or resources to provide the necessary
service, the contractor shall pay the state agency the actual costs incurred by the State of
Missouri. Such actual costs shall be calculated by the per hour price of the state personnel who
perform the service and shall include material costs, etc.

b. The contractor shall also agree and understand that such liguidated damages shall either be deducted
from the contractor’s invoices pursuant to the contract or paid by the contractor as a direct payment
to the state agency at the sole discretion of the state agency.

c. The contractor shall understand that the liquidated damages described herein shall not be construed
as a penalty.

d. The contractor shall agree and understand that all assessments of liguidated damages shall be within
the discretion of the State of Missouri and shall be in addition to, not in lieu of, the rights of the State
of Missouri to pursue other appropriate remedies.

2.2.4 Training and Education - The contractor must provide all necessary training and education for the
contractor’s personnel in order for the personnel to effectively perform the requirements of the contract.

2.2.5 Authorized Personnel:

a. The contractor shall only utilize personnel authorized to work in the United States in accordance
with apphicable federal and state laws. This includes but is not limited to the Illegal Immigration
Reform and Immigrant Responsibility Act (IRIRA) and INA Section 274 A.

b. If the contractor is found to be in violation of this reguirement or the applicable state, federal and
local laws and reguolations, and if the State of Missourt has reasonable cause to believe that the
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contractor has knowingly employed individuals who are not eligible to work in the United States, the
state shall have the right to cancel the contract immediately without penalty or recourse and suspend
or debar the contractor from doing business with the state. The state may also withhold up to
twenty-five percent of the total amount due to the contractor.

¢. The contractor shali agree to fully cooperate with any audit or investigation from federal, state, or
local law enforcement agencies.

d. If the contractor meets the definition of a business entity as defined in section 2853525, RSMo,
pertaining to section 285.530, RSMo, the contractor shall maintain enrollment and participation in
the B-Verify federal work authorization program with respect to the employees hired after
enrollment in the program who are proposed to work in connection with the contracted services
included herein. If the contractor’s business status changes during the life of the contract to become
a business entity as defined in section 285.525, RSMo, pertaining to section 285.530, RSMo, then
the contractor shall, prior to the performance of dny services as 4 business entity under the contract:

1) Enroll and participate in the E-Verify federal work authorization program with respect to the
employees hired after enrollment in the program who are proposed to work in connection with
the services required herein, AND

2) Provide to the Division of Purchasing and Materials Management the documentation required
in the exhibit titled, Business Entity Certification, Enroliment Documentation. and Affidavit of
Work Authorization affirming said company’s/individual’s enrollment and participation in the
E-Verify federal work anthorization program; AND

3) Submit to the Division of Purchasing and Materials Management a completed, notarized
Affidavit of Work Authorization provided in the exhibit titled, Business Entity Certification,
Enrollment Documentation, and Affidavit of Work Authorization.

e. In accordance with subsection 2 of section 285.530, RSMo, the contractor should renew their
Affidavit of Work Authorization annually. A valid Affidavit of Work Authorization is necessary to
award any new contracts.

Advertising Campazign Development Requirements:

By no later than fourteen (14} calendar days after the effective date of the contract, the contractor shall
schedule and meet in Jefferson City, MO with state agency personnel and other designees, as determined
by the state agency, to discuss the advertising campaign methodology submitted by the contractor in the
contracior’s proposal and to obtain any specific information, data, and/or instructions necessary {0 {inalize
the proposed advertising campaign. The state agency shall have the right to modify, require changes,
research testing or any additional elaboration to the advertising campaign as deemed necessary to
accomplish and fulfill the needs of the state agency.

By no later than thirty (30) calendar days after such meeting, the contractor shall revise the advertising
campaign pursuant to the requirements specified by the state agency in the meeting specified above and
shall finalize and submit the final written research based advertising campaign to the state agency for
review and approval. The advertising campaign shall be designed for the maximum budget amount
specified by the state agency, shall be comprehensive for the entire fiscal year, and shall include, but not
be limited to, the following:

A marketing plan;

A creative campaign;

A complete scheduie of advertising media, including Internet marketing ads and new media;

A public relations campaign;

Detailed data including recommendations for target markets related to implementation of the
campaign;

IR
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The contractor’s approach for performance and completion of each requirement specified herein
including timeframes, defiverables, and the level of effort needed by the contractor, the state agency,
and other designated parties for successful completion; and

Evaluation measures of the achievement of the state agency’s goals and analysis of outcome data
including return on nvestment (ROI) on all tourism-related expenditures in an effort to gauge the
effect of tourism on the state’s economy (The Advertising/PR Effectiveness Research included on
the CD that is available upon request as specified previously herein}.

2.3.3 The contractor shail comply with the following when developing the advertising campaign:

a.

The contractor shall review and make use of the state agency’s past research efforts in all advertising
development.

The contractor shall utilize the state agency logo to accomplish the stated objectives. In addition, if
desired by the state agency at any time, the contractor shall develop a completely new advertising
campaign based on a new slogan, theme, and/or logo. Such development shall be at the sole
direction of the state agency, based on market research.

The contractor shall use images and messages that are at all times commensurate with the dignity of
the State of Missouri.

The contractor shall use motivating advertising messages that:

1} Persuade and encourage vigitors to travel to Missouri;

2y Clearly distinguish and immediately identify Missouri from other travel destinations;

3) Improve consumer perceptions of Missouri as a travel destination, promote the positive
attributes of the state, and increase visitation and spending in Missouri;

4)  Increase consumer desire to seek additional travel information regarding visitation to Missouri;
and :

5) Expand awareness of Missouri attributes that are considered important to prospective Missouri
travelers.

I required by the state agency, the contractor shall market to specific target markets as identified by
segmentation, awareness, and other niche market research, Such markets may include, but not
necessarily be limited to African-American and Hispanic audiences.

The contractor shall integrate non-traditional media and high-tech marketing activities, such as
interactive media, social media, and SEO/SEM (Search Engine Optimization/Search Engine
Marketing) products. The contractor shall not be required to perform internet site development,
management, or hosting of the Visit MO website. However, the contractor shall be responsible for
the artistic direction and site aesthetic design of the state agency’s website. The contractor shall work
with the web development company to ensure that the design integrates into the site.

If required by the state agency, the contractor shall include aggressive and attractive value-added
programs.

The contractor shall use public relations strategies to increase the number of stories about Missouri
as a travel destination in order to promote Missousi as a viable destination for travelers. I required
by the state agency, the contractor shall perform any of, but not necessarily limited to the following
public relations activities:

1) Media coverage, clipping, measwrement, and ad equivalency calculation or other measures to
gauge public relations return on investment.

2y Management of contracts with public refations subcontractors inciuding the online News Bureau
development and hosting agency.
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3} Distribution of regular news releases.

4) Writing and editing news releases.

5} Writing articles for state agency publications, such as the spring newspaper insert.

6) Proactively pitching stories to media representatives.

7) Responding to media inquiries for information.

8) Maintaining a database of tourism public relations contacts throughout the state.

9) Maintaining a database of media representatives throughout the state and country.

10) Assisting in developing and executing media missions to media hubs, such as New York, Des
Moines, Chicago, Miami and Los Angeles.

11) Assisting in developing materials for media trade shows and participation in trade shows.

12) Assisting in developing press tour concepts and itineraries.

13) Assisting in executing press tours.

14) Working with the media buyer to leverage media buys and obtain advertorial opportunities.
Writing and editing advertorial copy.

15) Developing speaking points.

16) Assisting in obtaining and distributing public refations materials such as press kits.

[7) Proposing concepts for and executing attention-getting campaigns either independently of
general market ad campaigns or supporting such campaigns

18) Develop and implement new media and other public relations as required.

The state agency estimates, but does not guarantee, that a media mix of television, full page, color print
magazine advertisements, radio commercials, internet banner advertisements, and electronic and mobile
marketing may be required.

After the advertising campaign has been finalized and approved as required above, the contractor shall
continue to develop new and innovative ideas for promoting Missouri and for meeting the objectives of
the state agency as specified herein. Prior to implementing any such new ideas or projects, the contractor
shall submit a marketing proposal for consideration by the state agency that must briefly outline goals,
strategies, and objectives for each such project. '

Advertising Implementation Requirements:

The contractor shall implement, operate, and satisfy all requirements of the detailed advertising campaign
prepared per the previous requirements and approved by the state agency.

a. Due to changing fiscal and economic conditions and as instructed by the state agency, the contractor
shall change, modify, or totally revise any or all of the advertising campaign assignments including
but not necessarily limited to the strategy of objectives, media schedules, budget allocations, etc.

b. Any modifications to the advertising campaign inciuding development of a new campaign shall be
developed and implemented in accordance with the requirements specified herein.

242 The contractor must have and foliow a written plan for obtaining the state agency’s approval of the

development and implementation of each project/activity in the advertising campaign.

a. No later than thirty (30) calendar days following the state agency’s approval of the final advertising
campaign by the state agency, fhe contractor must provide the state agency with a draft of the written
implementation plan. The contractor shall agree and understand that the state agency shall have the
right to require changes, additions, or additional elaboration to the implemeniation plan in order to
ensure a detailed and comprehensive plan exists. The contractor shall not proceed until state agency
approval of the implementation plan is obtained.

b. The written implementation plan must include steps, criteria, and guidelines that shall be followed
by the contractor to obtain the state agency’s approval for advertising campaign projects/activities.
At a minimum, the contractor must comply with the following in the implementation plan:
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The contractor must have a creative meeting with the state agency and designees of the state
agency fo discuss concepts.

The contractor must submit a Project Estimate Approval Form and a Media Approval Form for
each project/activity and must obtain the state agency’s written approval prior to proceeding
with any project/activity. A copy of a sample Project Estimate Approval Form and a Media
Approval Form are included as Attachments 3 and 4.

The contractor must document how each project/activity relates to the state agency’s objectives,
strategic direction, and outcomes.

Prior to final development, the contractor must submit all creative concepts to the state agency
for review and comments in the form of rough layouts with written copy.

After rough layout, design, and copy are approved by the state agency, the contractor shall
prepare comprehensive layouts and submit the comprehensive layouts to the state agency for
final review and comments.

The contractor shall not complete a project/activity nor have it produced until the contractor
receives final written approval of copy and concepts from the state agency.

Unless another time frame is approved or specified by the state agency on a case by case basis,
the contractor must provide the state agency with a minimum of fourteen (14) calendar days for
state agency initial review, comments, and approval.

¥v" If the state agency requires corrections or changes or requires the project/activity to be
redone at any phase in its development, the contractor mwust perform the required
corrections and changes. - :

v" Liquidated Damages - The contractor shall agree and understand that scheduling at least
fourteen (14} calendar days for initial review by the state agency is considered critical o
the efficient operations of the state agency. However, since the amount of actual
damages would be difficult to establish in the event the contyactor fails to comply with
the scheduling requirements, the contractor shall agree and understand that the contractor
shall be assessed hguidated damages in the amount of $1 000 for each twenty-four (24)
hour day less than fourteen (14) calendar days that the contractor provides the state
agency for review and that such amount shall be considered reasonable and fair under the
cireumstances.

o The contractor shall agree and understand that such liquidated damages shall either
be deducted from the contractor’s invoices purstant to the contract or paid by the
confractor as a direct payment to the state agency at the sole discretion of the state
agency.

o The contractor shall understand that the liquidated damages described herein shall not
be construed as a penalty.

o The contractor shall agree and understand that all assessments of liguidated damages
shall be within the discretion of the State of Missouri and shall be in addition to, not
in lieu of, the rights of the State of Missouri to pursue other appropriate remedies.

The contractor shall cooperate and coordinate services with the state agency and designees of the state
agency in order for a coordinated advertising message to be presented to the public. The contractor shail
base all advertising and share all advertising ideas with the coordinated input of appropriate state agency
staff and staff of state agency designees. The state agency has or will have separate contracts for other
services that all relate to the objectives of the state agency. Some, but not necessarily all such other
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contracts are identified in the background information of this document. As part of the total advertising
campaign effort of the state agency, the contractor shall cooperate with any and all such other contractors
and shall coordinate advertising and marketing services as required by the state agency in order for a
cooperative/coordinated advertising message to be presented to the public.

In the implementation and operation of the advertising campaign, the contractor shall prepare any and all
advertisermnents, presentation materials and collateral materials to include, but not be limited to, copy and
tayouts, collateral, finished artwork, photographs, paste-ups, model fees, endorsements, testimonials,
talent, story boards, scripts, music rights, filming, recording, video dubbing, editing, siide and video
production, equipment rentals, scenery, properties, costumes, display materials, sales promotion,
merchandising materials, brochures, copy writing, graphs, design, etc. as required to meet ali contract
requirements.

a. The state agency has a significant amount of stock footage from previous photo and video shoots.
The contractor shall have access to the state agency’s pool of such stock footage for use in
advertisements.

b. The coniractor shall agree that from time to time, the creative and/or production work for
advertisements and/or the copy or creative concepts for advertisements may be provided by the state
agency at the discretion of the state agency. In such cases, the contractor shall perform all other
functions that may be necessary related to the advertisement, including media placement as directed
and supplied by the state agency.

¢.  As deemed necessary by the state agency, the contractor shall develop specialty advertising items,
collateral materials, video multimedia and film presentations, and/or other promotions as requested.

After authorization by the state agency, the contractor shall order space, time, or other advertising
mediums approved for the advertising campaign and shall endeavor to secure the most advantageous rates
available. Any such advertising may also include space in Missouri’s promotional publications.” In
addition to the state agency’s advertising, the contractor shall perform the required services for
advertising purchased in cooperation with partners as directed by the state agency as specified later herein
as part of the Cooperative Marketing Program Requirements.

a. The contractor shall meet with media representatives on behalf of the state agency and shall have, if
and when requested by the state agency, a written evaluation of each proposal submitted by media
representatives.

b. In ordering space, time, or other advertising means, the contractor shail not be acting as an agent of
the State, and shall not represent itself to be acting as an agent of the State. The contractor shall
inform each media representative supplying space, time, or other advertising means that the
contractor is not acting as an agent for the State and that the contractor shall be solely liable for
payment to the media representative.

1) The contractor shall only be permitted to invoice the state agency for media space, time, or other
such advertising means after the advertising has been aired, published, or otherwise completed.
See the Invoicing and Payment Requirements section of this document.

¢. The contractor shail properly incorporate approved messages in mechanical or other necessary form
and forward #t with instructions for the fulfillment of the advertising order, check and verify
instructions, displays, broadcasts, or other media to be utilized, to such a degree as normally
performed by advertising agencies and as regarded as good practice. Even though the state agency
approval has been received, the contractor shall be responsible for ensuring that there are no
typographical errors or omissions in the final advertisements, direct mail pieces, newsletters or any
other public relations or marketing material.
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d. The contractor shall agree and understand that the state agency shall have the right, at any time, to
cancel any space or time previously authorized for publication or broadcast, provided the publisher
or other owner of said space or ime will accept such cancellation without {inancial penalty, or if a
penalty, provided the state agency shall pay any resulting costs or penalties.

e. The contractor shall audit and verify accuracy of all invoices submitted by the media or broadcasters
for space, time preparation, and promotional services.

f.  Documentation and Reporting - The contractor shall prepare and maintain the following
documentation and shall submit reports to the state agency as further explained in the Reporting and
Recordkeeping Requirements section of this document.

1) The contractor must provide the state agency with copies of all insertion orders, change orders,
and purchase orders with media/broadcast suppliers.

2) The contractor must provide the state agency with tear sheets, publishers affidavit of publication
or broadceast, and/or electromic equivalent (such as Novus) noted with the date of publication.

3) The contractor shall provide the state agency with monthly reports regarding media purchases
and planning.

4} The contractor shall regularly evaloate media use and placement to ensure maximum
effectiveness and shall provide a written evaluation to the state agency on a quarterly basis.

Additional Programs - Requirements of Advertising Campaign:

As part of the advertising campaign developed and implemented as described in the preceding
requirements, if required by the state agency, the contractor shall also include the following programs;

Cooperative Marketing Program Requirements — The contractor shall place approved media advertising
for cooperative marketing destination advertising participants in accordance with the most current version
of the Destination Advertising Guidelines and as stated below. A copy of the current year Destination
Advertising Guidehines can be found on the internet at the following address:

bt Mindustry vistimo com/IndustryInsights/CooperativeMarketing/17Y 201 | Programinfovmation aspx

a. If required by the state agency, the contractor shall order all approved space, time or other
advertising means to accomplish the goals of the cooperative marketing destination advertising
participants and shali be able to demonstrate effective buying through cost savings. The contractor
shall invoice the cooperative marketing destination advertising participant for either fifty percent
{50%) or one hundred percent (100%) of the cost of qualified ads placed by the contractor as
instructed by the state agency.

1) If the state agency instructs the contractor to invoice the cooperative marketing destination
advertising participant at fifty percent (50%]), the contractor shall provide a detailed invoice to
the cooperative marketing destination advertising participant and the state agency each for fifty
percent (50%) of the cost of qualified ads. At the time of submission of the invoice, the
contractor shall provide both the cooperative marketing destination advertising participant and
the state agency with the back-up documentation required in the Destination Advertising
Guidelines. In addition, in order to document payment by the cooperative marketing destination
advertising participant, the contractor shall provide the state agency with a copy of the
cooperative marketing destination advertising participant’s proof of payment by no later than ten
(10) catendar days after the contractor received the payment.

2) If the state agency instructs the contractor to invoice the cooperative marketing destination
advertising participant at one hundred percent (100%), the contractor shall provide a detailed
invoice and backup documentation as required in the Destination Advertising Guidelines to the
cooperative marketing destination advertising participant for the total cost of qualified ads and
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shall provide the state agency with a copy of the contractor’s invoice to the cooperative
marketing destination advertising participant.

3) The contractor must obtain prior approval  from the state agency on ail cooperative
advertisements to ensure that the state agency logo and/or credit line is included on all ads and
comptlies with state agency guidelines for cooperative marketing. The state agency guidelines
can be found in the Cooperative Marketing Reimbursement Guide, which can be found on the
internet at the following address:

kttpsindustry visitmo condIndustryInsighis/CooperativeMarketing/FY 20 | Programinformation aspx

4) If the state agency instructs the contractor to participate in the Cooperative Marketing Program
application review and evaluation process, the contractor shall assign appropriate media and
creative staff subject to the approval of the state agency who will review and score assigned
applications and participate in an evaloation meeting held in Jefferson City.

b. Cooperative Marketing Reports:

1) The contractor shall submit a monthly cooperative marketing report describing media placed and
media yet to be placed on behalf of cooperative marketing destination advertising participants.

2} By January 31 each calendar vear, the contractor shall review past research and submit a list to
the state agency for approval of all potential media and markets that are both appropriate for the
program participants and meet the objectives of the state agency. The contractor shall
participate in the review by the state agency of any additions to the media list and markets list
that may take place throughout the year.

c. If required by the state agency, the contractor shall collect, analyze and review participating
destination marketing organization media plans to maximize media coverage throughout the target
matkets and leverage the placement costs to develop the best possible “state rate” for the state
agency’s Media Exchange Plan. More information on the Media Exchange Plan can be found at the
following website:
hitp/industry, visitmo.com/industrvinsiehts/CooperativeMarketing/MediaExchanpe aspx

Other Additional Programs — If required by the state agency, the contractor shall perform other additional
programs as part of the total advertising campaign effort of the state agency. Examples of such additional
programs may include, but not necessarily be Iimited to promotions of the Civil War in Missouri, State
Parks, Governor’s Conference on Tourism, and any other promotions or programs that might arise. The
state agency shall specify the type of and requirements of any other additional programs at the time of
identification of the need for the additional program.

The contractor shall understand and agree that there shall be no additional fee for the performance of any
additional programs,

COther Specific Performance Requirements:

Survey/Research - In order to-measure the contractor’s success in meeting the objectives of the state
agency, the state agency has contracts with independent research companies to conduct research on the
effectiveness of the activities of the state agency. The contractor must assist the state agency in any
research as required by the state agency or designees of the state agency, as stated below:

a. If required by the state agency, the contractor must attend a meeting with the parties listed below in
Jefferson City, MO, or at another location if another location is agreeable to all parties. The
contractor will be contacted to schedule the meeting at a time that is convenient to all parties at least
two {2) calendar weeks prior to the date of such meeting.
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1) State agency personnel;

2} Personnei from the independent research company(ies) contracted by the State of Missourl to
provide research services for the state agency;

3) Personnel from the independent company contracted by the State of Missouri to produce the
state agency’s marketing publications; and

4}  Other state agency designees, as determined necessary by the state agency.

b. During such meeting, the contractor shall provide media background information and campaign and
marketing project budget information. In addition, if required, the contractor must discuss research
design and methodelogy and must provide input into possible survey questions and other areas as
deemed necessary.

If and when required by the state agency and in accordance with the schedule specified by the state
agency, the contractor shall send the specific personnel and or personnel positions required by the state
agency to visit Missouri’s marketing regions, as identified in the Missouri Travel Guide, and to attend
various tourism related meetings and conferences (such as Tourism Commission Meetings, the annual
Governer’s Conference on Tourism, the annual Missouri Travel Council Meeting, and the annual
Missouri Association of CVBs Meeting) in an effort to stay abreast of state tourism happenings and
events,

@& The contractor shall agree and understand that except in special circumstances, state agency
personnel shall attend the meetings/conferences and/or make the marketing region visits with the
contractor’s personnel. The contractor shall coordinate with the state agency purscant to state travel
regulations.

1) The contractor shall be responsible for travel expenses and meeting costs (such as registration
fees) for required visits and required attendance at each meeting/conference for the contractor’s
personnel. (Historically, registration fees have been approximately $125.00 for the Missouri
Travel Council Annual Meeting and less than $100.00 for the Missouri Association of CVBs.)

2) The state agency shall be responsible for the travel expenses and fees for the state agency
personnel who attend.

The contractor must become and must remain a member of the Missouri Travel Council and Missouri
Association of Convention and Visitor Bureaus (CVBs), and shall pay all associated membership fees for
such membership and for any other memberships the contractor maintains,

Competitive Bid Requirements - The state agency reserves the right to require the contractor to
competitively bid any service/program that will be performed by a subcontractor at any time during the
effective period of the contract. The contractor must comply with the following requirements related to
the competitive bid process:

a. 'The contractor shall develop written bid specifications and requirements for the services required
and shall submit the written bid specifications to the state agency for input and suggestions.

b. The contractor shall develop a list of potential bidders to issue the bid specifications to and shall
include any compantes recommended by the state agency on the list.

¢. ‘Fhe contractor shall issue the bid specifications, shall answer all questions from potential bidders
regarding the specifications, and shall receive and evaluate the bids.

d. The contractor shall present the final recommended bidder to the state agency and designees for final
approval of the company who will be awarded the subcontract to provide the required additional
program.
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e. The contractor shall administer and manage the awarded subcontract in its entirety. If the contracior
determines that the awarded subcontractor is not performing in a satisfactory manner, the contractor
must obtain the prior written approval of the state agency for any replacement subcontract. In
addition, if the state agency requires, the contractor must follow the same competitive bid process
described herein in order to obtain the new subcontract.

Reporting and Recordkeeping Reqguirements:

The coniractor shall fumnish the reports identified in this section to the state agency for review and
approval. For each report type, the contractor must obtain the prior written approval of the state agency
on the format of, design of, and information contained in the report prior to its first submission and shall
agree and understand that the state agency shall have the right to require revisions at any time durmg the
effective period of the contract due to changing needs of the state agency.

The contractor shall submit each report in electronic format in addition to a hard copy. In submitting
reports electronically, the contractor’s computer system must be compatible with the state agency’s
computer system. The contractor shall agree and understand that the decision of compatibility rests with
the state agency and the decision of the state agency shall be final and without recourse.

a. Currently, the state agency’s computers are equipped with Windows XP and Microsoft Office
Professional 2007. In addition, it is anticipated that other upgrades may occur on a conéinuous basis.

b. Experience has shown that Macintosh - type conversions have not been completely compatible with
the state agency’s system.

Annual Repott - The contractor shall submit an annual report which must, at a minimum, include the
information listed below. The contractor shall submit the report annually at least sizty (60) calendar days
following the expiration of the contract period.

a. Up-to-date advertising information including, but not necessarily limited to budget and media
breakdown by market, type, and campaign.

b. Documentation measuring the resulis of current projects.

¢. An assessment of year’s programs.

d. An evaluation of potential future opportunities.

Status/Progress Reporting:

a. One time each calendar week, the contractor shall submit a status/progress report outlining the
foliowing to the state agency via email:

1) The specific accomplishments achieved during the weekly reporting period;

2) The specific activities and projects completed pursuant to the provision of the contract and the
completion dates of such tasks;

3y The specific planned activities for the upcoming montiy;

4) The specific planned activities and projects and projected completion date(s) remammg to be
completed pursuant to the provisions of the contract;

5)  Any other pertinent information and accomplishments from the week.

_b. Every two calendar weeks, the contractor shall schedule time to discuss {via phone or in person) the

weekly status/progress reports with the state agency,

¢. One time each calendar guarter, the conlractor’s upper management must meet with the state
agency’s upper management in person, in Jefferson City (uniess an alternate city is agreed to by the
state agency) to discuss status/progress repoits and performance.
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Budget Status Report - On a monthly basis, the contractor shall submit a written spreadsheet repost to the
state agency that details the status of the budget. The report shall include expenditures from the month,
expenditures to date by project, and the remaining balance, as well as media planning status, media
placed, media billed and media yet to be billed. The format of the report must be approved by the staie
agency.

Media Status Report - The contractor shall submit a monthly repon describing media placed and media
yet to be placed on behalf of the state agency.

Aged Account Payable Report - In order to insure that the contractor has paid suppliers, media,
production facilities, and any other such “vendors” acting as “subcontractors” under the requirements of
the contract, the contractor shall submit an Aged Account Payable Report to the state agency on a
monthly basis. The Aged Account Payable Report must contain the information required by the state
agency, including audited and verified invoice amounts, in order to ascertain the contractor’'s payment
status of the contractor's suppliers/vendors related to the state agency services. The format of the report
must be approved by the state agency.

The contractor must maintain financial and accounting records and evidence pertaining to the contract in
accordance with generally accepted accounting principles and other procedures specified by the state
agency.

a. The contractor shall make all such records, books, and other documents relevant to the contract
available fo the state agency and/or its designees and/or the Missourt State Auditor in an acceptable
format and at all reasonable times during the term of the contract, and for three (3) from the date of
final payment on the contract or the completion of an independent audit, whichever is later. If any
litigation, claim, negotiation, audit, or other actions involving the records has been started before the
expiration of the retention period, the contractor shall retain such records until completion of the
action and resolution of all issues which arise from it.

b, The contractor shall permit governmental auditors and/or authorized representatives of the State of
Missouri to have access, for the purpose of audit or examination, to any of the contractor’s books,
documents, papers, and records recording receipts and disbursements of any of the funds paid to the
contractor. The contractor further agrees that any audit exception noted by governmental auditors
shall not be paid by the state agency and shall be the sole responsibility of the contractor. However,
the contractor shall have the right to contest any such exception by any legal procedure the
contractor deems appropriate. The state agency will pay the contractor all amounts that the
contractor may ultimately be held entitled to receive as a result of any such legal action.

Invoicing and Payment Requirements:
Prior to any payments becoming due under the contract, the confractor must return a completed state

Vendor Input/ACH-EFT Application, which is downloadable from the Vendor Services Portal at:
https /fwww vendorservices mo.govivendorservices/Portal/Default.aspx,

a. The contractor understands and agrees that the State of Missouri reserves the right to make contract
payments through electronic funds transfer (EFT).

b. The contractor must submit invoices on the contractor’s original descriptive business invoice form
and must use a unique invoice nember with each invoice submitted. The unique invoice number wiil
be Jisted on the State of Missouri’s EFT addendum record to enable the contractor to properly apply
the state agency’s payment to the invoice submitted. The contractor may obtain detailed information
for payments issued for the past 24 months from the State of Missouri’s central accounting system
(SAM II) on the Vendor Services Portal at:

httos/Swerw vendorserviges mo.govivendorservices/Portal/Default aspx




B3Z11078 Page 20

282

283

The state agency will have approximately $10,000,000 [$9,000,000.00 plus $1,000,000 for the state share
of the cooperative marketing {there is also up to $1,000,000 matching funds from cooperative marketing
destination advertising participants}} budgeted for the campaign duoring fiscal year July 1, 2011 through
June 30, 2012,

a. The contractor shall agree and understand that any amount funded per the contract is subject to
appropriations made by the Missouri General Assembly and signed into law by the governor. In
addition, the total budget amount described herein is also subject to.reduction by executive order
and/or by administrative policy of the state agency when deemed in the best interest of the State of
Missouri. Therefore, the State of Missouri does not guarantee that any amount of funds will be spent
in accordance with the contract.

b. In addition, any amount funded shall be utilized for the total campaign, including paid advertisement
time or space placed directly by the state agency, services required for the coordination of
cooperative advertising with private sector businesses and other tourism related organizations, and
any other costs incurred or services performed by the state agency related to meeting the objectives
of the advertising effort.

Contractor’s Fee - One time per month, the contractor shall submit an invoice to the state agency for
services at the firm fixed price per month stated on the Pricing Page for the total annual budget applicable
for the contract period. The total annual budget for each contract period shall be that amount specified by
the state agency prior to the effective date of each contract period. (The total budget shall include the
state share of the cooperative marketing amounts.) The firm, fixed price per month applicable for the
total budget amount specified shall constitute the total amount due the contractor for all services specitied
in the requirements of this document unless services are specifically listed as reimbursable in the
paragraph related to reimbursements, below. In addition, regardless of fluetuations in the total budget

throughout the contract period, the amount specified by the state agency prior to the effective date of each

contract period shall be the amount used for computing the firm fixed price per month for the entire
contract period. - : : .

a. After receipt and approval by the state agency of the monthly invoice and all required reports and
documentation, the contractor shali be paid the firm fixed price per month for all services required
herein related to the advertising campaign and contractor requirements related thereto.

b. The firm fixed price per month shall constitute the contractor’s fee for all of, but not necessarily
limited to the following:

1) Al Personnel Costs - The contractor’s fee must include all personnel costs for performance of
all required services including, but not limited to those services listed below, as well as all
personnel costs for the advertising account teamn including, but not limited to the six (6) required
full-time and full time equivalent representatives required herein and other account team
members” service:

¥ Media plarming, buying, and »  Competitive bid solicitation and
implementation administration

¥ All subcontract and additional program » Creative management, development and
management activities production

»  Supervision & coordination » Project management

» Execative, account direction, confract % Public Relations coordination &
management, management

% Art direction and production ¥ Agency account service time

»  Secript and copy writing snd editing »  Accounting and biiling

> Reporting » legal services and fees

»  Print/collateral production % Administrative support

¥ Electronic/computer production »  Reporting

» Development, implementation, and » Trafficking (both agency and coop)
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administration of the integrated marketing >  Webinar creation
program/advertising campaign including
new media, web/interactive, ¢-blasts,

2) All business communication, interaction, expenses, and overhead considered the cost of doing
business and essential to the performance of the contract including but not iimited to:

» all telephone expenses ¥ office operation expenses

¥ facsimile and telegram expenses ¥ supply and material expenses

» in-state travel expenses ¥ overhead costs

»  business expenses ¥ education and training expenses

» conference fees and expenses » meeting expenses and fees

¥ costs to make corrections to creative, »  all business equipment expenses (including

‘ “concepts, collateral, or other projects information technology, software, office

submitted for approval equipment, design/production equipment,
membership dues efc.)

¥ mailing and postage expenses (including » mobile messaging charges

overnight/rush charges, electronic mail,
etc.)

Reimbursable Services - The contractor shall agree and understand that if a service is not specifically
listed in the following paragraphs as reimbursable, the contractor must include any costs related to
providing the service in the contractor’s firm fixed price per month because no additional payment or
relmbursement to the contractor shall be made for the service.

a. Only those goods and services included in the subparagraphs below and previously approved by the
state agency shall be reimbursed as a payment to the contractor in addition to the firm fixed price per

month.

1) Out of State Travel - The contractor shall invoice and be reimbursed for actual and reasonable
travel and travel related expenses for out of state travel pursuant to the Office of Administration
Travel Regulations and Contiguous US Per Diem Rates (CONUS).

2)

v

The contractor must have the prior written approvai of the state agency at least five (5) days
prior to date of travel for any such expenses except in case of an unforeseeable event and
emergency travel. In addition, the contractor mwust have the prior approval of the state
agency for any travel related expenses which may exceed the CONUS _
The Office of Administration Travel Regulations can be found on the Internet at the
following address: hun:ffosmo.goviacct/i0-11010 pdl. The actual mileage rate changes
regularly. For the current rate see: i/ www.oa.mo.cov/acey/.

The Contiguous US Per Diem Rates (CONUS) can be found by clicking on the link for “Per
Diem Rates” at the following Internet address: http/fwww gsa gov.

Subcontracted Services - For purposes of this section, reference to subcontracted services shall

be deemed to mean any suppliers, media, production facilities, vendors, subcontractors, etc., and
may include goods and/or services provided and/or performed as part of the advertising
campaign to assist the state agency in reaching its objectives. All subcontracted personnel must
meet the requirements specified in the Comractor Personnel Requirements described elsewhere
herein.

v

Production - The contractor shall be reimbursed the actual net costs for production costs
necessary to implement the approved integrated marketing program / advertising campaign
including all met cosis necessary to produce television commercials, radio commercials,
magazine advertisements and inserts, internet advertisements, promotional pieces, outdoor
advertisements, public relations materials, etc.
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v Other Additional Program Services: The contractor shall be reimbursed the actual net costs
for: (1) the Cooperative Marketing Program, and (2) any other additional programs required
by the state agency, including but not necessarily be limited to Civil War promotions, press
tours, Governor’s Conference on Tourism, provided that all such net costs have the prior
writien approval of the state agency. However, the contractor’s time 1o administer and
manage the program (or to administer the subcontract, if the program is handled via a
subcontract) shall not be reimbursable and shall be included in the firm fixed price per
month for the contractor’s services.

v Media Purchases — The contractor shall be reimbursed the actual net costs of advertising
media space or time purchased by the contractor pursuant fo the approved media schedule
and plan approved as part of the advertising campaign. No other payment, commission, fee,
etc., shall be paid to the contractor or subcontractor for any reason whatsoever.

v Additional Advertising Campaign Services — In the event services are required by the state
agency that are not specified as a requirement in this document and which are above and
beyond the services customarily performed by a full service advertising agency, and if the
state agency specifically approves, in advance and in wrifing, the services as reimbursable
prior to the performance of the services, the contractor shall be reimbursed the actual cost of
such services. However, the contractor’s time to administer and manage the program {or to
administer the subcontract, if the program is handled via a subcontract) shall not be
reimbursable and shall be included in the firm fixed price per month for the contractor’s
services. The contracior may be required to conduct bid solicitation on certain services if
requested by the state agency.

b. Requirements of Invoices for Reimbursable Services:

1)
2)

3)

4)

3)

The contractor may submit invoices for retmbursable services as often as desired during a
month.. ’

With each invoice submitted by the contractor, the confractor shall iiemize reimbursable
expenditures by project with an accumulative total for performance of all services.

On the face of each invoice, the contractor must identify the project name and project number
{as assigned by the contractor) for all items listed and must cross reference the invoiced project
to the approved specific budget item on the integrated marketing campaign.

In addition, the contractor shall attach the invoice from subcontractor and/or receipts from travel
showing the actual net cost charged by the subcontractor.

The contractor shall assign a subcontractor number to each subcontract and must reference such
number on each applicable invoice.

c. The contractor shall agree and understand that except as stated below, the state agency will not
reimburse the contractor for any reimbursable services in advance.

1

Therefore, except as stated below in the exceptions area, the contractor must ensure that all
subcontracted services and goods/prodocts  submitted for reimbursement have been
performed/provided. In addition, the contractor must ensure that documentation verifying the
provision of such service or receipt of such good/product is included with the invoice requesting
reimbursement.

v' After receipt of all required documentation for reimbursable services, the state agency will
make payment to the coniractor.

v However, the contractor shall agree and understand that, following approval of the
confractor’s invoice by the state agency for such reimbursable services, the state agency
estimates that an average of approximately thirty (30) calendar days may pass before the
contractor receives the payment.
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2) Exceptions - For specifically defined subcontracted services, the state agency shall have the sole
right to approve reimbursement to the contractor in advance of the subcontracted service being
provided. Exampies of when such approval may be provided by the state agency may include
sitpations where the subcontract agreement is for a service/product that specifically requires
prepayment as a normal course of business (such as hotel bookings and airfine tickets). The
decision by the state agency shall be final and without recourse.

3} The contractor understands that as a routine course of business, the contractor shall make
payments to all subcontractors according to the deadlinés and time requirements of the
subcontractor. However, regardless of the subcontractor requirements, the contractor must pay
each subcontractor ne later than two (2) calendar weeks after the contractor receives
payment for the reimbursable sérvices from the state agency.

Other than the payments and reimbursements specified above, no other payments or reimbursements shall
be made to the contractor. The contractor shall agree and understand that NO commissions or additional
percentage mark-ups will be paid to the contractor for any services performed by the contractor.

Other Contractual Reguirements:

Contract - A binding contract shall consist of: (1)} the RFP, amendments thereto, and any Best and Final
Offer (BAFO) request(sy with RFP changes/additions, (2) the contractor’s proposal including any
confractor BAFO response(s), (3) clarification of the proposal, if any, and (4) the Division of Purchasing
and Materials Management’s acceptance of the proposal by “notice of award”. All Exhibits and
Attachments included in the RFP shall be incorporated into the contract by reference.

a. A notice of award issued by the State of Missouri does not constitute an authorization for shipment
of equipment or supplies or a directive to proceed with services. Before providing equipment,
supplies and/or services for the State of Missouri, the contractor nst receive a properly authorized
purchase order or other form of authorization given to the contractor at the discretion of the state
agency.

b. The contract expresses the complete agreement of the parties and performance shall be governed
solely by the specifications and requirements contained therein.

¢.  Any change to the contract, whether by modification and/or supplementation, must be accomplished
by a formal contract amendment signed and approved by and between the duly authorized
representative of the contractor and the Division of Purchasing and Materials Management prior to
the effective date of such modification. The contractor expressly and explicitly understands and
agrees that no other method and/or no other document, including correspondence, acts, and oral
communications by or from any person, shall be used or cohstrued as an amendment or modification
to the contract.

Contract Period - The original contract period shall be as stated on page 1 of the Request for Proposal
(RFP). The contract shall not bind, nor purport to bind, the state for any contractual commitment in
excess of the original contract period. The Division of Purchasing and Materials Management shall have
the right, at its sole option, to renew the contract for three (3) additional one-year periods, or any portion
thereof. In the event the Division of Purchasing and Materials Management exercises such right, all terms
and conditions, requirements and specifications of the contract shall remain the same and apply during the
renewal period, pursuant to applicable option clauses of this document.

Renewal Periods - If the option for renewal is exercised by the Division of Purchasing and Materials
Management, the contractor shall agree that the prices for the renewal period shall not exceed the
maximum price for the applicable renewal period stated on the Pricing Page of the contract.
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If renewal prices are not provided, then prices during renewal periods shall be the same as during the
origmal contract period.

In addition, the contractor shall understand and agree that renewal period price increases specified in
the contract are not automatic. At the time of contract renewal, it the state determines funding does
not permit the specified renewal pricing increase or even a portion thereof, the renewal pricing shall
remain the same as during the previous contract period. If such action is rejected by the contractor,
the contract may be terminated, and a new procurement process may be conducted. The contractor
shall also understand and agree the state may determine funding limitations necessitate a decrease in
the contractor’s pricing for the renewal period(s). If such action 1s necessary and the contractor
rejects the decrease, the contract may be terminated, and a new procurement process may be
conducted.

294 Termination - The Division of Purchasing and Materials Management reserves the right to terminate the
contract at any time, for the convenience of the State of Missouri, without penalty or recourse, by giving
written notice to the contractor at least thirty (30) calendar days prior to the effective date of such
termination. The contractor shall be entitled to receive compensation for services and/or supplies
delivered to and accepted by the State of Missouri pursuant to the contract prior to the effective date of
termination. '

295 Transttion:

Upon award of the contract, the contractor shall work with the state agency and any other
organizations designated by the staie agency to ensure an orderly transition of services and
responsibilities under the contract and to ensure the continuity of those services required by the state
agency. Specifically, i required by the state agency, the contractor shall complete services and
obligations for which the contractor was not invelved in the originai obligation, design, or
implementation. At a minimum, but not necessarily limited to, the contractor shall agree to the
following: : - ' :

1} The state agency will already have campaigns including creative, etc., developed and approved
that will be implemented during the period of the contract. Therefore, the contractor shall
implement such campaign in all or in part, as required by the state agency.

2) In addition, the advertising agency of record under C307095001 {Hoffman Lewis) may have
media confracts or other subcontracts in existence that may need to continue for a pertod of time.
Therefore, the contractor may be required by the state agency f{o assume and manage all such
media contracts and/or other subcontracts. The state agency will provide the contractor with
copies of the insertion orders for monitoring the media contracts.

Upon expiration, termination, or cancellation of the contract, the contractor shall assist the state
agency to ensure an orderly and smooth transfer of responsibility and continuity of those services
required under the terms of the contract 1o an organization designated by the state agency. I
requested by the state agency, the contractor shall provide and/or perform any or ali of the following
responsibilities:

1) The contractor shall deliver, FOB destination, all records, documentation, reports, data,
recommendations, or printing elements, etc., which were required to be produced under the
terms of the comntract to the state agency and/or to the state agency’s designee within seven (7)
days after receipt of the written request in a format and condition that are acceptable {o the state
agency.

2) The contractor shall discontinue providing service or accepting new assignments under the
terms of the contract, on the date specified by the state agency, in order to ensure the
completion of such service prior to the expiration of the contract.
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3) If requested in writing via formal contract amendment, the contractor shall agree to continue
providing any part or all of the services in accordance with the terms and conditions,
requirements and specifications of the contract for a period not to exceed ninety (90) calendar
days after the expiration, termination or cancellation date of the contract for a price not to
exceed those prices set forth in the contract.

Contractor Liability - The contractor shall be responsible for any and all personal injury (including death)
or property damage as a result of the contractor's negligence involving any equipment or service provided
under the terms and conditions, requirements and specifications of the contract. In addition, the
contractor assumes the obligation to save the State of Missouri, including its agencies, employees, and
assignees, from every expense, lability, or payment arising out of such negligent act.

a. The contractor also agrees to hold the State of Missouri, including its agencies, employees, and
assignees, harmless for any negligent act or omission committed by any subcontractor or other
person employed by or under the supervision of the contractor under the terms of the contract.

b. The contractor shali not be responsible for any injury or damage occurring as a result of any
negligent act or omission committed by the State of Missouri, including its agencies, employees, and
assignees.

¢. Under no circumstances shail the contractor be lzable for any of the foliowing: (1) third party claims
against the state for losses or damages {other than those histed above); (2) loss of, or damage to, the
state’s records or data; or (3) economic consequential damages (including lost profits or savings) or
incidentai damages, even if the contractor is informed of their possibility.

Insurance - The contractor shall understand and agree that the State of Missouri cannot save and hold
harmless and/or indemmify the contractor or employees against any liability incurred or arising as a result
of any activity of the contractor or any activity of the contractor's employees related to the contractor's
performance under the contract. Therefore, the contractor must acquire and maintain adequate liability
insurance m the form(s) and amount(s) sufficient to protect the State of Missouri, its agencies, its
employees, its clients, and the general public against any such loss, damage and/or expense related to
his/her performance under the contract. The msurance shall include an endorsement that adds the State of
Missouri as an additional insured.

Subcontractors - Any subeontracts for the products/services described herein must include appropriate
provisions and contractual obligations to ensure the suceessful fulfillment of all contractual obligations
agreed to by the coniractor and the State of Missouri and to ensure that the State of Missouri is
indemnified, saved, and held harmless from and against any and all claims of damage, loss, and cost
(including attorney fees) of any kind related to a subcontract in those matters described in the contract
between the State of Missouri and the contractor.

a. The contractor shall expressly understand and agree that he/she shall assume and be solely
responsible for all legal and financial responsibilities related to the execution of a subcontract,

b. The contractor shall agree and understand that utilization of a subcontractor to provide any of the
products/services in the contract shall in no way relieve the contractor of the responsibility for
providing the products/services as described and set forth herein.

¢. The contractor must obtain the approval of the State of Missouri prior to establishing any new
subcontracting arrangements and before changing any subcontractors, The approval shall not be
arbitrarily withheld.

d. Pursuant to subsection 1 of section 285.530, RSMo, no coniractor or subcontractor shali knowingly
employ, hire for employment, or continue to employ an unauthorized alien to perform work within
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the state of Missouri. In accordance with sections 285.525 to 285.550, RSMo, a general contractor
or subcontractor of any tier shall not be liable when such contractor or subcontractor contracts with
its direct subcontractor who violates subsection 1 of section 285.530, RSMo, if the contract binding
the contractor and subcontractor affirmatively states that

1y the direct subcontractor is not knowingly in violation of subsection 1 of section 285.530,
RSMo, and

2) shall not henceforth be in such violation and

3) the contractor or subcontractor receives a sworn affidavit under the penaity of perjury attesting
to the fact that the direct subcontractor’s employees are lawfully present in the United States.

2.9.9 Coerdination and Custorier Service - The contractor shall fully coordinate all contract activities with
those activities of the state agency. As the work of the contractor progresses, advice and information on
matters covered by the contract shatl be made available by the contractor fo the state agency or the
Division of Purchasing and Materials Management throughout the effective period of the contract.

a.

The contractor shall have internal customer service policies and procedures in place and shall
perform ongoing quality control measures to ensure that the state agency’s objectives are being met.

The contractor shall further agree that no reports, documentation, or material prepared, including the
program(s) developed as required by the contract, shall be used or marketed by the contractor or
released to the public without the prior written consent of the state agency.

29.10 Property of State:

a.

The contractor shall agree and understand that any and all of the following property and/or work
products, which are developed or acquired by the contractor per the contract, shall become the
property of the State of Missouri, which shall include all rights and interests for present and future
publication, display, sale, copyright or other use as deemed appropriate by the state agency, unless
prior approval is received by the state agency for single use or other restricted use.

1) All scripts, exhibits, film negatives, digital media, artwork (original and camera ready, including
any font modifications or artwork manipulation), design features, copy, graphics, templatesand
concepts,

2) All programs, plans, materials, documents, reports, materials, and recommendations, etc,

3) Releases from any and all talent involved in the advertising;

4)  All video and audio tapes, including duplicate and outtakes; and

5) All photography, with the exception of stock photography, required to complete approved
assignments including non-published photographs

6) All public service announcements (PSAs)

7y All media lists, media tracking services and results.

The State of Missouri shall have the full right to reproduce and/or use any products derived from the
contractor’s work under the contract without payment of any royalties, fees, etc. except for those
fees, royalties, etc. charged by a subcontractor, provided that: (1) the subconiract requires the
payment of such royalties, fees, etc. and (2) the state agency agrees to pay the royalties, fees, etc. for
contintous use of the product, prior to performance by the subcontractor or use of the
subcontractor’s property.

The State of Missouri understands and agrees that any ancillary software tools or pre-printed
materials (e.g., project management software tools or training software tools, etc.) developed or
acquired by the contractor that may be necessary to perform a particular service required hereunder
but not required as a specific deliverable of the contract, shall remain the property of the contractor;
however, the contractor shail be responsible for ensuring such tools and materials are being used in
accordance with applicable inteliectual property rights and copyrights.
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d. 'Softwa:re, Systems, Modifications, and Warranty — All software application, information systems,
and lcenses (including any web site programming and source codes) developed, acquired and/or
used by the contractor pursuant to the contract shall be the property of the State of Missouri.

29511 Inventions, Patents, and Copyrights:

a. If any copyrighted material is developed as a result of the contract, the state agency shall have a
royalty-free, nonexclusive and irrevocable right to publish or use, and to authorize others to use, the
work for state agency purposes or the purpose of the State of Missouri.

b. The contractor shall obtain copyrights and for register ali logos, commercials, etc. in the name of the
State of Missouri as instructed and approved by the state agency. The contractor must submit ail
final paperwork related thereto to the state agency.

2.9.12 Contractor Status - The contractor represents himself or herself to be an independent contractor offering
such services to the general public and shall not represent himself/herself or his/her employees to be an
employee of the State of Missouri. Therefore, the contractor shall assume all legal and financial
responsibility for taxes, FICA, employee fringe benefits, workers compensation, employee insurance,
minimum wage requirements, overtime, etc., and agrees to indemnify, save, and hold the State of
Missourt, its officers, agents, and employees, harmless from and against, any and all loss; cost (including
attorney fees); and damage of any kind related to such matters.

2.9.13 Confidentiaiity:

a. The contractor shall agree and understand that ali discussions with the contractor and all information

-~ gained by the contractor as a resuit of the contractor’s performance under the contract shall be
confidential and that no reports, documentation, or material prepared as required by the contract
shall be released to the public without the prior written consent of the state agency.

b. If required by the state agency, the contractor and any required contractor personnel must sign
specific documents regarding confidentiality, security, or other similar documents upon request.
Failure of the contractor and any required personnel to sign such documents shall be considered a
breach of contract and subject to the cancellation provisions of this document.

2.9.14 Participation by Other Organizations - The contractor must comply with any Organization for the
Blind/Sheltered Workshop and/or Minority Business Enterprise/Women Businéss Enterprise
(MBE/WBE) participation levels committed to in the contractor’s awarded proposal.

a.  The contractor shall prepare and submit to the Division of Purchasing and Materials Management a
report detailing all payments made by the contractor to Organizations for the Blind/Sheltered
Workshops and/or MBE/WBEs participating in the contract for the reporting period. The contractor
must submit the report on a monthly basis, unless- otherwise determined by the Division of
Purchasing and Materials Management.

b. The Division of Purchasing and Materials Management will monitor the contractor’s compliance in
meeting the Organizations for the Blind/Sheltered Workshop participation levels committed to in the
contractor’s awarded proposal. The Division of Purchasing and Materials Management in
conjunction with the Office of Equal Opportunity (OEO} will monitor the contractor’s compliance in
meeting the MBE/WRBE participation levels committed to in the contractor’s awarded proposal. If
the contractor’s payments to the participating entities are less than the amount committed, the state
may cancel the contract and/or suspend or debar the contractor from participating in {uture state
procurements, or retain payments to the contractor in an amount equal to the value of the
participation commitment less actual payments made by the contractor to the participating entity. If
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the Division of Purchasing and Materials Management determines that the contractor becomes
compliant with the commitment, any funds retained as stated above, will be released.

If & participating entity fails to retain the required certification or is unable to satisfactorily perform,
the contractor must obtain other certified MBE/WBEs or other organizations for the blind/sheltered
workshops to fulfili the participation requirements committed to in the contractor’s awarded
proposal.

1) The contractor must obtain the written approval of the Division of Purchasing and Materials
Management for any new entities. This approval shall not be arbitrarily withheld.

2) If the contractor cannot obtain a replacement entity, the contractor must submit documentation
to the Division of Purchasing and Materials Management detailing all efforts made to secure a
replacement. The Division of Purchasing and Materials Management shall have sole discretion
in determining if the actions taken by the contractor constitute a good faith effort to secure the
required partticipation and whether the contract will be amended to change the contractor’s
participation cornmitment.

Within thirty days of the end of the original contract period, the contractor must submit an affidavit
to the Division of Purchasing and Materials Management. The affidavit must be signed by the
director or manager of the participating Organizations for the Blind/Sheltered Workshop verifying
provision of products and/or services and compliance of all contractor payments made to the
Organizations for the Blind/Sheltered Workshops. The contractor may use the affidavit form
available on the Division of Purchasing and Materials Management’s website at
httou/foumo sov/purch/vendor btml or another affidavit form providing the same information.
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3.1.1

PROPOSAL SUBMISSION INFORMATION
Submission of Proposals:

ELECTRONIC SUBMISSION OF PROPOSALS THROUGH THE ON-LINE BIDDING/VENDOR
REGISTRATION SYSTEM WEB SITE IS NOT AVAILABLE FOR THIS RFP.

When submitting a proposal, the offeror should include seven (7) additional copies along with their
original proposal. The front cover of the original proposal should be labeled “original” and the front cover
of all copies should be labeled “copy™.

'

a. Recycled Products - The State of Missouri recognizes the limited nature of our resources and the
leadership role of government agencies in regard to the environment. Accordingly, the offeror is
requested, but not required, to print the proposal double sided using recycled paper, if possible, and
minimize or eliminate the use of non-recyclable materials such as plastic report covers, plastic
dividers, vinyl sleeves, and binding. Lengthy proposals may be submitted using printer or other
loose leaf paper in a notebook or binder.

b. Open Records - Parsuant to section 610.021, RSMo, the offeror’s proposal shall be considered an
open record after a contract is executed or all proposals are rejected. At that time, all proposals are
scanned iato the Division of Purchasing and Materials Management imaging system.

1) The scanned information will be available for viewing through the Internet from the Division of
Purchasing and Materials Management Awarded Bid & Contract Document Search system.
Therefore, the offeror is advised not to include any information in the proposal that the offeror
does not want to be viewed by the public, including personal identifying information such as
social security numbers. _

2) In preparing a proposal, the offeror should be mindful of document preparation efforts for
imaging purposes and storage capacity that will be required to image the proposals and- should
limit proposal content to items that provide substance, quality of content, and clarity of
information.

To facilitate the evaluation process, the offeror is encouraged to organize their proposal into sections that
correspond with the individual evaloation categories described herein. The offeror is cautioned that it is
the offeror’s sole responsibility to submit information related to the evaluation categories and that the
State of Missouri is under no obligation to solicit such information if it is not included with the proposal.
The offeror’s failure to submit such information may cause an adverse impact on the evaluation of the
proposal. '

a. Fach section should be titled with each individual evaluation category and all material related to that
category should be included therein.

b. The proposal should be page numbered.

¢. The signed page one from the original RFP and all signed amendments should be placed at the
beginning of the proposal.

Questions Regarding the RFP — Except as may be otherwise stated herein, the offeror and the offeror’s
agents (including subcontractors, employees, consultants, or anyone else acting on their behalf) must
direct ali of their questions or comments regarding the RFP, the solicitation process, the evaluation, etc.,
to the buyer of record indicated on the first page of this RFP. Inappropriate contacts 1o other personnel
are grounds for suspension and/or exclusion from specific procurements. Offerors and their agents who
have questions regarding this matter should contact the buyer.

a. The buyer may be contacted via e-mail or phone as shown on the first page, or via facsimile to 373-
526-9817.
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b. Only those questions which necessitate a change to the RFP will be addressed via an amendment to
the RFP. Written records of the questions and answers will not be maintained. Offerors are advised
that any questions received less than ten calendar days prior to the RFP opening date may not be
addressed.

c. The offeror may contact the Office of Equal Opportunity {OEQO} regarding MBE/WBE certification
or subcontracting with MBE/WBE companies.

Competitive Negotiation of Proposals - The offeror is advised that under the provisions of this Request
tor Proposal, the Division of Purchasing and Materials Management reserves the right to conduct
negotiations of the proposals received or to award a contract without negotiations. If such negotiations
are conducted, the following conditions shall apply:

Negotiations may be conducted in person, in writing, or by telephone.

Negotiations will only be conducted with potentially acceptable proposals. The Division of Purchasing
and Materials Management reserves the right to Jimit negotiations to those proposals which received the
highest rankings during the initial evaluation phase. All offerors involved in the negotiation process will
be invited to submit a best and final offer.

Terms, conditions, prices, methodology, or other features of the offeror’s proposal may be subject to
negotiation and subsequent revision. As part of the negotiations, the offeror may be required o submit
supporting financial, pricing and other data m order to allow a detailed evaluation of the feasibility,
reasonableness, and acceptability of the proposal.

The mandatory requirements of the Request for Proposal shall not be negotiable and shall remain
unchanged unless the Division of Purchasing and Materials Management determines thdt a change in such
requtremems 18 in the best interest of the State of Missouri.

Evaluation and Award Process:
After determining that a proposal satisfies the mandatory requirements stated in the Request for Proposal,

the evaluator(s) shall use both obijective analysis and subjective judgment in conducting a comparative
assessment of the proposal in accordance with the evaluation criteria stated below:

B 008 s creee et rmrare s s ae s e e r v e e et et e ar et e e ee Srant s es s e At e ne g e nee et eeanreerennaen 80 points
b. Experience and Reliability ..o e 40 points
c. Expertise and Creativity of Personnel ... e 35 points
d. Method of Performance ...........c...... e et e bbbt bt snesebeseeesenneenieeg ) POITIES
e. MBE/WBE PartiCIPation ..ottt ettt ettt a e s 10 points

After an initial screening process, a question and answer conference or interview may be conducted with
the offeror, if deemed necessary by the Division of Purchasing and Materials Management. In addition,
the offeror may be asked to make an oral presentation of their proposal during the conference.
Attendance cost at the conference shall be at the offeror's expense. All arrangements and scheduling shall
be coordinated by the Division of Purchasing and Materials Management.

Evaluation of Cost:

Objective Evaluation of Cost — The objective evaluation of cost shall be calculated using a weighted total
of all line items for the original contract period and each potential renewal period. The total of line items
001, 002, and 0063 shall be given twenty-five percent (25%) of the weight and line items 004, 0035, 006,
and 007 shall be given seventy-five percent {75%) of the weight.
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a. Cost evaluation points shall be determined from the result of the calculation stated above using the
following formula:

Maximum Cost

. X Evaluation =  Assigned Cost Points
Compared Offeror’s Price points (80)

Lowest Responsive Offeror’s Price

b. The offeror shall agree and understand that the quantities used in the evaluation of cost are provided
solely to document how cost will be evaluated. The State of Missouri makes no guarantee regarding
the accuracy of the gquantities stated nor does the State of Missourt intend to imply that the figures
used for the cost evaluation in any way reflect actual nor anticipated usage.

Evalunation of Offeror's Experience and Reliability:

Experience and reliability of the offeror’s organization will be considered subjectively in the evaluation
process. Therefore, the offeror is advised to submit information concerning the offeror’s organization and
information documenting the offeror’s experience in past performances, especially those performances
related to the requirements of this RFP.

Offeror Information - The offeror should provide information about the offeror’s organization on Exhibit
Al

Experience - The offeror should complete Exhibit B with information related to previous and current
services/contracts performed by the offeror’s organization and any proposed subcontractors which are
similar to the requirements of this RFP. In addition, the offeror should obtain the signature of the contact
person referenced on the Exhibit verifying that that information presented is accurate. The contact
person’s signature also represents that the contact person is willing and wiil be avaiiable for contact by
the State of Missouri in order to discuss the services performed by the offeror for the contact person’s
company.

Evaluation of Expertise and Creativity of Proposed Personnel:

The qualifications of the personnel proposed by the offeror to perform the requirements of this RFP,
whether from the offeror’s organization or from a proposed subcontractor, will be subjectively evaluated.
Therefore, the offeror should submit detatled information related to the experience and qualifications,
including education: and training, of proposed personnel.

Personnel Expertise - The offeror should provide the information requested on Exhibit C for each key
person proposed to provide the services required herein. H additional personnel resources are available,
the offeror may provide information for such personnel by completing Exhibit D,

a. The information provided should be structured to emphasize relevant gualifications and experience
of the personnel in completing contracts/performing services of a similar size and scope to the
requirements of this RFP.

b.  The information submitted should clearly identify previous experience of the person in performing
similar services and should include beginning and ending dates, a description of the role of the
person in such performances, results of the services performed, and whether the person is proposed
for the same services for the State of Missouri.

Personnel Qualifications - If personnel are not yet hired, the offeror should provide detailed descriptions
of the required employment qualifications; and detailed job descriptions of the position to be filied,
including the type of person proposed to be hired.
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Evaluation of Method of Performance:

Proposals will be subjectively evaluated based on the offeror’s plan for performing the requirements of
the RFP. Therefore, the offeror should present information which demonstrates the method or manner in
which the offeror proposes to satisfy these requirements and which confirms the offeror’s ability to satisfy
the requirements. The language of the narrative should be straightforward and limited to facts, solutions
to problems, and plans of action.

Description of Proposed Services - Exhibit E is provided for the offeror’s use in providing information
about the proposed method of performance. Unless a particular requirement isn’t conducive to
elaboration, each paragraph within the Contractual Requirements may be addressed by writing a
description of how, when, by whom, with what, (0 what degree, why, and where the requirement wifl be
satisfied and otherwise detailing the offeror’s understanding of the requirements and ability and
methodology to successfully perform. When responding to the appropriate provisions in the Contractual
Requirements, the offeror should identify the paragraph or subparagraph number and then provide the
additional elaboration describing the offeror’s plans for performing or meeting the requirement.

Budget Methodology - The offeror should complete and submit Exhibit F, budget form, in order to reflect
the offeror’s budget methodology for the campaign and for performing the required services of this RFP.
The completed budget methodology pages should document the offeror’s understanding of the
requirements and the costs of the various components involved in the provision of services.

Price Analysis - The offeror should provide a price analysis for the per month price quoted on the Pricing
Page. Exhibit G is attached for the purpose of reflecting the offercr’s breakdown of the quoted price and
should be shown in sufficient detail to demonstrate those factors affecting the price such as staffing
patterns and proposed hours, etc.

a. When completing the price analysis, assume the total budget will be $16 million and show the price
analysis for the per month price that applies for that total budget amount.

b. In the event of a discrepancy between the offeror’s price breakdown and the Pricing Page, the
Pricing Page shall govern.

c. .All information contained in the offeror’s price breakdown may be utilized in the subjective
evaluation of any relevant evaluation criteria.

Evaluation of Offeror's Minority Business Enterprise (MBE)/ Women Business Enterprise {(WBE)
Participation:

In order for the Division of Purchasing and Materials Management (DPMM) {0 meet the provisions of
Executive Order 05-30, the offeror should secure participation of certified MBEs and WBEs in providing
the products/services required in this RFP. The targets of participation recommended by the State of
Missouri are 109% MBE and 5% WBE of the total dotlar value of the contract.

a. These targets can be met by a qualified MBE/WBE offeror themselves and/or through the use of
qualified subcontractors, suppliers, joint ventures, or other arrangements that afford meaningful
opportunities for MBE/WBE participation.

b. The services performed or the products provided by MBE/WBEs must provide & commercially
useful function related to the delivery of the contractually-required service/product in a manner that
will constitute an added value to the contract and shall be performed/provided exclusive to the
performance of the contract. Therefore, if the services performed or the products provided by
MBE/WBEs is utilized, to any extent, in the offeror’s obligations outside of the contract, it shall not
be considered a valid added value to the contract and shall not qualify as participation in accordance
with this clause, '

c. In order to be considered as meeting these targets, the MBE/WBEs must be “qualified” at the fime
the proposal is submitted. (See below for a definition of a qualified MBE/WBE.)
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3.82 The offeror’s proposed participation of MBE/WBE firms in meeting the targets of the RFP will be
considered in the evaluation process as specified below:

~a. If Participation Meets Target: Offerors proposing MBE and WBE pariicipation percentages that
meet the State of Missouri’s target participation percentage of 10% for MBE and 5% for WBE shall
be assigned the maximum stated MBE/WBE Participation evaluation points.

b. If Participation Exceeds Target: Offerors proposing MBE and WBE participation percentages that
exceed the State of Missouri’s target participation shall be assigned the same MBE/WBE
Participation evaluation points as those meeting the State of Missouri’s target participation
percentages stated above.

c. If Participation Below Target: Offerors proposing MBE and WBE participation percentages that are
lower than the State of Missouri’s target participation percentages of 10% for MBE and 5% for
WBE shall be assigned a proportionately lower number of the MBE/WBE Participation evaluation
points than the maximum MBE/WBE Participation evaluation points.

d. I No Participation: Offerors failing to propose any commercially useful MBE/WBE participation
shall be assigned a score of 0 in this evaluation category.

383 MBE/WBE Participation evaluation points shall be assigned using the following formula:

Maximusm

Assigned
Offeror’s Proposed MBE % < 10% + WBE % < 5% % ;ﬁg"g f{i _ MBE/WBE
State’s Target MBE % (10) + WBE % (3) Eveluaton oo Participation
(10) P points

384 If the offeror is proposing MBE/WBLE participation, in order to.receive evaluation consideration for
MBE/WBE participation, the offeror must provide the following information with the proposal.

a. Participation Commitment - If the offeror is proposing MBE/WBE participation, the offeror must
complete Exhibit H, Participation Commitment, by listing each proposed MBE and WBE, the
committed percentage of participation for each MBE and WBE, and the commerciaily useful
products/services to be provided by the listed MBE and WBE. If the offeror submitting the proposal
is a qualified MBE and/or WBE, the offeror must include the offeror in the appropriate table on the
Participatton Commitment Form.

b. Documentation of Intent to Participate — The offeror must either provide a properly completed
Exhibit 1, Documentation of Intent to Participate Form, signed by each MBE and WBE proposed or
must provide a recently dated letter of intent signed by each MBE and WBE proposed which: (1)
must describe the products/services the MBE/WBE will provide; (2) must indicate the MBE/WBE’s
commitment to aid the offeror in the performance of the required services and/or provision of the
required products (identified by the Request for Proposal (RFP) number or other identifier) in an
amount that must equal the percentage specified on the offeror’s Participation Commitment Form,
Exhibit H; and (3) should include evidence that the MBE/WBE is qualified, as defined herein. (i.e.
the MBE/WBE Certification Number or a copy of MBE/WBE certificate issued by the Missouri
OEQ.)

38,5 Commitment — If the offeror’s proposal is awarded, the percentage level of MBE/WBE participation
committed to by the offeror on Exhibit H, Participation Commitment, as verified by the MBE/WBE’s
documentation of intent o participate, shall be interpreted as a contractual requirement.
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3.8.6 Definition - Qualified MBE/WBE:

a. In order to be considered a qualified MBE or WBE for purposes of this RFP, the MBE/WBE must
“be certified by the State of Missouri, Office of Administration, Office of Equal Opportunity (OEO)
at the time of submission of the proposal.

b. MBE or WBE means a business that is a sole propnetorship, partnership, joint venture, or
corporation in which at least fifty-one percent (51%) of the ownership interest is held by minorities
or women and the management and daily business operations of which are controlled by one or more
minorities or women who own it.

c. Minority is defined as belonging to one of the following racial minority groups: African Americans,
Native Americans, Hispanic Americans, Asian Americans, American Indians, Eskimos, Aleuts, and
other groups that may be recognized by the Office of Advecacy, United States Small Business
Administration, Washington, D.C.

38.7 Resources - A listing of several resources that are available to assist offerors in their efforts to identify
and secure the participation of qualified MBEs and WBEs is available at the website shown below or by
contacting the Office of Equal Opportunity (OEQ} at:

Office of Administration, Office of Equal Opportunity (OEO)
Harry S Truman Bldg., Room 630
P.0O. Box 809
Jefferson City, MO 65102-0809
Phone: (877) 259-2963 or (373) 751-8130
Fax: (573) 522-8078
Web site: hitpi/foa.mo.gov/os/

3.9 Miscellaneous Submittal Information:

391 Preference for Organizations for the Blind and Sheltered Workshops - Pursuant to section 34.165, RSMo,
a ten (10} bonus point preference shall be granted to offerors including products and/or services
manutactured, produced or assembled by a qualified nonprofit organization for the blind established
pursuant to 41 U.S.C. sections 46 to 48¢ or a sheltered workshop holding a certificate of approval from
the Department of Elementary and Secondary Education pursuant to section 178.928, RSMo.

a. In order to qualify for the ten bonus points, the offeror must meet the following conditions and
provide the following evidence:

1} The offeror must either be an organization for the blind or sheltered workshop or must be
proposing to utilize an organization for the blind/sheltered workshop as a subcontractor and/or
supplier in an amount that must equal the greater of $5,000 or 2% of the total dollar value of the
contract for purchases not exceeding $10 miilion.

2) The services performed or the products provided by an organization for the blind or sheltered

- workshop must provide a commercially useful function related to the delivery of the
contractually-required service/product in a manner that will constitute an added value to the
contract and shall be performed/provided exclusive to the performance of the contract.
Therefore, if the services performed or the products provided by the organization for the biind
or sheltered workshop is utilized, to any extent, in the offeror’s obligations outside of the
contract, it shall not be considered a valid added value 1o the contract and shall not qualify as
participation in accordance with this clause.

3) The offeror must provide the following information with the proposal:

v' Participation Commitment - The offeror must complete Exhibit H, Participation
Commitment, by identifying the organization for the blind or sheltered workshop, the
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392

393

394

395

amount of participation cormmitted, and the commercially useful products/services to be
provided by the listed organization for the blind or sheltered workshop. If the offeror
submitting the proposal is an organization for the blind or sheltered workshop, the offeror
must be listed in the appropriate table on the Participation Commitment Form.

v Documentation of Intent to Participate - The offeror must either provide a properly
compieted Exhibit I, Documentation of Intent to Participate Form, signed by the
organization for the blind or sheltered workshop proposed or must provide a recently dated
letter of intent signed by the organization for the blind or sheltered workshop which: (1)
must describe the products/services the organization for the blind/sheltered workshop will
provide; () must indicate the organization for the blind/sheltered workshop’s commitment
to aid the offeror in the performance of the required services and/or provision of the
required products (identified by the Request for Proposal (RFP) number or other identifier)
in an amount that must equal the amount specified on the offeror’s Participation
Commitment Form, Exhibit H; and (3) should include evidence of the organization for the
blind/sheltered workshop qualifications (e.g. copy of certificate or Certificate Number for
Missourt Sheltered Workshop).

b. A list of Missouri sheltered workshops can be found at the following internet address:
hitp/dwww dese mo.sovidivepeced/shelieredworkshops/mdes html.

¢. The websites for the Missouri Lighthouse for the Blind and the Aiphapointe Association for the
Blind can be found at the following internet addresses:

netpe/www thibindusteies com and http:/www alphapointe org

d. Commitment — If the offeror’s proposal is awarded, the participation commiited to by the offeror on
Exhibit H, Participation Commitment, as verified by the organization for the blind/sheltered
workshop’s documentation of intent to participate, shall be interpreted as a contractual reguirement.

Missouri Service-Disabled Veteran Business Preference - Pursuant to section 34074, RSMo, a three (3)
bonus poeint preference shall be granted to offerors who qualify as Missouri service-disabled veteran
businesses and who complete and submit Exhibit J, Missouri Service-Disabled Veteran Business
Preference with the proposal. If the proposal does not include the completed Exhibit J and the
documentation specified on Exhibit J in accordance with the instructions provided therein, no preference
points will be applied.

Affidavit of Work Authorization and Documentation - Pursuant to section 285.330, RSMo, if the offeror
meets the section 285.525, RSMo, definition of a “husiness entity”
Cattodbwww mosamo.eov/siaiutes/C 20020900 SO00052 5 TTTV, the offeror mmst affirm the offeror’s
enrollment and participation-in the E-Verify federal work authorization program with respect to the
employees hired after enrollment in the program who are proposed to work in connection with the
services requested herein. The offeror should complete applicable portions of Exhibit K, Business Entity
Certification, Enrollment Documentation, and Affidavit of Work Authorization. The applicable portions
of Exhibit K must be submitted prior to an award of a contract.

The offeror should complete and submit Exhibit L, Miscellaneous Information.

Business Comptiance - The offeror must be in compliance with the laws regarding conducting business in
the State of Missouri. The offeror certifies by signing the signature page of this original document and
any amendment signature page(s) that the offeror and any proposed subcontractors either are presently in
compliance with such laws or shall be in comphiance with such laws prior to any resulting contract award,
The offeror shail provide documentation of compliance apon request by the Division of Purchasing and
Materials Management. The compliance to conduct business in the state shall include, but not necessarily
be limited to:
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Registration of business name (if applicable)

Certificate of authority to transact business/certificate of good standing (if applicable)
Taxes (e.g., city/county/state/federal}

State and local certifications {e.g., professions/occupations/activities)

Licenses and permits (e.g., city/county ticense, sales permits)

Insurance {e.g., worker’s compensation/unemployment compensation)

e e o
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4, PRICING PAGE

4.1 Firm, Fixed Monthly Price: The offeror shall state a firm, fixed price per month for services provided
for the original contract period and a maximum price per month for services provided for each renewal

period, for each of the total annual budget amounts provided in the table beiow.

Original First Second Third
.. Annual Budget Contract Renewal Renewal Renewal
Line e . L R . . .
lem | (ciudes cooperative smarketiog. Period Period Period Period
! Dby state ag i {Firm, Fixed (Maximum {Meximum {Maximum
Price) price} price} price)

001 $4.5 million or less $ s $ $

Per Month Per Mornth Per Month Per Month
002 > $4.5 mithon - $6.5 million $ S $ $

Per Month Per Month Per Month Per Month
003 1 > %6.5 million ~ $8.5 million $ $ $ $

Per Month Per Month Per Month Per Month
004 | > $8.5 million - $10.5 million | $ $ $ $

Per Month Per Month Per Month Per Month
005 | > $10.5 million - $12.5 million | $ $ $ $

Per Month Per Month' - Per Month Per Month
006 | > $12.5 mition - $14.5 million © § $ $ $

Per Month Per Month Per Month Per Month
007 > $14.5 million $ $ $ $

Per Month Per Month Per Month Per Month
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EXHIBIT B

CURRENT/PRIOR EXPERIENCE

The offeror should copy and compiete this form for each reference being submitted as demonstration of the
offeror and subcontractor’s current/prior experience. In addition, the offeror is advised that if the contact person
listed for the reference 1s unabie to be reached during the evaluation, the listed experience may not be considered.

Offeror Name or Subcontractor Name;

Reference Information (Current/Prior Services Performed For:)

Name of Reference
Company:

Address of Reference
Company

v Street Address

¥ City, State, Zip

Reference Contact Person
Information:

¥" Name

v" Phone #

v"  E-mail Address

Dates of Services:

If service/contract has
terminated, specify reason:

Dollar Value of Services

Description of Services
Performed

As the contact person for the reference provided above, my signature below verifies that the information presented on this form: is accurate.
I am available for contact by the State of Missouri for additional discussions regarding my/my company’s association with the offeror
referenced above:

Signature of Reference Contact Person Date of Signature
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EXHIBIT C

EXPERTISE OF PERSONNEL

(copy and complete

Account Service
for any additional account service personnel assigned)

Name of Senior Level Account
Service Representative:

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

Educational Degree, include coliege or
university, major, and dates

# of years experience in
advertising/marketing

Describe person’s relationship to offeror.
If employed, indicate # of years. If
subcontractor, describe other/past
working relationships.

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), positions, & dates

Identify specific information about
account experience in:

Clearly identify the experience, provide dales, describe the person's role and exient of
invoivement in the experience

Travel and tourism industry,
particularly general and travel media
and travel trade

Developing and implementing travel
and tourism destination marketing
adveriising campaigns using market
research ) '

Servicing accounts of gver §5 million

Specify experience at senior level
(include dates and accounts}

Describe the person’s planned duties

proposed herein.

Name of other Account Service
Representative:

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

Educational Degree, include college or
university, major, and dates

# of years experience in
advertising/marketing

Describe person’s relationship to offeror,
If employed, indicate # of years. If
subconiractor, describe other/past
working relationships.

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), positions, & dates

Identify specific information about
ACCOUNt experience in:

Clearly identify the experience, provide dales, describe the person's role and extent of
involvement in the experience

Travel and tourism industry,
particularly general and travel media
and travel trade
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EXHIBIT C
EXPERTISE OF PERSONNEL

Account Service
(copy and complete for any additional account service personnel assigned)

Developing and implementing travel
and tourism destination marketing
advertising campaigns using market
research

Servicing accounts of over $5 million

Describe the person’s planned duties
proposed herein.

. -Creative Services
(copy and {,omplete for each person who will be assigned)

Name of Senior Creative Service
Representative:

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

Educational Degree, include college or
unjversity, major, and dates

# of years experience in
advertising/marketing

Describe person’s refationship to offeror.
If employed. indicate # of years. If
subcontractor, describe other/past
working relationships,

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), positions & dates

Identify specific information about Clearly identify the experience, provide dates, describe the person’s role and extent of
accouit experience iri: involvement in the experience

Travel and tourism indusiry,
particularly general and travel media
and travel trade

Developing and implementing travel
and tourism destination marketing
advertising campaigns using market
research and advertising focus group
testing

Servicing accounts of over $5 million

Describe the person’s planned duties
proposed herein.

: Media Services
(copy and complete for each person who will be assigned)

Name of Senior Media Service
Representative:

Percentage of time proposed to be
assigned to Missouri Tourism Account
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Media Services

{copy and complete for each person who will be assigned)

Physical Domicile

Educational Degree, include college or
university, major, and dates

# of years experience in
advertising/marketing

Describe person’s relationship to offeror,
If employed, indicate # of years, 1f
subcontractor, describe other/past
working relationships.

Describe person’s responsibilities /
accolmts over (e past 12 months

Previous employer(s), positions, dates

Tdentify specific information about
account experience in:

Clearly identify the experience, provide dates, describe the person’s role and extent of
involvement in the experience

Travel and tourism imdustry,
particularly general and travel media
angd fravel trade

Developing and implementing travel

and tourism destination marketing

advertising campaigns using market
. research

Servicing accounts of over $3 millicn

Describe the person’s planned duties
proposed herein.

Public Relations Services

(copy and Cbmplete for each person who will be assmned)

Name of Public Relations Service
Representative:

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

FEducational Degree, include college or
university, major, and dates

# of years experience in
advertising/marketing

Describe person’s relationship to offeror.
If employed, indicate # of years. If
subcontractor, describe other/past
working relationships,

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), positions, & dates

{dentify specific information about
account experience in:

Clearly identify the expesience, provide dates, describe the persen’s role and extent of
involvement in the experience

Travel and tourism industry,
particuiarly general and travel media
and travel trade

Developing and implementing travel
and tourism destination marketing
advertising campaigns using market
research
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Public Relations Services

{copy and complete for each person who will be assigned)

Servicing accounts of over 55 million

Describe the person’s planned duties
proposed herein.

Financial Serv;ces

(copy and co:ﬁplete for each person who wﬂi .iae awgned}

Name of Financial Service
Representative:

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

Educational Degree, include college or
university, major, and dates

# of years experience in
advertising/marketing

Brescribe person’s relationship to offeror.

If employed, indicate # of years. If
subcontractor, describe other/past
working relationships.

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), dates

As applicable, identify specific

information about account experience in:

Clearly identify the experience, provide dates, describe the person'’s role and extent of
involvement in the experlence :

Travel and tourism industry,

particularly general and travel media

and trave! trade

Servicing governmental accounts

Servicing accounts of over $5 million

Describe the person’s planned duties
proposed herein.

- Interactive Personnel
(copy and complete for each person)

Name of Interactive Service
Reprsentative;

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

Educational Degree, include college or
university, major, and dates

# of years experience in
advertising/marketing

Describe person’s relationship to offeror.

I employed, indicate # of years. If
subcontractor, describe other/past
working relatiopships.
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Interactive Personnel
{copy and complete for each person)

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), positions, & dates

As applicable, identify specific Clearly identify the experience, provide dates, describe the person’s role and
information about account experience in: | extent of involvement in the experience

Travel and tourism industry,
particularly general and travel media
and travel frade

Developing and implementing travel
and tourism destination marketing
advertising campaigns

Servicing accounts of over $35 million

Describe the person’s planned duties
proposed herein.

- .-+ Other Key Service Personnel
" {copy and complete for each person)

Name of Seryice
Expertise/Départment;

Name of Person Assigned

Percentage of time proposed to be
assigned to Missouri Tourism Account

Physical Domicile

Educational Degree, inciude college or
university, major, and dates

# of years experience in
advertising/marketing

Describe person’s relationship to offeror.
If employed, indicate # of years. If
subcontractor, describe other/past
working relationships.

Describe person’s responsibilities /
accounts over the past 12 months

Previous employer(s), positions, & dates

As applicable, identify specific Clearty identify the experience, provide dates, describe the person’s role and
information about account experience in: | extent of involvement in the experience

Travel and tourism industry,
particularly general and travel media
and travel trade

Developing and implementing travel
and tourism destination marketing
advertising campaigns

Servicing accounis of over $5 million

Describe the person’s planned duties
proposed herein,
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EXHIBIT D

PERSONNEL EXPERTISE SUMMARY

Ins the following table, the offeror should provide information about the offeror’s top management including the
fength of service with the offeror’s company and all relevant prior experience before coming to the company.

Summary of Qualifications
Education, Years and Type of Experience, Length of Time with Offeror and
other Expertise. Also indicate anticipated role in this project

Top Management Personnel
Name, Title, and Official Domicile

The offeror should provide information about the experience and expertise of any additional personnel proposed
who are not specificaily assigned to the account team or management team.

Summary of Qualifications
Education, Years and Type of Experience, Length of Time with Offeror and
other Expertise. Also indicate anticipated role in this project

Other Personnel
Name, Title, and Official Domicile
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EXHIBIT E

METHOD OF PERFORMANCE

The offeror should present a writien plan for performing the requirements specified in this Request for Proposal.
In presenting such information, the offeror should specifically address each of the following issues:

- N
i Proposed Services:

I. The offeror should provide a brief expression of the offeror’s advertising philosophy and an explanation
of how the offeror carrently measures the effectiveness of its advertising.

2. Integrated Marketing Plan - The offeror should submit a proposed marketing plan that demonstrates how
the offeror proposes to reinforce the state agency’s message in order to meet the objectives of the state
agency.

v" The offeror should recommend a media mix and scheduling strategy for the Division of Tourism
which takes into consideration the segments targeted.

v" The offeror should recommend frequency and effective frequency levels.

v' The offeror should describe how the targeted segments will be reached, who will be reached, why
they will be reached, and the best method to reach them.

v" To the extent possibie, the offeror should describe how the offeror recommends the Division of
Tourism proceed creatively.

v" The offeror should describe specific marketing activities proposed to reach the state agency’s
objectives.

3. Research - The offeror should provide any recommendations regarding research and how the offeror
incorporates research results into strategies for advertising, public relations and all marketing ideas.

4. Samples — The offeror may submit samples of creative ideas or strategies.

5. Cooperative Marketing - The offeror should provide a strategic overview regarding the offeror’s proposed

methodology for performing the Cooperative Marketing Program. The offeror should include
information about the proposed services.

6. Customer Service - The offeror should submit their current policies and procedures on customer service
and explain how quality control is performed and how customer service will be assured for the state
agency.

7. ~Special Services - The offeror should describe any special services that the offeror proposes or is able to

provide that may be of special interest to the state agency,

| Staffing Plan and Resouzjces

8. Attach an organizational chart showing the staffing and lines of authority for the key personnel to be used.
The relationship of the account service senior rep to creative, to public relations, to management, and to
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support persounel should be clearly illustrated. The organizational chart should include the names of the
personnel and the working titles of each and should include information about any proposed subcontractors
including maragement, supervisory, and other key personnel.

9. The offeror should indicate and describe the role principles and top management wil play in day-to-day
account management and creative direction. The offeror should describe how services of the contract will
be managed, controlled, and supervised in order to ensure satisfactory contract performance.

10. Along with a detailed organizational chart, the offeror should describe the following:

v" How services of the contract will be managed, controlled, and supervised in order to ensure
satisfactory contract performance.

v" Total Personnel Resources - The offeror should provide information that documents the depth of
resowurces to ensure completion of all requirements on time and on target. If the offeror has other
ongoing coniracts that also require personnel resources, the offeror should document how sufficient
resources will be provided to the State of Missouri.

. Location of Service

11. Provide the location and total number of personnel operating out of the office proposed:
| Miscellaneous
12. Economic Impact to Missouri - the offeror shouid describe the economic advantages that will be realized

as a result of the offeror performing the required services. The offeror should respond to the following:

e Provide a description of the proposed services that will be performed and/or the proposed products
that will be provided by Missourians and/or Missouri products.

¢ Provide a description of the economic impact returned to the State of Missouri through tax revenue
abligations.

* Provide a description of the company’s economic presence within the State of Missouri (e.g., type of
facilities: sales offices; sales outlets; divisions; manufacturing; warehouse; other), including Missouri
employee statistics.
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EXHIBITF
PROPOSED BUDGET / PERFORMANCE PLAN

Clearly outline, identify, and describe any of the activities and estimated budget for each activity proposed to be
included in the offeror’s advertising campaign.

Budget Item / Activity

Estimated Annuai
Budget Amount

Description of Performance Plans
(Actual Activities Proposed)

Offeror’s Firm, Fixed Price per
Month

{The amount stated here shall
be the same amount as stared
on the Pricing Page for $10
million total budget

3

The description of activities/budget items
included in monthly price should be shown on
the following exhibit, Exhibit IF.

Media

Television — Network

Television - Cable

Radio

Qutdoor

Print-Newspaper

ASANENENENAN

Pring-Periodical / Trade
Magazine

Transit

Internet/Website/Pod Cast

ASNAVAN

Other

Production

o]

Television — Network

Television - Cable

Radio

Outdoor

SININININS

Print-Newspaper

Print-Periodical / Trade
Magarzine

Transit

Internet/Website/Pod Cast

RSN

Customer Relationship
marketing

v" Other

Printing

Direct Marketing

Cooperative Marketing Program

£1,000,000.00

Out of State Travel

Other

TOTAL ANNUAL BUDGET

$10,000,000.00
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EXHIBIT G
PRICE ANALYSIS FOR OFFEROR’S FEE

The offeror should complete the following table documenting the firm fixed price per month submitted on the pricing page
in sufficient detail to determine the services/items/expenses preposed and included in the per month fee,

Budget Categories ] Quantity I ~ Unit Price ! Total
Professional Personnel (list)
1. 3 $
2. $ $
3. $ $
4, $ $
3. $ $
6. $ $
7. $ $
8. $ $
Total Professional Personnel 3
Support Personnel (list)
1. h $
2. 3 $
3. $ $
4, $ $
5. $ 3
Total Support Personnel 3
Travel Expenses (list)
1. $ $
2. $ $
3. $ $
4. $ $
5. $ $
Total Travel Expenses 3
Materials and Supplies (list)
1. $ $
2. $ $
3. 3 3
4, $ $
5. $ $
Total Materials and Supplies $
Other Components/Overhead (List)
1. $ $
2. $ $
3. $ $
4, $ $
5. $ $
Total Other Componenis/Overhead $
Total Price (must equal the per month price quoted on the Pricing Page. Assume totai | $
budget of $10 million)
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EXHIBITH -
PARTICIPATION COMMITMENT

Organization for the Blind/Sheltered Workshop and/or Minority Business Enterprise/Women Business

Enterprise (MBE/WBE) Participation Commitment —~ If the offeror is committing to participation by or if the
offeror is a qualified organization for the blind/sheltered workshop and/or MBE/WBE, the offeror must provide
the required information in the appropriate table(s) below for the organization proposed and must submit the

.eteci exhibit with the offeror’s

Name of Orgnization for the
Blind or Sheltered Workshop
Proposed

Orpanizition fo

Nroposal.

By completing this
table, the offeror
comumits to use of the
organization at the
greater of either
$3,000 or 2% of the
total dollar value of
contract

he Blind/Sheltered Worksho

Description of m(iucts/Services to be Provided by
Listed Organization for the Blind/Sheltered
Waorkshop

For Minority Business Enterprise {MBE) and/or Woman Business Enterprise (WBE) Participation, if proposing
an entity certified as both MBE and WBE, the offeror must either (1) enter the participation percentage under
MBE or WBE, or must (2) split the participation between both MBE and WBE. If splitting the participation
between both MBE and WBE, do net double count the participation.

“Committed

Name of Each Qualified Minority | ©creentage of

. . Participation | Description of Products/Sexvices to be Provided by
B Ent MBE .
ustness P::);fgzse (MBE) for Each MBE Listed MBE
(% of the Total
' Contract Value)
1. %
2. %
3, %
4, %

;n_n_iﬁnzent.f’fab]g. —

Committed
: Percentage of
Na;;:l Zi‘fefjg;grs:}i?:((l‘y;ﬁ e Participation Description of Products/Services to he Provided by
proposed for Each WBE Listed WBE

{% of the Tota}

Contract Value)
L %
2. %
3. %
4. %
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EXHIBITI -

DOCUMENTATION OF INTENT TO PARTICIPATE

I the offeror is proposing to include the participation of an Organization for the Blind/Sheltered Workshop and/or
Minority Business Enterprise/Women Business Enterprise (MBE/WBE) in the provision of the products/services
required in the RFP, the offeror must either provide a recently dated letier of intent from each organization
documenting the following information, or complete and provide this Exhibit with the offeror’s proposal.

~ Copy This Form For Each Organization Proposed ~

Offeror Name;

By completing and signing this form, the undersigned hereby confirms the intent of the named participating organization lo provide the producis/services
identificd herein for the offeror identified above.,

Indicate appropriate business classification(s):
MBE WBE Organization for the Blind Sheltered Workshop

Name of Organization

Contact Name: Email:
Address: Phone #:

City: ' Fax #
State/Zip: ‘ Certification #

{or attach copy of certification)

Describe the products/services you {as the participating organization) have agreed to provide:

Document the amount of participation the offeror has comrmitted to you (as the participating organization) for the
products/services you are providing:

If MBE/WBE: % of Total Value of Contract

If Organization for Blind / % of Total Value of Contract
or

Sheltered Workshop: Total Doilar Amount

Awuthorized Signature:

Authorized Signature of Participating Organization Date
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EXHIBIT J
MISSOURI SERVICE-DISABLED VETERAN BUSTINESS PREFERENCE

Pursuant to section 34.074, RSMo, the Division of Purchasing and Materials Management has a goal of awarding
three (3) percent of all contracts for the performance of any job or service to service~disabled veteran businesses
(see below for definitions included in section 34074, RSMo) either doing business as Missouri f{irms,
corporations, or individuals; or which maintain Missouri offices or places of business.

Definitions:

Service-Dlisabled Veteran is defined as any individual who is disabled as certified by the appropriate
federal agency responsibie for the administration of veterans’ affairs.

Service-Disabled Veteran Business is defined as a business concern:

a. mnot less than fifty-one {51) percent of which is owned by one or more service-disabled veterans or, in
the case of any publicly owned business, not less than fifty-one (31) percent of the stock of which is
owned by one or more service-disabled veterans; and

b. the management and daily business operations of which are controlled by one or more service-
disabled veterans.

If an offeror meets the definitions of a service-disabled veteran and a service~disabled veteran business as defined
in section 34.074, RSMo, and is either doing business as a Missourt firm, corporation, or individual; or maintains
a Missouri office or place of business, the offeror must provide the following with the proposal in order to receive
the Missouri service-disabled veteran business preference of a three-point bonus over a non-Missouri service-
- disabled veteran business:

a. acopy of an award letter from the Department of Veterans Affatrs (VA), or a copy of the offeror’s
discharge paper (DD Form 214, Certificate of Release or Discharge from Active Duty) from the
branch of service the offeror was in; and

b. a completed copy of this exhibit

(NOTE: For ease of evaiuation, piease attach copy of the above-referenced letter from the VA or a copy of the
offeror’s discharge paper to this Exhibit, The above-referenced letter from the VA and a copy of the offeror’s
discharge paper shall be considered confidential purszant to subsection 14 of section 610.021, RSMo.)

By signing below, T certify that T meet the definitions of a service-disabled veteran and a service-disabled veteran
business as defined in section 34,074, RSMo, and that I am either doing business as a Missouri firm, corporation,
or individual; or maintain Missouri offices or places of business at the location(s) listed below.

Service-Disabled Veteran’s Name (Please Print) Service-Disabled Veteran Business Nanie

Service-Disabled Veteran’s Signature

Missouri  Address of Service-Disabled Veteran
Business
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EXHIBIT K
BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION,
AND AFFIDAVIT OF WORK AUTHORIZATION

BUSINESS ENTITY CERTIFICATION:

The offeror must certify their current business status by completing either Box A or Box B or Box C on this
Exhibit.

BOX A:  To be completed by a non-business entity as defined below.

BOX B: To be completed by a business entity who has not yet completed and submitted documentation
pertaining to the federal work authorization program as described at
hetp/fwwwy dhs rov/xprevprot/prosramsfae 118522 1678130 shim,

BOX C: To be completed by a business entity who has current work authorization documentation on file with
a Missouri state agency including Division of Purchasing and Materials Management.

Business entity, as defined in section 285.525, RSMo, pertaining to section 285.530, RSMa, is any person or group of persens performing
or engaging in any activity, enterprise, profession, or occupation for gain, benefit, advantage, or livelihood. The term “business entity”
shali include but not be limited to self-employed individuals, partnerships, corporations, contractors, and subcontractors, 'The term
“business entity” shall include any business entity that possesses & business permit, license, or tax cerfificate issued by the state, any
business enlity that is exempt by law from obtaining such a business permit, and any business entity that is operating unlawfully withous
such a business permit, The term “business entity” shall not include a self-employed individual with no employees or entities utilizing the
services of direct sellers as defined in subdivision (17) of subsection 12 of section 288 034, RSMo.

Note: Regarding governmental entities, business entity includes Missouri schools, Missouri universities {other than stated in Box C}, qut of
slate agencies, out of state schools, out of state universities, and political subdivisions. A business entity does not include Missouri state
agencies and federal government entities.

BOX A ~CURRENTLY NOT A BUSINESS ENTITY

I certify that (Company/Individual Name) DOES NOT CURRENTLY MEET
the definition of a business entity, as defined in section 285525, RSMo pertaining to section 285.530, RSMo
as stated above, because: {check the applicable business status that applies below)
0O 1Iam a self-employed individual with no employees; OR
0 The company that I represent utilizes the services of direct sellers as defined in subdivision
(17) of subsection 12 of section 288.034, RSMo.

I certify that I am not an alien unlawfully present in the United States and if
(Company/Individual Name) is awarded a contract for the services requested herein under
{RFP Number) and if the business status changes during the life of the contract to
become a business entity as defined in section 285.525, RSMo pertaining to section 285.530, RSMo then,
prior to the performance of any services as a business entity,
{Company/Individuai Name)} agrees to complete Box B, comply with the reqguirements stated in Box B and
provide the Division of Purchasing and Materials Management with afl documentation required in Box B of
this exhibit.

Authorized Representative’s Name Authorized Representative’s Signature
{Please Print)

Company Name (if applicable) Date
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EXHIBIT K, continued

BOX B ~ CURRENT BUSINESS ENTITY STATUS

1 certify that {Business Entity Name) MEETS the definition of a business entity as
defined in section 285.525, RSMo pertaining to section 285.530.

Authorized Business Entity Authorized Business Entity
Representative’s Name Representative’s Signature
(Please Print)

Business Entity Name Date

E-Mail Address

As a business entity, the offeror must perform/provide the following. The offeror should check each to verify
completion/submission:

3 Enroll and participate in the E-Verify federal work authorization program  {Website:
hetp/fwww dhs oovixprevprot/programs/ge 1185071678150 shtm; Phone: 888-464-4218; Email:  &-
verify@dhs.cov) with respect to the employees hired after enroliment in the program who are proposed
to work in connection with the services required herein; AND

0 Provide documentation affirming said company’s/individual’s enrollment and participation in the E-
Verify federal work authorization program. Documentation shall include EITHER the E-Verify
Employment Eligibility Verification page OR a page from the E-Verify Memorandum of Understanding
(MOQU) listing the offeror’s name and the MOU signature page completed and signed, at minimum, by
the offeror and the Department of Homeland Security — Verification Division. If the signature page of
the MOU lists the offeror’s name and company I, then no additional pages of the MOU must be
submitted; AND

O Submit a completed, notarized Affidavit of Work Authorization provided on the next page of this
Exhibit.
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EXHIBIT K, continaed

AFFIDAVIT OF WORK AUTHORIZATION:

The offeror who meets the section 285525, RSMo, definition of a business entity must complete and return the
following Affidavit of Work Authorization.

Comes now {Name of Business Entity Authorized Representative) as
(Position/Title) first being duly sworn on my oath, affirm
(Business Entity Name) is enrolled and will continue to participate in the E-Verify federal work authorization
program with respect to employees hired after enrollment in the program who are proposed to work in connection
with the services related to contract(s) with the State of Missouri for the duration of the contract(s), if awarded in
accordance with subsection 2 of section 285.530, RSMo. I also affiym that (Business
Entity Name) does not and will not knowingly employ a person who is an unauthorized alien in connection with
the contracted services provided under the contract(s) for the duration of the contract(s), if awarded.

In Affirmation thereof, the facts stated above are true and correct. (The undersigned understands that false
statements made in this filing are subject to the penalties provided under section 575.040, RSMo.)

Authorized Representative’s Signature Printed Name
Title Date
E-Mail Address E-Verify Company ID Number
Subscribed and sworn to before me this of . lam
DAY (MONTH, YEAR]
commissioned as a notary public within the County of , State of
(NAME. OF COUNTY)

, and my comimission expires on
(NAME OF STATE) BATE

Signature of Notary Date
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EXHIBIT K. continued

Work Authorization

BOX C ~ AFFIDAVIT ON FILE - CURRENT BUSINESS ENTITY STATUS

1 certify that (Business Entity Name)} MEETS the definition of a
business entity as defined in section 285.525, RSMo pertaining {0 section 285.530, RSMo and have enrolled
and currently participates in the E-Verify federal work authorization program with respect to the employees
hired after enrollment in the program who are proposed to work in connection with the services related to
contract(s) with the State of Missouri. We have previously provided documentation to a Missouri state agency
or public university that affirms enrollment and participation in the E-Verify federal work authorization
program. The documentation that was previously provided included the following.

v The B-Verify Employment Eligibility Verification page OR a page from the E-Verify Memorandum of
Understanding {MOU) listing the offeror’s name and the MOU signature page completed and signed
by the offeror’s and the Department of Homeland Security — Verification Division

v A current, notarized Affidavit of Work Authorization (must be completed, signed, and notarized
within the past twelve months).

Name of Missonri State Agency or Puablic University* to Which Previcus E-Verify Documentation
Submitted:
(*Public University includes the following five schools under chapter 34, RSMo:  Harris-Stowe State University - St. Louis;
Missouri Southern State University — Jeplin; Missouri Western State University — 5t. Joseph; Northwest Missouri State University
— Maryville; Southeast Missouri State University — Cape Girardeau.)

Date of Previous E-Verify Documentation Submission:

Previous Bid/Contract Number for Which Previous E-Verify Documentation Submitted:

(if known)
Authorized Business Entity Representative’s Authorized Business Entity
Name Representative’s Signature
{Please Print)
E-Verify MOU Company 1D Number E-Mail Address
Business Entity Name Date

FOR STATE USE ONLY:
Documentation Verification Completed By:

Buyer Date
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EXHIBIT L

MISCELLANEOUS INFORMATION

Outside United States

Page 59

If any products and/or services offered under this RFP are being manufactured or performed at sites outside the
United States, the offeror MUST disclose such fact and provide details in the space below or on an attached page.

Are products and/or services being manufactured
or performed at sites outside the United States?

Yes

No

Describe and provide details:

Emplovee Bidding/Conflict of Interest

Offerors who are empioyees of the State of Missouri, a member of the General Assembly or a statewide elected
official must comply with sections 105450 to 105458, RSMo, regarding conflict of interest. H the offeror and/or
any of the owners of the offeror’s organization are currently an employee of the State of Missouri, a member of
the General Assembly or a statewide elected official, please provide the following information.

Name of State Employee, General
Assembly Member, or Statewide Elected
Official:

In what office/agency are they
employed?

Employment Title:

Percentage of ownership interest in
offeror’s organization:

%
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STATE OF MISSOURIE
DIVISION OF PURCHASING AND MATERIALS MANAGEMENT
TERMS AND CONIMTTIONS -- REQUEST FOR PROPOSAL

TERMINOLOGY/DEFINITIONS
Whenever the following words and expressions appear in a Request for Proposal (RFP) document or any amendiment thereto, the definition or meaning described
below shall apply.

Agency and/or State Acency means the statutory unit of state government in the State of Missouri for which the equipment, supplies, and/or services are being
purchased by the Division of Purchasing and Materials Management (DPMM). The agency is also responsible for payment,

Amendient means a written, official modification to an RFP or to a contract.

Attachment applies to all forms which are included with an RFP to incorporate any informational data or requirements related to the performance requirements
and/or specifications.

Proposal Opening Date and Time and similar expressions mean the exact deadline required by the RFP for the receipt of sealed proposals.

Offeror means the person or organization that responds to an RFP by submitting a proposal with prices o provide the equipment, supplies, and/or services as
required in the RFP document.

Buyer means the procurement staff member of the DPMM. The Contact Person as referenced herein is usually the Buyer.

Contract means a legal and binding agreement between two or more competent parties, for a consideration for the procurement of equipment, supplies, ané/or
services.

Contractor means a person or organization who is a successful offeror as a result of an RFP and who enters into a contract,

Exhibit applies to forms which are included with an RIP for the offeror to complete and submit with the sealed proposal prior fo the specified opening date and
time.

Request for Proposal {RFP) means the solicitation document issued by the DPMM to potential offerors for the purchase of equipment, supplies, and/or services as
described in the document. The delinition includes these Terms and Coenditions as well as all Pricing Pages, Exhibits, Attachments, and Amendments thereto,

May means that a certain feature, component, or action is permissible, but not required,

Must means that a certain featare, component, or action is a mandatory condition.

. Pricing Page(s) applies to the form{s} on which the offeror must state the price(s) applicable for the equipment, supplies, and/or services required in the RFP. The

pricing pages must be completed and submitted by the offeror with the sealed proposal prior to the specified proposal opening date and time.

RSMo (Revised Statutes of Missouri) zefers to the body of laws enacted by the Legislature which govern the operations of ali agencies of the State of Missouri,
Chapter 34 of the statutes is the primary chapter governing the operations of DPMM.

Shall has the same meaning as the word must.

Should means that a certain feature, component and/or action is desirable but not mandatory.

APPLICABLE LAWS AND REGULATIONS

The contract shall be construed according to the laws of the State of Missouri, The contractor shall comply with all local, state, and federal taws and regulations
related to the performance of the contract to the extent that the same may be applicable.
Tao the extent that a provision of the contract is contrary to the Constitution or laws of the State of Missousi or of the United States, the provisions shall be void and

- unenforcesble. However, the balance of the contract shall remain in foree between the parties unless terminated by consent of both the contractor and the DPMM.

The contractor must be registered and maintain good standing with the Secretary of State of the State of Missouri and other regulatory agencies, as may be required
try law or regulatrons,

The contractor must timely file and pay all Missouri sales, withholding, corporate and any other required Misscuri tax retums and taxes, including interest and
additions to tax.

‘The exclusive venue for any legal procesding relating to or avising out of the REP or resulting contract shail be in the Circuit Court of Cole County, Missouri,

The contractor shall only utilize personnel authorized to work in the United States in accordance with applicable federal and state Jaws ard Executive Order 07-13
for work performed in the United States.

. OPEN COMPETITION/REQUEST FOR PROPOSAL DOCUMENT

It shall be the offeror's sesponsibility to ask questions, request changes or clarification, or otherwise advise the DPMM if any language, specifications or
requirements of an RFP appear to be ambiguous, contradictory, and/or arbitrary, or appear to inadvertently restrict or limit the requirements stated in the RFP to a
single source. Any and all communication from offerors regarding specifications, requirements, competitive proposal process, eic,, must be divected to the buyer
frem the DPMM, unless the RFP specifically refers the offeror to another contact. Such communication should be received at least ten calendar days prior to the
official proposal opening date.

Every attempt shall be made to ensure that the offevor receives an adequate and prompt response. However, in order to maintain a fair and equitable procurement
process, all offerors will be advised, via the issuance of an amendment to (e RFP, of any relevant or pertinent information related to the procurement. Therefore,
offerors are advised that uniess specified elsewhere in the REP, any questions received less than ten calendar days prior to the RFP opening date may not be
answered.

Offerors are cauticned that the only official position of the State of Missouri is that which is issued by the DPMM in the RFP or an arpendment thereto. No other
means of communication, whether oraf or written, shall be construed as a formal or official response or statement.

The DPMM monitors all procurement activities to detect any possibility of deliberate restraint of competition, coliusion among offerors, price-fixing by offerors, or
any other anticompetitive conduct by offerors which appears 10 violate state and federal antitrost laws, Any suspected violation shall be referred to the Missouri
Attorney General's Office for appropriate action.

The RFP is available for viewing and downloading on the state's On-Line Bidding/Vendor Registration System website, Premium registered offerors are
clectronically notified of the proposal opportunity based on the information maintained in the State of Missouri's vendor database. ¥ a Premium registered offeror’s
e-mail address is incorrect, the offeror must update the e-mail address themselves on the state's On-Line Bidding/Vendor Registration System website.

The DPMM reserves the right to officially amend or cance} an RFP after issuance. it shall be the sole responsibiiity of the offeror to monitor the State of Missouri
On-Line Bidding/Vendor Registration Systemn website at:  hiips//www mooth.mo sov to obtain a copy of the amendment(s). Premium registered offerors who
received e-mail notification of the proposal opportunity when the RFP was established and Premium registered offerors who have responded to the RFP on-line
prior to an amendment being issued will receive g-mail sotification of the amendment(s). Premium registered offerors who received e-mail notification of the
proposal opportugity when the RFP was established and Premium registered offerors who have responded to the proposal on-line prior to a cancellation baing
issued will receive c-mat! notification of a cancellation issued prior to the exact closing time and date specified in the RFP,

PREPARATION OF PROPOSALS
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Offerors must examine the entire RFP carefully, Failure to do so shall be at offeror's risk.

Unless otherwise specifically stated in the RFP, all specifications and requirements constitute minimum requirements. All proposals must meet or exceed the stated
specifications and requirements.

Unless otherwise specificaily stated in the RFP, any manufacturer names, trade names, brand aarmes, information andfor catalog numbers listed in a specification
and/or requirement are for informationzl purposes only and are nof intended to Hmit competition. The offeror may offer any brand which meets or exceeds the
specification for any item, but must state the manufacturer's name and mode! number for any such brands in the proposat. In addition, the offeror shall explain, in
detail, (1} the reasons why the proposed equivalent meets or exceeds the specifications and/or requirements and (2) why the proposed equivalent should not be
considered an exception thereto. Propesals which do not comply with the requirements and specifications are subject to rejection without clarification.

Proposals lacking any indication of intent o offer an altersate brand or to take an exception shall be received and considered in complete corpliance with the
specifications and requirements as kisted in the RFP.

in the event that the offeror is an agency of state government or other such political subdivision which is prohibited by law or ¢ourt decision from complying with
certain provisions of an RFP, such a offeror may submit a proposaj which contains a list of statutory limitations and identification of those prohibitive clanses
which will be modified via a clarification conference between the DPMM and the offeror, if such offeror is selected for contract award. The clarification
conference will be conducted in order to agree to language that reflects the intent and compliance of such law andfor court order and the RFP. Any such offeror
needs to include in the proposal, a complete list of statutory references and citations for each provision of the RFP which is affected by this paragraph.

All equipment and supplies offered in a proposal must be new, of corrent production, and available for marketing by the manufacturer unless the RFP clearly
specifies that used, reconditioned, or remanufactured equipment and supplies may be offered.

Prices shall include all packing, handling and shipping charges FOB destination, freight prepaid and allowed unless otherwise specified in the RFP.

Praposals. including all prices therein, shall remain valid for 90 days from proposal opening or Best and Fipal Offer (BAFQ) submission unless otherwise indicated.
If the proposal is accepled, the entire proposal, including all prices, shall be firm for the specified contract period.

Any foreign offeror not having an Employer Identification Number assigned by the United States Internal Revenue Service (JRS) must submit & completed IRS
Form W-§ prior to or with the submission of their proposal in order to be considered for award.

SUBMISSION OF PROPOSALS

Proposals may be submitted by delivery of a hard copy to the DPMM office. Eleetronic submission of proposals by Premium registered offerors through the State
of Missouti’s On-Line Bidding/Vendor Registration System website is pot available unless stipulated in the RFP. Delivered proposals must be sealed in an
envelope or container, and received in the DPMM office located at 301 West High St, Rm 630 in Jetferson City, MO ac later than the exact opening fime and date
specified in the RFP, All proposals must (1) be submitted by & duly anthorized representative of the offeror's organization, (2) contain all information required by
the RFP, and (3) be priced as required. Hard copy proposals may be mailed to the DPPMM post office box address. However, it shall be the responsibility of the
offeror to ensure their proposal is in the 13PMM office (address listed above) no later than the exact opening time and date specified in the RFP.

The sealed envelope or container containing a proposal should be clearly marked on the outside with (1} the official RFP number and (2) the official opening date
and time. Diffetent proposals should not be placed in the same envelope, although copies of the same proposal may be placed in the same envelepe.

A proposal submitted electronically by a Premium registered offeror may be modified on-line prior to the official opening date and time. A proposal which has been
delivered to the DPMM office, may be modified by signed, written notice which has been received by the DPMM prior to the official opening date and time
specified. A proposal may also be modified in person by the offeror or its authorized representative, provided proper identification i3 presented before the official
opening date and time. Telephone or telegraphic requests to modify a proposal shall not be honored.

A proposal submitted electronically by a Premium registered offeror may be canceled on-line prior to the official opening date and time. A proposal which has
been delivered to the DPMM office, may only be withdrawn by a signed, written notice or facsimile which has been received by the DPMM prior to the official
opening date and time specified. A proposal may also be withdrawn in person by the offeror or s autherized representative, provided proper identification is
presented before the official opening date and time: Teléphone, e-mail, or telegraphic requests to withdraw a proposal shall not be honored.

When subimifting a proposal electronically, the Premium registered offeror indicates acceptance of all RFP terms and conditions by clicking on the "Submit” button
on the Electronic Bid Response Entry form. Offerors delivering a hard copy proposal to DPMM must sign and return the RFP cover page or, if applicable, the
cover page of e last amendment thereto in order to constitute aceeptance by the offeror of alt RFP terms and conditions. Failure 1o do so may result in rejection of
the proposal unless the offeror's fall compliance with those docurents is indicated elsewhere within the offeror's response.

Faxed proposals shall not be accepted. However, faxed and e-mail no-bid notifications shall be accepted.

PROPOSAL OPENING

Proposal openings are public on the opening date and at the opening time specified on the RFP document. Only the names of the respondents shali be read at the
proposal opening. Premium registered vendors may view the same propesal response information on the state's On-Line Bidding/Vendor Registration Systemn
website. The contents of the responses shall not be disclosed at this time.

Proposais which are not received in the DPMM office prior to the official opening date and time shall be considered late, regardless of the degree of lateness, and
normally will not be opened. Late proposals may only be opened under extraordinary circumstances in accordance with 1 CSR 40-1.030,

PREFERENCES

In the evaluation of proposals, preferences shalf be applied in accordance with chapter 34, RSMo. Contractors should apply the same preferences in selecting
subcontractors.

By virtue of statutory authority, a preference will be given to materials, products, supplies, provisions and all other articles produced, manufactured, made or grown
within the State of Missouri and to all firms, corporations or individuals doing business as Missouri firms, corporations or individuals. Such preference shall be
given when quality is equal or better and delivered price s the same or less,

I sccordance with Executive Order 05-30, contractors are encouraged to utilize certified minority and women-owned businesses in selecting subcontractors.

In the evaluation of proposals, a service-disabled veteran business preference shall be applied in accordance with section 34 074, R5Mo.

EVALUATION/AWARD

Any clerical error, apparent on its face, may be corrected by the buyer before contract award. Upon discovering an apparent clerical error, the buyer shall contact
the offeror and request clarification of the intended proposal. The correction shalt be incorporated in the notice of award. Examples of apparent clerical errors are:
1) misplacement of a decimal point; and 2) obvions mistake in designation of unit. ]

Any pricing information submitted by an offeror shall be subject o evaluation if deemed by the DPMM to be in the best interest of the State of Missouri.

The offeror is encouraged 1o propese price discounts for prompt payment or propose otker price discounts that would benefit the State of Missouri. However,
unless otherwise specified in the RFP, pricing shall be evaloated at the maximum potential financial liability to the State of Missouri.
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Awards shall be made to the offeror whose proposal {1} complies with all mandatory specifications and requirements of the RFP and (2) is the iowest and best
proposal, considering price, responsibility of the offeror, and all other evaluation criteria specified in the RFP and any subsequent negotiations and (3) complies
with sections 34 .01 and 34 070, RSMo, and Executive Order 04-0G.

In the event all offerors fail to meet the same mandatory reguirernent in an RFP, DPMM reserves the right, at its sole discretion, to waive that requirement for all
offerors and to proceed with the evaluation. In addition, the DPMM reserves the right to waive any minor irregularity or technicality found in any individual
proposal.

The DPMM reserves the right to reject any and all proposals.

When evaluating a proposal, the State of Missouri reserves the right to consider relevant information and fact, whether gained from a proposal, from an offeror,
from offeror's references, or from any other sowrce.

Any information submitted with the proposal, regardless of the format or placement of such information, may be considered in making decisions related to the
responsiveness and merit of a proposal and the award of a contract.

Negotiations may be conducted with those offerors who submit potentially acceptable proposals, Proposal revisicns may be permitied for the purpose of obtaining
test and final offers. In conducting negotiations, there shali be no disclosure of any information submitted by competing offerors.

Any award of 2 centract shall be made by notification from the DPMM to the successful offeror. The DPMM reserves the right to make awards by item, group of
items, or an al} or pone basis. The grouping of Hems awarded shall be determined by DPMM based upon factors such as item shmilarity, location, administrative
efficiency, or other considerations in the best interest of the State of Missouri.

Pursuant to section 610021, RSMo, proposals and related documents shall not be available for public review until after a contract is executed or all proposals are
rejected.

The DPMM posts all proposal results on the On-line Bidding/Vendor Registration System websife for Premium registered offerors fo view for a reasonable period
after proposal award and maintains images of all proposal file material for review. Offerors who include an e-mail address with their proposal will be notified of
the award resalts via e-mail.

. The DPMM reserves the right to request clarification of any portion of the offeror's response in order to verify the intent of the offeror. The offeror is cautioned.

however, that its response may be subject to acceptance or rejection without further clarification.
Any proposal award protest must be received within ten {10) calendar days after the date of awazd in accordance with the requirements of 1 CSR 40-1.030 (10).
The final determination of contract(s) award shall be made by DPMM.

CONTRACT/PURCHASE ORDER

By submitting a proposal, the offeror agrees to [urnish any and all equipment, supplies and/or services specified in the RFP, at the prices guoted, pursuant to all
requirements and specifications contained therein,

A binding contract shall consist of: {1} the RFP, amendments thereto, and any Best and Final Offer (BAFO} request(s) with RFP changes/additions, {2) the
contractor's proposal including any contractor BAFO response(s), (3) clarification of the proposal, if any, and (4) DPMM's acceptance of the proposal by "notice of
award" of by "purchase order." All Exhibits and Attachments included in the RFP shall be incorporated into the contract by reference.

A notice of award issued by the State of Missouri does not constitute an authorization for shipment of eqoipment or supplies or a directive to proceed with services.
Before providing equipment, supplies andfor services for the State of Missouri, the contractor must receive a properly authorized purchase order or other form of
authorization given o the contractlor at the discretion of the state agency,

The contract expresses fhe complete agreement of the parties and performance shall be governed solely by the specifications and requirements contained therein.
Any change to the contract, whether by modification and/or supplementaticn, must be accomplished by a formal contract amendment signed and approved by and
between the duly anthorized representative of the contractor and the DPMM or by a modified parchase order prior to the effective date of such modification, The
contractor expressly and explicitly understands and agrees that no other method and/or mo other document, including correspondence, acts, and oral
communications by or from any person, shall bé'used or construed as an amendment or modification to the contract,

10, INVOICING AND PAYMENT

®

a0
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The State of Missouri does not pay state or federal taxes unless otherwise required under law or regulation.

The statewide financial management system has been designed (o capture certain receipt and payment information. For each purchase order received, an invoice
must be submitted that references the purchase order number and must be itemized in accordance with items listed on the purchase order. Failure to comply with
this requirement may delay processing of invoices for payment.

The contractor shall pot transfer any interest in the contract, whether by assignment or etherwise, without the prior written consent of the DPMM.

Payment for all equipment, supplies, and/or services required herein shall be made in arrears unless otherwise indicated in the RFP.

The State of Missouri assumes no obligation for equipment, supplies, and/or services shipped or provided in excess of the quantity ordered. Any vnauthorized
quaniity s subject fo the state's rejection and shall be returned at the contractor's expense.

All invoices for equipment, supplies, and/or services purchased by the State of Missouri shall be subject to late payment charges as provided in section 34.055,
RSMo.

The State of Missouri reserves the right to purchase goods and services using the state purchasing card.

11. DELIVERY

Time is of the essence. Deliveries of equipment, supplies, and/or services mast be made no later than the time stated in the contract or within a reasonable period of
time, if a specific time is not stated.

12. INSPECTION AND ACCEPTANCE

No equipment, supplies, and/or services received by an agency of the state pursuant to a contract shall be deemed accepted until the agency has had reasonable
opportunity to inspect said equipment, supplies, and/or services,

All equipment, supplies, and/or services which do not comply with the specifications and/or requirements or which are otherwise unacceptable or defective may be
rejected. In addition, all eguipment, supplies, andfor services which are discovered to be defective or which do not conform to any warranty of the contractor upon
inspection (or at any later time if the defects coniained were not reasonably ascertainable wpon the inilial inspection) may be rejected,

The State of Missouri reserves the right to return any such rejected shipment at the contractor's expense for full credit or replacement and to specify a reasonable
date by which replacements must be received.

The State of Missourd's right to reject any unacceptable equipment, supplies, and/or services shall not exclude any other legal, equitable or contractual remedies the
state may have,

13. WARRANTY
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a. The contractor expressly warrants that all equipment, supplies, andfor services provided shall: (1} conform to each and every specification, drawing, sample or
other description which was formished to or adopted by the DPMM, (2) be fit and sufficient for the purpose expressed in the RFP, (3) be merchantable, (4) be of
good materials and workmanship, and (3) be free from defect.

b. Such warranty shall survive delivery and shall not be deemed waived either by reason of the state's acceptance of or payment for said equipment, supplies, and/or
services.

14, CONFLICT OF INTEREST

a. Officials and employees of the state agency, ils governing body, or any other public officials of the State of Missouri must comply with sections 105.452 and
15,454, RSMo, regarding conflict of interest.

b. The contractor hereby covenants that at the time of the submission of the proposal the coatractor has no other contractual relationships which would create any
actual or perceived coaflict of interest. The contractor further agrees that during the term of the contract neither the contractor nor any of its employees shail
acquire any other contractual relationships which create such a conflict.

15. REMEDIES AND RIGHTS

a. No provision in the contract shall be construed, expressly or implied, as a waiver by the State of Missouri of any existing or future right and/or remedy available by
law in the event of any claim by the State of Missouri of the confractor's default or breach of coatract,

b, The contractor agrees and understands that the contract shall constitute an assigament by the contractor to the State of Missouri of all rights, itle and interest in and
to all causes of action that the contractor may have under the antitrust faws of the United States or the State of Missouri for which causes of action have acerved or
will accrue as the result of or in relation to the particular equipment, supplies, and/or services purchased or procured by the contractor i the fulfillment of the
contract with the State of Missouri.

16. CANCELLATION OF CONTRACT

a. In the event of material breach of the contractual obligations by the contractar, the DPMM may cancel the contract. Al its sole discretion, the DPMM may give the
contractor an opportunity to cure the breach or to explain how the breach will be cured. The actual cure must be completed within no more than 16 working days
from notification, or at a minimum the contractor must provide DPMM within 10 working days from notification a written plan detailing how the contractor intends
io cure the breach.

b, If the contractor fails to cure the breach or if circumstances demand immediate action, the DPMM will issue a notice of cancellation tenminating the contract
immediately.

c. Tf the DPMM cancels the contract for breach, the DPMM reserves the right to obtain the equipment, supplies, and/or services to be provided pursuant to the contract
from other sources and vpon such terms and in such manner as the DPMM deems appropriate and charge the contractor for any additional costs incurred thereby.

d. The contractor understands and agrees that funds required to fund the contract must be appropriated by the General Assembly of the State of Missouri for each
fiscal year inchuded within the contract period. The contract shall not be binding upon the siate for any period in which funds have not been appropriated, and the
state shall not be liable for any costs associated with termination caused by lack of appropriations.

17. COMMUNICATIONS AND NOTICES

Any notice to the offeror/contractor shall be deemed sufficient when deposited in the United States mail postage prepaid, fransmitted by facsimile, transmitted by e-
mail or hand-carried and presented to an authorized employee of the offercr/contractor.

18. BANKRUPTCY OR INSOLVENCY

a. Upon filing for any bankruptey or insolvency proceeding by or against the contractor, whether voluntary or involentary, or vpon the appointment of a receiver,
trustee, or assignee for the benefit of creditors, the contractor must notify the DPMM immediately.

b. Upon learning of any such actions, the DPMM reserves the right, at its sole discretion, to either cancel the contract or affirm the contract and hold the contractor
responsible for damages,

19, INVENTIONS, PATENTS AND COPYRIGHTS

The contractor shall defend, protect, and hold harmiess the State of Missoud, its officers, agents, and employees against all suits of law or in equity resuling from
patent and copyright infringement concerning the contractor's performance or products produced under the terms of the contract.

20. NON-DISCRIMINATION AND AFFIRMATIVE ACTION

In connection with the furnishing of equipment, supplies, and/or services under the contract, the contractor and all subcontractors shall agree not fo discriminate
against recipients of services or employees or applicants for employment on the basis of race, color, religion, national origin, sex, age, disability, or veteran statns
unless otherwise provided by law. If the contractor or subcontractor employs at least 50 persons, they shall have and maintain an affirmative action program which
shall include:

a. A written policy stalement committing the organization to affirmative action and assigning management responsibilities and procedures for evalvation and
dissemination;

b. The identification of a person designated to handle affirmative action;

¢. The establishment of non-discriminatory selection standards, objective measures to analyze recruitment, an wpward mobility system, a wage and salary structure,
and standards applicable to Jayoff, recall, discharge, demotion, and discipline;

d. The exclusion of discrimination from all collective bargaining agreements; and

e. Performance of an intemal audit of the reporting system to monitor execution and to provide for future planning.

If discrimination by a contractor is found to exist, the DPMM shall take appropriate enforcement action which may include, but not necessarily be limited to,
cancellation of the contract, suspension, or debarment by the DPMM until corrective action by the contractor is made and ensured, and referral o the Atforney
General's Office, whichever enforcement action may be deerned miost appropriate.
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21. AMERICANS WITH DISABILITIES ACT

In connection with the furnishing of equipment, supplies, and/or services under the contract, the contractor and all subcontractors shall comply with all applicable
requirements and provisions of the Americans with Disabilities Act (ADA).

22. FILING AND PAYMENT OF TAXES

The commissioner of administration and other agencies to which the state purchasing law applies shail not contract for goods or services with a vendor if the vendor
or an affiliate of the vendor makes sales at retail of tangible personal property or for the purpose of storage, use, or consumption in this state but fails to collect and
properly pay the tax as provided in chapter 144, RSMo. For the purposes of this section, "affiliate of the vendor" shall mean any person or entity that is controited
by or is under common control with the vendor, whether through stock ownership or otherwise. Therefore offeror’s Tailure to maintain compliance with chapter
144, RSMe, may eliminate their proposal from consideration for award,

23 TITLES

Titles of paragraphs used herein are for the purpose of facilitating reference only and shall not be construed to infer a contractual construction of language.

Revised 01-20-10



Attachment 1

MDT Agency Expenditure Repori Master Budget

FY 2011

[ MISSOURI DIVISION OF TOURISM |

HOFFMAN LEWIS FY11 BUDGET

7,211,934
Budget
MEDIA
Television Total 1,206,116
Print
Magazine 1,050,152
Madden Insert 28,543
Print Total 1,078,701
Hadic 448,021
Online 1,234,408
Cultural « African American/Civil War 260,181

CO-OP ADVERTISING MEDIA

Kansas City

5t. Louis 442,606
Lake of the Ozarks 130,761
4485,

1,019,98:

ADMINISTRATNE COsts

AEEHCE

1.180,400

PRODUCTION
Television
Digtribution of TV Dubs - DG Systems 18,000
Tefevision Total 19,000
Print
Color Proof Production & Distribution 5,000
Mechanicals 6,355
. Print Totat 14,355
Radic ; e
{ Ll Distribution of Radio Dubs - DG Systems, 9,000
Radio Total 9,000
Photography ) T 30,000
— —— Photography Total 30,000
Tatent .
Television £8,502
Online 10.000]

INTERACTIVE DEVELOPMENT

Web/Database Development

Hosting - Xiolink - July 10 - June 11

PUBLIC RELATIONS

Out of State Travel 10,000
Media Tracking 3,000
Media Tours 15,000
Collateral Materials 8,500
MDT Oniine News Bureau 3,050

MO Broadcastel

GRAND TOTAL

6,904,703

BALANCE

307,230.93

{.ast Updated: 10/29/20104:52 PM



Kwprid UStoii Aepuojy *awi, [enu2) "urd 00:9 suonsonb Furdroauny/Suryiq Aousde
©1 T 00:8 APIBAR 3q 1S m% Eum pUBISSY 4 211§ AUR IoMSUR O DGR @q 1SN PUE SEDIOAUL/FUI[Iq (1) 3uD [BloURILy
JUNOIOE §, AOUSIE S1BIS SU) Kouade aymys o wiroprad o) Sjqe 2q 1SRN
0} PAIBOIPIP ST Ol uostad ol [[nf QU0 29 1SON A
AvprL] ysnoxy Aepuojy ‘suH [enua) ‘urd 009
0] "UI'B ()9 S[qu[reA® 2q jsnw uosiod poudissy A ‘suoneiar o1pqnd ur souanadye sieek (¢) saxp (1) 2u0 SIONBY
unonoe s Adede 9rls oyl JO WNIITURT B PUR 22139 § J0JOL0OR] B dARY ISOA I Ngny
01 PIIROIPRp ST oYM vosIad 2N [N SU0 99 1SNy »
£ 2 £ ol wor urd BIpall SUIpIEEal
EPLL] YBNOI) ABPUOIA] “ILT, [2OU]) I SUOISIHOp SWIPUIq [PUL SR 0} 3[qE 3G ISTIA]
00:9 01 T (g 3589} T8 wos) AoidTe 21818 o1 O e U ; Sumerew [9A2] (1) 2ug ——
s[ge[iear ag 1snur jounosiod paudisse o1 JO U 4 pu SusIoape uf ooueuadxa sHwok @ oo -IOWIRS !
uosiad auo ey atour £q paptaoid o AP J0 E:EE.M& e puE 22139p § JOPUORQ B JABY ISNA
Avpiny gdnony Lepuopy ‘o], renus)) ‘urd 5901135 SA11ERI0 SUIpIET X
o ' suoIsiyap SuIpliq [eul) 9B 0] DJE 2 18N
00:9 O3 "Ur'e (g 35291 18 wol Aduade a1m)s oy 0} S1o9p SUIpUIA [PUt} SHPHL O Emm%uwéﬁ 12791 (1) 240 IAIAS
QJquiIea® aq jsmu [outosiad paudlsse oy Jo2up A pup Suspeape s souapadys smo va corm -I0IUBS ANEAL)
uostad ouo ueys arour Aq papraoid aq Aepy  » JO WM € pe S21F0p § I0[BTIRq ¢ ALY SO
-ABpiL] 4SnONY ABPUON ‘QUI], LINOSSTI
[enual urd 09 01 Ure (- Usemiaq ajqe[rear : :
10U §1 9ANRITES0IdoI 90IAIOS HINODDY Stur) JO SIS I UM 90HJO UB WOy xmmwowwmuﬁ @D
[INJ 243 Uaya 2[ge{IRAR 2 10 Uoskad poudissy A pue Sursnisape oy souopadxs sk @ N Jer-eug
noode § AoUaEY IS Ay JO TUNIUIHLT 8 pUe 9aIFap S JO[IYIR] B SARY SN
0] PAIRDIP2P ST OfjM HOSIad SULL JIRy QU0 O ISR A e
‘ABp ® $Inoy . — o U2 WOl MM»@WEE TAIIG
. . . 0 911G Oy B 901 sn
(p7) IOI-A1mom) eom v skep (1) usass Kousie wouombmgmwﬁwo bmnmw o Mmua%ﬁw bzoSMM unodoy
*KBpILj YSNOIy) ABPUOIN d:rh Ebmow -urd 009 SUOISIHap BUIpULG [Pl S 01 3G 29 H_MMMM ~I0flag (1)2u0
OV IR 008 ummmmgw *4 umﬁﬁm mmomﬂuw ﬁoﬁm_.mﬁw / JOTIos U1 18 dousrradxa yons JO sIedA (£) 9911 15u9]
. oén%owm (AJUSTE AVES O 7 yitas Supeiewr pue SUIsiEsape U1 aouarradya s1eak
O3 PFESIpp ST Ot HOSISC ST [N 9UA 99 ST A (1) 1aA9s puw 9o18ap § I0[aYDBq IS 18 9ARY 1SN
: syuapeanby
[@a9] asI)IadXT
Lruady aeis 10] Aupqepeay pasmboy SuonEIJIen{) WAL S auuL, [ 10 821V
s # TRy
S3ANLIUNASAIOY WEd ], JHNROIY WA
I 988 € JURTHUOREY BLO11ZEd




PEIPAP T/ € (L) udAdg el0],
) “dudseaef pue TNLIH ‘$SD se
wrd . @Eﬁ.nmﬁoﬁu ?ﬂmo_\w aun @_Mbcmu yons sofendue| pue :9mng 2gopy se yons suoneordde (%
wrd g o)W g Ised e Em.ﬂ mmwwm B a18is o1 03 01 payrary Jou Surpnp ‘ufisop BIPAWHINLL 10 1) Jley-auo | asloeIduy
S ST o0 DS 10 U0 | gt oo S () 9 o i
s e op BN A PUE UOTIRIIIAD JO 29I39P ¢ I0Ja1oeq © 9ARY IS
sjuaeAmbi
PA9] ' asipradxsy
Lynady ayeyg J0y Aprqeqieay paamboay SHONBIGI[EN() (NUITUIGA W] SwiL], [N Jo eaxy
T # wme Ly
SIANBIUISAIAIY WE Y, JUNO0ID Y WNWITIA
7 a8 ¢ 1oy 8LOTTZEH




BAZIG7E Aftachment 3
Project Estiraate Approval Form

client

job name

estimate date

this estimate good until

descripticn

estimate 80.00

Additional Declarations

e Any functionality request beyond what is detailed in this scope
document will be estimated as an additional cost.

¢ Upon beta launch of scoped functionality there will be two (2)
rounde of revisions for content/layout. After that all
content/layout revisions will be billed as maintenance ab a rate
of £125 per hour.

*Above costs are based on a normal turnarcund time upon receiving a
signed approval form from client and do not include tax, contingency or
shipping. If the specifications of the project are changed, a new
estimate will be provided for approval. Once estimate is approved, 50%
of the total estimate will be billed to clilient. The remaining balance
will be billed cnce the project is concluded. If the project is
cancellad before completion, all accrued charges to date will be
billed. This estimate also does not include Reiwbursables (long
distance, copies, overnight shipping, etc¢) which will be billed
separately at a net rate. In some cases, estimates may vary by +/- 10%.

client approval date

agency approval date
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