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Request for Proposal

For

Lodging Services

Central Washington University

Ellensburg, WA
Reference Bid #09-015

Issue Date: December 23, 2009

Letter of Intent Due: January 6, 2010, 3:00 pm

Proposals Due: January 28, 2010, 3:00 pm

Return all responses in a sealed box or envelope with the Bid reference number and

 proposal due date marked on the outside of the package.  

Return Proposals to:

Central Washington University

Purchasing Office - Mitchell Hall 2nd Floor

400 E. University Way  Ellensburg, WA 98926-748

Visit our Internet Site: http://www.cwu.edu/~purchase/rfp.htm
OFFEROR’S RFP CHECKLIST

The 10 Most Critical Things to Keep in Mind When Responding to an RFP for Central Washington University:

1.
_______
Read the entire document.  Note critical items such as: mandatory requirements; supplies/services required; submittal dates; number of copies required for submittal; contract requirements (i.e., contract performance, insurance requirements, performance and/or reporting requirements, etc.).

2.
_______
Note the procedures for communication with the university during the RFP process. All communication during the RFP process must be in writing. Respondents should not contact university personnel outside of the opportunity provided in the document.

3.
_______
Attend the pre-proposal conference if one is offered.  These conferences provide an opportunity to ask clarifying questions, obtain a better understanding of the project, or to notify the university of any ambiguities, inconsistencies, or errors in the RFP.  

4.
_______
Take advantage of the “question and answer” period.  Submit your questions to the buyer by the due date listed in the “applicable dates” sections and view the answers given in the formal “addenda” issued for the RFP.  All addenda issued for an RFP are posted on the university’s website and will include all questions asked and answered concerning the RFP.

5.
_______
Follow the format required in the RFP when preparing your response.  Provide point-by-point responses to all sections in a clear and concise manner. 

6.
_______
Provide complete answers/descriptions.  Read and answer all questions and requirements.  Don’t assume the university or the evaluation committee will know what your company’s capabilities are or what items/services you can provide, even if you have previously contracted with the university.  The proposals are evaluated based solely on the information and materials provided in your response.

7.
_______
Use the forms provided, e.g., bidders submittal page, reference forms, attachment forms, etc.

8.
_______
Before submitting your response, check WEBS or the university’s website at:  http://www.cwu.edu/~purchase/rfp.html to see whether any addenda were issued for the RFP. 

9.
_______
Review and read the RFP document again to make sure that you have addressed all requirements.  Your original response and the requested copies must be identical and be complete.  The copies are provided to the evaluation committee members and will be used to score your response. 

10.
_______
Submit your response on time.  Note all the dates and times listed in the applicable dates section and be sure to submit all required items on time.  Late proposal responses are never accepted.
This checklist is provided for assistance only and should not be submitted with Offeror’s Response.
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SECTION #1 RFP CHECKLIST AND SUBMITTAL PAGE

tc  \l 1 "SECTION #1 RFP CHECKLIST AND SUBMITTAL PAGE"
1.1
Respondent has responded to, and included in their proposal all items in Section #4: General Proposal Requirements, Section #5: Proposer Reference Sheet, Attachment A: Lodging Services Survey Sheet and Attachement B: Pricing Page. __________(Initial)

1.2
Respondent has included three complete copies of the RFP response consisting of the original and two copies.______________(Initial)


1.3
Respondents under consideration may be asked to provide current, audited financial statements, or the equivalent, to include at a minimum: an income statement; statement of cash flow; and a balance sheet. This information is subject to disclosure if it is deemed to be a determining factor in the award decision. Respondent agrees to provide this information upon request of the University.______________(Initial)

1.4
The response to this RFP has been prepared independently, without consultation, communication, or agreement with others for the purpose of restricting competition._____________(Initial)

1.5
In preparing this RFP, respondent has not been assisted by any current or former employee of the State of Washington whose duties relate to this RFP and who was assisting in other than his or her official capacity.  Neither does such a person or any member of his or her immediate family have any financial interest in the outcome of this RFP. ____________(Initial)

Any official correspondence related to this RFP solicitation shall be directed to the owner, Central Washington University, Purchasing Office, Attn: Karen Henderson, 400 E University Way; Ellensburg, WA 98926-7480; and to the Contractor as noted below:

____________________________________________________________

Name and Title of Signing Officer (print)

____________________________________________________________

Company Name and Address

____________________             ____________________ 

Telephone Number

     Fax Number


_______________________       _________________________________

Tax I.D. Number                         WA State Business License Number

_________________________________
________________________  

Signature
Date

SECTION #2 GENERAL INFORMATION AND BACKGROUND

2.0 Introduction Central Washington University, hereafter referred to as the University, has a need for lodging services.  The University is requesting that interested Hotel/Motel establishements, hereafter referred to as Vendor, submit proposals to provide the needed lodging services in accordance with the specifications, terms and conditions contained herein. 

This Request for Proposal (hereinafter referred to as RFP) includes lodging services used by the University Conference Center.  The University may choose to separate the required services and award to more than one vendor.  Due to the importance of having individuals and groups visiting the University close to the main campus, only local vendors (Ellensburg, WA) who meet the required standards will be considered.
Stated within this RFP are instructions for submitting the proposal, the procedures and criteria by which a Vendor will be selected and the contractual terms by which the University proposes to govern the relationship between it and the selected Lodging establishment.

The purpose of this competitive procurement process is to assist the University in 
selecting a vendor/vendors who will best meet the University’s needs.  The RFP provides all interested vendors a means to present their services and abilities for an objective review.

The University reserves the right to add additional vendors throughout the resulting contract period that meet the minimum specifications determined by this bid process. 

The University appreciates your consideration of this RFP and looks forward to receiving your proposal.

2.1 Background Information Central Washington University is one of 6 four-year higher educational institutions in Washington State. The University serves central Washington with the main campus located in Ellensburg. The University operates six off-campus centers at Ft. Steilacoom, Lynnwood, Moses Lake, Seattle, Wenatchee and Yakima. The University receives funds from state appropriations, tuition, fees, grants, gifts, and interest income. The University serves 9,000 students with approximately 7,500 at the Ellensburg campus.


2.2 Term of Contract: The contract will cover a one-year period with five (5) additional optional one-year periods on a year-to-year basis subject to mutual acceptance, commencing on or about February 5, 2010.  

Successful vendors shall be required to meet with the university representative annually for a review of the business services plan.

2.3 University Parking: Enclosed for your information is Attachment E, a University map on which you will see the CWU Parking/Information Kiosk.  Visitors to campus should stop at the Kiosk for directions and parking information.  The University is not responsible for parking infractions/violations incurred by visitors.


2.4 WA State Business License Requirementtc  \l 22 ".10 WA State Business License Requirement": Business enterprises, whether an individual, partnership or corporation, must obtain a Washington business license in order to do business in Washington State. Application information may be obtained from the Department of Licensing’s internet site: http://www.wa.gov/dol/bpd/buslic.htm.

SECTION #3 GENERAL INSTRUCTIONS

3.1 Applicable Dates:

Issue Request for Proposal (RFP)


December 23, 2009

Letter-of-Intent Due




January 6, 2010, 3:00 pm

Written Questions Due



January 11, 2010, 3:00 pm

Answers to Questions Faxed to Vendors

January 14, 2010

Proposals Due





January 28, 2010, 3:00 pm

Target Award Date




February 5, 2010

The University reserves the right to revise this schedule.

3.2 Lowest Responsive Bidder: Any amendment(s) deemed necessary during this solicitation process will be furnished to all those holding specifications by the University’s Purchasing Office.  The University reserves the right to cancel or reissue the RFP in whole or in part, and for any reason, at the sole discretion of the University, at any time prior to the execution of the contract.

If it is necessary to revise any part of this RFP prior to the due date for submission of the proposals, addenda will be provided to all individuals and organizations that submit a letter of intent.

All responses to this RFP shall be based on the material contained in this RFP, and any amendments, which may be made to the RFP.

3.3 Preparation of Responses: Responses must be prepared on University forms where provided and on       standard 8.5" x 11" paper for additional submittals. The response should be stapled or bound. Tabs to separate and identify portions of your response are encouraged. The respondent's name must appear on each page. Responses to the “Required Responses of All Bidders” must be formatted to correspond numerically to the requirements listed in Section #5.


3.4 Cost of Preparation: The University will not pay vendor costs associated with preparing or presenting any response to this request.


3.5 Number of Copies:tc  \l 23 ".5 Number of Copies": Three (3) identical, complete copies of the response (one original and two copies) must be submitted prior to the time and date stated in section 3.1 (Applicable Dates). All materials become the property of the University upon receipt in the Purchasing Office.


3.6 Multiple Responses: Respondents who wish to submit more than one proposal may do so, provided that each proposal stands alone and independently complies with the instructions, conditions, and specifications of the request. If multiple responses are submitted, the University reserves the right to select the proposal most advantageous to the University.


3.7 Proprietary Information: Any information contained in the respondent’s response that is proprietary must be clearly designated.  Marking of the entire response as proprietary will be neither accepted nor honored.  The University cannot guarantee that all such material noted remains proprietary, particularly if it becomes a significant consideration in contract award.  Information will be kept confidential only to the extent allowed by Public Disclosure Law.

All information collected during the proposal process and subsequent negotiations will be the sole property of Central Washington University. Any use of this information must receive prior written approval from the CWU Director of Business Services and Contracts.

3.8 Letter of Intent to Bid: Vendors wishing to participate in this acquisition process must provide a written Letter-of-Intent-to-Bid.  Failure to submit a Letter-of-Intent-to-Bid as required will disqualify vendors from further participation in the bid process.  This letter must certify the ability of the vendor to meet the defined requirements and indicate a desire to participate. Also include the name, complete address, phone number, fax number, and e-mail address of a designated individual to whom any correspondence/addendums should be sent.

Vendors are encouraged to FAX letters to the Purchasing Office at (509) 963-2871. If mailed, the address is as follows: Central Washington University; Purchasing Department; Attn: Karen Henderson; 400 E University Way; M/S 7480; Ellensburg, WA 98926-7480. In either case, please reference the bid number on the cover sheet.

3.9 Submitting Responses: All responses must be sealed in an opaque box or envelope with the name and address of the respondent appearing on the outside of the box or envelope.  The outside lower left‑hand corner must state the title of this solicitation, RFP reference number, and the opening date. 

Respondents must submit the two (2) copies of their response to the Central Washington University Purchasing Office. Whether mailed or hand delivered, the response must arrive at the Purchasing Office no later than the date and local Ellensburg time identified in section 3.1 (Applicable Dates) of these instructions.  Late responses will not be reviewed. The method of delivery will be at the discretion of the respondent and will be at the respondent’s sole risk to assure delivery at the designated office. Generally, UPS and Federal Express deliver daily to the Purchasing Office. The University does not take responsibility for any problems in the mail or delivery services, either within or outside the University. Receipt by any other office or mailroom is not equivalent to receipt by the Purchasing Office.

If delivery is by mail the address is:

Central Washington University

Purchasing Office

400 E University Way M/S 7480

Ellensburg WA 98926-7480

If hand-delivered, the physical location is:

Central Washington University

Purchasing Office

Mitchell Hall, 2nd Floor

Ellensburg WA 98926-7480


3.10 Late Responses: Any response received after the hour specified will not be reviewed.


3.11 Questions and Communication via Designated Contact: All communications and/or questions in regard to this request must be in writing. Questions must be submitted by the date indicated in section 3.1. Respondents are encouraged to either fax questions to the Purchasing Office at (509) 963-2871, or e-mail them to hendersk@cwu.edu.  If mailed, the address is as follows: Central Washington University, Purchasing Office, Attn: Karen Henderson, 400 E University Way, M/S 7480, Ellensburg WA 98926-7480. In any case, please reference the RFP number found on the cover page of this solicitation. Under no circumstances should respondents contact University personnel outside of the opportunity provided herein.
3.12 Deadline for Submitting Questions: Questions must be received no later than the date and local Ellensburg time identified in section 3.1 of these instructions. The University will provide a copy of all respondents' questions and corresponding University responses to all those holding specifications. VERBAL REQUESTS FOR INFORMATION OR CLARIFICATION WILL NOT BE HONORED.


3.13 Clarification of Responses: As part of the evaluation process, respondents may be asked to clarify specific points in their response. However, under no circumstances will respondents be allowed to make any changes to their responses after the deadline for submission.


3.14 Public Disclosuretc  \l 2 "2.14 Public Disclosure":  A formal bid opening will not be held. Bid information, including price sheets, will not be available for public disclosure until after award of the contract.

3.15 Reserved Rights: Subject to the provisions of Chapter 69, Laws of 1996 (SSB 6572), the state reserves the right to: 

1. Waive any informality as per WAC 236-48-124.

2. Reject any or all Proposals, or portions thereof.  WAC 236-48-094 allows the state to "accept any portion of the items proposed" unless the bidder stipulates all or nothing on the Proposal.

3. Reissue an IFB, RFQ, or RFP, or negotiate under provisions outlined under RCW 43.19.1911.   

      4. Award on an all or none basis, taking into consideration reduction in administrative costs as well as unit                                            Proposal prices.
3.16 Minority and Women’s Business Participation:tc  \l 23 ".14 Minority and Women's Business Participation" The following voluntary numerical MWBE participation goals have been established for this RFP:

Minority Business Enterprises (MBE’s): 10%  and 

Woman’s Business Enterprises (WBE’s) 10%.

These goals are voluntary, but achievement of the goals is encouraged.  However, unless required by federal statutes, regulations, grants, or contract terms referenced in the contract documents, no preference will be included in the evaluation of RFPs/proposals, no minimum level of MWBE participation will be required as a condition for receiving an award or completion of the contract work, and RFPs/proposals will not be rejected or considered non-responsive if they do not include MWBE participation.  Bidders may contact OMWBE at 360-753-9693 to obtain information on certified firms for potential subcontracting arrangements.

3.17 Renegotiation of Fees: Rates must be guaranteed for the initial one-year period, but will be subject to renegotiation at each one-year extension period, or portions thereof, upon terms mutually agreeable to the University and the successful Vendor/Vendors.

3.18 Errors in Response: The University will not be liable for any errors in proposals from Vendors.  Vendors will not be allowed to alter proposal documents after the deadline for submission of the proposals.  The University reserves the right to waive minor irregularities in the responses.

The University reserves the right to make corrections or amendments to the response due to errors identified by the University or the Vendor.  This type of amendment will only be allowed for such errors as typing, transportation, omission, or any other obvious error.  The University also reserves the right to request clarification or additional information as deemed necessary by the RFP Coordinator.  Any changes will be date and time stamped and attached to the response.  All changes must be coordinated in writing with, authorized by, and made by the RFP Coordinator.  Vendors are liable for all errors or omissions contained in their responses.

SECTION #4 GENERAL PROPOSAL REQUIREMENTS

4.1

The bidder must provide prices as specified on the Pricing Page, Attachment B.  The bidder must not submit brochures, price lists, etc., in lieu of the required submittal pages.  Failure to properly complete, sign, and return Section #1: RFP Checklist and Submittal Page, Section #4: General Proposal Requirement answers to questions, Section #5: Proposer Reference Sheet, Attachement A: Lodging Services Survey Sheet and Attachment B Pricing Page, may result in rejection of the bid.

4.2

Proposed Facilities and Services:  Bids will be evaluated, in part, based on the acceptability of the proposed facilities and services.  Therefore, the bidder is strongly encouraged to present a written narrative, which includes each of the following:

4.2.1   A layout of the proposed facility, including specific identification of those areas proposed for use by the University under the terms outlined herein.  

4.2.2   A description of the proposed facility’s accessibility features for disabled individuals.

4.2.3   A diagram of the fire escape routes for the proposed facility.

4.2.4   A description of the proposed facility, including the latest renovation date for sleeping and meeting rooms.

4.2.5   Check-in and check-out time.

4.2.6   Proposed menus for guest meals if available.

4.2.7   Recreational activities available to guests and any costs associated with such activities.

4.2.8   The availability of personnel to coordinate lodging activities and ensure optimum service to the guests.

4.2.9   The number of complimentary rooms, which will be provided if the bidder’s is awarded a contract.

4.2.10 Brochures and any other information deemed relevant by the bidder, which should be considered in evaluating the bidder’s response. 


4.2.11
Any Prompt Payment Discounts available to the University.

SECTION #5: PROPOSER REFERENCE SHEET

5.1 References:  Each Proposer should submit a list of three (3) references other than the University, with similar requirements to this RFP, where a lodging services contract has been established for at least one year and is currently in use.  The University reserves the right to contact companies not listed on the reference sheet, but who may have knowledge pertaining to the proposed Vendor.

1. Name of Business: _________________    City and State of Business: ___________________
Contact: _______________________
Telephone: _____________________________

Describe service provided, including length of contract:


____________________________________________________________________________


____________________________________________________________________________


____________________________________________________________________________

2. Name of Business: _____________________   City and State of Business: ________________
Contact: _______________________
Telephone: _____________________________

Describe service provided, including length of contract:


____________________________________________________________________________


____________________________________________________________________________


____________________________________________________________________________

3. Name of Business: ___________________    City and State of Business: _________________
Contact: _______________________
Telephone: _____________________________

Describe service provided, including length of contract:


____________________________________________________________________________


____________________________________________________________________________


____________________________________________________________________________

SECTION #6: AWARD/EVALUATION CRITERIA

6.1 Evaluation:  Proposals will be evaluated and the successful responder selected on the basis of the following criteria, each weighted as indicated.  All Proposers will be investigated as to: lodging offered, responsiveness of service, price to guests, revenue to the University, documentation, and references.  The University reserves the right to reject any Proposer who does not meet the qualifications stated in the proposal.  The University shall be the sole judge of compliance and/or qualifications.

6.2 Evaluation Committee:  The Evaluation Committee will be composed of staff members directly involved with the process along with other qualified persons deemed necessary.  Committee members are not to be contacted during the selection process.  Committee member names will not be released to maintain the integrity of the selection process.  The Committee will evaluate all responsive proposals to determine which proposal best meets the needs of Central Washington University based on the criteria stated. Recommendation of award of the contract shall be based on all information submitted by the Proposer, a thorough review of all references provided, and interviews, if necessary.  Each member will complete an evaluation form which will be submitted to the Purchasing Department, who will make the award to the Proposer with the highest number of points.

6.3 Selection Criteriatc "7.1 Selection Criteria " \l 2: The following criteria will be used to evaluate the proposals received:

6.1.1 
The price and the effect of term discounts (not less than thirty calendar days after receipt of goods or correct invoice), whichever is later.


6.1.2 

Local sales and use tax.


6.1.3 
Uniformity or interchangeability, & upgradeability of parts and accessories.


6.1.4 
Quality and thoroughness of the proposal.

6.1.5 Warranty.

6.1.6
Any other relevant factors.

6.4 Lowest Responsive Biddertc "7.2 Presentation " \l 2: In determining the “lowest responsive bidder” as per RCW 43.19.1911, the following items shall also be given consideration:

6.4.1 The quality of the articles proposed to be supplied, their conformity with specifications, the purposes for which required and the times of delivery.

6.4.2
The ability, capacity, and skill of the bidder to perform the contract or provide the service required;

6.4.2 The character, integrity, reputations, judgment, experience, and efficiency of the bidder;


6.4.3 Whether the bidder can perform the contract within the timeframe specified;


6.4.4
The quality of performance on previous contracts or services;

6.4.5
The previous and existing compliance by the bidder with laws relating to the contract or services;

6.4.6
Such other information as may be secured having a bearing on the decision to award the contract such as life cycle costing.
SECTION #7: SAMPLE EVALUATION FORM

	Number
	Award Criteria
	Points

Available

for Award

Criteria
	Weight

of

Award

Criteria
	Key to Bidder

Required

Responses
	Additional

Reference
	Points

Awarded

Vendor

Response
	Vendor

Total

Points

	1
	Rates Proposed
	0 to 5
	6
	Attachment B
	
	 
	

	2
	Quality of the Response
	0 to 5
	5
	Complete Response
	
	 
	

	3
	Ability to provide Quality Accommodations
	0 to 5
	5
	Section 4 & Attach. A
	
	 
	

	4
	Revenue to the University Dept.
	0 to 5
	4
	Section 4
	
	 
	

	5
	Experience
	0 to 5
	4
	Section 5


	
	 
	

	 6
	Other value-added services
	0 to 5
	3
	Section 4 & Attach. A
	
	 
	

	7
	References
	0 to 5
	3
	Section 5


	
	 
	

	
	
	
	
	
	
	
	 

	
	TOTAL POSSIBLE POINTS AVAILABLE:
	
	150
	
	
	TOTAL PTS

AWARDED
	

	
	
	
	
	
	
	
	

	
	Additional Comments: 
	
	
	
	
	
	

	
	
	
	
	
	
	
	


POINTS:

5 ‑ Far exceeds our requirements 

4 ‑ Exceeds requirements 

3 ‑ Meets requirements 

2 ‑ Falls short of requirements 

1 ‑ Does not meet requirements 

0 ‑ Unacceptable/Information not supplied or unclear

Formula: 
Vendor Total Points = Sum of (Weight X Points) for each factor.

SECTION #8: STANDARD TERMS AND CONDITIONStc "SECTION #6\: STANDARD TERMS AND CONDITIONS"
8.1 Payment Termstc "6.1 Payment Terms " \l 2: The University will make payment within thirty (30) days of receipt of invoices and services as described in the negotiated agreement.

8.2 Termination of Contracttc "6.2 Termination of Contract " \l 2: This agreement may be canceled under the following conditions:


8.2.1 By mutual written agreement of both parties. Cancellation of this provision may be           immediate. 


8.2.2 Upon thirty (30) calendar days written notice by either party to the other of intent to cancel.

8.3 Contract Documentstc "6.3 Contract Documents " \l 2: The contract documents, except for modifications issued after execution of the Agreement, are as follows:


• Standard Agreement (Attachment A)


• Proposal submitted by Respondent


• Subsequent addendum(s) (if any)

8.4 Whole Agreementtc "6.4 Whole Agreement " \l 2: This Agreement with the contract document is the complete and exclusive statement of the Agreement between the parties relevant to the purpose described above and supersedes all prior agreements or proposals, oral or written, and all other communications between the parties related to the subject matter of this Agreement. No modification of this Agreement will be binding on either party except as written addendum signed by an authorized agent of both parties.

8.5 Force Majeuretc "6.5 Force Majeure " \l 2: The obligations of the parties shall be suspended and excused if the performance of either is prevented or delayed by acts of nature, earthquakes, fire, flood, or the elements, malicious mischief, insurrection, riots, strikes, lockouts, boycotts, picketing, labor disturbances, war, compliance with any directive, order or regulation of any governmental authority or representative thereof made under claim or color of authority; loss or shortage of any part of the Contractor’s own or customary transportation or delivery facilities, or for any reason beyond the control of the Contractor or University whether or not similar to the foregoing.

8.6 Publicitytc "6.6 Publicity " \l 2: Contractor shall not use in its external advertising, marketing programs, or other promotional efforts, any data, pictures, or other representation of the University except on the specific, written authorization in advance of University management.

8.7 Confidential Informationtc "6.7 Confidential Information " \l 2: The Contractor acknowledges that all information obtained during the term of this Agreement remains confidential in nature and shall not be disclosed or transferred without the prior written approval of Central Washington University.

8.8 Prohibition Against Assignmenttc "6.8 Prohibition Against Assignment " \l 2: Neither this Agreement nor any interest therein may be assigned by either party without first obtaining the written consent of the other party.

8.9 Governing Lawtc "6.9 Governing Law " \l 2: This Agreement shall be governed by the laws of the State of Washington. Any action brought hereunder shall be in Superior Court, County of Kittitas, State of Washington.

8.10 Independent Contractortc "6.10 Independent Contractor " \l 2: The University shall view the legal position of the Contractor as an “Independent Contractor”, and that all persons employed to furnish services hereunder are employees of the Contractor and not of the University.

Further, the University shall not be liable for any of the Contractor’s acts or omissions performed under this or other agreements to which the Contractor is a party.

8.11 Waiver and Severabilitytc "6.11 Waiver and Severability " \l 2: No provision of this Agreement, or the right to receive reasonable performance of any act called for by its terms, shall be deemed waived by a waiver of a breach thereof as to a particular transaction or occurrence.

8.12 Indemnification and Hold Harmlesstc "6.12 Indemnification and Hold Harmless " \l 2: The Contractor shall indemnify and hold harmless Central Washington University and its officers, officials, employees and volunteers from and against all claims, damages, losses, and expenses including attorney fees arising out of the performance of the work described herein, caused in whole or in part by any negligent act or omission of the Contractor, any subcontractor, anyone directly or indirectly employed by any of them, or anyone for whose acts any of them may be liable, except where caused by the active negligence, sole negligence, or willful misconduct of the University.

8.13 Equal Opportunity and Nondiscrimination tc "6.13 Equal Opportunity and Nondiscrimination " \l 2:


8.13.1 Equal Opportunity

Discrimination on the basis of race, color, ethnicity, creed, religion, national origin, sex, age, disability, marital status, or status as a Vietnam-era or disabled veteran is prohibited by Federal and State statutes. Discrimination on the basis of sexual orientation is prohibited by University policy. Central Washington University is committed to providing equal employment opportunity and prohibiting illegal discrimination in the recruitment and admission of students, the employment of faculty and staff, and the operation of all University programs, activities and services.

The Contractor agrees not to discriminate against any client, employee, or applicant for employment or services because of race, color, ethnicity, creed, religion, national origin, sex, age, disability, marital status, sexual orientation or status as a Vietnam-era or disabled veteran in administering personnel actions such as hiring, promotion, separation, compensation, benefits, transfers, layoffs or returns from layoffs, and social or recreational programs.

8.13.2 Affirmative Action

It is the policy of Central Washington University to develop and implement an effective and defensible Affirmative Action Compliance Program for the following affected groups: American Indians, Alaska Natives, Asians and Pacific Islanders, Blacks, Hispanics, women, persons over age 40, individuals with disabilities, disabled veterans, and Vietnam-era veterans. It is understood that any Contractor who is a recipient of Federal funds will comply with it affirmative action program requirement, as mandated by the Office of Federal Contract Compliance Programs.

8.13.3 Sexual Harassment

State and Federal laws and Central Washington University policies prohibit sexual harassment. Sexual harassment is a form of sex discrimination. When the University becomes aware of allegations of sexual harassment, it is bound by State and Federal law to investigate those allegations, stop the harassment if it is found to exist, and take measures to ensure a working and learning environment that is free of sexual harassment.

Acts of sexual harassment by the Contractor may result in actions by the University to remove the Contractor from the qualified bidders list, or to terminate the contract until such time as acts are remedied.

Any Contractor who is in violation of this equal opportunity/nondiscrimination clause shall be barred from receiving awards of any purchase order from the State unless a satisfactory showing is made that discriminatory practices have terminated, and that a recurrence of such acts is unlikely. Any violation of this provision shall be considered a material violation of this Agreement and shall be grounds for cancellation or suspension, in whole or in part, of this Agreement by the University.

SECTION 7: IN-STATE PREFERENCE/RECIPROCITY

Pursuant to RCW 43.19.704 and WAC 236-48-085, the Department of General Administration Office of State Procurement has established lists of states, which grant a preference to their in-state businesses and the appropriate percentage increase applicable against firms submitting bids from these states for goods and services.  Bids in excess of $43, 900 only are subject to the instate preference reciprocity provisions of RCW 43.19.700.

For purpose of evaluating bid prices, the buyer is to add an amount equal to the appropriate percentage to each bid submitted from that state.

See Link below for preferences & conditions listed by state:

http://www.ga.wa.gov/PCA/Forms/State-Preferences-Table.doc 

Document will be provided by mail upon receipt of a request faxed to: (509) 963-2871.

Attachment A

Lodging Services Survey Sheet

(Please Type or Print Responses)

(1) Proposal: __________________________________________________________

(2) Lodging Provided: Transient Lodging Only   Extended-Stay Lodging Only   Both

(3) Property Name_________________________________________________________

(4) Property Address_______________________________________________________
(5) Add’l Address__________________________________________________________

(6) City
 _______________________(7) State _______    (8) Postal Zip Code __________

(9) Phone Number (include area code)________________

(10) Fax Number (include area code)___________________

(11) Property's Internet URL Address http://_____________________________
(12) Property's DUNS Number:_________________________________  


Property's Liaison with the University:

(13) CWU Liaison/Property Point of Contact: ________________________________
(14) Title:______________________________  (15) Phone (include  area code):___________________ 

(16) Email:_________________________________________________


 

Property Description:

(17) Year Property Built:
__________

(18) Year of last complete guestroom renovation: ____________

(19) Number of Floors: ______________  
(20) Number of Rooms: ________________

(21) Number of Non-Smoking Rooms
_______

(22) Are all guestrooms air-conditioned?   Yes   No 

Industry Rating:*

(23) Diamond Rating
1
 2
 3
 4
 5
 Not Rated

(24) Star Rating

1
 2
 3
 4
 5
 Not Rated

* Rating as defined by the lodging rating systems of the American Automobile Association or the Mobil Travel Guide.

(25) Property has an established automated property management system, inclusive of reservation services, that applies a single market segmented code symbol to all reservations made for CWU personnel under this contract at the property for:

  Transient Travel Lodging  Extended-Stay Lodging, or  Both*

*Basically, we are looking to ensure that the property can keep track of CWU business (i.e. number of rooms sold to CWU travelers, etc). to ensure compliance with contract requirements.

(26) Property currently has or will have within 90 days after award an established connection to the Internet and the World Wide Web through an Internet Service Provider that supports email and electronic File Transfer Protocol (FTP) between CWU and the property.  Yes    No




Fire Safety Information:

	Yes
	No
	N/A
	
	Yes
	No
	N/A
	

	
	
	
	(27) Smoke detectors in all guest rooms
	
	
	
	(40) Sprinklers in all guest rooms

	
	
	
	(28) Smoke detectors in hallways
	
	
	
	(41) Sprinklers in hallways

	
	
	
	(29) Smoke detectors in public areas
	
	
	
	(42) Sprinklers in public areas

	
	
	
	(30) Hardwired smoke detectors
	
	(43) Frequency of sprinkler tests

	
	
	
	(31) Fire extinguishers in hallways
	
	
	
	(44) Emergency information in all guest rooms 

	
	
	
	(32) Emergency lighting
	
	
	
	(45) Auto link to the fire station

	
	
	
	(33) Ventilated stairwells
	
	
	
	(46) Multiple exits for each floor

	
	
	
	(34) Emergency Evacuation Plan posted in guest rooms

	
	
	
	(35) Does hotel/motel comply with all state/local fire laws?

	
	(36) Location of Fire Alarm Visual Enunciator Panel (provide answer in space to the left)

	
	
	
	(37) Fire extinguishers in public areas

	
	(38) Number of fire extinguishers per floor (provide answer in space to the left)

	
	(39) Date of last fire extinguisher inspection (provide answer in space to the left)



Facilities for the Physically Challenged

	Yes
	No
	

	

	
	(47) Does your property comply with the Americans with Disabilities Act guidelines?

	

	
	(48) Does your hotel offer facilities/public areas for the physically challenged?            

	
	(49) Number of rooms for physically challenged 

	

	
	(50) Does hotel have handicap parking?

	

	
	(51) Does hotel have visual alarms for the hearing impaired?

	

	
	(52) Does hotel have audible smoke alarms?



Property Safety and Security

	Yes
	No
	N/A
	

	
	
	
	(53) 24 hour security

	
	(54) If no 24-hour security, what are the hours? 

	
	
	
	(55) Guest rooms have deadbolts

	
	
	
	(56) Public address system

	
	
	
	(57) Staff trained in CPR

	
	
	
	(58) Secondary locks on guest room doors 

	
	
	
	(59) Primary entrance to guest rooms accessed by exterior entrance

	
	
	
	(60) Windows that open in the room (If windows open, can they be locked? 

Yes ____  No ____)

	
	
	
	(61) Rooms have access to balconies (if so, can balcony doors be locked?

 Yes ___ No___)

	
	
	
	(62) Building meets all current local, state and country building codes

	
	
	
	(63) Guest room doors self-closing

	
	
	
	(64) Parking attendants

	
	
	
	(65) Parking patrol

	
	
	
	(66) Video surveillance in public areas

	
	
	
	(67) Guest room doors have view ports

	
	
	
	(68) Staff trained in first aid

	
	
	
	(69) Emergency back-up generators

	
	
	
	(70) Alarms continuously monitored

	
	
	
	(71) Number of elevators per floor

	
	
	
	(72) Frequency of elevator maintenance

	
	
	
	(73) Date of last elevator inspection



Property Services and Amenities:

Facilities/Services:

	Yes
	No
	
	Yes
	No
	

	
	
	(74) Restaurant on-site or within 1/3 mile
	
	
	(86) Guest rooms have private baths

	
	
	(75) Cocktail Lounge
	
	
	(87) Business Center Services available

	
	
	(76) 24 Hr Room Service
	
	
	(88) Full Business Center available

	
	(77) Room Service Hours:

_____________________
	
	
	(89) Indoor Pool

	
	(78) Meals served in restaurant:
Breakfast   Lunch   Dinner   N/A
	
	
	(90) Outdoor pool

	
	
	
	
	(91) Whirlpool

	
	
	(79) Laundry/Valet Service
	
	
	(92) Sauna

	
	
	(80) Fitness Center On-Site
	
	
	(93) Cash Machine (ATM) on site

	
	(81)  Limited
 Extensive
	
	
	(94) Concierge Services

	
	(82) Average charge if any
	
	
	(95) Gift/Newsstand

	
	
	(83) Fitness Center Off-Site
	
	
	(96) On-site parking

	
	(84)  Limited
 Extensive
	
	
	(97) Number of exterior parking spaces

	
	(85) Average charge if any
	
	
	(98) Number of interior parking spaces

	
	
	(99) Property has on-site access, is located within 500 feet, or provides shuttle services to public transportation services (busses, taxi’s, etc.)
	
	
	(101) Valet parking available

	
	
	
	
	
	 (102) Hotel provides comment 

          cards for feedback

	
	
	(100) Property provides travelers information regarding late arrival and late check-in procedures at the time of reservation confirmation.
	
	
	(103) Hotel provides 24-hr customer call back program


Standard Guest Room Amenities:
	Yes
	No
	
	Yes
	No
	
	Yes
	No
	

	
	
	(104) Iron/Ironing board
	
	
	(110) In-room movies
	
	
	(115) In room safe

	
	
	(105) Alarm Clock
	
	
	(111) Trouser/Skirt press
	
	(116) Charge for safe 

	
	
	(106) Cable/satellite TV
	
	
	(112) Bathrobe
	
	
	(117) Work Desk with lamp

	
	
	(107) Hairdryer
	
	
	(113) Workdesk
	

	
	
	(108) Minibar
	
	
	(114) Coffee/tea maker
	

	
	
	(109) Free morning newspaper delivered to room
	


Additional Amenities for Extended-Stay Lodging: (Fill out only if offering this service):

	Yes
	No
	
	Yes
	No
	

	
	
	(118) Minimum stays of 30 days
	
	
	(125) Microwave

	
	
	(119) Proposed extended-stay rooms measure not less than 500 square feet of net living area and include a separate private bedroom with a private bath.
	
	
	(126) Dining and cooking utensils

	
	
	(120) Weekly maid service
	
	
	(127) Long-distance telephone service

	
	
	(121) Dining room table and chairs
	
	
	(128) Unlimited free local phone calls

	
	
	(122) Television w/ basic cable service
	
	
	(129) In-room alarm clock

	
	
	(123) Refrigerator
	
	
	(130) Iron & ironing board

	
	
	(124) Two-burner stove
	
	
	(131) In-room or In-house laundry facility

	
	
	


ATTACHMENT B

PRICING PAGE
The bidder must provide pricing information as specified below to provide lodging services in accordance with the terms and conditions of this Request for Proposal. All rates submitted will be good for one year from the contract date. 

Each price quoted by the bidder must include all costs associated with providing the required service, excluding taxes. The University is taxable.
1.
Sleeping Rooms: The bidder must state a firm, fixed price per room, per night, for each type of sleeping room identified below.

1.1
Single occupancy room:

$_____________ per room, per night not including taxes.

1.2
Double occupancy room:

$_____________ per room, per night not including taxes

1.3 
Triple occupancy room:

$_____________ per room, per night not including taxes

1.4
Quadriple occupancy room:
$_____________ per room, per night not including taxes

2.
Tax Rate:  Tax Rate as a percentage to be added upon check out.


2.1
__________%

ATTACHMENT C

(Sample of Agreement Between CWU and Awarded Vendor, Do not complete.)

CENTRAL WASHINGTON UNIVERSITY

Ellensburg. Washington 98926

STANDARD AGREEMENT

INSTRUCTIONS:  1. Must be executed before contractor's services are allowed to commence.  2. To be prepared by the CWU department requesting services.  3. This form is used for all personal services over $500.00 and for purchased services over $500.00 and must be approved by the Director of Business Services and Contracts at least one month prior to the effective date.  4. Obtain signature of contractor on two originals. Leave CWU signature blank.  5. Return both originals with an accompanying requisition to the Director of Business Services and Contracts for processing.


**** The following must be completed before the agreement can be finalized:  
Is the Contactor or the beneficiary of the payment a U.S. Citizen or U.S. Permanent Resident Alien?  ____ YES ____ NO

 If NO, please contact a Nonresident Alien Tax Specialist in the CWU Payroll Office (509)963-2221****

   This AGREEMENT, made and entered into this (Add date) the day of (Add Date), at Ellensburg, County of Kittitas, State of Washington, by and between the State of Washington, Central Washington University, hereinafter referred to as the University, and

(Add name, address)
hereinafter referred to as the Contractor, in the manner following:

WITNESSETH:

1. The Contractor agrees to furnish the University materials and services described as follows: 


2. Services to commence: (add date). Services to be completed: (add date). 

3. In consideration of receipt of services described, the University agrees to pay the        , only after said materials and/or services have been received, and within thirty days of receipt of a properly-detailed and itemized invoice signed by the Contractor.

4. All of the Contractor's travel and per diem expenses shall be the Contractor's sole responsibility. Payment to the Contractor by the University shall not include an additional amount for this purpose. The Contractor hereby agrees that personal travel and per diem expenses (if any) are included in the total compensation as described in Article 3.

5. The Contract Administrator for the University shall be:  (add name, address, phone) 

6. The Contractor agrees to indemnify, defend and save harmless the State of Washington, the University, its Board of Trustees, officers, agents and employees from any and all claims and losses accruing or resulting to any person, firm or corporation who may be injured or damaged by the Contractor in the performance of this contract. The Contractor shall provide necessary worker's compensation insurance at Contractor's own cost and expense.

7. The parties agree that the Contractor, and any agents and employees of the Contractor, in the performance of this agreement, shall act in an independent capacity and not as officers or employees or agents of the University or the State of Washington.

8. The University may terminate this agreement and be relieved of the payment of any consideration to Contractor should Contractor fail to perform as required by this agreement. In the event of such termination the University may proceed with the work in any manner deemed proper by the University. The cost to the University shall be deducted from any sum due the Contractor under this agreement.

9. This agreement is not assignable by the Contractor either in whole or in part.


10. The University may be required to withhold federal, state and/or local tax from some or all payments made in connection with this agreement.  The University will abide by all tax withholding and reporting requirements as required by law irrespective of any provisions included in this agreement.

11. Time is of the essence of each and all of the provisions of this agreement and shall extend to and be binding upon and inure to the benefit of the heirs, executors, administrators, successors, and assigns of the respective parties.

12. It is mutually understood and agreed that no alteration or variation of the terms of this contract shall be valid unless made in writing and signed by the parties, and that no oral understandings or agreements not incor​porated herein, and no alterations or variations of the terms hereof unless made in writing between the parties shall be binding on any of the parties.

13. The University may require, and request in writing, that the Contractor provide the University with a certificate, binder, or policy of liability insurance acceptable to the University in an amount(s) to be specified by the Univer​sity. Should the University require such liability insurance to be provided, the Contractor agrees to provide same prior to commencing performance of this contract. Copies of the University's written request and the insurance documents provided by the Contractor shall be attached hereto and made a part hereof.

14. Both parties agree that in fulfilling the terms and conditions of this agreement that neither shall discriminate on the basis of race, creed, color, national origin, age, sex, sexual orientation, gender identity and gender expression, marital status, or the presence of a physical, sensory, or mental handicap or status as a protected veteran.

15. All obligations of the parties under the terms of this agreement as of the date of termination shall survive such termination.

16. Should any term or condition of this agreement or application thereof to any person or circumstance be held in​valid, such invalidity shall not affect other terms, conditions, or applications of the agreement which can be given effect without the invalid term, condition or application; to this end the terms and conditions of this agree​ment are declared severable.

17. No delay or failure of either party in exercising any right hereunder, and no partial or single exercise thereof, shall be deemed to constitute a waiver of such right or any other right hereunder.

18. This agreement shall be construed and enforced in accordance with, and shall be governed by, the laws of the State of Washington. In the event of commencement of suit, venue may be laid in Kittitas County, State of Washington, the principal place of business of Central Washington University.

19. The parties acknowledge that they have read and understand this agreement including any supplements or at​tachments thereto, and do agree thereto in every particular. The parties further agree that this agreement con​stitutes the entire agreement between all parties and supersedes all communications written or oral heretofore related to the subject matter of this agreement.

This AGREEMENT has been executed by and on behalf of the parties hereto the day and year first above written.

	Central Washington University


	
	Contractor Signatory Authority



	
	
	

	(Name, Title)
	
	(Name, Title)

	
	
	

	
	
	

	Date
	
	Date


CONTINUED ON ______ SHEETS, (EACH BEARING NAME OF CONTRACTOR)

Approved as to form only, by Kim Loranz, Assistant Attorney General, November 5, 2006.

Distribution by Business Office: Original, Business Services and Contracts; Original, Contractor; Copy, Department. CWU-BSC001 (REV 10/06)
ATTACHMENT D     PROTEST PROCEDURE

PROTEST PRIOR TO AWARD:

PROTEST PRIOR TO AWARD CRITERIA:

Protests prior to Award will be considered only if the protest concerns:

1. the bid of another Bidder,

2. the specifications or

3. the manner in which the solicitation process has been conducted.

INITIATING THE PROTEST PROCESS PRIOR TO AWARD:

The protesting Bidder must notify the Buyer in charge of the solicitation of his/her intent to file a protest as soon as possible after he/she becomes aware of the reason(s) for the protest.  The protest(s) must be received in writing by the Buyer not later than five (5) business days after the Bidder’s notification to the Buyer of the intent to protest. 

If an Intent to Award is announced, any protest must be received in writing by the Buyer not later than five (5) business days after the announcement or as otherwise specified in the Solicitation document.

If a protest is not received within these time frames it will be untimely and the Buyer may proceed with the award without further obligation.


The Buyer will consider all the facts available and issue a decision in writing within ten (10) business days after receipt of the protest, unless more time is needed.

If additional time is necessary the Buyer will notify the protesting Bidder and, where applicable, the Bidder(s) against whom the protest is made.

APPEAL OF PROTEST PRIOR TO AWARD DECISION:

The protesting Bidder or the Bidder against whom the protest is made has the right to appeal the decision of the Buyer to the Purchasing Manager in charge of the Central Washington University Purchasing Office. 

The appeal must be received by the Purchasing Manager within five (5) business days after notification of the Buyer's decision. 

The Purchasing Manager will consider all of the facts available and issue a decision in writing within ten (10) business days after receipt of the appeal, unless more time is needed. The appealing Bidder will be notified if additional time is necessary.


Award of the contract will be postponed until after the Purchasing Manager has issued a decision unless an emergency exists necessitating the award of the contract as determined by the Purchasing Manager. 

The decision of the Purchasing Manager on the protest appeal is final.  The Purchasing Manager may issue further clarifications if determined necessary. 

PROTEST AFTER AWARD:

PROTEST AFTER AWARD CRITERIA:

Protests after Award will be considered only if the protest concerns:

1. A matter which arises after the Award or 

2. Could not reasonably have been known or discovered prior to Award.

INITIATING THE PROTEST PROCESS AFTER AWARD:

The protesting Bidder must notify both the Buyer in charge of the solicitation process and the Bidder that has received the Award that a protest of the Award is being made.  This notification must be made as soon as possible after the Notice of Award is issued by an immediate communication method such as telephone or e-mail.  The protesting Bidder must provide documentation demonstrating that they have notified the Bidder that has received the Award of their protest.

In addition to the above notification requirement, the written protest must be received by the Purchasing Manager in charge of the Central Washington University Purchasing Office not later than five (5) business days after Notice of Award is issued by the Central Washington University Purchasing Office.

The Purchasing Manager will:

Issue a decision on the protest within ten (10) business days after the protest was received, unless more time is needed.

The protesting Bidder and the Bidder who has received the Award shall be notified of any delay in issuing the Purchasing Manager’s decision if more time is needed.

The decision of the Purchasing Manager is final if the award is upheld.  The Purchasing Manager may subsequently issue further clarifications, if necessary.

If the Purchasing Manager finds that the protest should be upheld and the Award canceled, all Bidders, including the protesting Bidder and the Bidder who received the Award, will be notified of the intent to cancel the Award and the reasons therefore. 

AWARDED BIDDER APPEAL PROCESS

The Bidder who has received the Award has five (5) business days after receipt of notification of the intent to cancel the award in which to appeal the decision to the Director of Business Services & Contracts.  Copies of the Bidder’s appeal must also be sent to the Purchasing Manager and the Buyer responsible for the solicitation. 

The Director of Business Services & Contracts or designee will:

Issue a decision 

a. to both the appealing Bidder and the original protesting Bidder

b. within ten (10) business days after receipt of the appeal, unless more time is needed 

i. If more time is needed to issue a decision, all Bidders, including the appealing Bidder and the original protesting Bidder, will be notified.


DECISION FINAL

The appeal decision of the Director of Business Services & Contracts is final.  The Director of Business Services & Contracts may subsequently issue further clarifications if necessary,

APPEAL UPHELD AND CONTRACT AWARD UPHELD

If the Director of Business Services & Contracts upholds the appeal and upholds the contract as awarded, the Buyer will notify all Bidders of the decision.  

APPEAL DENIED AND AWARD CANCELED

If the Director of Business Services & Contracts upholds the decision of the Purchasing Manager the Central Washington University Purchasing Office will proceed with cancellation of the award. 

If the award is cancelled, the Purchasing Manager may reject all bids, quotes or proposals pursuant to RCW 43.1911(4) and solicit new bids, quotes or proposals.

If the Purchasing Manager does not decide to reject all bids, an award will be made to the next lowest responsive and responsible Bidder.

PROTEST AND APPEALS – FORM AND SUBSTANCE

All protests and appeals must be:

1. in writing, 

2. signed by the protesting or appealing Bidder or an authorized agent

3. delivered within the time frame(s) outlined herein

4. addressed to that individual within the Central Washington University Purchasing Office or Business Services & Contracts assigned review responsibilities as specified above 

The protesting or appealing Bidder must:

1. state all facts and arguments on which the protesting or appealing Bidder is relying as the basis for its action

2. attach any relevant exhibits related, or referred to in the written protest or appeal

3. mail, fax or deliver copies of all protests, appeals, and exhibits to the Bidder or Bidders against whom the protest is made at the same time such protest, appeal, and exhibits are submitted to the Central Washington University Purchasing Office or Business Services & Contracts.
COMMUNICATION DURING PROTESTS AND APPEALS

All communications relative to a solicitation that is being protested or appealed must be coordinated through that person conducting the official review for the Central Washington University Purchasing Office or Business Services & Contracts.

ATTACHMENT E

Central Washington University – Ellensburg , WA -  Campus Map
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