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State of Vermont
Office of the Chief Marketing Officer

[phone]  (802) 828-2999
National Life Building, Drawer 20


[fax]      (802) 828-3383
6th Floor
Montpelier, VT  05620
www.cmo.vermont.gov
TO:
Professional Full Services Marketing Firms 

FROM:
Christine Werneke, Chief Marketing Officer 

DATE:

March 14, 2007

SUBJ:

Request for Proposals

The State of Vermont (“State”) is requesting proposals from qualified and experienced marketing firms competent to deliver marketing and communications services.  The scope of work to be performed and the information that must be presented in your proposal are described in this Request for Proposals.
All bidders on this project must be prequalified for marketing contracts in order to submit an eligible proposal and be considered for this work. Vendors who wish to become prequalified for marketing contracts may submit an application to the Chief Marketing Officer at any time. All requests for prequalification shall be submitted at least ten business days prior to a scheduled RFP closing date for which a vendor wishes to submit a bid. Information regarding prequalification can be found at www.cmo.vermont.gov.
Three (3) hard copies and an electronic version on CD/DVD of each proposal must be submitted no later than April 18, 2008 at 4:00 PM EST to:

Christine Werneke
State of Vermont

Chief Marketing Officer
National Life Building
6th Floor, Drawer 20

Montpelier, Vermont 05620-0501
The State reserves the right to accept or reject any or all bids.  A selection committee consisting of members of State agencies and departments likely to utilize marketing services will evaluate the proposals.  If a person, or firm, is selected, representatives will be invited to negotiate a contract.

If you have any questions about the proposal process, please feel free to call Christine Werneke at (802) 828-2999.

Enclosure
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Request for Proposals

This is a Sealed Bid Response

Marketing Services
RFP Issuance Date:
                                       March 14, 2008
Questions Due by: 
                                     March 26, 2008 4 PM EST
Prequalification Application Due by:      April 4, 2008 4:30 PM EST
Questions concerning this request for proposals must be in writing (via mail, e-mail, or fax) and received by Christine Werneke by 4:00 PM EST March 26, 2008.  Questions may be e-mailed to marketing@state.vt.us.  The State will respond to written questions by April 2, 2008.  Any responses will be in writing and posted on the State’s website at www.vermontbidsystem.com under the ‘Bid Attachments’ section.  The State reserves the right to select which questions it will answer. 

Proposal Due Date:                                         4:00 PM EST, April 18, 2008 

Three (3) hard copies and an electronic version on CD/DVD of the proposal must be received by the State delivered to:
Christine Werneke
Chief Marketing Officer
State of Vermont
National Life Building 
6th Floor, Drawer 20

Montpelier, Vermont 05620-0501

(802) 828-2999 Voice

“Sealed bid instructions” after this page.

RFP Contact Person: Christine Werneke, Chief Marketing Officer, National Life Building, Drawer 20, Montpelier, Vermont 05620-0501, Voice-(802) 828-2999, Fax-(802) 828-3383, marketing@state.vt.us. 

Sealed Bid Instructions

All bids must be sealed and must be addressed to the Christine Werneke, Chief Marketing Officer, National Life Building, 6th Floor, Drawer 20, Montpelier, Vermont 05620-0501.  BID ENVELOPES MUST BE CLEARLY MARKED ‘SEALED BID’ AND SHOW THE BID TITLE, PROPOSAL SUBMISSION DATE, AND NAME OF BIDDER.

All bidders are hereby notified that sealed bids must be in the office of the Chief Marketing Officer (CMO) by the bid due date and time.  Bidders are cautioned that it is their responsibility to originate the sending of bids in sufficient time to insure receipt by the State on or before the bid due date.  Hand carried bids shall be delivered to a representative of the CMO on or before the bid due date.  Bids not in possession of the CMO by the due date and time will not be considered.

FAXED BIDS: FAXED bids will NOT be accepted.

ELECTRONIC BIDS: ELECTRONIC Bids will NOT be accepted as the sole form of bid submission.  An electronic version on CD/DVD of the proposal must be submitted with three (3) hard copies of the proposal.
IMPORTANT NOTE: All materials submitted as part of the proposal (e.g. samples of work) received by the State will not be returned.
Included:
Request for Proposal
Attachment A – Pricing Quotation Form
Attachment B – Vermont Tax Certificate 
Attachment C – Standard State Contracting Provisions (Sample)
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A. INTRODUCTION
Vermont State government is seeking bid proposals from vendors competent to deliver marketing and communications services during the course of June l, 2008 – June 30, 2010. Two (2) one year options to extend the contract with agreed to rates and terms mutually agreed upon may be exercised. We recognize the important contribution and vital impact that small businesses have on the State's economy. In this regard, the State subscribes to a free and open bidding process that affords all businesses equal access and opportunity to compete for State contracts for goods and services. The State also encourages businesses owned by minorities and women to compete for State contracts.
B. BACKGROUND
The purpose of any of the resulting contracts will be to provide comprehensive and systematic coordination of the marketing, public relations, promotional, informational and outreach activities of the agencies, departments and divisions of Vermont State government, as well as quasi-governmental entities. Vendors are expected to be full service marketing agencies.

NOTE: This RFP is NOT open to consortia, partnerships, or strategic alliances comprised of multiple vendors. Respondents should be single entities that are currently capable of providing all services outlined in this RFP.  Once under contract, vendors may use subcontractors to provide certain services, but the State shall have the right to review and approve the subcontract agreements between the primary vendor and subcontractors before services are provided through such agreement.

During the term of the resulting contracts, State departments will have the ability to work directly with a state-contracted marketing vendor (“Vendor”) for work in any service category in which they have a need.

The State will follow a Statement of Work process for the marketing and communication projects of State departments.  Departments will develop a Work Request and may solicit quotes from the contracted Vendors in a specific category for a specific project or task.  The requirement to solicit quotes from the contracted vendors will be determined by the project cost.  The Vendors may respond to the work request using a Statement of Work (SOW) tool which will allow for the determination of which Vendor or Vendors will best fulfill the needs of a specific project or task in a streamlined and simplified procedure. It is understood that no Vendor will be compensated for the time spent in developing the Statement of Work. The selection of a Vendor during the Statement of Work process shall not necessarily be limited to consideration of the lowest cost.

•         Any State entity may utilize the provisions of this agreement. Proposed solutions should anticipate growth and demonstrate sustainability of services. It should be understood, therefore, that vendors are dealing with a very diverse group of entities that nonetheless comprise one client - the State of Vermont.

Vendors should be aware that the State does not reimburse for in-state travel.  The State does not pay a commission for services. Specifically, media invoices and subcontracts shall be billed at net.

Each department will manage its own projects with Vendors, select the Vendor consistent with State procedures and contract provisions, and individually administer their budgets and develop communication and marketing plans in support of their separate and distinct missions in close coordination with the Chief Marketing Officer (CMO). As noted previously, it is always the overriding objective of the State to identify where synergies and savings can be realized through collaboration and coordination. To that end, the CMO will exercise his/her authority to ensure that fundamental precept.  
C. KEY ASPECTS
1. All bidders on this project must be prequalified for marketing contracts in order to submit an eligible proposal and be considered for this work. Vendors who wish to become prequalified for marketing contracts may submit an application to the Chief Marketing Officer at any time. All requests for prequalification shall be submitted at least ten business days prior to a scheduled RFP closing date for which a vendor wishes to submit a bid. Information regarding prequalification can be found at www.cmo.vermont.gov.
2. It is expected that more than one vendor will meet the criteria and be offered a contract. The selected vendors will be expected to enter into a contract negotiated with the Chief Marketing Officer, and comply with applicable Vermont and federal contracting requirements and purchasing policies including, but not limited to, regulations such as Bulletin 3.5 State of Vermont Contracting Procedures and the Americans with Disabilities Act, where applicable.
3.  The location of the work will be determined by each department depending on prevailing circumstances. Although unpredictable, we currently expect that work will be performed both inside and outside the State of Vermont.
4. Budgets for marketing and communications activities are determined annually with funds appropriated by the Vermont General Assembly and in some cases by the federal government and, therefore, may vary substantially from year to year. In addition, departmental programs, goals and objectives are dynamic — making it difficult to accurately predict spending levels and budgets. 
5. Selected vendors that sign contracts will be assigned work as needed. The amount of time and staff level needed for each job will be agreed upon in advance when the job is assigned.
6. Cost is a significant factor in selecting successful bidders, but it is not necessarily the determining factor. A bidder's comparative superior experience and knowledge may result in a bid selection other than the lowest bid submitted.
D. SCOPE OF WORK
The nature of the work may include, but not be limited to, the following services:

1. Creative/Design and Copywriting for Advertising and Collateral Material: The State requires regular and ongoing creative and graphic design work for print and electronic media. Creative design work across marketing programs must be coordinated to maximize the strongest possible State of Vermont image/brand identity within individually targeted campaigns and to leverage cooperative opportunities, while maintaining a focus on the specific message and target of the department. Under direction from the State, the Vendors will develop and implement creative concepts for promotional campaigns including collateral materials, with an eye toward impact, efficiency, and protection of State rights in the use of promotional designs and standards. Creative design services to develop collateral packages for departments' individual targeted promotional campaigns will be required.

2. Public Relations/Public Information/Media Relations: The State of Vermont, through public and private sector relationships, has been extremely successful in the area of public relations activity and response. Several departments have communication specialists on staff whose primary responsibility it is to communicate and fulfill the requests of local, regional, and national media, writers, and editors. It is critical that the vendors demonstrate experience and knowledge of both an individual department and the State of Vermont in order to effectively represent that department and the State of Vermont to the media. The following activities are included in this service category:

•    Press Releases

•    Press Kits

•    Newsletters/ Public Communications

•    Public Outreach

•    Fulfillment of Media Requests

•    Media Trips to Vermont

•    Proactive Media Contacts

•    In-Market Trips to Media

•    Special Media Events in Vermont

•    Development and Maintenance of Media Databases

•    Editorial Documentation and Value Assessment Services

3. Trade Show Management: The State, together with the private sector, participates in many trade/consumer shows, exhibitions, conferences, conventions and seminars each year - regionally, nationally, and internationally. The vendors must demonstrate an ability to provide planning and management of trade shows or Department events including the design, construct, modification, maintenance, and shipping arrangements of the State's trade show booths to each event or subcontract with a capable vendor. The vendors must further demonstrate an ability to identify opportunities for the State to achieve maximum efficiency in the coordination, storage, and shipment of material to various shows while maintaining a common presence among State agencies.

4. Promotional Printing and Production Management: The vendors must provide expertise in and management of specifications for promotional material production into multiple forms of creative (e.g. print runs; bus shelters; bus/van wraps; banners; signs). Vendors must plan for coordination and consolidation of printing bids and press runs to achieve best pricing.   These services shall occur with the oversight of the Chief Marketing Officer and of the Purchasing and Contract Administration Division. Duties may also include tracking of projects in production and press checks for production quality.

5. Public/Private Collaborations: The State must leverage taxpayer dollars with private sector investments in order to achieve the greatest value in marketing and communications across all programs. The ability to leverage private sector support that enhances and extends the expenditure of State marketing dollars is a vital part of the marketing plans of many of the departments. Specifically, the State will require that the selected vendors have the ability to:

•    develop relationships consistent with Vermont's brand identity, values and traditions with public and private business leaders for special promotion opportunities; and

•    Identify, initiate, and manage corporate sponsorship opportunities for promotional/marketing initiatives that are consistent with Vermont's brand identity, values, and traditions.

6. Image/Photographic Acquisition/Licensing: The State must amass a considerable library of photographic/graphic images that must be archived, digitized, and appropriately cross-referenced in support of all promotional campaign activities conducted. These images would also be used in multimedia presentations including graphic, exhibit, print, web, plasma screen, television, or other use. The vendors must negotiate image use rights on behalf of the State consistent with the States minimally acceptable licensing agreements or otherwise agreed upon terms.  The vendors must give the highest priority to not only State possession of the tangible images whenever feasible, but also to State acquisition of the underlying copyright including all subsidiary rights, thereby providing for reproduction and duplication rights wholly owned by the State. The State also requires ongoing access to video, film, and/or digital production services for the creation of a fully themed visual library. Also, in video and multimedia presentations, ability to provide or subcontract for editing of images, slides, and audio synchronization will be required.  Vendors must also be able to provide creative direction to photographers/videographers under assignment by the State.  
7. Media Buying and Placement: Creative concepts for media placement and related sales, outreach, and promotional activities must be developed and implemented upon approval of the media plan. The plan or activities may be year round, specific to an event or special promotion, or seasonal (as they relate to Tourism and Marketing, Fish and Wildlife, State Parks, Historic Preservation, Agriculture, and other seasonally dependent departments). The vendors must be able to negotiate and place all forms of media. The media placement program must use the most appropriate media at the most advantageous rates possible. The State requires that all media invoices be billed at net.

Also, media concepts and placement opportunities will be designed with the highest degree of cooperative promotional value involving partners in both the public and private sectors on both the statewide and regional levels. The selection and solicitation of new partners that can increase the reach of Vermont state marketing is a primary need of the State. However, partnerships must be selected with sensitivity to the brand identity of the State.
8. Website design/Online promotion: Website and online services must be coordinated with the state entity’s IT staff, Department of Information and Innovation, and/or IT vendors as applicable.  Any work performed on state websites must comply with web and IT policies and standards.  Web services may include planning and strategy development; content development  & formatting; storyboarding / mapping and information architecture; graphic design; copywriting; interactive content & media (such as Macromedia / Adobe Flash (permitted as long as non-Flash-based HTML equivalency is created); interactive graphics, animation, and multimedia creation; flash/html integration (placement, interaction, actions, design and coding); Americans with Disabilities Act compliance; Search Engine Optimization and marketing; key word analysis and recommendation; pay per click promotions; analysis of pre-generated web site traffic reports and analytics; documentation of style guides and website work to include site plan, content, edit logs, competitor sites/benchmark sites, website traffic reports/analytics, access/hosting information; and website promotion using multi-channel and multi-media drive-to-web campaigns.  
9. Other Promotional Services: Promotional services are not limited to those activities listed above. The State encourages vendors to present original ideas and concepts regarding the application of promotional services that may not have been conceived in this RFP. Vendors must demonstrate an ability to work with other service providers or vendors as may be required by state entities.  
E. NATURE OF THE CONTRACT
This contract’s maximum dollar value shall in no way represent a commitment to the Contractor for services or compensation.  Payment to the Contractor will be only for services rendered in accord with the Payment Provisions specified in the Pricing section.
F. BASE CONTRACT TERMS
1. Contract Period: Contracts arising from this request for proposal will be for a period of 24 months with options to renew for two additional twelve-month periods. Proposed start date will be June 1, 2008.
2. Contract Terms: The selected vendors will sign a contract with the State to provide the items named in their responses, at the prices negotiated. Minimum support levels, as well as terms and conditions from this RFP and the vendor's response will become part of the contract. This contract will be subject to review throughout its term. The State will consider cancellation upon discovery that a vendor is in violation of any portion of the agreement, including an inability by the vendor to provide the products, support and/or service offered in their response.
G. CHARACTERICS REQUIRED OF SUCCESSFUL BIDDER
1. Evidence of extensive experience and expertise in marketing and communications

2. Demonstrated understanding of the State's goals, issues and challenges

3. Demonstrated ability to deliver cost-effective and high level of services, quality, and efficiency

4. Experienced personnel to support service delivery

5. Demonstrated strategic skills, creativity and innovation

6. Ability to promote synergies and savings and to seek out collaboration opportunities   
H. ISSUES THAT MUST BE ADDRESSED IN THE PROPOSAL
The instructions and format for the submission of proposal information are designed to ensure the provision of data considered essential to the understanding and comprehensive evaluation of the bidder's proposal.  There is no intent to limit the content of the proposals, nor in any way to inhibit a presentation in other than the vendor's favor.  The vendor may include such additional information or data as may be appropriate, or offer alternate solutions but should not exclude any portion requested in this document.  All proposals should contain the following information:
1. Identity Of Preparer(s).  A statement identifying individuals who were involved in the preparation of the proposal as well as a single point of contact for clarification of information must be included.

2. Background And Experience.  Provide a full description of: your qualifications and experiences; primary areas of expertise -within the described scope of work; your approach to providing services including project management and methodology; biographies or credentials of the personnel assigned to manage and complete the work; and staff supervision and work product approval procedures.
3. References.  Provide the names, address and phone numbers of at least three organizations, or individuals with whom you have transacted similar business in the last 24 months – preferably non-state of Vermont clients.  You must include the names of contacts who can talk knowledgeably about the quality of your services and their experience working with you.  
4. Narrative: Provide a point by point narrative that describes how the requirements of this Request for Proposal will be met.

5. Acknowledgment Of Terms:  A statement acknowledging the State’s Standard State Contract Provisions will be met.  
6. Pricing: Please indicate in your proposal any and all costs you wish the State to consider using the Pricing Quotation Form (Attachment A). 

The state reserves the right to structure other pricing arrangements outside of an hourly rate to fulfill marketing needs.  For example, the state may have a specific project that the state would arrange a payment amount for regardless of the time it takes the contractor to complete the work to the state’s satisfaction.
I. PAYMENT PROVISIONS
The State requires that vendors must provide an hourly rate for each type of service provided.  A blended rate, merely identifying one hourly rate for all categories of services, may be proposed.  Once contracts are executed, the State will reimburse Contractors for: (1) reimbursable travel expenses utilizing the most current General Service Administration (GSA) rates (see http: //www.gsa.gov); (2) taxes on approved vendor expenses only when the expenses exceed the GSA rate when the taxes are added on; and (3) airfare (receipt required). Contractors must bill the department for work performed at least once a month.
J. CONFIDENTIALITY

The bidder must agree to keep the information related to the State and all related agencies and companies related to this contract confidential.  The bidder agrees not to publish, reproduce, or otherwise divulge such information in whole or in part, in any manner or form, or authorize or permit others to do so unless authorized in writing by the State.  Bidder will take reasonable measures as are necessary to restrict access to information in bidder’s possession to those employees on his/her staff who must have the information to perform their job, and agrees to immediately notify, in writing, the State's authorized representative in the event bidder determines, or suspects, confidential information has been inappropriately disseminated.
K. EVALUATION CRITERIA

Proposals will be evaluated by a committee based on the following criteria:

•
Prior experience

•
Completed work of similar type
•
Experience related to specifications of work outlined in RFP
•
Organization size and structure of vendor

•
Quality of staff and supervision
•
Qualifications of staff to be assigned
•
Supervision to be exercised over staff by management
•
Vendor's understanding of the work to be performed
•
Quality of understanding of work
•
Adequate staff to meet deadlines
•
Quality of references
•
Vendor presentation if requested

· Billable Rate
L. ADDITIONAL PROVISIONS
1. Taxes.  The State of Vermont is exempt under 32 VSA Section 9743(1) from payment of any Vermont sales and use taxes.
2. Governing Law.  All submissions and agreement shall be in conformance with and governed by applicable laws of the State of Vermont.
3. Submission Expenses.  

i. Submission Preparation:  No expenses associated with the preparation of the submission response shall be borne by the State.
ii. Presentations and/or Demonstrations:  No expenses shall be borne by the State for oral presentations or demonstrations made by the individual and/or firm.
4. Discrimination.  The contractor will be required to agree to comply with all requirements of Title 21, Chapter 5, Sub-chapter 6, Section 495A relating to fair employment practices.
5. Tax Certification.  To meet the requirements of 32 V.S.A., Section 3113, no agency of the State may enter into, extend or renew any contract for the provision of goods, services or real estate space with any person unless such person first certifies, under the pains and penalties of perjury, that he or she is in good standing with the Vermont Department of Taxes.  A person is in good standing when no taxes are due, if the liability for any tax that may be due is on appeal, or if the person is in compliance with a payment plan approved by the Commissioner of Taxes.  In signing this submission, the bidder certifies under the pains and penalties of perjury that the company/individual is in good standing with respect to, or in full compliance with a plan to pay, any and all taxes due the State of Vermont as of the date that this statement is made.
6. Proprietary or Confidentiality Information.  Submissions, with the exception of any materials deemed confidential, will be open for public inspection after a contract is executed.  The successful submission will be incorporated into the resulting contract and will be a matter of public record.
If the submission includes material that is considered by the bidder to be proprietary and confidential under Vermont’s Access to Public Records laws in Title 1, Chapter 5 of the Vermont Statutes Annotated or any other provision of law, the bidder shall clearly designate the material as such, explaining why such material should be considered confidential. However, entire submissions cannot be designated confidential or proprietary information.  Price information will not be considered confidential or proprietary information.
7. Advertising.  The name of the State of Vermont, its agencies, departments and divisions, its employees and their official state titles, and other entities may not be used by any business responding or by the selected firm to this RFP in advertising or press releases without the CMO’s express written consent.
8. Statement of Rights.  The State reserves the right to accept or reject any, and all of submissions, with or without cause, and the individual and/or firm shall have no recourse.  The State reserves the right to waive technicalities to assure the project provides the greatest benefit to the State.  
The State reserves the right to issue specification changes, in writing, up to 14 days prior to the due date of submissions.
9. Submission Price or Best Final Offer.  Responses to this RFP will be considered firm for one hundred twenty (120) days after the closing date of submission.
10. Non-Collusion.  The State of Vermont is conscious of and concerned about collusion.  It must therefore be understood by all that in signing bid and contract documents they agree that the prices quoted have been arrived at without collusion and that no prior information concerning these prices has been received from or given to a competitive company.  If there is sufficient evidence to warrant investigation of the bid/contract process by the Office of the Vermont Attorney General, all bidders must understand that this paragraph may be used as a basis for litigation.
11. Prequalification Requirement. All bidders on this project must be prequalified for marketing contracts in order to submit an eligible proposal and be considered for this work. Vendors who wish to become prequalified for marketing contracts may submit an application to the Chief Marketing Officer at any time. All requests for prequalification shall be submitted at least ten business days prior to a scheduled RFP closing date for which a vendor wishes to submit a bid. Information regarding prequalification can be found at www.cmo.vermont.gov.
Attachment A

Pricing Quotation Form

This form must accompany your bid proposal.  Fill out all classifications pertinent to the contract bid.  If a classification is not listed, or you have different rates depending on the experience level of the staff assigned, add this classification and hourly rate under the additional lines provided.  
	Service/Job Classification:
	Definition:
	Hourly Rate:

	Account management/ coordination
	Direct and coordinate the day-to-day agency efforts on behalf of the client’s product and/or service. May include tracking client budgets, moving projects through the agency from start to finish, coordinates scheduling and meeting client deadlines. Work usually done by Account Executive (Junior or Senior) or Account Supervisor.
	

	Broadcast development and production
	Coordinating, overseeing and scheduling the production of broadcast materials based on creative platform. Who does this work is a function of the agency staffing but generally the concepting is part of Creative Direction and coordinating broadcast production would be done by a Production Assistant or an Account Executive.
	

	Copywriting
	Implementing the creative concept into headlines, scripts and body copy. Usually performed by Copywriter (Junior or Senior).
	

	Creative direction/ Strategy or Concept Development
	Develop the strategic platform for campaign concepts, including category, competitive and client research and analysis. Develop overall look/feel/tonality of overarching brand. Work usually performed by Creative Director and/or Associate Creative Director.
	

	Editing
	Reviewing materials for accuracy (usually to a source document provided by client) and style (according to purpose and client industry norms, usually The Associated Press Stylebook, The Gregg Reference Manual, 9th edition, The Chicago Manual of Style, 14th Edition, Part 2, the Publication Manual of the American Psychological Association, 4th Edition, or Client Style Guide).
	

	Graphic design
	Implementing the creative concept into all visual materials. May include supervising photo shoots, photo selection, layout and resize of various ad/collateral/visual materials. Usually done by Art Director (Junior or Senior) or Production Artist.
	

	Media buying
	Implement the strategic plan. May include negotiating, placing and sheparding the media buys. Work usually performed by Media Buyer.
	

	Media planning
	Develop strategic plan for media purchases. May include research, use of in- and out-of-house research tools, competitive analysis, media plan and post-buy analysis. Work usually performed by Media Director or Planner
	

	Production/ traffic management
	Overseeing the process of creating and delivering an end product. May include estimating, negotiating, distributing, scheduling, purchasing and proofing for quality control. Usually performed by Production Manager or other production staff.
	

	Public relations
	Develop and write public relations plans and strategies. May include generating targeted publicity, writing press releases, coordinating special events, and conducting communication audits. Work usually performed by Public Relations department and may include other staff as needed.
	

	Strategic planning
	Brand planning, strategic planning and analytical activity. Provide deeper insights into the dynamics of our clients’ business through the development of disciplined and thorough sales, marketing, and consumer analyses. Work usually done by Director of Client Services, Director of Marketing and/or Account Supervisor.
	


	Service/Job Classification:
	Definition:
	Hourly Rate:

	Website design
	Create and implement design for website based on creative platform. May include development of information architecture, wireframes, graphic design, and content.  Design is most often performed by Art Director (Junior or Senior) and Development is most often done by a web specialist based on project –(Junior or Senior).
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ATTACHMENT B
DATE: _____________

Request for Proposals

This is a Sealed Bid Response

Marketing Services
BIDS MUST BE RECEIVED BY:   April 18, 2008             AT:    4:00 PM EST
________________________________________ (VENDOR)
________________________________________ (ADDRESS)
________________________________________ (ADDRESS)
________________________________________ (CITY, STATE ZIP)
________________________________________ (COUNTRY)
THIS FORM MUST BE COMPLETED AND SUBMITTED AS PART OF THE RESPONSE FOR THE BID TO BE CONSIDERED VALID.

THE UNDERSIGNED HAS READ, UNDERSTOOD AND ACCEPTED ALL PROVISIONS, TERMS AND CONDITIONS OF THIS PROPOSAL.
Vermont Tax Certificate

To meet the requirements of Vermont Statute 32 V.S.A. § 3113, by law, no agency of the State may enter into, extend or renew any contract for the provision of goods, services or real estate space with any person unless such person first certifies, under the pains and penalties of perjury, that he or she is in good standing with the Department of Taxes.  A person is in good standing if no taxes are due, if the liability for any tax that may be due is on appeal, or if the person is in compliance with a payment plan approved by the Commissioner of Taxes, 32 V.S.A. § 3113.

In signing this bid, the bidder certifies under the pains and penalties of perjury that the company / individual is in good standing with respect to, or in full compliance with a plan to pay, any and all taxes due the State of Vermont as of the date this statement is made.

Quotation Valid for ______ Days     Date:__________           Telephone Number: __________ Ext.
___

Name of Company:_____________________________          Fax Number: 
___________________


Federal Identification Number: __________________
E-mail Address: 
________________

By:___________________________________________
Name: ________________________

         Signature (Proposal Not Valid Unless Signed)
                      (Type or Print)  

RFP ATTACHMENT C:

STANDARD STATE CONTRACT PROVISIONS 

[sample]

1.
Entire Agreement:  This contract represents the entire agreement between the parties on the subject matter.  All prior agreements, representations, statements, negotiations, and understandings shall have no effect.

2.
Applicable Law:  This contract will be governed by the laws of the State of Vermont.

3.
Appropriations:  If this contract extends into more than one fiscal year of the State (July 1 to June 30), and if appropriations are insufficient to support this contract, the State may cancel at the end of the fiscal year, or otherwise upon the expiration of existing appropriation authority.

4.
No Employee Benefits For Contractor:  The Contractor understands that the State will not provide any individual retirement benefits, group life insurance, group health and dental insurance, vacation or sick leave, workers compensation or other benefits of services available to State employees, nor will the state withhold any state or federal taxes except as required under applicable tax laws, which shall be determined in advance of execution of the contract.  The Contractor understands that all tax returns required by the Internal Revenue Code and the State of Vermont, including but not limited to income, withholding, sales and use, and rooms and meals, must be filed by the Contractor, and information as to contract income will be provided by the State of Vermont to the Internal Revenue Service and the Vermont Department of Taxes.

5.
Independence, Liability:  The Contractor will act in an independent capacity and not as officers or employees of the State.  The Contractor shall indemnify, defend and hold harmless the State and its officers and employees from liability and any claims, suits, judgments, and damages arising as a result of the Contractor’s acts and/or omissions in the performance of this contract.

6.
Insurance:  Before commencing work on this contract the Contractor must provide certificates of insurance to show that the following minimum coverages are in effect.  It is the responsibility of the Contractor to maintain current certificates of insurance on file with the State through the term of the contract.

· Workers Compensation:  With respect to all operations performed, the Contractor shall carry workers’ compensation insurance in accordance with the laws of the State of Vermont.

· General Liability and Property Damage:  With respect to all operations performed under the contract, the Contractor shall carry general liability insurance having all major divisions of coverage including, but not limited to:

Premises – Operations

Products and Completed Operations

Personal Injury Liability

Contractual Liability

The policy shall be on an occurrence form and limits shall not be less than:

$1,000,000 Per Occurrence

$1,000,000 General Aggregate

$1,000,000 Products/Completed Operations Aggregate

$     50,000 Fire/Legal/Liability

· Automotive Liability:  The Contractor shall carry automotive liability insurance covering all motor vehicles, including hired and non-owned coverage, used in connection with the contract.  Limits of coverage shall not be less than $1,000,000 combined single limit.

No warranty is made that the coverages and limits listed herein are adequate to cover and protect the interests of the Contractor for the Contractor’s operations.  These are solely minimums that have been established to protect the interests of the State.

7.
Reliance By The State On Representations:  All payments by the State under this contract will be made in reliance upon the accuracy of all prior representations by the contractor, including but not limited to bills, invoices, progress reports and other proofs of work.

8.
Records Available For Audit:  The Contractor will maintain all books, documents, payroll papers, accounting records and other evidence pertaining to costs incurred under this agreement and make them available at reasonable times during the period of the contract and for three years thereafter for inspection by any authorized representatives of the State or Federal Government.  If any litigation, claim, or audit is started before the expiration of the three year period, the records shall be retained until all litigation, claims or audit findings involving the records have been resolved.  The State, by any authorized representative, shall have the right at all reasonable times to inspect or otherwise evaluate the work performed or being performed under this contract.

9.
Fair Employment Practices And Americans With Disabilities Act:  Contractor agrees to comply with the requirement of Title 21 V.S.A. Chapter 5, Subchapter 6, relating to fair employment practices, to the full extent applicable.  Contractor shall also ensure, to the full extent required by the Americans with Disabilities Act of 1990, that qualified individuals with disabilities receive equitable access to the services, programs, and activities provided by the contractor under this contract.  Contractor further agrees to include this provision in all subcontracts.

10.
Set Off:  The State may set off any sums which the contractor owes the State against any sums due the Contractor under this contract; provided, however, that any set off of amounts due the State of Vermont as taxes shall be in accordance with the procedures more specifically provided hereinafter.

11.
Taxes Due To The State:
· Contractor understands and acknowledges responsibility, if applicable, for compliance with State tax laws, including income tax withholding for employees performing services within the State, payment of use tax on property used within the State, corporate and/or personal income tax on income earned within the State. 

· Contractor certifies under the pains and penalties of perjury that, as of the date the contract is signed, the contractor is in good standing with respect to, or in full compliance with, a plan to pay any and all taxes due the State of Vermont.

· Contractor understands that final payment under this contract may be withheld if the Commissioner of Taxes determines that the Contractor is not in good standing with respect to or in full compliance with a plan to pay any and all taxes due to the State of Vermont.

· Contractor also understands the State may set off taxes (and related penalties, interest and fees) due to the State of Vermont, but only if the Contractor has failed to make an appeal within the time allowed by law, or an appeal has been taken and finally determined and the Contractor has no further legal recourse to contest the amounts due.

12.
Child Support:  (Applicable if the Contractor is a natural person, not a corporation or partnership.)  Contractor states that, as of the date the contract is signed, he/she:

· Is not under any obligation to pay child support; or

· Is under such an obligation and is in good standing with respect to that obligation; or

· Has agreed to a payment plan with the Vermont Office of Child Support Services and is in full compliance with that plan.

Contractor makes this statement with regard to support owed to any and all children residing in Vermont.  In addition, if the Contractor is a resident of Vermont, Contractor makes this statement with regard to support owed to any and all children residing in any other state or territory of the United States.

13.
Subcontractors:  Contractor shall not assign or subcontract the performance of this agreement or any portion thereof to any other contractor without the prior written approval of the State.  Contractor also agrees to include all subcontract agreements and a tax certification in accordance with paragraph 11 above.

14.
No Gifts Or Gratuities:  Contractor shall not give title or possession to any thing of substantial value (including property, currency, travel and/or education programs) to any officer or employee of the State during the term of this contract.

15.
Copies:  All written reports prepared under this contract will be printed using both sides of the paper.

16.
Certification Regarding Debarment:  Contractor certifies under pains and penalties of perjury that, as of the date that this contract is signed, neither contractor nor contractor’s principals (officers, directors, owners, or partners) are presently debarred, suspended, proposed for debarment, declared ineligible or excluded from participation in federal programs or programs supported in whole or in part by federal funds.

17.
Work Product Ownership:  Upon full payment by the State, all products of the Contractor’s work, including outlines, reports, charts, sketches, drawings, art work, plans, photographs, specifications, estimates, computer programs, or similar documents, become the sole property of the State and may not be copyrighted or resold by Contractor.     
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