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STATE OF GEORGIA
Georgia Department of Economic Development

REQUEST FOR PROPOSALS

For

United Kingdom & Ireland Tourism

Representative

RFP NUMBER 42900-121-0000000044
For all questions about this RFP contact:

Avon Thompson, Issuing Officer

Georgia Department of Economic Development

RELEASED ON:

June 30, 2008

DUE ON:

 August 14, 2008, 1:00 P.M. Eastern Time
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1.0
INTRODUCTION
1.1 Purpose of Procurement

The Georgia Department of Economic Development (DEcD) is the State of Georgia’s sales and marketing arm and the lead agency responsible for job creation and retention.  The Tourism Division of the Department is charged with making Georgia a “top 5” American tourism destination by the year 2020 (as measured by total visitation).  As part of its pursuit of that goal, the Department is requesting proposals for a United Kingdom and Ireland Tourism Representative.  The objective of this procurement is to obtain the services of a qualified individual to build on the existing foundation of tourism development in these markets by designing and exceeding a comprehensive tourism marketing, sales and public relations plan that will produce a measurable increase in leisure tourism visits to Georgia from UK/Irish visitors.  

1.2 
Proposal Certification

Pursuant to the provisions of the Official Code of Georgia Annotated 50-5-67(a), the Department of Administrative Services certifies the use of competitive sealed bidding will not be practical or advantageous to the State in completing the acquisition described in this RFP.  Competitive sealed proposals will be submitted in response to this RFP in the same manner as competitive sealed bids. All proposals submitted pursuant to this request will be made in accordance with the provisions of this RFP and the Georgia Vendor Manual located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.

1.3
Schedule of Events

This Request for Proposals will be governed by the following schedule:



DATES

	06/30/08
	
	Release of RFP
	

	07/14/08
	
	Deadline for written questions
	

	07/21/08
	
	Answers to written questions posted on the

Georgia Procurement Registry 
	

	N/A
	
	Offeror’s Conference
	

	
	
	(Location TBD)
	

	N/A
	
	Post Conference Transcript to the Registry
	

	08/11/08
	
	Proposals Due
	

	08/27/08
	
	Technical Evaluations Completed
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09/08-12/08
	
	Interviews (if needed)
	

	09/29-30/08
	
	Contract award (on or about)
	

	10/1/08
	
	Contractor begins work (on or about)
	


1.4 
Restrictions on Communications with Staff

All questions about this RFP must be submitted in the following format:


Company Name



1. Question



    Citation of relevant section of the RFP



2. Question



    Citation of relevant section of the RFP

Questions must be directed in writing to the Issuing Officer:

Georgia Department of Economic Development

Avon Thompson, CPPO, CPPB, Issuing Officer

75 Fifth Street, N. W.

Suite 1200

Atlanta, Georgia  30308

E-Mail:  athompson@georgia.org
Office:  404-962-4102

Fax:  404-962-4102

Questions must include the company name and the referenced RFP section.

From the issue date of this RFP until a contractor is selected and the selection is announced, Offerors are not allowed to communicate for any reason with any State staff except through the Issuing Officer named herein, or during the Offeror's conference, or as provided by existing work agreement(s).  The State reserves the right to reject the proposal of any Offeror violating this provision.  All questions concerning this RFP must be submitted in writing (fax or email may be used) to the Issuing Officer.  No questions other than written will be accepted.  No response other than written will be binding upon the State.

1.5
Definition of Terms 

Agency – office, agency, department, board, bureau, commission, institution, authority, or other entity of the State of Georgia

Department – Georgia Department of Economic Development

DMO - Designation Marketing Organization

DOAS – Department of Administrative Services 

Georgia Vendor Manual – Information and instructions for conducting business with the State of Georgia located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.

GDEcD – Georgia Department of Economic Development

OCGA - Official Code of Georgia Annotated (State Statute)

Offeror – Respondent to this Request for Proposals

RFP - Request for Proposals

1.6 
Contract Term

The initial contract term is one (1) year, or less, from contract award through September 30, 2009, with four (4) additional one (1) year options to renew.  Renewal will depend upon funding, and Contractor performance.  Contract award will be by the issuance of a Notice of Award document.  Renewal will be accomplished through the issuance of Notice of Award Amendment.

2.0 
REQUIREMENTS
This section identifies all requirements which must be present in the proposal before technical consideration will be given.  Offeror should indicate their understanding of these requirements and their agreement to satisfy these requirements by completing Appendix G, Agreement to Requirements.  It is noted that if the selected offeror is a firm, the firm must assign the required task(s) to a project manager that will be dedicated to the Georgia project.  While the experience of the firm and associated staff is of some value, primary importance is placed on the individual project manager who will be assigned to handle the Georgia project.  Also, note that any changes to the project manager require approval in advance from the Department.  Failure to obtain such approval or to assign an approved project manager (if this is a firm), may, at the Department’s sole discretion, result in immediate termination of the contract. The requirements must be provided by the awarded offeror and not a subcontractor of the offeror, unless prior approval is obtained from GDEcD. While firms or individuals representing other states will not be disqualified from participating, strong preference will be given to firms or individuals who assign project managers who do not perform work for any of Georgia’s chief competitors (Alabama, the Carolinas, Louisiana, Mississippi, Tennessee and Virginia). (For more information regarding subcontractors, please see Appendix D, Agency Standard Contract, item 19 and Appendix J, Special Terms and Conditions, item 3.)  Failure to meet any of the requirements in this section will disqualify the proposal and the technical response will not be evaluated.

2.1
Offeror Qualification Requirements

· Must be active in outbound tourism sales and marketing from the UK and Ireland for the last three (3) years.

· Must be able to demonstrate success in representing DMOs.

· Must be experience in executing sales calls, agent training and operator calls.  

· Must be able to provide knowledge of the UK outbound tourism business, network of contacts in this business and demonstrate leadership role in UK travel-trade organizations.

· Must be able to provide knowledge of Georgia tourism product.

· Must be able to provide communications support for Department’s effort to strengthen the Georgia Brand.

· Must be licensed to do business in the United Kingdom to enable the State to take advantage of VAT tax savings.

· Must be able to demonstrate success in leveraging relationships with UK/Irish tourism buyers and travel media for increasing outbound tourism business.

2.2 Submission Requirements

1.) All documents requiring a signature have been signed.
2.) The Offeror must submit the Proposal Certification with original signature (Appendix A).

3.) The Offeror must submit a completed Small or Minority Business Form (Appendix B).

4.) The Offeror must be in good standing with the Georgia Department of Revenue and complete Appendix C for verification.

5.) Any exceptions to the Agency Standard Contract (Appendix D) must be clearly identified and submitted on Appendix E.   Proposed exceptions must not conflict with or attempt to preempt requirements specified in Section 2.0.  
6.) The Offeror must submit a Technical Proposal detailing the proposed approach to performing all of the services requested under Section 3.0.  The Offeror will submit one (1) hard copy of the Technical Proposal with original signatures, plus ten (10) copies, as well as ten (10) CDs.

7.) The Offeror must submit a completed Financial Proposal (Appendix F).  The Offeror will submit one (1) hard copy of the Financial Proposal with original signatures, plus one (1) copy, as well as one (1) CD.

8.) The Offeror must submit a Required Content of Technical Proposal (Appendix H) referencing the page(s) of the Technical Response where satisfaction of the Technical Requirements is substantiated.

3.0 
TECHNICAL PROPOSAL

This section identifies the information which must be submitted in the Technical Proposal.  Offeror must demonstrate their ability to satisfy all Qualification and Technical Requirements as well as detail their plan to perform the required services.  The Technical Proposal must be structured in the following order and labeled with the corresponding titles stated below using the same outline numbers.  Submitted information on Sections 3.1, 3.2 and 3.3 will be evaluated and assigned points as determined by the evaluation committee.  Evaluation worksheets are not available during the solicitation process, but are available after award under the Georgia Open Records Act, as is all other solicitation documentation.  

3.1
Company Background, Experience and Capabilities

Offeror will describe their background, relevant experience and qualifications, including, but not limited to the following:

1.) Firm’s and associated staff’s demonstrated success in representing destination marketing organizations.

2.) Project Manager’s demonstrated success in leveraging relationships with UK/Irish tourism buyers, airlines and travel media for increasing outbound tourism business.

3.) Project Manager’s demonstrated success in representing the interests of destination marketing organizations.

4.) Project Manager’s knowledge of the UK outbound tourism business, network of contacts in this business and demonstrated leadership role in UK travel-trade organizations.

3.1.1
Company Structure, Proposed Organization and Staffing for the Project

The Offeror will include in the proposal the legal form of their business organization, the state in which incorporated (if a corporation), the types of business ventures in which the organization is involved and the office location that will be the point of contact during the term of any resulting contract.  In addition, the following information is required:

· Agency Size – please provide the total number of employees employed at your organization.

· Staffing Information – please provide the total number of employees that would be assigned to this project, as well as a description of what their responsibilities would be and the time commitments of proposed staff (full time/part time as a percentage).

· Organizational Chart – please provide an organizational chart outlining the proposed staffing structure for the project.

· Names and Contact Information of Key Staff – please provide the names and contact information of key staff proposed.  (Key staff should have a background including a minimum five (5) years of tourism focus).

· Resumes and background descriptions, descriptions of roles they will perform for Georgia and percentage of time allotted to Georgia work must be included for all staff (and any subcontractors) that will perform work relative to this contract.

3.1.2 Experience

The Offeror will provide the following:

· Number of years operating as a firm.

· Description of experience with any government agencies.

· Description of experience with international accounts, as well as any international affiliations.

· Description of any similar accounts currently handling (or will handle in the future) – please include any achievements for other clients in helping them meet their goals.

The Offeror will provide a list of all clients for whom similar services, as detailed in this RFP, have been provided during the past three years.  The list must include:

· Dates of service

· Name of contact person

· Title of contact person 

· Phone number of contact person

The Offeror will also disclose any services terminated by the client(s) and the reason(s) for termination. 

3.1.3 Other Company Information

The Offeror will provide the following:

· Agency Strengths – what would you consider to be your agency’s strongest area of expertise?

· Agency Philosophy – briefly outline your agency’s tourism relations philosophy.

· Agency Code of Ethics – please provide a copy of your agency’s code of ethics.

· Agency Strategy – what gives your agency a competitive edge over other agencies?

· Annual Report – please provide a copy of your agency’s latest annual report (if you do not have an annual report, please indicate that one does not exist).

3.1.4 Financial Stability (Offeror will not be scored on this section.)

The Offeror will answer the following question:

· Has your agency operated at a profit for at least three of the past five years?
3.1.5
Business Litigation (Offeror will not be scored on this section.)

The Offeror will disclose any involvement by the organization or any officer or principal in any material business litigation within the last five (5) years. The disclosure will include an explanation, as well as the current status and/or disposition.


3.2
Proposed Solution (Work Plan)

Offerors are encouraged to approach this project in an open, creative manner.  Each offeror shall provide a proposed work plan for the first year of work under this contract.

In addition to the personal services and overhead amount allocated to this contract, an estimated $250,000 of marketing funds will be allocated.  These funds may be used for hard costs (net external costs which may not be rebated in whole or in part) associated with marketing and promotions.

The plan, therefore, should have two parts:

a. a workplan for the staff for their work in fulfilling this contract throughout the year (for which the regular contract budget will be used – note that these costs must not be detailed in the Technical Proposal – only in the Financial Proposal), and 

b. a marketing and promotions plan for which the $250,000 marketing funds will be used (this part should be detailed to show how the full budget will be allocated between the proposed marketing/promotion programs).

The plan should include specifics (in terms of quantity, timing during the year, whether calls will be at the client’s location or by phone/e-mail, who specifically will perform the work, performance measures, how and when the work and results will be reported, etc.) for each task on the plan.

The following should be noted while developing the plan:

a. Creativity is important.  We are seeking a balance of proven techniques and new ideas.

b. The plan must illustrate a clear understanding of both the market and also the product.

c. The scope should be appropriate, comprehensive and detailed.

d. Accountability is critical.  The plan must illustrate that reliable and effective measurement and reporting techniques for each major task have been thought through and will be executed.

e. While the Irish market is important, the greater focus should go to the United Kingdom.

f. While the proposed workplan will likely form the basis for the plan that is actually executed, the Contractor and Department will agree on the exact plan to be executed.  This plan may change from year to year, subject to agreement between the Offeror and the Department.

g. The Offeror’s assigned project manager must travel to Georgia for a minimum of once a year for a minimum of seven (7) days to visit at least three (3) Georgia destinations/communities for familiarization purposes.  These attractions must be rotated each year so as to provide coverage of all of Georgia’s travel regions over time.  Offeror will work with the Department staff to determine which communities to visit.

h. Additionally, the Offeror’s assigned project manager must travel to Georgia each year for at least once a year for a minimum of seven (7) days with at least three (3) qualified prospects/tour operators or travel media to tour a minimum of three (3) Georgia tourism-related attractions/destinations.

i. These two trips should be built into the workplan and paid from the marketing and promotion funds.
4.0
PROPOSAL SUBMISSION AND EVALUATION
4.1
Process for Submitting Proposals

4.1.1 
Preparation of Proposal

Each proposal should be prepared simply and economically, avoiding the use of elaborate promotional materials beyond those sufficient to provide a complete presentation.  If supplemental materials are a necessary part of the technical proposal, the Offeror should reference these materials in the technical proposal, identifying the document(s) and citing the appropriate section and page(s) to be reviewed.  All proposals should include a cover letter with the company name, address and the name, telephone number, and email address of the person or persons authorized to represent the company regarding all matters related to the proposal.  
4.1.2
Packaging of Proposal

The Offeror's proposal in response to this RFP must be divided into two appropriately

labeled and sealed packages - a Technical Proposal and a Financial Proposal.

The contents of each package will include:

1.)   Technical Proposal

· Proposal Certification (Appendix A)

· Small or Minority Business Form (Appendix B) 

· Sales and Use Tax Registration Form (Appendix C)

· Contract Exceptions (Appendix E)

· Technical Proposal, addressing all requirements in Section 3.0

· Agreement To Requirements (Appendix G)

· Required Content of Technical Proposal (Appendix H)

2.)  Financial Proposal

· The Offeror must use the Financial Proposal form (Appendix F)

Do not include cost information in the Technical Proposal

Mark the outside of shipping package as follows:

Name of Company

Phone Number and Point of Contact for Company

RFP # 42900-121-0000000044
Due no later than August 14, 2008, 1:00 P.M. Eastern Time

4.1.3
Number of Proposal Copies

1.)  Technical Proposal

· An original (marked “Original”) 

· Ten (10) copies

· Ten (10) CDs (in Microsoft Office format, Windows 2000 version or more recent) 

2.)  Financial Proposal

· An original (marked “Original”) 

· One (1) copy

· One (1) CD (in Microsoft Office format, Windows 2000 version or more recent)  

Technical Proposal and Financial Proposal CDs must be labeled and packaged separately. 

4.1.4
Submission of Proposals

Proposals must be submitted to:

Georgia Department of Economic Development

Avon Thompson, CPPO, CPPB, Issuing Officer

75 Fifth Street, N. W.

Suite 1200

Atlanta, Georgia  30308

E-Mail:  athompson@georgia.org
Office:  404-962-4102

Fax:  404-962-4102

(Name of individual to whose attention proposals must be submitted)

Any proposal received after the due date and time will not be evaluated.
4.2
Evaluation Process

The evaluation of proposals received on or before the due date and time will be conducted in the following phases.

4.2.1
Administrative Review

The proposals will be reviewed by the Issuing Officer for the following administrative requirements:

1.) Submitted by deadline.  

2.) Separately sealed Technical Proposal and Financial Proposal.

3.) All required documents have been submitted.

4.) Technical Proposal does not include any information from the Financial Proposal.

5.) All documents requiring an original signature have been signed and are included.
4.2.2
Requirements Review

Proposals which pass the administrative review will then be reviewed by the  Evaluation Team to ensure all requirements identified in Section 2.0 are addressed satisfactorily. 

4.2.3 
Technical Proposal Evaluation

Proposals which pass the Requirements Review will be reviewed by the Evaluation Team for quality and completeness.  Technical proposals will be evaluated and scored in categories and may receive a maximum of  700 points.  

The following are the maximum possible points of each category:

	Category
	Maximum Points

	
	

	Company Background, Experience and Capabilities – Section 3.1
	225 Points

	Company Structure, Proposed Organization and Staffing for Project – Section 3.1.1
	150 Points

	Experience – Section 3.1.2
	75 Points

	Proposed Solution (Work Plan)
	250 Points

	Total Maximum Points
	700 Points


The Technical Proposal with the highest technical score will be adjusted up to 700 points.  All other Technical proposals with 525 or more points (75% of maximum points available) will receive a prorated technical score calculated using the following formula:  
P/H x (Maximum points available for Technical Proposal) = V

Where:

P = Technical score of the proposal being adjusted

H = Original technical score of the highest ranking proposal

V = Assigned points for proposal being adjusted 

4.2.4
Interviews and Site Visits


The department may choose to conduct site visits or interviews, if needed, to determine the best offeror for the department.  For those proposals that receive 525 or more points, site visits and or interviews (via telephone or in person), worth a maximum of 100 points, may be conducted with those offerors determined to be finalist based on the scores obtained during the Technical Review.  The evaluation committee will adjust the raw score points assigned in the Technical Review process by subtracting up to 100 points if deem necessary as a result of unfavorable information obtained and observations made during either site visits or interviews. 

For those proposals remaining due to favorable information obtained and observations made during sites visits or interviews, your scores will remain the same.  The proposal with the highest technical score will be adjusted up to 700 points.  All other proposals with 525 or more points will receive a prorated technical score calculated using the following formula:  


V – (I>0<100) = T


Where:            V = Assigned Technical Points

I = Technical score for the interview session (if points are taken away); 0 if no points are taken.




T = Assigned points for proposal being adjusted 

4.2.5
Financial Proposal Evaluation

Offerors will use only the Financial Proposal Forms provided with the RFP (Appendix F).
Only those Technical Proposals which pass the technical review with a score of 525 (75% of the maximum available technical score) or higher will have their Financial Proposals reviewed by the agency’s Issuing Officer.  Financial Proposals can receive a maximum of 300 points (the number of points difference in the maximum technical score and 1000 points).  The Financial Proposal with the lowest cost to the State will be awarded the full 300 points.  All other Financial Proposals deemed to be acceptable will receive a prorated score calculated using the following formula:

L/P x (Maximum number of points available for Financial Proposal) = V

Where:

L = Total Cost of the proposal with the lowest cost to the State

P = Total Cost of the proposal being adjusted

V = Assigned points for proposal being adjusted


4.2.6
Identification of Apparent Successful Offeror

The resulting Financial Proposal scores will be combined with the Technical Proposal score.  The Offeror with the highest combined technical and financial score will be identified as the apparent successful Offeror.

4.3
Rejection of Proposals/Cancellation of RFP

The State reserves the right to reject any or all proposals, to waive any irregularity or informality in a proposal, and to accept or reject any item or combination of items, when to do so would be to the advantage of the State.  It is also within the right of the State to reject proposals that do not contain all elements and information requested in this document. The State reserves the right to cancel this RFP at any time. The State will not be liable for any cost/losses incurred by the Offerors throughout this process. 

5.0 
TERMS AND CONDITIONS 

5.1 
Vendor Registration System

Vendors must be registered in the web-based Vendor Registration System in order to do business with the State.  This system also allows vendors to receive automatic electronic notification of bid opportunities from the State of Georgia and other governmental entities within Georgia through the Georgia Procurement Registry.   Vendors may register at:  https://ssl.doas.state.ga.us/VendorDB/mainframe.jsp.

At the time of registration, vendors must select the products and services they provide using the appropriate NIGP Codes.  Vendors are responsible for updating and maintaining key company, contact, and product information in the system. All inquiries about the Vendor Registration System should be addressed to: vendoradm@doas.ga.gov.

5.2 
RFP Amendments


The State reserves the right to amend this RFP prior to the proposal due date.  All amendments and additional information will be posted to the Georgia Procurement Registry, located at: http://ssl.doas.state.ga.us/PRSapp/PR_index.jsp.  Offerors are encouraged to check this website frequently.

5.3 
Proposal Withdrawal

A submitted proposal may be withdrawn prior to the due date by a written request to the Issuing Officer.  A request to withdraw a proposal must be signed by an authorized individual.  
5.4 
Cost for Preparing Proposals

The cost for developing the proposal is the sole responsibility of the Offeror.  The State will not provide reimbursement for such costs.

5.5 
Agency Standard Contract

The Agency Standard Contract, which the Agency intends to use with the successful Offeror, is attached to this RFP and identified as Appendix D.   Exceptions to the Contract should be identified and submitted with the Offeror's proposal using Appendix E.  Proposed exceptions must not conflict with or attempt to preempt requirements specified in Section 2.0.

Prior to award, the apparent winning Offeror will be required to enter into discussions with the State to resolve any contractual differences before an award is made.  These discussions are to be finalized and all exceptions resolved within one (1) week of notification.  Failure to resolve contractual differences will lead to rejection of the Offeror's proposal. 

The State reserves the right to modify the Contract to be consistent with the successful offer and to negotiate with the successful Offeror other modifications, provided that no such modifications affect the evaluation criteria set forth herein, or give the successful Offeror a competitive advantage.

5.6 
Conflict of Interest

If an Offeror has any existing client relationship that involves the State of Georgia, the Offeror must disclose each relationship.

5.7 
Minority Business Policy

It is the policy of the State of Georgia that minority business enterprises shall have a fair and equal opportunity to participate in the State purchasing process.  Therefore, the State of Georgia encourages all minority business enterprises to compete for, win, and receive contracts for goods, services, and construction.  Also, the State encourages all companies to sub-contract portions of any State contract to minority business enterprises.  For information, contact the Vendor Relations Coordinator referenced in section 5.9.

5.8 
Georgia Income Tax Incentive

Offerors interested in taking advantage of the Georgia income tax incentives provided for by the Official Code of Georgia Annotated 48-7-38, relative to the use of minority subcontractors in the performance of contracts awarded by the State of Georgia, should contact the Vendor Relations Coordinator referenced in section 5.9.

5.9 
Vendor Relations Administrator

The Vendor Relations Coordinator may be contacted at the following address:

Vendor Relations Administrator

Department of Administrative Services

200 Piedmont Avenue, S.E.

Suite 1308, West Tower

Atlanta, Georgia 30334‑9010

Telephone:  (404) 657-6000

Fax: (404) 657-8444

5.10 
Reciprocal Preference Law    OCGA 50-5-60(b)

For the purposes of evaluation only, Offerors residing in the State of Georgia will be granted the same preference over Offerors residing in another State in the same manner, on the same basis, and to the same extent that preference is granted in awarding bids for the same goods or services by such other State to Offerors residing therein over Offerors residing in the State of Georgia.  NOTE:  For the purposes of this law, the definition of a residing Offeror is one who maintains a place of business with at least one employee inside the State of Georgia.  A post office box address will not satisfy this requirement.

5.11 
ADA Guidelines

The State of Georgia adheres to the guidelines set forth in the Americans with Disabilities Act.  Offerors should contact the Issuing Officer at least one day in advance if they require special arrangements when attending the Offeror's Conference.   The Georgia Relay Center at 1-800-255-0056 (TDD Only) or 1-800-255-0135 (Voice) will relay messages, in strict confidence, for the speech and hearing impaired.

5.12 
Sales and Use Tax Registration

In Compliance with section 48-8-59 of the OCGA, every company or individual doing business within the State of Georgia is required to file an application for a certificate of registration with the State Revenue Commissioner.  Prior to award of this Contract, the apparent successful Offeror will be required to complete and submit to the Agency the Sales and Use Tax Registration form (Appendix C).  If the completed Sales and Use Tax Registration form is not received by the Agency within one week of the issuing of the Notice of Award, the Agency may, at its sole discretion, eliminate the apparent successful Offeror from consideration and award the Contract to another Offeror.

5.13 
Compliance with Laws

The Contractor will comply with all State and Federal laws, rules, and regulations.

5.14 
Protest

Offerors should familiarize themselves with the protest procedures set forth in Section 3.8 of the Georgia Vendor Manual, located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.

Appendix A

PROPOSAL CERTIFICATION

The Proposal Certification form (Appendix A), Small or Minority Business form (Appendix B), and  Sales and Use Tax Registration form (Appendix C) can be found at:

http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_1210/38/35/42630974RFPAppendixABC.pdf
Appendix B

SMALL OR MINORITY BUSINESS FORM

The Proposal Certification form (Appendix A), Small or Minority Business form (Appendix B), and  Sales and Use Tax Registration form (Appendix C) can be found at:

http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_1210/38/35/42630974RFPAppendixABC.pdf
Appendix C

SALES AND USE TAX REGISTRATION 

The Proposal Certification form (Appendix A), Small or Minority Business form (Appendix B), and  Sales and Use Tax Registration form (Appendix C) can be found at:

http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_1210/38/35/42630974RFPAppendixABC.pdf
Appendix D

 AGENCY STANDARD CONTRACT


STATE OF GEORGIA

Georgia Department of Economic Development

United Kingdom & Ireland Tourism

Representative

CONTRACT NUMBER 42900-121-0000000000

AGREEMENT made by and between __________________ hereinafter referred to as “Contractor”, and the Department of Economic Development of the State of Georgia hereinafter referred to as “GDEcD”.

WHEREAS, the Georgia Department of Administrative Services, “DOAS”, is charged with the responsibility of procuring goods and services on behalf of state agencies pursuant to OCGA 50-5-050 et seq.; and

WHEREAS, GDEcD has caused 42900-121-0000000000, the “RFP”, to be issued through GDEcD; and

WHEREAS, GDEcD has received from Contractor a proposal in response to the RFP, “Contractor’s Proposal”; and

WHEREAS, Contractor’s Proposal was deemed to be the proposal most advantageous to the state; 

NOW, THEREFORE, in consideration of the mutual covenants and agreements contained herein, the parties agree as follows.

1. Incorporation of Documents
The RFP (and any documents referenced therein) and Contractor's Proposal (including any best and final offer) are incorporated into this Contract by reference and form an integral part of this Contract.  In the event of a conflict between the language of the RFP and the Contractor's Proposal, the language in the RFP shall govern.  In the event of a conflict between the language of this Contract and any other document or instrument incorporated herein, the language of this Contract shall govern.

2. Services/Statement of Work
Contractor agrees to provide all of the goods, services and other requirements in the RFP, plus those goods, services and requirements as may additionally be described in Contractor's Proposal (collectively, the "Requirements").

3. Inspection of Work Performed
GDEcD or its authorized representative shall have the right to enter into the premises of Contractor and/or all subcontractors, or any places where duties under this Contract are being performed, to inspect, monitor, or otherwise evaluate the performance under this Contract.

4. Contractor's Personnel and Staffing
Contractor warrants that all persons assigned by it to perform work under this Contract shall be employees or authorized subcontractors of Contractor and shall be fully qualified, as required in the RFP and specified in Contractor’s Proposal, to perform the work required herein.  Personnel commitments made in Contractor's Proposal shall not be changed unless approved by GDEcD.  Staffing will include the named individuals at the levels of effort proposed.

Contractor shall provide and maintain sufficient qualified personnel and staffing to enable the Deliverables to be provided in accordance with the RFP and Contractor's Proposal.  Contractor warrants that Contractor will comply with all staffing/personnel obligations set out in the RFP, including but not limited to those pertaining to security, health, and safety issues.

Inability to staff any of the required functions with a staff member that meets the approval of the Department’s contract manager within 30 days shall be deemed a breach of contract giving the Department cause to terminate the contract if the Department so desires.

5. Use of State Vehicles
State vehicles shall not be used in the performance of this Contract.

6. Payment for Services
Monthly payments shall be made by GDEcD to Contractor for services, that are actually performed, and, if applicable, products actually delivered, in accordance with the specifications of the Request for Proposal.  Notwithstanding anything in the RFP or Contractor’s Proposal, GDEcD shall have the right to withhold or deduct payments in the event of Contractor nonperformance.

7. Liquidated Damages
If the Contractor fails to deliver the supplies or perform the services within the time specified in this contract, GDEcD shall withhold from the Contractor liquidated damages of 25% of any outstanding invoices per calendar day, week, or month of delay.  However, once liquidated damages reach $10,000 the contract may be terminated and if so, the Contractor shall be liable for GDEcD cost to secure substitute performance.

8. Independent Contractor Relationship
In its relationship with GDEcD and the State of Georgia and for purposes of performing any services assigned under this Contract, Contractor warrants that Contractor is an independent contractor.  Contractor shall therefore be responsible for compliance with all laws, rules, and regulations involving its employees and any subcontractor(s), including but not limited to employment of labor, hours of labor, health and safety, working conditions, workers' compensation insurance, and payment of wages. Neither Contractor nor any of Contractor's agents, servants, employees, subcontractors or suppliers shall become or be deemed to become agents, servants, or employees of GDEcD or the state.  This Contract shall not be construed so as to create a partnership or joint venture between Contractor and the State or any of its agencies. 

9. Duration of Contract/Renewal
This Contract shall commence on ___________ and shall continue ____________. GDEcD shall have the option, exercisable in its sole discretion, to renew this Contract upon the same terms and conditions, for four (4) additional periods of one (1) fiscal year each.

10. Funding
Notwithstanding any other provision of this Contract, the parties hereto acknowledge that GDEcD, as an agency of the State of Georgia, is prohibited from pledging the state's credit.  In the event that the source of payment for the total obligation no longer exists or is insufficient with respect to the Deliverables, this Contract shall terminate without further obligation of GDEcD as of that moment. GDEcD shall remain obligated to pay for Services performed and accepted by GDEcD prior to such termination.  The determination of GDEcD of the events stated above shall be conclusive.

11. Indemnification
Contractor hereby waives, releases, relinquishes, discharges and agrees to indemnify, protect, and save harmless the State of Georgia, GDEcD and their officers and employees (hereinafter collectively referred to as “Indemnities”), of and from any and all claims, demands, liabilities, losses, costs, or expenses, including attorneys' fees, for bodily injury or property damage, of any nature, caused by, growing out of, or otherwise happening in connection with this Contract, due to any act or omission on the part of Contractor, its agents, employees, subcontractors,  or others working at the direction or on behalf of Contractor.

This indemnification applies notwithstanding the fact that third parties or any of the indemnities may be partially responsible for the situation giving rise to the claim; or the indemnity claim results in a monetary obligation that exceeds any contractual commitment.  However, if any of the indemnities or third parties are partially responsible for the events giving rise to the claim, Contractor’s indemnification hereunder shall apply only to the extent that Contractor contributed to the events.

The indemnification does not apply to the extent of the intentional misconduct or sole negligence of the indemnities, their officers, or employees.  

To the extent such damage or loss as covered by this indemnification is covered by the state of Georgia Tort Claims Fund (“the Fund”), the Contractor agrees to reimburse the Fund.  To the full extent permitted by the Constitution and the laws of the state and the terms of the Fund, the Contractor and its insurers waive any right of subrogation against the State, the indemnities, and the fund, and insurers participating there under, to the full extent of this indemnification.

Contractor shall, at its expense, be entitled to and shall have the duty to participate in the defense of any suit against the indemnities.  No settlement or compromise of any claim, loss, or damage entered into by indemnities shall be binding upon Contractor unless approved in writing by Contractor.  No settlement or compromise of any claim, loss, or damage entered into by Contractor shall be binding upon indemnities unless approved in writing by indemnities.

12. Publicity
Any publicity given to the program or services provided herein including, but not limited to, notices, information pamphlets, press releases, research, reports, signs, and similar public notices prepared by or for Contractor shall identify GDEcD as sponsoring institutions, and shall not be released prior to approval by GDEcD; however, Contractor may reference this Contract in proposals for other contracts without GDEcD approval.

13. Ownership of Documents
Any documents or other material prepared or in the process of being prepared by 

Contractor in connection with Contractor's performance of the Services shall be deemed 

property of GDEcD and all right, title, and ownership interest  in any such documents shall vest in GDEcD immediately upon their creation and Contractor further agrees to execute any and all documents or to take any additional actions that may be necessary in the future to fully effectuate this provision.

14. Insurance
Contractor shall procure and maintain insurance, that shall protect the Contractor and the State from any claims for bodily injury, property damage, or personal injury, which may arise out of operations under the Contract.  Contractor shall procure the insurance policies at the Contractor's own expense and shall furnish the State an insurance certificate listing the State as certificate holder.  The insurance certificate will document that the liability insurance coverage purchased by the Contractor includes contractual liability coverage to protect the state.  In addition, the insurance certificate must provide the following information:

A. Name and address of authorized agent.

B. Name and address of insured.

C. Name of insurance company (licensed to operate in Georgia).

D. Description of coverage in standard terminology.

E. Policy period.

F. Policy number.

G. Limits of liability.

H. Name and address of certificate holder.

I. Acknowledgement of notice of cancellation to the State.

J. Signature of authorized agent.

K. Telephone number of authorized agent.

L. Details of policy exclusions in comments section of Insurance Certificate.

Contractor is required to maintain the following insurance coverages for the duration of the Contract:

M. Compensation Insurance (Occurrence) in the amounts of the statutory limits established by the General Assembly of the state of Georgia (A self-insurer must submit a certificate from the Georgia Board of Workers’ Compensation stating that Contractor qualifies to pay its own workers' compensation claims.)  In addition, Contractor shall require all subcontractors occupying the premises or performing work under this Contract to obtain an insurance certificate showing proof of Workers’ Compensation Coverage.

N. Commercial General Liability Policy (Occurrence), to include contractual liability.  The Commercial General Liability Policy shall have GDEcD dollar limits sufficient to insure that there is no gap in coverage between this policy and the Commercial Umbrella Policy described below.

O. Business Auto Policy (Occurrence) to include but not be limited to liability coverage on any owned, non-owned and hired vehicle used by Contractor or Contractor's personnel in the performance of this Contract.  The Business Automobile Policy shall have GDEcD dollar limits sufficient to insure that there is no gap in coverage between this policy and the Commercial Umbrella Policy required in this Contract.

P. Commercial Umbrella Policy (Occurrence), that must provide the same or broader coverages than those provided for in the above Commercial General Liability and Business Auto Policies.  Policy limits for the Commercial Umbrella Policy shall have an annual aggregate limit of $3,000,000.

The foregoing policies shall contain a provision that coverage afforded under the policies will not be canceled, or not renewed, or allowed to lapse for any reason until at least sixty (60) days prior written notice has been given to GDEcD.  Certificates of Insurance showing such coverage to be in force shall be filed with GDEcD prior to commencement of any work under this Contract.  The foregoing policies shall be obtained from insurance companies licensed to do business in Georgia and shall be with companies acceptable to GDEcD.  All such coverage shall remain in full force and effect during the initial term of the Contract and any renewal or extension thereof.  

15. Obligations to Maintain Confidentiality
The parties hereto acknowledge that some material and information that may come into their possession or knowledge in connection with this Contract, or the performance hereof, may consist of confidential and private information, the disclosure of which to or use by third parties may be damaging.  The parties therefore agree to hold such material and information in strictest confidence, not to make use thereof other than as is necessary for performance of this Contract, and not to release or disclose any information to any other party except as may be required by law.  Each party hereby expressly agrees to immediately remove any such party’s employees or subcontractors from performing any work in connection with this Contract upon the other party giving notice that such employee or subcontractor has failed to meet the confidentiality obligations or standards of this Contract. 

Some services performed for GDEcD may require that Contractor sign a nondisclosure agreement.  Contractor understands and agrees that refusal or failure to sign such a nondisclosure agreement, if required, may result in termination of The Contract.

16. Termination
GDEcD shall have the right to terminate this contract in whole, or any assignment of work made to Contractor hereunder, for any reason, by giving written notice to Contractor of such termination and specifying the effective date thereof, at least thirty (30) days before the effective date of such termination.  Except as otherwise stated herein, Contractor shall receive compensation for any of the services performed and accepted prior to such termination in accordance with terms and conditions of this Contract.   Notwithstanding any other provisions of this Section, GDEcD may terminate this Contract immediately without further notice upon the occurrence of a material breach of this Contract by the Contractor. 

17. Parties Bound
This Contract shall be binding on and beneficial to the parties to this Contract and their respective heirs, executors, administrators, legal representatives, successors, and assigns.

18. Subcontractor Payment Quarterly Report
On the tenth day of the first month of each calendar quarter, the Contractor shall provide a report of all payments that together total more than $2500 to any single subcontractor, supplier, business partner, joint venture and/or agent that the contractor has used to fulfill the requirements of this contract.  The report shall provide the name of the business, their Federal Employment Identification (FEI) number, the purchase order or contract number and the amount paid.  Again, reports are due on the 10th day of January, April, July, and October for the previous quarter.  All reports shall be forwarded to: Department of Administrative Services, Office of Small and Minority Business, 200 Piedmont Avenue, West Tower, Atlanta, GA  30334.

19. No Assignment, Delegation or Subcontracting Without GDEcD Consent
Except as may be expressly agreed to in writing by GDEcD, Contractor shall not subcontract, assign, delegate, or otherwise permit anyone other than Contractor or Contractor's personnel to perform any of Contractor's obligations under this Contract or any of the work subsequently assigned under this Contract.  Contractor shall not assign or otherwise transfer any of its rights, interests or benefits under this Contract, without the prior written consent of GDEcD.  No subcontract that Contractor enters into with respect to performance of obligations or work assigned under the Contract shall in any way relieve Contractor of any responsibility, obligation, or liability under this Contract.  Contractor shall give GDEcD immediate written notice by registered or certified mail of any action or suit filed against it by any subcontractor and of any claim made or suit filed against Contractor, any subcontractor, or supplier that is, in any way, related to this Contract.

20. Cooperation With Other Contractors
In the event that GDEcD has entered into or enters into agreements with other Contractors for additional work related to the services rendered hereunder, the Contractor agrees to cooperate fully with such other Contractors.  The Contractor shall not commit any act that will interfere with the performance of work by any other Contractor.

21. Contractor Accounting Requirements
Contractor agrees to maintain books, records, documents, and other evidence pertaining to the costs and expenses of this Contract (collectively the “Records”) to the extent and in such detail as will properly reflect all payments received under this Contract.  Contractor's accounting procedures and practices shall conform to GAAP and the costs properly applicable to the Contract shall be readily ascertainable there from.

22. Records Retention
Contractor agrees to make available at all reasonable times during the period set forth below any of the Records of the contracted work for inspection or audit by any authorized representative of DOAS or the Georgia State Auditor.  Contractor shall preserve and make available its Records for a period of five (5) years from the date of final payment under this Contract and for such period, if any, as is required by applicable statute, by any other paragraph of the RFP, or this Contract.  If the Contract is completely or partially terminated, the Records relating to the work terminated shall be preserved and made available for a period of five (5) years from the date of any resulting final settlement.  Records that relate to appeals, litigation, or the settlements of claims arising out of the performance of this Contract, or costs and expenses of any such agreement as to which exception has been taken by the State Auditor or any of his duly authorized representatives, shall be retained by Contractor until such appeals, litigation, claims, or exceptions have been disposed of.

23. Time of the Essence
Time is of the essence.

24. Trading With State Employees
The provisions of Official Code of Georgia Annotated, Sections 45-10-20 et seq., have not and must not be violated under the terms of this Contract.

25. Governing Law/Venue
This contract is deemed to be made under and shall be construed in every respect according to the laws of the State of Georgia.  Any lawsuit or other action based on a claim arising from this Contract shall be brought in a court or other forum of competent jurisdiction within Fulton County, State of Georgia.

26. Taxes
Contractor shall forthwith pay all taxes lawfully imposed upon it with respect to this Contract or any product delivered in accordance herewith. GDEcD makes no representation whatsoever as to the liability or exemption from liability of the Contractor to any tax imposed by any governmental entity.  Upon request GDEcD shall provide Contractor with a certificate of any tax exemptions which apply to this Contract.

27. Amendments in Writing
Except as otherwise provided in this Contract, no amendment to this Contract shall be effective unless it is in writing and signed by duly authorized representatives of all parties.

28. Section Titles Not Controlling
The section titles used in this Contract are for reference purposes only and shall not be deemed a part of this Contract.

29. Notices
All notices provided for herein shall be deemed duly given upon delivery if delivered by hand, or three days after mailing.  Notice shall only be given to the following persons or officials at the following addresses:


A.
Contractor:


       B.
GDEcD:

30. Compliance with Laws and GDEcD Policies
Contractor shall perform its obligations hereunder in accordance with all applicable federal, state, and local governmental laws and regulations now or hereafter in effect.  Contractor and Contractor’s personnel shall also comply with all state and GDEcD policies and standards in effect during the performance of the Contract, including but not limited to GDEcD policies and standards relating to personnel conduct, security, safety, confidentiality, and ethics.  Contractor agrees that any failure by Contractor or Contractor’s personnel to comply with any of the obligations of this Section may be treated by GDEcD as a material breach of this Contract by Contractor. 

31. Entire Contract
This Contract instrument, including all incorporated documents, contains the entire Contract between the parties with regard to the subject matter hereof, and supersedes any and all other prior and contemporaneous agreements and understandings between the parties, whether oral or written.

32. Severability
 Any section, subsection, paragraph, term, condition, provision or other part (hereinafter collectively referred to as “part” of this Contract that is judged, held, found, or declared to be voidable, void, invalid, illegal or otherwise not fully enforceable shall not affect any other part of this Contract, and the remainder of this Contract shall continue to be of full force and effect.  Any agreement of the parties to amend, modify, eliminate, or otherwise change any part of this Contract shall not affect any other part of this Contract, and the remainder of this Contract shall continue to be of full force and effect. 

33. Limitation of Liability/Exceptions
Except as otherwise provided in this Contract, Contractor shall not be liable to GDEcD and the state of Georgia for remote or consequential damages. Nothing in this Contract shall limit Contractor’s indemnification liability arising from claims brought by any third party against GDEcD and the State.  

34.  Drug-Free Workplace
Contractor hereby certifies as follows:

A. Contract must not engage in the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana during the performance of this contract.

B. If Contractor has more than one employee, including Contractor, Contractor shall provide for such employee(s) a drug-free workplace, as defined under Official Code of Georgia Annotated Section (“OCGA”) 50-242(5) and Section 50-24-3(b), throughout the duration of this Contract.

C. Contractor must secure from any subcontractor hired to work on any job assigned under this Contract the following written certification:  “As part of the subcontracting agreement with Contractor's Name), (Subcontractor's Name) certifies to Contractor that a drug-free workplace must be provided for the subcontractor's employees during the performance of this Contract pursuant to paragraph 7 of subsection B of OCGA 50-24-3.”

Contractor may be suspended, terminated, or debarred if it is determined that:

Contractor has made false certification here in above; or

Contractor has violated such certification by failure to carry out the requirements of Official Code of Georgia Section 50-24-3E.

EACH PERSON SIGNING BELOW ON BEHALF OF A PARTY REPRESENTS THAT SHE/HE IS DULY AUTHORIZED AND FULLY EMPOWERED TO BIND SUCH PARTY TO THIS CONTRACT.  THE PARTIES HERETO ACKNOWLEDGE THAT THEY HAVE READ AND UNDERSTAND THIS CONTRACT, AND AGREE TO BE BOUND BY ALL TERMS AND CONDITIONS OF THIS CONTRACT, AS INDICATED BY THEIR SIGNING OF THIS CONTRACT DOCUMENT ON THE DATES SET OUT BELOW.

CONTRACTOR:

By:               



                      
           Date: ___________________ 
Printed Name and Title: ___________________________________________________                                                                                
GDEcD:

By:               



                      
           Date: ___________________ 
Printed Name and Title: ___________________________________________________                                                                                
Appendix E

CONTRACT EXCEPTIONS

Offeror Name: _______________________________________________________________

Appendix F

FINANCIAL PROPOSAL

Offeror Name: _______________________________________________________________

Bid Price including total personnel costs and G & A* $_________________ (not including the $250,000 hard marketing costs detailed in the second part of the proposed workplan) **
**This is the figure that will be used in the evaluation.
*G & A = all General and Administrative Costs, profits, overhead, etc.

Payment to the Contractor for personnel costs to plan and execute the $250,000 marketing work plan must be included in the Bid Price.  Only hard marketing costs (travel, advertising space, printing, trade show floor space and build out, etc) may be paid from the $250,000.  Copies of receipts will be required for all of these hard marketing costs.  All other costs must be included in the bid price.

Note that the Bid Price must include all monies that will accrue to the Offeror as a result of work done under this Contract.  Contractor may not receive any rebates or returned discounts on advertising, any pro-rata share of a marketing cost or other rebates of the hard marketing costs or payments from vendors or subcontractors for any reason (other than a reimbursement of a hard cost already paid by the contractor, e.g. travel, etc).  

Where there is a reference in the RFP to deliverables, submission requirements or other response and contract performance discussions, said reference may not include all requirements in the RFP.  It is incumbent upon the contractor to read this entire RFP carefully and respond to and price all requirements and ensure “Total Contract Value for ALL Requirements” above includes all requirements with the exception of the $250,000 hard marketing costs.
Note that the amount of the contract may be increased by up to 15% per year to account for inflation and for increased work load as the market grows.  Additionally, the amount of the contract may be adjust up or down a maximum of 10% per year to account for exchange rate variations. The determination of both of these adjustments will be made jointly by the Department and Contractor at the same time as the contract is renewed each year.


Authorized Signature


Print Name


Date

Appendix G

AGREEMENT TO REQUIREMENTS

All requirements listed in Section 2.1 of the RFP are listed below.  Offeror should indicate their understanding of these requirements and their agreement to satisfy these requirements by placing the word “yes” by each requirement. Failure to place “yes” by each requirement will cause the Department to reject the proposal.
________
Must be active in outbound tourism sales and marketing from the UK and Ireland for the last three (3) years.

________
Must be able to demonstrate success in representing DMOs and leveraging relationships with UK/Irish travel buyers and travel media.

________
Must be experience in executing sales calls, agent training and operator calls.  

________
Must be able to provide knowledge of the UK outbound tourism business, network of contacts in this business and demonstrate leadership role in UK travel-trade organizations.

________
Must be able to provide knowledge of Georgia tourism product.

________
Must be able to provide communications support for Department’s effort to strengthen the Georgia Brand.

________
Must be licensed to do business in the United Kingdom to enable the State to take advantage of VAT tax savings.

________
Must be able to demonstrate success in leveraging relationships with UK/Irish tourism buyers and travel media for increasing outbound tourism business.  


Authorized Signature


Print Name


Date

Appendix H

REQUIRED CONTENT OF TECHNICAL PROPOSAL

This appendix will identify what information should be submitted within your technical proposal in response to this RFP and the order in which it should appear.  Additional information regarding the submission process is provided within the RFP in Section 4.0 “Proposal Submission and Evaluation”.  

Offeror should indicate required documents are included within the proposal and the location of those documents by placing the word “yes” by each requirement and specifying the page or reference number where that document is located. Failure to place ‘yes’ by each requirement may cause the Department to reject the proposal.
This checklist is provided for the convenience of offeror, but it is the offeror’s responsibility to review the entire RFP and ensure response is made to all requirements. Unless otherwise indicated, offerors must meet all of the following requirements to be considered for evaluation under this RFP.

	Yes/No
	Page/Ref. No.
	

	_____
	_____
	1. Cover Letter 

The proposal should contain a cover letter and introduction, including: the company name, address and the name, telephone number, and email address of the person or persons authorized to represent the company regarding all matters related to the proposal.  

	_____
	_____
	2. Proposal Certification

The proposal must contain a signed proposal form (Appendix A).

	_____
	_____
	3. Agreement to Requirements

The offeror must indicate its agreement to all of the  requirements for this project by completing (Appendix G).

	_____
	_____
	4. Contract Exceptions

The contract that the state intends to use is identified as (Appendix E).  Any exceptions to the contract must be submitted and clearly identified with the offeror’s technical proposal.

	_____
	_____
	5. Small or Minority Business Form

The offeror should indicate its classification as a small or minority business by completing (Appendix B).

	_____
	_____
	6. Summary of Understanding of the Proposed Services

The offeror should indicate their understanding of the requested services and describe how it proposes to provide those services the Department of Economic Development.   

	Yes/No
	Page/Ref. No.
	

	_____
	_____
	7. Insurance Requirements

The offeror must include the following information:  a description of the level of coverage of professional liability insurance your firm carries.  List the insurance carrier(s) supplying coverage.  However, you must have a statement from your insurance provider, on their letterhead, stating that if you awarded the contract, they will insure for the type and amounts of coverage required in the contract.  If an offeror does not have insurance and submits a letter from their provider, they will have ten (10) days to obtain ALL required insurance and submit to the DOAS Contracting Officer.  (See Agency Standard Contract, Appendix D, item 14.)

	_____
	_____
	8. Requirements

Please address each item in Section 2.0, focusing on your ability to perform each required service for the state listed in Section 2.1.

	_____
	_____
	9. List of Clients

Please provide a list of clients as stated in Section 3.1.2. Also provide a list of all clients who have terminated your relationship for performing similar services as detailed in this RFP during the past three years and their reasons for doing so.  Please include the name, title, and telephone number of the contact person. 

	_____
	_____


	10.  Sales and Use Tax Registration Form

The proposal must contain a signed sales and use tax registration form (Appendix C).




Appendix I

GDEcD DIVISION DESCRIPTIONS

The Georgia Department of Economic Development (GDEcD) is the state's sales and marketing arm, the lead agency for attracting new business investment, encouraging the expansion of existing industry and small businesses, locating new markets for Georgia products, attracting tourists to Georgia, and promoting the state as a location for film, video, music and digital entertainment projects, as well as planning and mobilizing state resources for economic development. 

GDEcD’s Global Commerce Division assists in business expansion and relocation, international trade, small business development, and technology and biotech development. Representatives in each of Georgia’s regional economic development offices, as well as throughout the Americas, Europe and Asia, provide access to the state’s resources and assets, connect Georgia’s businesses to a vast network of skilled workers and broker partnerships with other organizations and support systems.

GDEcD’s Tourism Division helps individual visitors and groups tap into the state’s many destinations and create the kind of experience they are seeking. Through its network of regional and international representatives, it also assists the state’s communities and attractions in reaching potential travelers to their areas. The Tourism Division compiles and publishes comprehensive information about travel in Georgia in the annual Travel Guide and Calendar of Events as well as on Georgia.org.

The Governor's Entrepreneur and Small Business Office (ESBO), also part of GDEcD, provides Georgia's communities resources to support the success of small businesses and entrepreneurs. ESBO seeks to positively impact economic development in the state through services including the Governor's Mentor Protégé Program; community-based entrepreneur development/"Entrepreneur Friendly" designation; procurement services and counseling; and statewide outreach connecting businesses to other businesses, and communities to opportunities.

The Georgia Film, Video & Music Office, a division of GDEcD, has assisted more than 500 major motion pictures and television movies film on location in the state. The office helps connect filmmakers with a range of support services, including financial incentives, 900 production services companies and more than 3,000 crew and production staff across the state. The office also provides a base of support for music artists, producers and publicists to find resources, the audience base and the distribution chain they need to thrive in Georgia. In addition, the office fosters the development of the multi-media and gaming industries in the state.

GDEcD’s External Affairs division manages the agency’s reputation and raises external awareness of GDEcD’s work to bring jobs and investment to Georgia. The division promotes Georgia’s business and tourism assets throughout the state, country and world as well as managing communications with GDEcD staff, the business community, government bodies and other stakeholders. Among the division’s responsibilities are developing, managing and implementing all public relations, marketing and advertising needs for GDEcD, coordinating with appropriate divisions as needed; upholding brand standards; and maintaining and updating the Georgia.org Web site.  
Appendix J

SPECIAL TERMS AND CONDITIONS

1.  Billing Requirements:

The Contractor will be responsible for billing the Department, for completed work based on  approved estimates.

Invoices will be sent directly to the contracting project manager for approval.  Invoices will be paid net 30 days from the date they are received by GDEcD.

Cost overruns will not be accepted without prior signed approval and acceptance by the contracting project manager.

The function of estimating and invoicing for jobs is to be included as part of the estimate per project.

Electronic delivery is preferred.

2.   Obligations of the Contractor:
The Contractor agrees to devote its best efforts to the Department’s interests, and to endeavor in every reasonable way to make the Department’s communications and public relations successful.  The Contractor agrees not to start any new work without the prior written approval of the project contract manager.

The Contractor is authorized to purchase materials and services deemed necessary to fulfill contractual obligations with the Department.  All such materials and services shall become the Department’s property upon purchase, except in such cases when it is impossible or impractical to purchase such materials.  In such cases, the Contractor is authorized to negotiate and purchase the rights to license materials and services, as approved by the Department.

The Contractor agrees to exercise its best judgment in the preparation of and recommendations for handling communications and public relations information on behalf of the Department, with a view toward avoiding any claims, proceedings, or suits being made or instituted against the Department or the Contractor.

Nothing contained in the contract shall be deemed to require that the Contractor undertake any campaign, prepare any communications or public relations material, or cause the publication of any article or press release which, in the Contractor’s judgment, would be misleading, indecent, libelous, unlawful, or otherwise prejudicial to either the Department’s or the Contractor’s interest.

The Contractor will not represent any other communications or public relations firms or handle other accounts that are in conflict with the Department’s account.  The Department reserves the right to request a client list and make this determination, and may cancel if it is in its best interest to do so.

All creative concepts and materials are the sole property of the Department, and are to be surrendered to the Department upon demand.

Offerors are to understand that the Department will occasionally involve the Contractor in projects, some aspects of which will be accomplished in-house at GDEcD.  It is fully expected that the Contractor will approach and perform those projects with the same priority and quality as with projects that are completely turned over to the Contractor.

3.   Subcontracting (see Agency Standard Contract, Appendix D, item 19)

GDEcD will review and approve, prior to award, the selection of any subcontractor and reserves the right to reject the selection of subcontractor by the Contractor for any reason.

GDEcD is NOT liable for payment to Contractor for any subcontractor work if these procedures are not followed.

4.  Obligations of the Department (GDEcD)

The Department agrees to aid the Contractor in these efforts by making available to the Contractor certain relevant information pertaining to the Department’s business and to cooperate with the Contractor in expediting its work.

The Department shall be responsible for verifying the accuracy, completeness, and propriety of information concerning its products and services that the Department furnished to the Contractor in connection with the performance of this Agreement.

The Department agrees to be financially responsible for all expenditures approved by it and for any service charges relating thereto, in accordance with the provisions of this Agreement.

5.  Guidelines for Trademark Usage

These guidelines are for Georgia Department of Economic Development licensees, partners, and other parties wishing to use Georgia Department of Economic Development's trademarks, service marks or images in promotional, advertising, instructional, or reference materials, or on their web sites, products, labels, or packaging. Use of the Georgia Logo for any purposes without the prior written consent of Georgia Department of Economic Development may constitute trademark infringement in violation of federal and state laws. Use of Georgia Department of Economic Development trademarks may be prohibited, unless expressly authorized.

If you are granted license to use the registered trademark you are required to follow the Georgia Department of Economic Development’s Brand and Identity Standards.    These Standards are available online at www.georgia.org or contact Vickie Sanders at 404-962-4062.

Georgia Department of Economic Development's trademarks, service marks and trade names are valuable assets. In following these guidelines, you help us protect our valuable trademark rights and strengthen our brand identity. By using a Georgia Department of Economic Development trademark, in whole or in part, you are acknowledging that Georgia Department of Economic Development is the sole owner of the trademark and promising that you will not interfere with Georgia Department of Economic Development's rights in the trademark.  Except for the limited right to use as expressly permitted under these Guidelines, no other rights of any kind are granted hereunder, by implication or otherwise. If you have any questions regarding these guidelines, please contact the Georgia Department of Economic Development’s Marketing Division.
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