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Redesigned ceb.com Requirements 

Introduction

About CEB

Continuing Education of the Bar • California (CEB) is a program of the University of California that is cosponsored by the State Bar of California. Founded in 1947 with the mandate to cultivate the professional development of California lawyers, CEB was the first organization to offer formal Continuing Legal Education (CLE) in the state.

As our offerings to California's legal community have grown to include a wide array of award-winning practice books, guides, and CLE programs, we continue to set the standard for the finest research, writing, and presentation by the best and brightest lawyers in the state. The commitment of CEB's contributing attorneys to serving the real needs of working legal practitioners is at the heart of everything we do.

For more information about CEB, please visit our website at www.ceb.com.

ceb.com Current State
CEB.COM is the customer-facing eCommerce website for CEB. The current system primarily provides three main functions: 

eCommerce

The eCommerce function handles the product catalog, shopping cart, and the order checkout process. The application was developed using Microsoft Commerce Server 2002. The solution site was highly customized to provide the store front, products, shopping cart and order checkout. Bizdesk is used to manage the product catalog and discounts. Purchasers of online products are granted immediate access upon completion of payments. Orders are batched nightly and sent to CEB’s business system for order fulfillment. 

Customer Portal (i.e. MyCEB)
MyCEB, an asp.net 1.1 web application, handles authentication and authorization functions for ceb.com. It also provides customers with access to the online products they’ve purchased (OnLAW, SmartLaser Updates, CLE Programs), allows them to update their personal information (address, phone, email, password, etc.), and review their account’s history (MCLE Summary, Passport Usage). 

Legal Content and Auxiliary pages

The legal content (e.g. Law Alerts) pages keep the legal community up-to-date on the latest developments within California. The auxiliary pages include the home page, informational pages (e.g. contact us page, frequently asked questions, terms and conditions, etc), and landing pages (e.g. specific State Bar Sections, specific interest groups, etc). These are static pages that are stored as HTML files. 

Project Overview

CEB.COM is currently using software and hardware that are outdated. It is a challenge and sometimes impossible to add new functionality to the website. The goal of this project is to implement a new ceb.com with enhanced functionality, improved efficiency using updated software and hardware technology, and a fresh, more current design/User Interface (UI).   

This project’s objective is to develop a robust new website that:

a) Meets CEB’s detailed technical and functional requirements

b) Delivers a fresh, more current design/UI

c) Includes a web content management system

d) Supports mobile devices (smartphones, iPad, tablets, etc.)

e) Is easy and intuitive to navigate

f) Is easy to maintain

g) Has high performance and high availability

h) Accommodates future growth

Technical Requirements

Architecture 
a) The software must use n-tier architecture to separate user interface, business logic and data. 

b) The system must use reusable components whenever possible.

c) The proposed system must provide event-based processing whereby system actions are triggered by the occurrence of specified events. 

d) System must generate websites/content that is compliant with W3C standards for building and rendering web pages, including HTML 5, CSS, SVG, Ajax, and other technologies for web applications.

e) There must be provision to apply different themes to the website.

f) Page design must adhere to CEB’s Website Style Guide (to be developed).

g) Website must use templates for site-wide layout (e.g. header, footer, search box), with nested templates as necessary for sub-sections of the site.

h) Website must provide SEO friendly URLs. 

i) The software must use web content management system to manage product catalog and web pages.

j) Must provide appropriate mechanism (e.g. page caching) to enhance the performance and efficiency of the website.

k) Must provide mechanisms to handle exceptions and for trouble shooting.

l) Customizations must not be impacted due to software upgrade. Upgrades to the underlying software must be optional, i.e. CEB can decide the optimal time to upgrade to minimize impact to business users and customers. 

m) The software must allow CEB staff to add functionality to the system after the initial implementation. 

n) Website must install Google Analytics tracking code on all pages. 

o) The system must have reporting capabilities.

Development Environment
a) The website and any supporting applications must run under the Windows server (2008 and above) Operating system and Microsoft desktop systems (Windows XP, 7 and above).

b) Application must be developed using the Microsoft .net technology (preferably the latest stable .net version), Visual Studio framework and C# language.

c) Web pages must be built using HTML5, CSS3, and AJAX. 

d) The source code must be in a version controlled environment.

e) Tools must be provided for testing and debugging. 

f) Ability to deploy application changes from development, staging to production.

Runtime Environment
a) The website must utilize Secure Sockets Layer (SSL) certificate to provide authentication and encryption.

b) The website and any supporting applications must run under the Windows server (2008 and above) Operating system, Microsoft desktop systems (Windows XP, 7 and above).

c) The software or the underlying technology must be certified to run in the VM virtualized environment.

d) The website must support popular browsers (e.g. IE, Firefox, Chrome, Safari) and operating systems (Windows and Mac).

e) The website must be optimized to run on mobile devices (smartphones, iPads, tablets, etc.). 

f) The website must run in a Cisco Content Services Switch load-balanced environment.

g) The software must provide tool for performance monitoring.

h) The website must be SEO friendly and must keep existing ranking and search engine traffic.  

Database

a) The software must use Microsoft SQL Server 2008 R2 or above, and its related products (SSIS, SSRS, and SSAS).  

b) The vendor must provide a data migration tool and/or demonstrate the expertise in migrating current CS2002 data to the new system. 

c) The software must allow ability to import/export data in XML.

d) CEB must be able to modify the database (adding tables, adding columns, creating triggers, etc.) as necessary.

e) CEB must be able to directly access the database using SQL queries, SQL Server Reporting Service, etc. 

Documentation 

a) Vendor must provide user and technical manuals including the design document, system architecture etc.

b) Detailed data model and dictionary with definitions must be provided.

c) The source code must contain detailed comments for easy maintenance by CEB staff.

Describe your technical environments and include explanations if they are different from CEB’s requirements. 

Functional Requirements

General Website Requirements 
a) Website must be user-friendly and modern (look and feel, intuitive navigation, social media opportunities, etc.).  

Please submit three URLs of B2C eCommerce sites that you have developed, and describe your role.   

b) Pages must have breadcrumbs wherever necessary for easy site navigation.

c) Website must support personalization (show signed-in customer’s name, promote products related to customer’s area of practice, etc.).

d) Website must include Google Custom Search.

e) Website will link to CEB social media sites wherever applicable.

f) Website must integrate with social media functions (e.g. ‘like’, ‘share’).

g) Website must be accessible for people with disabilities.

h) Website must have a HTML sitemap and an XML sitemap. 

i) Site visitors can comment on the content (e.g. commenting on a blog post, or the ability to submit product reviews)

j) Ability to add “email to a friend” feature. 

k) Ability to integrate “rich content” into pages.

l) Ability to print the page.

eCommerce 

Store
CEB publishes and sells books, online books, electronic products, and offers programs/seminars for which attorneys can earn continuing legal education (CLE) credits. 

Business Requirements

a) The store will allow customers to shop from the following categories:

· By major groups: Books, Electronic Products, CLE Programs, Practice Areas

· By product title

· By product type/format (see Appendix A)

· By practice areas/sub-topics (see Appendix B)

· By ads, calendar, etc.

· By location, by price, by number of CLE credits

b) The product listing page will have “Buy Now” button and information (e.g. table of contents, sample chapter, location and dates for seminars) for customers to make buying decision without visiting the product detail page.

c) Can place advance orders for upcoming products or programs.
d) Can purchase back-ordered products.
e) Ability to setup ads for products or product groups. 

f) Ability to send trigger-based emails; e.g., thank you for registering, remarketing after customers abandoned shopping carts. 

Product Catalog Management

A robust administrative tool is necessary to maintain the product catalog.  

Business Requirements

a) Ability to create product and configure product attributes (e.g. product ID, description, type, full price, monthly payment amount, format, category/sub-category codes, discount indicator, product inventory level code, author/speaker, etc.).   

b) Ability to change price based on what customers are purchasing or what they already own.

c) Ability to set up new product types and configure attributes (e.g. type code, description, shipping required indicator, delivery format, etc.).

d) Ability to set up different categories/subcategories and attributes (e.g. ID code, name, description, etc.).

e) Ability to bundle up products and sold as packages.

f) Ability to relate multiple products (e.g. a book is related to an online book).

g) Ability to assign product to more than one category.

h) Ability to control the sequence of display of products by category/sub-category, product type.

i) Ability to control the sequence of display of products within a category/sub-category, e.g. display new products first.

j) Ability to cross-sell/up-sell products or categories of products.

k) Ability to set restrictions on cross-sell products (e.g. customer must purchase or own the book in order to purchase the related forms cd).

l) Ability to check inventory level and update available inventory through database updates or batch process.

m) Must have a wysiwyg editor to manage product description.

n) May need to display special message for a cancelled CLE program but do not allow customers to purchase.

o) Ability to maintain product updates and related information. (e.g. in order to buy forms cd, the customer should own the book. If the product id changes for the book, it should automatically update the related product information in the forms cd.).

p) Ability to track program materials for a program.

q) Ability to generate seminar calendar.

r) There should be provision to setup different types of Passports (ceb’s pre-purchased block of hours which can be used to make payment in certain cases.). 

s) Ability to modify Passport offers with different number of hours.  

Discount Management

CEB offers discounts on products based on various complex criteria. Calculation of the discounted price would need to look at information about the product, the customer, customer’s prior purchases, and other line items in the shopping cart. Some of the discounts are:

a) Young Lawyer (in practice 5 years or less) discount - 50% off on an OnLAW Library, one time $200 off a personal Passport or a program 

b) If own print, customers can purchase OnLAW version for a reduced price

c) Pre-Publication discount for a new book - 10%

d) State Bar Section (e.g. Family Law Section) Co-sponsored discount

e) Promotion Priority code discount - 10%

f) Free shipping
Business Requirements

a) Discount amount can either be a fixed value or a percent off.

b) Administrator can specify start and end dates for each discount.

c) Discounts can be applied to products, product types, categories, customer group, or whole order.

d) Must be able to store the combo discount price for a combination of products, such as the printed book plus the OnLAW version. 

e) Administrator must be able to set up new types of discounts easily without any programming changes.

f) Discount can be set up for a product type but excluded from a specific products. For example, CEB might offer a standard discount for all books that we publish, but not offer the discount for a handful of books that we sell but do not publish ourselves.

g) Ability to setup discount priority and discount interaction so that a customer gets the higher discount if he/she is eligible for multiple discounts.

h) Ability to show the discounted price per customer per product based on the discount rules.
Order Management

CEB’s customers are primarily California attorneys and law firms, though companies, government agencies, organizations, and individuals of other kinds also purchase our products. Customers must be registered or asked to register before placing orders through ceb.com. 

CEB currently accept credit cards for all purchases and CLE Passport for programs enrollment. The new website will offer another payment option for customers to set up recurring billing if they purchase specific products. Web orders are batched nightly and sent to CEB’s business system for order fulfillment. Physical products are stored at and shipped from CEB’s Product Distribution Center. Purchasers of online products are granted immediate access upon completion of payments.
Business Requirements

a) Ability to setup multiple ship-to addresses. 

b) Ability to handle advance orders.

c) Ability to handle back orders.

d) Ability to set permissions for immediate access for online products.

e) Ability to handle different tax rates.

f) Ability to handle an order which may contain different types of products.

g) Ability to apply Passport to the programs in a shopping cart if customer buys a Passport and programs together.

h) Orders must have a bill-to customer at the order level and one or more ship-to (or enrollee) customers at the line item level.

i) Ability to apply more than one payment method for an order, e.g. use credit card for books and Passport for programs enrollment. 

j) Ability to handle an order which may contain a combination of a current, back ordered and/or advanced order items.

k) Ability to enroll different attorneys in one or more seminars by a firm.

l) Ability to gather attendee details when a firm enrolls in a program.

m) Ability to calculate the appropriate price based on customer (e.g. young lawyer), product, or priority code.  Display the discounted price immediately.

n) Ability to send customized email confirmation and access instruction after the order is processed.

o) Ability to print the order confirmation page.

p) Ability to check the order status.

q) Ability to shop for certain products (i.e. non CLE credit related products) without registering on ceb.com. 

r) Ability to have a “wish list” shopping cart.

s) Ability to set up credit card payments using Cybersource Hosted Order Page (HOP).

Interface with Cybersource Hosted Order Page for Credit Card Processing

Both ceb.com and internal order system use Cybersource Hosted Order Page (HOP) for credit card processing. CEB does not store any credit card data to avoid pci compliance requirements. Credit card data is not entered on any screen that is managed by a CEB server or Windows program. The call from CEB to the HOP page passes and receives some limited information. 
a) There must be provision to setup monthly payment plan using recurring credit card.

b) Must be easy to set up other payment methods if needed (e.g. PayPal). 
c) Hours are deducted from a Passport when the customer is recorded as having enrolled in a live, or when the customer enrolls in an On Demand program. 

d) Website must keep track of the Passport hours and programs enrollment hours for CLE Passport purchaser. When the enrolled hours exceeds the remaining Passport hours, website should warn the customer and should not allow to process the order using Passport.
e) Passports are good until the hours are used or a year has passed since they were activated. In most cases, the Passport is active as of the date of purchase. If the customer already owns a Passport which has not yet reached its end date and still has available hours, the new Passport would start the day after the current Passport ends.

f) Once the Passport hours have been used up, or the end date of the Passport has been reached, it cannot be used to enroll in more programs.

g) An individual or a firm can only have one active Passport, with available hours, within a start-to-end date range, at a time. A customer might buy a Passport, use up all the hours, and buy another Passport before the end of the 12 month period. A customer might also have a Passport that still has available hours and ends in three weeks, and a second Passport that starts after three weeks, and can be used to pre-enroll in upcoming programs.

Customer Portal 

MyCEB, currently an asp.net 1.1 web application, handles authentication and authorization functions for ceb.com. It also provides customers with access to the online services they’ve purchased (OnLAW, SmartLaser Updates, CLE Programs), the ability to update their personal information (address, phone, email, password…), to pay bills, and to review their account’s history (MCLE Summary, Passport Usage).

Authentication & Authorization (Sign In, Registration, and Personal Info maintenance)

MyCEB is responsible for access control throughout ceb.com. It contains the pages where users register and sign in, it also dynamically determines which online services a user is entitled to access based on the user’s purchases. 

Registration currently requires that the user have an existing account with CEB. At the beginning of the registration process, the user provides a CEB account number and name which are validated against our existing customer database before registration can continue. Users now have to contact Customer Service if they don’t know their account number or need to have an account set up. 

Business Requirements

a) The website must provide a single site-wide signin function.

b) All pages that require authentication and/or authorization must automatically direct the user to sign in

c) Once signed in, users must be redirected to the page originally requested (or shown an authorization error message if access is denied).

d) A single user id must be prevented from being used concurrently on more than one client machine. If a second session signs in with the same user id the first session must automatically be signed out and access to any online services by that session prevented until the user signs in again.

e) Users must be able to register without needing to know their account number or having a pre-existing account (note; in the current system users must know the number and name of an existing account in order to register. Function(s) must be provided to identify and possibly merge duplicates).

f) Registration must allow the user to create an user id and password. 

g) Registration must allow the user to enter (or correct if the account already exists) pertinent account information.

h) Registration must be able to collect additional contact information (as opposed to account information) based on account type and the user’s relationship with the account.

i) Passwords must be encrypted.

j) Password and user id recovery / reset functions must be provided. 

k) The website must provide a “Remember Me” function. 

l) Users must be able to update their personal information (name, address, phone, email, areas of specialization, etc).
m) Address information must be validated (possibly using 3rd party utility).

Access Services

The Access Services page is the default page for MyCEB. It contains a dynamically built list of links to the services owned by the user. 

Current Online Services include:
 

· OnLAW 

· OnLAW Free Trial 

· Practice Libraries

· CLE Programs 

· Program Handbook Library 

· SmartLaser Updates  

Business Requirements

a) Each service may have its own access control mechanism. In order to provide a single site-wide sign in function, clicking on a link to access a service must invisibly take care of whatever sign in credentials are needed by that service. 

b) For some online services, users must be able to claim a user license that was purchased by their firm but has not yet been assigned to or claimed by another user. A claimed license gives the user access rights to that service.
OnLAW, OnLAW Free Trial, Practice Libraries

a) Users with an OnLAW license must be able to see a link to the OnLAW application.

b) Users participating in Free Trial will see a link to the OnLAW application during the free trial period. 

c) Users with a Practice Libraries license must be able to see a link to the Practice Libraries application.

CLE Programs

a) Users must be able to see information about the CLE programs in their library (e.g., when the program will be available, available formats, access expiration date, completion date, etc.).

b) For the streaming audio or video version of a program, the user’s enrollment and identification information must be posted to Veracast, the current third party vendor. 

c) For programs hosted by Veracast, the system must be able to receive and record completion information posted back to it by Veracast.

d) For the MP3 version of a program users must be able to download one or more zip files.

e) For MP3 programs, users must be able to have completions recorded by submitting a correct set of code words.

f) Users must be able to see a list of, and download program materials when available.

g) Users must be able to view, print, and/or email an MCLE Certificate (including a detailed breakdown of program credit hours) for any completed program. 

h) Users must be able to see a summary listing of all their MCLE credits over a specified time period.

i) Users must be able to store a list of MCLE credits they’ve earned from providers other than CEB.

Program Handbook Library

Users who own a current Gold Passport must be able to view the program materials for all programs.

SmartLaser Update

Users with a current SmartLaser user license must be able to download updates to SmartLaser. Updates are typically happen twice a year.

Review Account History

Business Requirements

a) Users must be able to see a list of all the programs purchased with their CLE Passport.  

b) Users must be able to see a list of all the books purchased with the standing order status.

Pay Bill 

CEB customers can pay their outstanding invoices on ceb.com. 

Business Requirements

a) Customers must be able to view their outstanding invoices and unapplied credit.

b) Payments can be made for the full current amount or for selected invoices. 

c) Payments will be made by credit card only.

d) Payment confirmation emails will be sent to customers. 

e) Payment records will be sent to the CEB financial system.

f) Customers must be able to access the Pay Bill function when scanning the QR code on their account receivable statements. 

Firm Administrator 

CEB plans to provide the firm or organization administrators the ability to manage and assign user licenses of OnLAW to attorneys within the firm.  

Legal Content and Auxiliary Pages

CEB plans to use a web content management system to manage the legal content and auxiliary pages.
Business Requirements

a) Web pages must be SEO friendly.

b) The web content management system must have a wysiwyg editor to manage the content. 

c) There must be provision to setup workflow and approve content before publish to production.

d) Ability to create or edit web pages (e.g. home page, contact us page, young lawyer page, law librarian page, FAQs, etc).  

e) Ability to add different elements to web pages as necessary. (e.g.: menus, text links, image links etc).

f) Ability to store current static page data into database.

g) There must be role based access to the content management system.

Contributor Directory 

CEB may provide a Contributor Directory to recognize our authors and speakers for their contributions in publications and programs. This directory will display contributor’s name, photo, bio, contact information, and contributions for each contributor.  Contributors can manage and update their personal information on ceb.com via Extranet.  

Business Requirements

a) Ability to identify the contributors in the customer portal.

b) Ability to display contributor information from a database.

c) Ability to manage the contributor information.

d) Contributors must approve the bio before publishing.

e) Ability to maintain a MCLE calculator for speakers.

f) Ability to feature author/speaker.

g) Ability to display the contribution of authors/consultants, speakers.

h) Ability to search contributors.

i) Ability to register to be a contributor.

j) Ability to send submission confirmation email.

k) Ability to upload resume and samples by the contributors with certain limitations.

l) Ability to notify appropriate ceb business users regarding the submission.

m) Ability to download travel reimbursement form for speakers.

Interfaces 

Interface with CEB Business Systems

Ceb.com has to interface with CEB business systems which consist of the order fulfillment system (products, customers, orders, inventory) and the financial system. CEB is interested in replacing the current batch interface with the real time (or near real time) interface capability. Ceb.com must be able to get product, customer, pricing, discount calculations, tax, shipping, and order total from the business systems, either by directly reading the data or via web services. It must also be able to update customer, product, inventory, orders and payments data on the business systems. CEB would like to explore the following two options: 

· Real time interface with the business systems

· Batch interface with the business systems

Data Migration 

Business Requirements

1) Migrate current legal content and auxiliary pages using HTML5 and CSS3 to the new website and in the content management system.  

2) Migrate the current Commerce Server 2002 database and MyCEB related data to the new system.  

Please describe your approach for data migration

Other Licensing

If your solution requires software licensing or other third-party applications, please explain.

Describe the software that CEB will need to license and the cost.
Schedules
	RFP Process Key Dates

	Activity
	Date/Time

	Request for Proposal posted  
	09/14/11

	Questions submitted by vendors
	09/23/11

	Answers posted on UC website  
	10/05/11

	Last Day to Submit Proposals
	10/12/11, 12:00 p.m.

	Finalist Presentations  
	Week of 10/24

	Vendor Selected
	10/28/11

	Contract Awarded
	11/11/11


The following is a proposed plan and schedule(s) for the project:
	Estimated Project Plan/Schedule

	Phase Number
	Description
	Timeline

	1
	Analysis, UI design and Functional Specifications
	11/14/2011 to 12/09/2011 

(4 weeks)

	2
	Technical Design, Development and Coding, Data Migration, System Testing
	12/12/2011 to 3/11/2012

 (3 months)

	3
	Acceptance Testing by CEB
	3/12/2012 to 4/06/2012

(4 weeks)

	4
	New ceb.com Launch
	4/16/2012


Provide a revised schedule as applicable for your Proposal.

How to Prepare Your Proposal

Please submit your proposal as instructed below:    

1. Please provide your development approach and identify your project team.

2. Please provide a separate price quote for the Analysis, UI design & Functional Specifications phase

Deliverable of this phase: 

a) A complete functional specification  

b) UI mockups

3. Please provide a separate price quote for the technical design, development and coding, data migration, testing, and website launch.

Deliverables:

a) New ceb.com with functionalities meeting the requirements described above 

b) Documentation

c) Please describe your approach for data migration

4. Please include the following information as requested throughout the RFP document:

a) Describe your technical environments and include explanations if they are different from CEB’s requirements

b) Please submit three URLs of B2C eCommerce sites that you have developed, and describe your role

c) Describe the software that CEB will need to license and the cost

d) Provide a revised schedule as applicable for your proposal

Bidder Instructions
Bid Acceptance

The bid must be complete, submitted on the forms provided or in the format indicated, and comply with all specifications and legal requirements set in this Request for Proposal.

The University reserves the right to reject any submittals which are:

· Incomplete or non-responsive

· Generally unprofessional

· Late (late bids are immediately rejected)
If at any time it is found that a person, firm or corporation in their response to this RFP, or to which an Agreement has been awarded, has colluded with any other party or parties, the University reserves the right to reject the proposal(s) and/or terminate any Agreement(s) so awarded and all parties involved in the collusion shall be liable to the University for all loss or damage which the University may have suffered.

Correspondence/Notifications

All correspondence regarding this RFP must be written, not verbal, and delivered either by email (preferred) or by fax.  

All RFP correspondence must occur only between a single point of contact from each bidder and the UC RFP Administrator, whose complete contact information appears on the cover sheet of this document. This single-point-of-contact approach will be strictly enforced and monitored to ensure equal and fair distribution of relevant information and RFP updates to all prospective bidders.

Withdrawals or Modifications of the RFP

Modifications and clarifications to the RFP document may be made by the University.  Any modification will be done either as an amendment to the original document or as a “Q&A” clarification and sent by email to each prospective bidder’s single point of contact.  Questions submitted by any one bidder will be supplied as an anonymously-submitted “Q&A” to all bidders.  

The University may extend the due date for all participants in light of significant revision(s) or amendment(s).  The University reserves the right to withdraw or cancel the RFP at any time and to subsequently re-issue the RFP in the same or modified format.

Withdrawals or Modifications of Bids

Once submitted, bid documents may not be modified.

Bids may be withdrawn. To do so, submit a written request to that effect on company letterhead and signed by an authorized representative of your company to the RFP administrator (see above).

Submittal Costs

The University of California is not liable for any costs incurred by prospective respondents.  Respondent is responsible for all costs associated with information, proposals, evaluations, materials, visitations, and demonstrations and personnel furnished to comply with this bid requestor any subsequent request before issuance of an Agreement.

Disclosure of Records/Confidentiality of Information

Bid response(s) which are incorporated into any resulting contract(s) with the University of California may be subject to the State of California Public Records Act (CA State Government Code 6250, et. seq.).  This Request for Proposal, together with copies of all documents pertaining to any award, if issued, shall be kept for a period of five years from date of contract expiration or termination and made part of a file or record which shall be open to public inspection.  Certain private, trade secret or confidential information may be considered exempt from the California Public Records Act.  Any trade secret or company confidential information submitted as a part of this bid should be clearly marked “Trade Secret Information” or “Confidential Information.”  

Should a request be made of the University of California for access to the information designated confidential or trade secret by the bidder and, on the basis of that designation, UC denies the request, the bidder may be responsible for all legal costs necessary to defend such action if the denial is challenged in a court of law.

Bidder Classification and Certification

In order to provide fair, open and efficient opportunities for all companies interested in doing business with the University of California, we ask all potential vendors to pre-qualify for any bidding or supplier activity. We can use the information provided to track supplier activity, to measure progress against goals for small business outreach efforts, to shorten the administrative timeline toward a mutually beneficial agreement, and to monitor compliance with required state and federal codes.  Section D “Bidder Response to Request for Proposal” outlines several forms, included as attachments to this RFP, which are required along with a full and complete response to all questions, in order to be considered as a bidder for this scope of work. 

Proposal Acceptance Period

OFFERS SUBMITTED FOR ALL ITEMS SPECIFIED HEREIN SHALL REMAIN VALID FOR AT LEAST ONE HUNDRED AND SIXTY (160) DAYS FROM THE RFP BID SUBMISSION (DUE) DATE.

Alternative Proposals

The University of California will weigh all factors noted in this RFP to determine the best course of action in awarding this part of the University’s business. If a Bidder sees an opportunity to propose a different, more efficient way to structure pricing and/or services covered in the scope of this RFP, while still meeting all stated requirements, we ask that the Bidder provide this as an “Alternative Proposal.” The University of California is committed to reviewing all proposals that meet stated requirements and which may also offer unanticipated benefits.  Only those Bidders that respond to the entire RFP as written also qualify to bid an “alternative proposal” (Bidders may not only bid an “Alternative Proposal”).

Initial Contract Term and Extensions

It is anticipated that the initial term of any agreement resulting from this RFP will be for a period of THREE (3) years. The University of California may, at its option, extend or renew the agreement for additional two (2) one-year periods under the same terms and conditions

Pricing

1. Price Quotation - The prices quoted in your proposal response shall be the UC net price for the various services/materials.  In other words, for items in the bid pricing submitted, there shall be no separate or additional charges, fees, handling or other incidental costs following contract award.

2. Price Protection - The prices quoted in your proposal response shall be firm for at least the first twelve (12) months of any resulting contract.  Longer time periods for price protection may be submitted as the original or as an alternative proposal to provide additional cost savings opportunities to the University in exchange for a long term agreement.

3. Additional Earned Incentives and Discounts - Bidders should consider additional discounts which may reflect what is gained by utilizing efficient business operations, such as:

a. Prompt payment discounts. The University of California considers 30-day payment periods normal. Additional discounts should be quoted for payments received in 5, 10, 15, and 20 days.

b. Electronic Fund Transfers (EFT) for invoice payment

c. Volume Incentives (additional %-off or net-dollars-off discounts) based upon reaching specific, mutually agreed upon dollar volume usage levels. 

d. Specify any other incentives that may be earned by the University of California.

Please include in your company’s proposal how the Earned Incentives are paid along with frequency of payment. Provide sample or describe how Earned Incentive dollars are tracked and reported.

No Mandatory Use

Bidder is advised that there is no mandatory use policy at the University of California for agreements.  A winning bidder may still see some competition at any given UC location for any given service.  However, by providing outstanding prices and service and the overall best total cost and quality to the University system wide, the winning bidder is expected to garner a very large percentage of the total available UC business.

Audit Requirements

Any agreement resulting from this Request for Proposal shall be subject to examination and audit by the University of California, the State of California, or the University’s duly authorized third-party auditor for a period of three (3) years after final payment.  The examination and audit shall be confined to those matters connected with the performance of the agreement, including but not limited to, the costs of administering the agreement.

Marketing References

The successful bidder shall be prohibited from making any reference to the University of California, in any literature, promotional material, brochures, or sales presentations without the express written consent of the University of California Office of the President, Strategic Sourcing Department.

University of California Terms and Conditions of Purchase

The University of California Professional Services Agreement shall be incorporated into any purchase agreement resulting from this RFP.  
Evaluation Process and Tender of Contract

Bid Evaluation Methodology

Bids will first be screened as to whether minimum qualifications are met.  To be evaluated, the bid must be submitted on time, complete, and responsive to all questions or requests for information.  

The University of California may waive irregularities in a proposal provided that, in the judgment of the University of California, such action will not negate fair competition and will permit proper comparative evaluation of bids submitted. The University of California's waiver of an immaterial deviation or defect shall in no way modify the Request for Proposal documents or excuse the Bidder from full compliance with the Request for Proposal specifications in the event the contract is awarded to that Bidder.

In performing its review of the bid submittals, the University of California reserves the right to obtain and use in its evaluation any independently derived information, including but not limited to financial reports and secondary customer references.

Evaluation Criteria

Phase I: Selection of Finalists

The goal of “Phase I” is to select a small group of finalists.  Bids are reviewed by a team representing the University without regard to – or access to – bid pricing.  The RFP Administrator holds all pricing until the team reviews all other requirements.  

Proposals will include at a minimum the following information:

1) Experience for Work Scopes described above in Proposal

2) List of all personnel who will be assigned to Project.

3) Resume of Firm Principals

4) Resumes for all who will be assigned to Project, including length of service with firm.

5) Company organization and strategic direction

6) Geographic support at locations listed in RFP

7) Company financial health

8) Implementation plan

9) Quality management and continuous improvement processes

10) Account management and program administration

The University of California will then assess the total cost of the bid, including in the calculations: 

· TOTAL PRICE AS QUOTED 

· Any additional costs, fees, charges, etc. as quoted for items within the scope of the bid

· Additional discounts for items/services within the scope of the bid. 

Phase II: Finalist Presentations, Reference Checks, and Selection

Only the top finalists will move into Phase II.  The University of California anticipates that three (3) bidding companies will be selected as finalists, but may consider fewer or more bidders as finalists, depending on the quality of bid responses and the overall number of responsive bids. 

In Phase II, the Bidder is requested to give an oral presentation concerning the Bidder’s services and ability to service the Agreement.  Key Executive and Account personnel are expected to be physically in the room for the Finalist Presentation. 

The evaluation team will submit a guideline for Finalist Presentations when the Finalists are notified.  Bidders should be prepared to deliver:

· An overview presentation 

· A demonstration of service capabilities,  

· A personal introduction to the key members of the prospective account management team

The University of California will check references of Bidders that appear to be among the lowest overall cost per quality points for an award. To warrant consideration for an award, Bidder must successfully pass the reference checks.  

Bidder experience is an important criterion in the selection process.  Bidder shall provide a reference list of four (4) customers who have used the same or similar products and services as specified in this RFP.  At least two of the four should be an entity of similar size and with a comparable scope of operations as the University of California (i.e., academic, research, or statewide operations).  Such services must have been provided for a period of not less than two (2) years within the previous three (3) years.  At least two of the references provided must be located in California. In addition, please provide the names of three accounts that have left your company within the last twenty-four (24) months (for reasons other than consolidations) and give us the reason they left.

For those Bidders who have provided service to the University of California in the previous two (2) years, UC may decide to use internal data to evaluate Bidder performance in addition to the reference criteria.

Providing or submitting incorrect or incomplete reference information may lead to Bidder's elimination from consideration for the Agreement.  The decision to eliminate Bidder from consideration for the Agreement for poor reference checks, or for incorrect and/or incomplete reference information shall be at the sole discretion of the University of California and shall not be subject to appeal.

The University of California reserves the right to accept or reject any or all bids, make more than one award, or no award, as the best interests of the University of California may appear.  Any contract awarded pursuant to this RFP will incorporate the requirements and specifications contained in the RFP, as well the contents of the bidder’s proposal as accepted by the UC and will be in writing. 

Bidder Checklist For Response To Request For Proposal

This section is provided in the interest of making it easier to submit a complete bid package.  Please review all items (as noted below), in your bid packages prior to submission of your bid.

On or before RFP Due Date (see time line above), please provide the following:

· Your proposal submission in an email (Word or PDF)

· Include all files and attachments 

SEND TO THE RFP ADMINISTRATOR:

Diane L. Diotte, C.P.M.

UCOP/UCLA Principal Buyer

UC Office of the President

1111 Franklin Street, 9th Floor

Oakland, CA 94607

Diane.diotte@ucop.edu 
The RFP Administrator’s package must also contain the following:

1. A completed UC Business Information Form (Attachment 4)

2. (If applicable) Certification by the U.S. Small Business Administration

3. Certificate(s) of Insurance 

4. Audited annual financial reports for the last 2 (two) years (if a privately held company, 10K filings are acceptable)

Bid Response To Request For Proposal 

Instructions for General, Service and Technical Capabilities Questions

1. Answers should be provided in space that you create, immediately following the questions.  

2. Answers should be as brief as they can be, while also being full and complete.

3. Attachments may be necessary for some questions to further clarify or illustrate a response.  In those cases, please use some widely accepted method (such as labeled divider tabs or page numbers) to make it easy for the evaluators to find the referenced attachment.

Bid Cover Sheet: Respondent Identification and Classification

Provide a cover sheet for your response, which contains:

1. The following text: Response to University of California REQUEST FOR PROPOSAL RFP #MMDD0-09142011-15p.

2. Company name and address for primary U.S. location or headquarters 

3. Company contact’s name and title

4. Contact’s telephone number, fax number and email address (and mailing address if different from above)

5. Signature of a representative of your company who is duly authorized to enter into bids for contracts

General Capabilities Questions

1. About your firm: Provide firm name, address, contact, and number of years providing the services described herein. Include statement of capability to complete the scope of work. 

2. Project team: Include an organizational chart that depicts reporting responsibilities of proposed team members—from company officers to professional field staff. Include resumes for each team member.

3. Project experience: Provide a brief description of your experience. List references and provide phone numbers of owner’s representatives. 

4. Fee Proposal: Use the attached form for proposed cost of services.

5. If awarded the business, how would the University account be managed?   Specifically, what level of experience or qualifications would oversee the administration of the account overall and how would that person interact with local account personnel, drivers, accounts receivable representatives, senior management, others?

6. Where is your company headquartered (actual street address)?  If different, where is the regional office from which the University account would be managed? How many offices does your company have in California?  Which offices (in-State and out-of-State) would be involved with the University?

7. How often is customer feedback solicited on a formal and informal basis from the executive level of your company?  (i.e. formal customer feedback session might be a “customer advisory board” quarterly meeting and informal feedback might be a periodic phone call by the VP of Sales to briefly check in on account satisfaction).

8. Describe your proposed Implementation Plan. Should the University award the business described in this RFP to your company (include time line for start-up, site visits, marketing efforts, etc.).

9. Invoices are expected to be timely and accurate when submitted to the University, and must indicate at a minimum:

a. Sales tax as a separate line item

b. Purchase Order (P.O.) Number or release number and the agreement number

c. Any applicable discount

d. Reference to original order and invoice number for all credit invoices issued

e. “Level 2” purchasing card information

Please describe your ability to meet the above minimum data requirements.

10. Describe your company’s invoicing payment terms and conditions, including capabilities (or limitations) for the following options:

a. Manual Process, individual invoices issued for each ordering department and remitted to each UC Campus Accounts Payable Office

b. XML and EDI Invoicing and EFT

c. Procurement Card (“P-Card”, a VISA®-type settlement card)

d. Billing by accounting unit (up to 32 digit)

e. Monthly summary billing

f. ACH payments and notification via fax, e-mail or EDI

g. Any other options, please specify  

11. Who within your organization would be responsible for working with University accounts payable department(s) to set up electronic invoicing and payment?  How long would you expect the process of setting up electronic invoicing and payment to take (provide some detail to substantiate your timeline estimate)?
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UNIVERSITY OF CALIFORNIA

PROFESSIONAL SERVICES AGREEMENT

This Agreement to furnish certain consulting services is made as of _____ by and between THE REGENTS OF THE UNIVERSITY OF CALIFORNIA, a California public corporation (hereinafter called "the University") and _____________________, hereinafter called (the "Contractor") located at _______________________.

I.
NATURE AND PLACE(S) OF SERVICE

A.
The Contractor shall furnish to the University the following described services:

B.
In addition to the services described in subparagraph A. above, the Contractor's proposal to the University shall be incorporated herein by reference and made part of this Agreement.

C.
If the Contractor is an entity other than an individual, the University requires that only employees or individuals subcontractors approved in advance by the appropriate UC Representative be assigned to perform the work set forth herein.  No reassignment of work to any other individual shall be made without the written approval of the University.

D.
Reports:



The Contractor shall provide reports as described below (include number of copies and due date).



No report required.

E. Places(s) of performance will be: 

F. The University will provide working space, equipment, furniture, utilities, and services, as follows:

G. If applicable, the services of the Contractor will assist the University in the performance of contract/grant no. [Insert Contract/Grant Number] sponsored by [Insert Agency Name] dated [Insert Contract/Grant Date].  Applicable portions of contracts are attached. 

H. The Contractor shall use recording devices in discussions with University employees only when the University and said employees so authorize; this authorization shall be in writing.  If applicable, the Contractor's use of recording devices in such discussion is proposed as follows:

II.
TERM OF AGREEMENT

A.
The period of performance for this Agreement shall be from ____________, _____ through _____________, ________

B.
Either the University or the Contractor may terminate this Agreement for convenience at any time by giving the other 30 calendar days' written notice of such action.

III.
COMPENSATION AND REIMBURSEMENT OF EXPENSES

A.
The University will pay the following to the Contractor for services performed:

1.
Professional Fees:



See attached fee schedule.


$ 
 per 
 x 




$ 
 (flat rate)

Subtotal: 
$ 
2.
Other Expenses:


See attached fee schedule.


Per Diem at $_____ for _____ days




Travel expenses (specify) per UC policy.




Other expenses (specify)

Subtotal: 
$ 
MAXIMUM TO BE PAID UNDER THIS AGREEMENT:

TOTAL:
$ 
B.
Payments.



Payment will be made upon submission of an invoice by the Contractor indicating the Agreement Number and setting forth charges in accordance with rates detailed in paragraph A above and the performance schedule in Article IV. below.  The invoice must include the Contractor's taxpayer identification number. Contractors shall submit invoices to person named in V., below.



Payments will be made on a monthly or periodic basis without invoice provided a schedule of specific payment has been made a part of this Agreement and is in accordance with the performance schedule set out in Article IV. below.

No payments shall be made in advance of work performed, except as specified in the Agreement.

IV. PERFORMANCE SCHEDULE

As mutually agreed upon, any documents related to the scope of this work will be produced.  This will be determined once the work has begun.

V.
REPORTING

In performing consulting services hereunder, the Contractor shall report to:

VI.
NOTIFICATION

Any written notification required hereunder shall be personally served or mailed by certified mail, return receipt requested, to the following:

For the University:  
______________________________________

______________________________________

______________________________________

______________________________________

For the Contractor:  
______________________________________
______________________________________

______________________________________

______________________________________

VII.
TAXES

The compensation stated in Article III. of this Agreement includes all applicable taxes and will not be changed hereafter as the result of Contractor's failure to include any applicable tax, or as the result of any changes in the Contractor's tax liabilities.

VIII.
ASSIGNMENT OR SUBCONTRACTING

The Contractor may not assign or transfer this agreement or any interest therein or claim thereunder, or subcontract any portion of the work thereunder, without the prior written approval of the University.  If the University consents to such assignment or transfer, the terms and conditions of this Agreement shall be binding upon any assignee or transferee.

IX.
PATENTS

Whenever any invention or discovery is made or conceived by the Contractor in the course of or in connection with this Agreement, the Contractor shall promptly furnish the University complete information with respect thereto and the University shall have the sole power to determine whether and where a patent application shall be filed and to determine the disposition of title to and all rights under any application or patent that may result.  The Contractor will, at University expense, execute all documents and do all things necessary or proper with respect to such patent applications.  The Contractor is specifically subject to an obligation to assign all right, title and interest in any such patent rights to the University as well as all right, title and interest in tangible research products embodying such inventions whether the inventions are patentable or not.

X.
COPYRIGHT

Contractor agrees that all deliverables required herein are works made for hire under the Copyright Act and, accordingly, that the University owns all right, title, and interest, including, but not limited to, copyright and all copyright rights in said deliverables.  To the extent said deliverables do not qualify as works made for hire, Contractor hereby assigns irrevocably all right, title, and interest in said deliverables, including, but not limited to, copyright and all copyright rights, to the University.  Contractor shall execute any and all agreements and forms that may be required by University in order to effectuate said assignment and to allow the University to register copyrighted material with the U.S. Copyright Office.

XI.
CONTRACTOR'S LIABILITY AND INSURANCE REQUIREMENTS

1.
The Contractor shall defend, indemnify, and hold the University, its officers, employees, and agents harmless from and against any and all liability, loss, expense (including reasonable attorneys' fees), or claims for injury or damages that are caused by or result from the negligent or intentional acts or omissions of the Contractor, its officers, agents, or employees.

2.
The Contractor, at its sole cost and expense, shall insure its activities in connection with the work under this Agreement and obtain, keep in force, and maintain insurance as follows:

a.
Comprehensive or Commercial Form General Liability Insurance (contractual liability included) with limits as follows:

(1)
Each Occurrence
$1,000,000
(2)
Products/Completed Operations
$2,000,000
Aggregate

(3)
Personal and Advertising Injury
$1,000,000
(4)
General Aggregate (Not applicable
$2,000,000
to the Comprehensive Form)

If the above insurance is written on a claims-made form, it shall continue for three years following termination of this Agreement.  The insurance shall have a retroactive date of placement prior to or coinciding with the effective date of this Agreement.

b.
Business Automobile Liability Insurance for owned, scheduled, non-owned, or hired automobiles with a combined single limit not less than One Million dollars ($1,000,000) per occurrence.  (REQUIRED ONLY IF THE CONTRACTOR DRIVES ON THE UNIVERSITY PREMISES IN THE COURSE OF PERFORMING WORK FOR UNIVERSITY.)

c.
Professional Liability Insurance with a limit not less than One Million dollars ($1,000,000) per occurrence.  If this insurance is written on a claims-made form, it shall continue for three years following termination of this Agreement.  The insurance shall have a retroactive date of placement prior to or coinciding with the effective date of this Agreement.

d.
Workers' Compensation as required by California State law.

It should be expressly understood, however, that the coverage and limits referred to under a., b., and c. above shall not in any way limit the liability of the Contractor.  The Contractor shall furnish the University with certificates of insurance evidencing compliance with all requirements prior to commencing work under this Agreement.  Such certificates shall:

(1)
Provide for thirty (30)-days advance written notice to the University of any modification, change, or cancellation of any of the above insurance coverage.

(2)
Indicate that The Regents of the University of California has been endorsed as an Additional Insured under the coverage referred to under a. and b..

(3)
Include a provision that the coverage will be primary and will not participate with nor be excess over any valid and collectible insurance or program of self-insurance carried or maintained by the University.

It should be further understood that the provisions under (2) and (3) above shall only apply in proportion to and to the extent of the negligent act or omissions of the Contractor, its officers, agents, or employees.

XII.
RECORDS ABOUT INDIVIDUALS

The State of California Information Practices Act of 1977, as well as University policy, sets forth certain requirements and safeguards regarding records pertaining to individuals, including the rights of access by the subject individual and by third parties. 

If the Contractor creates records about an individual of a confidential or personal type, including notes or tape recordings, the information shall be collected to the greatest extent practicable directly from the individual who is the subject of the information.  When collecting the information, the Contractor shall inform the individual that the record is being made and the purpose of the record.  Use of recording devices in discussions with employees is permitted only as specified in this Agreement. 

XIII.
OWNERSHIP AND ACCESS TO RECORDS

While ownership of confidential or personal information about individuals shall be subject to negotiated agreement between the University and the Contractor, records will normally become the property of the University of California and subject to state law and University policies governing privacy and access to files.

XIV.
EXAMINATION OF RECORDS

The University, and if the applicable contract or grant so provides, the other contracting party or grantor (and if that be the United States, or an agency or instrumentality thereof, then the Controller General of the United States) shall have access to and the right to examine any pertinent books, documents, papers, and records of the Contractor involving transactions and work related to this Agreement until the expiration of five years after final payment hereunder.  The Contractor shall retain project records for a period of five years from the date of final payment.

XV.
CONFLICT OF INTEREST

1.
The Contractor shall not hire any officer or employee of the University to perform any service covered by this Agreement.  If the work is to be performed in connection with a Federal contract or grant, the Contractor shall not hire any employee of the United States government to perform any service covered by this agreement. 

2.
The Contractor affirms that to the best of his/her knowledge there exists no actual or potential conflict between the Contractor's family, business, or financial interests and the services provided under this Agreement, and in the event of change in either private interests or service under this agreement, any question regarding possible conflict of interest which may rise as a result of such change will be raised with the University. 

3.
The Contractor shall not be in a reporting relationship to a University employee who is a near relative, nor shall the near relative be in a decision-making position with respect to the Contractor. 

XVI.
AFFIRMATIVE ACTION

The Contractor recognizes that as a federal and state government contractor or subcontractor, the University of California is obligated to comply with certain laws and regulations of the federal and state government regarding equal opportunity and affirmative action.  When applicable, the Contractor agrees that, as a government subcontractor, the following are incorporated herein as though set forth in full:  the non-discrimination and affirmative action clauses contained in Executive Order 11246, as amended by Executive Order 11375, relative to equal employment opportunity for all persons without regard to race, color, religion, sex or national origin, and the implementing rules and regulations contained in Title 41, part 60 of the Code of Federal Regulations, as amended; the non-discrimination and affirmative action clause contained in the Rehabilitation Act of 1973, as amended, as well as the Americans With Disabilities Act relative to the employment and advancement in employment of qualified individuals with disabilities, and the implementing rules and regulations in Title 41, part 60-741 and 742 of the Code of Federal Regulations; the non-discrimination and affirmative action clause of the Vietnam Era Veterans Readjustment Assistance Act of 1974 relative to the employment and advancement in employment of qualified special disabled veterans and Vietnam era veterans without discrimination, and the implementing rules and regulations in Title 41, part 60-250 of the Code of Federal Regulations; and the non-discrimination clause required by California Government Code Section 12900 relative to equal employment opportunity for all persons without regard to race, religion, color, national origin, ancestry, physical handicap, medical condition, marital status, age, or sex, and the implementing rules and regulations of Title 2, Division 4, Chapter 5 of the California Code of Regulations.  The Contractor, as a government subcontractor, further agrees that when applicable it shall provide the certification of non-segregated facilities required by Title 41, part 60-1.8(b) of the Code of Federal Regulations.

XVII.
CONFIDENTIALITY

The Contractor shall use his or her best efforts to keep confidential any information provided by the University and marked "Confidential Information," or any oral information conveyed to the Contractor by the University and followed by a written communication within thirty (30) days that said information shall be considered Confidential Information.  This non-disclosure provision shall not apply to any of the following:

1.
Information which the Contractor can demonstrate by written records was known to him or her prior to the effective date of this Agreement;

2.
Is currently in, or in the future enters, the public domain other than through a breach of this Agreement or through other acts or omissions of Contractor; or

3.
Is obtained lawfully from a third party.

XVII.
NON-WAIVER

Waiver or non-enforcement by either party of a term or condition shall not constitute a waiver or a non-enforcement of any other term or condition or of any subsequent breach of the same or similar term or condition.

XIX.
NO THIRD-PARTY RIGHTS

Nothing in this Agreement is intended to make any person or entity who is not signatory to the agreement a third-party beneficiary of any right created by this Agreement or by operation of law.

XX.
TIME IS OF THE ESSENCE

Time is of the essence in this Agreement.

XXI.
STANDARD FOR PERFORMANCE

The parties acknowledge that the University, in selecting the Contractor to perform the services hereunder, is relying upon the Contractor's reputation for excellence in the performance of the services required hereunder.  The Contractor shall perform the services in the manner of one who is a recognized specialist in the types of services to be performed.  All deadlines set forth in the Agreement are binding and may be modified only by subsequent written agreement of the parties.  The Contractor shall devote such time to performance of its, her, or his duties under this Agreement as is reasonably necessary for the satisfactory performance of such duties within the deadlines set forth herein.  Nothing in the foregoing shall be construed to alter the requirement that time is of the essence in this Agreement.

XXII.
DISPUTE RESOLUTION

Any dispute arising regarding the interpretation or implementation of this Agreement, including any claims for breach of this Agreement, shall be resolved by submitting the claim for arbitration to the American Arbitration Association in accordance with its rules and procedures applicable to commercial disputes.  The location of any arbitration hearing shall be Oakland, California, and any enforcement of the arbitrator's decision shall be brought in the Superior Court of Alameda County, California.

XXIII.
ATTORNEY'S FEES

In any action brought by a party to enforce the terms of this Agreement, the prevailing party shall be entitled to reasonable attorney's fees and costs.  The prevailing party shall be entitled to the reasonable value of any services provided to it by in-house counsel.  The reasonable value of services provided by in-house counsel shall be calculated by applying an hourly rate commensurate with prevailing market rates charged by attorneys in private practice for such services.

XXIV.
REPRESENTATIVES


Any changes to this Agreement may be made only by the following representatives of the University, or their successors as designated in writing:

Responsible Administrative Official

Program Review Official


       ____________________________

____________________________



       ____________________________

____________________________



       ____________________________

____________________________


XXV.
ENTIRE AGREEMENT

This Agreement contains the entire Agreement between the parties and supersedes all prior written or oral agreements with respect to the subject matter herein.  Any modification to this Agreement must be on Amendment forms (Appendix 2).

XXVI.
APPLICABLE LAW

This agreement shall be governed by the laws of the State of California.


CONTRACTOR




     


THE REGENTS OF THE 








    



UNIVERSITY OF CALIFORNIA

(Signature)
(Date)
(Signature)
(Date)

Printed Name

Responsible Administrative Official 

Title

Title



(Signature)
(Date)

                 Program Review Official (Printed Name)

Title
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Appendix A – CEB Product Types/Formats

Books

CEB books are normally looseleaf binders. They are updated annually. A small number of books are hardcover or softcover, with annual softcover updates. Customers who purchase a book are generally added to a subscription list. Updates are sent, with a bill, to subscribers (CEB calls this process “standing orders” or “auto updates”). Most subscriptions are to a specific title. In a few cases, a customer will subscribe to all new books in a practice area, such as Business Law.

Books are inventorial, shippable, taxable items.

Action Guides

An Action Guide is a small, self-contained publication that breaks down complex tasks into manageable steps. These are brief how-to guides rather than discussions about an area of legal practice. Updates to Action Guides are handled like book update standing orders, except that the new Action Guide completely replaces the previous version.

Reporters

Reporters are periodical, magazine-like publications. They typically come out six times (six issues) a year. They are an annual subscription product.

A customer purchases the current issue, which is shipped immediately, and a subscription for the rest of a year’s worth of issues. At the end of the year, the subscription is automatically renewed. 

OnLAW

OnLAW is an online version of the content of CEB’s books and Action Guides. A customer purchases a year’s worth of online access to a single title or to a set group of titles, such as the Estate Planning Library. Subscriptions are automatically renewed each year.

There is no inventory or shipping component of OnLAW. Subscribers sign in to ceb.com and see a link to OnLAW. The OnLAW interface shows them the titles or libraries to which they subscribe. No access code is required. OnLAW content is provided by a CEB server and requires an internet connection. 

By default, a single customer (a single ceb.com user id) is a subscriber and has access to the content. The customer can purchase additional user licenses, allowing other ceb.com user ids to see the same content. Each user license must be “claimed” by a specific ceb.com user id.

Practice Libraries

Practice Libraries, a product line released years before OnLAW, contain electronic versions of CEB books and Action Guides. A customer purchase includes a year’s worth of online access in addition to the DVD. CEB does not actively sell new Practice Library subscriptions, but there are over a thousand existing Practice Libraries subscribers. Practice Library content is still kept up to date, both on each new DVD and online. Subscriptions are renewed automatically.

SmartLaser

SmartLaser is a collection of editable Judicial Council forms, delivered on CD. A simple database is included to help customers manage the use of forms in a case or project. 

A customer purchases either the stand-alone, local computer installation or the network file share installation. A CD is shipped and an access code is printed on the shipper invoice. The customer gets a one year subscription, which includes updated CDs sent two times per year and online access to updated forms. Subscriptions are renewed automatically.

Legal Forms on CD

For some CEB books, a customer can optionally purchase a CD with the attorney-drafted forms in electronic format. Only a customer who owns or is purchasing the book can purchase the forms CD. 

CLE Programs

CEB offers Live Seminars, On Demand Programs, and Compliance Packages for which California attorneys can earn participatory MCLE credits:

· Live Seminars

CEB’s live seminars are generally held in a hotel. A given seminar is often held in two or more locations, often in both Northern and Southern California. CEB refers to these multiple locations as “sessions” of the seminar. One of the sessions is often recorded and used as the basis for other formats, such as streaming audio, streaming video, audio CD, or downloadable audio file. (See below for On Demand Programs and Audio CD definition.) A live session might be broadcast as a live webinar.

· On-Demand Programs

A live CEB seminar may be recorded and made available as an On Demand program. An On Demand program might also be recorded in studio, without a live seminar having been presented.

· Compliance Packages

Compliance Packages include selected CEB On Demand programs with all the MCLE credits to fulfill the State Bar compliance. The packages are available in Business Law, Estate Planning, Family Law, Litigation, and Real Property. 
Audio CD

Audio CD is recorded from a live program session. An audio CD product does not have the same attributes as other program formats. For example, an audio CD is an inventory item that must be shipped to the customer, and does not have a session. Audio CD does not earn participatory MCLE credits.

Reference Materials

Materials are generally prepared for a live seminar. Previously, materials were always printed and handed out at the session. Today, it is more common that the materials are available as PDF files, which the customer can download by signing in to ceb.com, though for some seminars the materials are still printed and handed out. A customer can also purchase the materials on a data CD.

Telephone Topics

Telephone Topics is a live, one-hour program that is held over the phone. Customers who enroll in the program are given a phone number and conference Id number. Shortly before the Telephone Topic program is to begin, the customers dial in and enter the conference Id. They are able to ask questions in addition to listening to the program. Telephone Topics offer participatory MCLE credit, as do live programs and On Demand programs. The procedures related to Telephone Topics include managing arrangements with the phone service provider, managing arrangements with the speaker, sending emails with instructions and reminders to enrollees, and getting MCLE certificates to attendees.

Passports

A Passport is a pre-purchased, heavily discounted block of program enrollment hours. Passports are good for one year and can be used to enroll in live seminars or on demand programs. There are currently 4 types of Passports: Gold, Silver, Firm, and Firm block, each with its own set of business rules related to how many live and online hours it includes. Telephone Topics enrollment and audio CDs are not included in the Passport offer.

Packages – Product Combinations

CEB may offer a combination of products as a package. Examples would be a group of books sold as a set, or our recent MCLE Compliance Package offers, which include a group of programs which add up to 25 CLE hours.

Appendix B – Practice Areas/Sub-Topics

	

	BUSINESS LAW

· Forming & Advising Businesses

· Bankruptcy

· Commercial Law

· Intellectual Property

	

	CRIMINAL LAW

	

	EMPLOYMENT LAW

· Employment Law Practice

· Workers' Compensation

	

	ESTATE PLANNING

· Planning

· Trust & Probate Practice

· Elder Law & Incapacity

· Ethics

· Litigation

	

	EVIDENCE

	

	FAMILY LAW

· Custody and Support

· Domestic Partnerships

· Family Law Practice

	

	LITIGATION & CIVIL PRACTICE

· Discovery

· Experts

· Litigation

· Administrative Procedure

· Appellate Law

· Forms

· Torts

· Trial Practice

· Insurance

	

	PUBLIC LAW

	

	REAL PROPERTY

· Acquisitions, Financing & Management

· Litigation & Remedies

· Leasing & Landlord-Tenant

· Land Use, Development & Environment

· Construction

	

	Practice Skills

	

	Substance Abuse

	

	Elimination of Bias

	

	Legal Ethics


Appendix C – Price Proposal

	Task
	Projected Hours
	Hourly Rate
	Extended Cost

	Consultation on Website Information Architecture, including consultation, research and creation of site map diagrams
	 
	 
	 

	Design Services, including development of 3 to 4 initial concepts, comprehensive refinements, research and art editing
	 
	 
	 

	Project Management Services, including vendor contact, scheduling and estimating, and client contact
	 
	 
	 

	Production Services, including electronic mechanical art preparation, and preparing files for programming
	 
	 
	 

	Electronic Proofs and Presentation Materials
	 
	 
	 

	Miscellaneous  Expenses, including  deliveries, fax, and photocopies 
	 
	 
	 

	Subtotal for Design Services
	 
	 
	 

	Consultation on Production/Implementation, including consultation of programming and beta testing of website
	 
	 
	 

	User Testing Consultation, including preparation of testing materials and consultation throughout testing process for three (3) rounds of testing
	 
	 
	 

	Grand Total for Services 
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FEDERAL EMPLOYER IDENTIFICATION NUMBER        


(          )          -              EXT (          )          -             EXT    


(1) Required only if contractor vehicles will be used in performance of work or services other than to commute to UCLA campus.     (2) If work is to be performed in Nevada, North Dakota, 
Ohio, Wyoming, Washington or West Virginia,  contractor must purchase workers' compensation coverage in the state fund established in the respective states.   (3) Required only if a state 
professional license or certification is required to perform the contract work or services.  
  


INSURANCE REQUIREMENTS: The University selects insurance requirements based on degree of risk rather than the dollar value of the contract. All insurance policies required shall be subject to 
review and approval by the University.  Policy is to be endorsed to name as additional insured: "THE REGENTS OF THE UNIVERSITY OF CALIFORNIA."


UCLA Business Information Form (UCLA BIF) 


$2M aggregate, $1M each occurrence  
  


$2M aggregate  
  


$2M aggregate 
  
  


 $1M combined single limit BI and PD 


  
  


 Statutory limits for state in which service/work is performed; with $1M 
each accident or disease, $1M per employee, $1M policy limit. 


   


$2M aggregate, $2M each claim   


(          )          -             


SUPPLIERS OF GOODS OR SERVICES ONLY. To be completed by ALL FIRMS OR INDIVIDUALS proposing to do business with the University of California 
(regardless of commodity, service or product offered).  


COMPANY NAME CONTACT PERSON    


STREET ADDRESS CITY STATE ZIP 


MAILING ADDRESS CITY STATE 


TELEPHONE NUMBER TOLL-FREE NUMBER FAX NUMBER 


E-MAIL WEBSITE   


DUNS NUMBER


PRIMARY TYPE OF BUSINESS: (CHECK ALL THAT APPLY) 


 Broker      Fabricator      Retail      Dealer      Manufacturer      Service      Distributor       Manufacturer's Agent      Wholesaler  
Other. Please specify: 


PRINCIPAL OWNERS:             NAME TITLE 
 


SEX (M or F) ETHNICITY % OF OWNERSHIP 


Are any of the owners or owners' relatives currently employed by the University of California? 
 YES      NO     If yes, please provide details on an attached sheet of paper.


THIS IS A PARENT COMPANY:   (NAME OF SUBSIDIARIES) THIS IS A SUBSIDIARY:   (NAME AND LOCATION OF PARENT COMPANY) 


NUMBER OF YEARS 
IN BUSINESS 


AVERAGE ANNUAL 
SALES (PRIOR 3 YEARS) 


NET WORTH OF 
BUSINESS 


NORMAL 
INVENTORY VALUE 


APPROX. SIZE OF 
FACILITIES (SQ FT) 


NUMBER OF 
EMPLOYEES 


DESCRIPTION OF PRODUCTS & SERVICES (ATTACH SALES LITERATURE AS APPROPRIATE) NAICS Code(s):  


PERSON(S) AUTHORIZED TO COMMIT YOUR FIRM TO A CONTRACT:             
  NAME   TITLE                                                                                                  NAME                                                                                 TITLE


INSURANCE: What insurance coverage do you have? Check all the boxes that apply and provide your coverage limits.  (GSA SF 330 A/E or related services questionnaire may be required.)


OWNERSHIP OF BUSINESS: 
 Corporation   Individual/Sole Proprietorship   Joint Venture   Partnership   Foreign Ownership   Not for Profit   Other:


  Small Business 


   Male - Owned   Female - Owned   N/A 


  American Indian   Asian American   African American  Hispanic    Caucasian / Other 


   Hist. Black College/Univ.   Minority Institution   Alaska Native Corporation / Indian Tribe 


Certifications: 


Signature Title  Date  


ZIP 


- 


%
%


$ $ $


  HUBZone   Disadvantaged   Service Disabled Veteran-Owned    Veteran - Owned 


Commercial General Liability
Products & Completed Ops.


Auto Liability1


Professional Liability3


Coverage: Limits: Typical UCLA Requirements


$


$


$


$


$


Personal & Ad. Injury $


Workers' Comp. & Employers' Liability2


   Large Business 


(CHECK ALL THAT APPLY) 
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VETERAN-OWNED SMALL BUSINESS (VOSB) - A business that is at least 51% owned by one or more 
disabled veterans or, in the case of any publicly owned business, at least 51% of the stock of which  is 
owned by such individuals and whose management and daily business operations are controlled by one  or 
more such individuals.  "Veteran" refers to a person who served in the active military, naval or air service of 
the United States as defined in  38 U.S.C. 101(2). 


MINORITY INSTITUTIONS (MI) - These include institutions of higher education whose enrollment of a 
single minority or a combination of minorities exceeds 50% of the total enrollment.  The list of minority 
institutions is compiled by the National Center for Education Statistics within the U.S. Department of 
Education.  "Minority" is defined as American Indian, Alaskan Native, Black (not of Hispanic origin), and 
Hispanic (including persons of Mexican, Puerto Rican, Cuban, and Central or South American origin). See 
www.ed.gov/about/offices/list/ocr/edlite-minorityinst-list.html for the list of minority institutions.


HISTORICALLY BLACK COLLEGES AND UNIVERSITIES (HBCU) - Defined as any nationally accredited 
institution of higher education established prior to 1964 with a principal mission of educating African 
Americans. See www.ed.gov/about/inits/list/whhbcu/edlite-list.html for the list of HBCUs.


UCLA Campus Purchasing/Small Business Office 
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SELF-CERTIFICATION
Check the business categories that apply:    


SMALL BUSINESS (SB) - An independently owned and operated concern certified, or certifiable, as small 
business by the Federal Small Business Administration (SBA).  Size standards by North American  Industry 
Classification System (NAICS) codes may be found in the Federal Acquisition Regulations,  Section 19.102. 
The University may rely on written representation by the vendors regarding their status.


SERVICE DISABLED VETERAN-OWNED SMALL BUSINESS (SDVOSB) - A business that is at  least 
51% owned by one or more disabled veterans or, in the case of any publicly owned business, at  least 51% 
of the stock of which is owned by such individuals and whose management and daily business  operations 
are controlled by one or more such individuals.  A disabled veteran is a veteran of the  military, naval or air 
service of the United States with a service connected disability.  To qualify as a veteran with a service-
connected disability, the person must be currently declared by the United States Veterans Administration to 
be 10% or more disabled as a result of service in the armed forces. 


WOMEN-OWNED SMALL BUSINESS (WOBE) - A business that is at least 51% owned by a woman  or 
women who also control and operate it.  "Control" in this context means exercising the power to make 
policy decisions.  "Operate" in this context means being actively involved in the day-to-day management. 


CERTIFIED WITH SMALL BUSINESS ADMINISTRATION (SBA) 
  


For additional information, visit www.sba.org 
 (Must include a copy of CCR/Small Business Profile. See www.ccr.gov)  


Check the business categories that apply:  
SMALL DISADVANTAGED BUSINESS (SDB) -  Under new federal procurement regulations, the  SBA 
certifies SDBs for participation in federal procurements aimed at overcoming the effects of discrimination. 
The new guidelines are designed to ensure that benefits used in the federal procurement program are fair 
and effective, and conform with the U.S. Supreme Court's 1995 Adarand decision. SBA certifies small 
businesses that meet specific social, economic, ownership and control eligibility criteria. 
8(a) - Named for Section 8(a) of the Small Business Act, this development program helps small 
disadvantaged businesses compete in the marketplace.  It also assists such  companies in gaining access 
to federal and private procurement markets.  
HISTORICALLY UNDERUTILIZED BUSINESS ZONE (HUBZone) - To qualify for this program, a small 
business must be (1) based in a "historically underutilized zone"; (2) owned and controlled at least 51% by 
U.S. citizens; and (3) at least 35% of its employees must reside in a HUBZone.  


ALASKA NATIVE CORPORATIONS (ANCs) and INDIAN TRIBES that are not small businesses.
ALASKA NATIVE CORPORATIONS (ANCs) and INDIAN TRIBES that have not been certified by the Small 
Business Administration (SBA) as a Small Disadvantaged Business.
“Alaska Native Corporation (ANC)” means any Regional Corporation, Village Corporation, Urban Corporation or Group Corporation 
organized under the laws of the State of Alaska in accordance with the Alaska Native Claims Settlement Act, as amended (43 U.S.
C. 1601, et seq.) and which is considered a minority and economically disadvantaged concern under the criteria at 43 U.S.C. 1626
(e)(1). This definition also includes ANC direct and indirect subsidiary corporations, joint ventures  and partnerships that meet the 
requirements of 43 U.S.C. 1626(e)(2).  
  
  


“Indian tribe” means any Indian tribe, band, group,  pueblo  or  community, including  native villages  and  native groups   (including 
corporations organized by Kenai, Juneau, Sitka and Kodiak) as  defined in the Alaska Native  Claims  Settlement Act  (43 U.S.C.A. 
1601 et seq.), that is recognized by the federal government as eligible for services from the Bureau of Indian Affairs in accordance 
with 25 U.S.C. 1452(c).  This definition also includes Indian-owned economic enterprises that meet the requirements  of 25 U.S.C. 
1452(e).  
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PRIVACY NOTIFICATIONS  


FEDERAL   Pursuant to the Federal Privacy Act of 1974, you are hereby notified that the disclosure of your 
Social Security number is voluntary.  This recordkeeping system was established pursuant to 
the authority of The Regents of the University of California under Art. IX, Sec. 9 of the California 
Constitution.  The Social Security number is used to verify your identify. 


STATE            The State of California Information Practices Act of 1977 (effective July 1, 1978) requires the  
University of California to provide the following information to individuals who are asked to 
supply information about themselves: 


The principal purpose of requesting the information on this form is to evaluate your qualifications 
as a supplier to the University and for reporting purposes in accordance with state law and 
University policy. 


Furnishing all information (except Social Security number) requested on this form is mandatory; 
failure to provide all requested information will delay or may prevent evaluation of your firm's 
ability to do business with the University. 


I hereby certify under penalty of perjury under the laws of the State of California that I have read this application 
and know the contents thereof, and that the business category and ethnicity indicated above reflect the true 
and correct status of the business in accordance with Federal Small Business Administration criteria and 
Federal Acquisition Regulations, FAR 19, pertaining to small, disadvantaged, woman, disabled veteran, small 
and disadvantaged, and small and woman-owned business enterprises.  I understand that falsely certifying the 
status of this business, obstructing, impeding or otherwise inhibiting any University of California official who is 
attempting to verify the information on this form may result in suspension from participation in University of 
California business contracts for a period up to 5 years and the imposition of any civil penalties allowed by law. 
In addition, I understand that this business must notify the University of California in writing 30 days in advance 
of any changes in size, ownership, control or operation which may affect this business's continued eligibility as 
a SBE, DBE, WBE, ANC, DVBE, SDBE, SWBE or SDVBE. 


INFORMATION FURNISHED BY:  (Name of Owner and/or Principal) 
 
NAME OF BUSINESS:  


NAME:  


SIGNATURE:   DATE: 


FOR U.C. USE ONLY (do not write in this area)


Reviewed by: Date Comments


(If submitting form online, please type your name in lieu of a signature.)


UCLA Campus Purchasing/Small Business Office 






