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[bookmark: _Toc277597545]Introduction
[bookmark: _Toc294600434][bookmark: _Toc298121462][bookmark: _Toc298121850][bookmark: _Toc277597546]Background

The Washington State Department of Printing (PRT) is initiating this Request for Qualifications and Quotations (FRQQ) to establish a contract with a firm/individual to act as the Legislative Liaison for the Department of Printing. 
[bookmark: _Toc277597547]Objective
The objective of this Request for Qualifications and Quotations (RFQQ) is to obtain an effective contract for a Legislative Liaison.  It is the intent of PRT to award to an individual or firm to meet the requirements set fourth within.

In meeting this objective, PRT is seeking Vendor Responses that will focus on providing services specified within this document, as a minimum.

The lowest priced bidder may not be the awardee as PRT will evaluate a number of items based on past performance and quality of proposed service (see evaluation Section 2.12) and arrive at a best value decision.   If subsequent changes must be made to the services, PRT will work with the Vendor to determine the solution that best meets PRT’s needs. Revisions under this RFQQ will occur only by mutual consent and will be triggered by a limited number of factors, including the following:
· Changes in business needs that require new standards;
· Changes to policy, law, or best practices.
[bookmark: _Toc294600435][bookmark: _Toc298121463][bookmark: _Toc298121851][bookmark: _Toc277597548]Estimated Usage
PRT estimates approximately $12,500 to $25,000 in usage over the term of the contract. 
[bookmark: _Toc277597549]Contract Term
Contract period of performance shall be from date of execution (expected December 13, 2010) through the end of session, April 20, 2011 (100 days following the start of session).  Contract may be extended through any extension in the session, at the discretion of PRT.  No extension beyond the legislative session is expected.
In accordance with ESHB 2921, Personal Service Contracts must be filed with the Office of Financial Management (OFM).  Performance on contract can not begin until after OFM approval. 
[bookmark: _Toc277597550]Acquisition Authority
This RFQQ is in compliance with the policies and standards of Washington State and is governed by the Revised Code of Washington (RCW), Chapter 43.78. All agreements resulting from this RFQQ will be held by the Department of Printing. 
[bookmark: _Toc277597551]Definitions

“Contract Starting Term Date” – shall mean when the PRT signs the contract Appendix E.
“Documentation” – shall mean writings, drawings, diagrams, tables, reports, and other recorded forms of information provided by Vendor to the Purchaser to support the Purchaser’s use of Products and Services.
“Mandatory” or “(M)” – shall mean the requirement must be met by Vendor, and Vendor’s Response will be evaluated on a pass/fail basis.
“Normal Business Days and Hours” – shall mean Monday through Friday, 8:00 a.m. to 5:00 p.m. Pacific Time, except for holidays observed by the State of Washington.
“Price” – shall mean charges, costs, rates, and/or fees charged for the Services and Products under the contract(s) related to this RFQQ and shall be paid in United States dollars.
“Quotation” – shall mean the formal offer made by Vendor in submitting pricing and qualifications in response to this RFQQ.
“PRT” – shall mean the Washington State Department of Printing.
“Purchaser” – shall mean the Department of Printing. 
“RCW” - shall mean the Revised Code of Washington.
“Response” – shall mean a written Proposal submitted by Vendor in accordance with this RFQQ. The Response shall include all written material submitted by Vendor as of the date set forth in the acquisition timeline or as further requested by Purchaser.
“RFQQ” – shall mean the Request for Qualifications and Quotations used as a solicitation document in this procurement, as well as all attachments, exhibits, amendments and modifications.
“Specifications” – shall mean technical and other specifications set forth in this RFQQ, any additional specifications set forth in Vendor’s Response, and the specifications set forth in Vendor’s Product documentation, whether or not Vendor produces such Documentation before or after the contract(s) related to this RFQQ become effective.
“Subcontractor” – shall mean one not in the employment of Vendor, who is performing all or part of the business activities related to this RFQQ under a separate contract with Vendor. The term “Subcontractor” means Subcontractor(s) of any tier.
“Successful Vendor” or “Apparently Successful Vendor” – shall mean the firm, provider, organization, individual, or other entity who competes for and earns the privilege of entering into a contract to provide PRT with the products and services that are the subject of this RFQQ.
“Vendor” – shall mean the firm, provider, organization, individual, or other entity who participates in any way in this RFQQ process.
[bookmark: _Toc277597552]Instructions to Vendors
[bookmark: _Toc277597553](M) General Information
The Apparently Successful Vendor will be expected to sign a contract to provide legislative liaison services. 
[bookmark: _Toc277597554](M) Acquisition Schedule
The Acquisition Schedule is as follows, with all times listed in Pacific Time. The Purchaser reserves the right to revise the timeline as necessary. 
	Description
	Date

	Release RFQQ
	11-15-10

	Vendor Questions, in writing (mail, email, or fax).
	11-19-10

	Response Due by 2:00 p.m.
	12-1-10

	Customer References Due by 2:00 p.m.
	12-1-10

	The following schedule is subject to change due to unanticipated evaluation complications.

	Reference Checks completed by
	12-3-10

	Announce Apparently Successful Vendor
	12-3-10

	File Contract with OFM
	12-10-10

	End of Optional Debriefing Due by 4:00 p.m.
	12-10-10

	Contract Signed:
	12-13-10


[bookmark: _Toc277597555](M) Communication
Upon release of this RFQQ, all Vendor communications concerning this acquisition must be in writing and directed to the RFQQ Coordinator listed below. Unauthorized contact regarding this RFQQ with other state employees may result in disqualification.
	

RFQQ Coordinator:
	Jeff Peterson
Washington State Department of Printing

	Physical Address:
	7580 New Market Street
Tumwater, WA  98501

	Mailing Address:
	Department of Printing
PO Box 798
Olympia, WA  98507-0798

	Phone:
	(360) 570-3061

	E-mail:
	jeff.peterson@prt.wa.gov 


Any verbal communications will be considered unofficial and non-binding.  Vendors must submit  questions in writing in order to receive an official, written response from the RFQQ Coordinator. Vendors should rely only on written statements issued by the RFQQ Coordinator.
[bookmark: _Toc277597556](M) Questions and Comments about the RFQQ 
Vendors must contact the RFQQ Coordinator at the address and/or numbers listed in Section 2.3 (Communication) with any questions or comments concerning this RFQQ. All questions and comments must be made in writing and should be submitted by mail or e-mail to ensure receipt and timely response. Unauthorized contact regarding this RFQQ with other state employees may result in disqualification.
All questions and comments should be received prior to the Vendor Questions due date and time listed in the Acquisition Schedule in Section 2.2 to ensure a response. Where Mandatory requirements appear to prohibit or restrict your firm’s participation, an explanation of the issue with suggested alternative language should be submitted in writing to the RFQQ Coordinator as early as possible in advance of the Vendor Questions due date.
The Purchaser will provide an official written response to all questions received by the RFQQ Coordinator by the Vendor Questions due date and time listed in the Acquisition Schedule in Section 2.2. The Vendor submitting each question will not be identified in the official response. The official response will be issued to all Vendors participating in this RFQQ process and will become a part of this RFQQ and the resulting contract.
[bookmark: _Toc277597557](M) Response Format
The following procedures are mandatory for participating in this RFQQ process and failure to comply with any of these procedures shall result in disqualification.
(M) Number of Responses Allowed
Each Vendor may submit more than one complete Quotation in response to this RFQQ.
(M) Delivery of Responses
Vendors must submit their Responses to the RFQQ Coordinator at the location described in Section 2.3 (Communication).
Responses must be received by the RFQQ Coordinator no later than 2:00 p.m., Pacific Time, on the Responses Due date specified in the Acquisition Schedule in Section 2.2 above. Postmarking by that date and time will not be accepted as a substitute for receipt. Quotations arriving after the deadline will not be accepted.  
Email responses are acceptable.  Responses received via fax are acceptable. Please notify RFQQ Coordinator once a faxed response has been sent.
2.7.3 Instructions
Vendor’s Response must be separated into the following sections, using tabs in printed copies and separate files in electronic format: 
a)	Instructions to Vendors (Section 2);
b) Vendor Requirements (Section 3);
c) Technical and Price Quotation (Appendix C). 
The separation of documentation is necessary to ensure the timeliness and integrity of the evaluation process.
Vendors must submit their Responses in both print and electronic formats as follows:
a)	One (1) complete, signed, hard-copy original or one (1) complete electronic copy sent via email from a vendor representative authorized to commit their company to the specifications, terms and conditions noted herein;
b)	One (1) complete identical, hard copies, if sent via hard copy;
c)	One (1) complete digital copy on compact disc in PDF format.  
d)  All documents may be distributed for evaluation purposes as appropriate.
Hard-copy versions of the Vendor’s Response must be prepared on standard 8.5 x 11-inch paper. If necessary, foldouts containing charts, spreadsheets, and oversize exhibits are permissible.
The name of the Vendor and name of the Vendor’s, Point of Contact/Representative to include address, telephone and email address must be included on the front cover of the hard-copy versions of the Response and on the sleeve of the compact disc version.
[bookmark: _Hlt480445722]Pages of Vendor’s Response must be numbered consecutively within each section of the Response, and Vendor must clearly identify the subsection they are addressing, e.g., 3.3.2.2, 3.3.2.3 a), 3.3.2.3 b).
A representative authorized to legally bind Vendor must sign the signature block in Appendix A (Certifications and Assurances) or submit a copy electronically.
[bookmark: _Toc353623076]For (M) Mandatory requirements, Vendor’s Response must always indicate explicitly in their proposed solution whether or not the Vendor’s proposed solution meets the requirement and must provide an explanation of how it meets the requirements. Vendor must confirm acceptance of all Mandatory requirements by completing and signing Appendix A (Certifications and Assurances). Any Vendor who fails to accept Mandatory requirements shall be found to be Non-Responsive and the Quotation rejected.
[bookmark: _Toc353623072]All responses for prices and rate quotes must be submitted in United States dollars using the formats supplied in Appendix C (Technical Specifications and Price Proposal). Separate Price or rate quotes attached to this document or submitted in some other form will not be accepted as a valid RFQQ Response.
[bookmark: _Toc198976980][bookmark: _Toc277597558](M) Response Documents
The following procedures are Mandatory for participating in this RFQQ process and failure to comply with any of these procedures may result in disqualification.
2.6.1 All responses submitted must include as a minimum the following completed documents.
a) All requirements as outlined in Section 3 (Vendor Requirements);
b) Certifications and Assurances (Appendix A);
c) Customer References (Appendix B);
d) Technical Specifications and Price Proposal (Appendix C).
2.6.2 Any Vendor who fails to provide the information listed above or whose Response does not satisfactorily demonstrate its ability to successfully perform as required hereunder, may be found non-responsive.
2.7 [bookmark: _Toc277597559](M) Pricing Term
All prices quoted in response to this RFQQ must be in effect for a minimum of 180 (one hundred eighty) days after receipt of the Quotation. The Vendor may not increase Prices during the initial term of this contract. Any proposed contract price increase, as the result of a contract term extension, must be provided in writing 90 calendar days prior to contract term expiration.  

Any proposed price increase must be justifiable based on the Producer Price Index or comparable industry standard pricing regulations.  Justifiable price increases for service and consumables shall not exceed three (3) percent per request.  A written bilateral amendment will be issued confirming and identifying price increase.
2.8 [bookmark: _Toc277597560](M) Proprietary Information
Any information contained in the Vendor’s Response that is proprietary or that the Vendor believes is exempt from public disclosure under the Public Records Act (RCW 42.56) or The Uniform Trade Secrets Act (RCW 19.108.010) must be clearly identified by the Vendor, and a statement explaining the basis for a claim of exemption must be included with the Vendor’s Response.
2.8.1 The Purchaser will not accept Responses where pricing is marked proprietary; in addition marking of the entire Quotation as proprietary will neither be accepted nor honored.
2.8.2 Vendor(s) Quotations or bid pricing will not be released before a contract award is made.
2.8.3 If a request is made after award by a third party to view a Vendor's Quotation, the state will comply according to the Public Records Act (RCW 42.56). The state’s sole responsibility shall be limited to maintaining the above information in a secure area and notifying the Vendor of any request(s) for disclosure of the information made within a period of five (5) years from the date of the award. Failure to clearly label such materials, or failure to provide a timely response after notice of request for public disclosure has been given, shall be deemed a waiver by the Purchaser of any claim that such materials are in fact so exempt.   
2.9 [bookmark: _Toc277597561](M) Status as a Washington State Business
The Successful Vendor must be licensed to conduct business in the State of Washington prior to contract signing and agree to collect and report all applicable state taxes.
2.10 [bookmark: _Toc482092999][bookmark: _Toc940005][bookmark: _Toc277597562](M) Contractual Requirements
A Sample/Model Contract has been included as Appendix E.
To be Responsive, Vendors must indicate a willingness to enter into a Contract substantially the same as the Contract in Appendix E, by signing the Certifications and Assurances located in Appendix A. Any specific areas of dispute with the attached terms and conditions must be identified in the Response and may, at the sole discretion of the PRT, be grounds for disqualification from further consideration in the award of a Contract.

Under no circumstances is a Vendor to submit their own standard contract terms and conditions as a response to this solicitation. Instead, Vendor must review and identify the language in Appendix E that Vendor finds problematic, state the issue, and propose the language or contract modification Vendor is requesting. All of Vendor’s exceptions to the contract terms and conditions in Appendix E must be submitted within the Response and attached to the Vendor’s Quotation.  PRT expects the final Contract signed by the Successful Vendor to be substantially the same as the contract located in Appendix E.

The foregoing should not be interpreted to prohibit either party from proposing additional contract terms and conditions during negotiation of the final Contract.

The Successful Vendor will be expected to execute the Contract within ten (10) Business Days of its receipt of the final Contract. If the selected Bidder fails to sign the Contract within the allotted ten (10) Business Days time frame, the PRT may consider the Successful Vendor to be non-responsive and elect to cancel the award; award the Contract to the next ranked Vendor, or cancel and reissue the solicitation.  Vendor’s submission of a response to this solicitation constitutes acceptance of these contract requirements.
2.11 [bookmark: _Toc277597563](M) Subcontracting
The Purchaser will accept Quotations that include third party involvement only if the Vendor(s) submitting the Quotation agrees to take complete responsibility for all actions of Subcontractors and ensure Subcontractors are appropriately certified. Vendors must disclose in their RFQQ Response, the use of any third party Vendor. Any subcontract entered into after award of the contract must be approved by PRT at least two (2) weeks prior to execution. The Purchaser reserves the right to review and approve Vendor’s proposed Subcontractors at any time during this RFQQ process.
2.12 [bookmark: _Toc277597564](M) Evaluation of Vendor Quote
The Vendor’s entire Response will be reviewed for responsiveness to the RFQQ; clarity and conciseness of the information presented. PRT will review the information presented to determine which Quote(s) best meets the requirements and needs of PRT, and to ensure that the Quote meets all requirements described in the Vendor Requirements section of this RFQQ. PRT will consider all the information submitted by each Vendor, and other relevant information that may otherwise be obtained, to determine whether the Vendor is capable of and has a history of successfully providing the product and services related to this RFQQ. PRT may test Quotes against the market, similar projects, and in-house estimates. Any inconsistency between proposed performance and the proposed Price, whether real or perceived, must be explained in the response.
Evaluation of the Vendor Quotes will be in accordance with standard Quote evaluation procedures, which is based on satisfactorily meeting all specification requirements and price. All RFQQ Responses will be evaluated using the same criteria.
Contract award(s) will be based on best value.  Best value is defined as a quality service, provided in a timely manor, for the best price.  PRT reserves the right to not award to the vendor with the lowest cost.  Vendor’s quotes will be evaluated in the following manor:
1. Quote and specified deliverables delivered on time.
2. Completeness of quote submitted.
3. All minimum service requirements can be met.
4. Best value.
2.13 [bookmark: _Toc277597565]Voluntary MWBE Goals
The Purchaser encourages Minority and Woman’s Business Enterprise (MWBE) participation in this RFQQ. However, unless required by federal statutes, regulations, grants, or contract terms quotations, no minimum level of MWBE participation shall be required as a condition for receiving an award or completion of the contract work, and quotations will not be rejected or considered non-responsive if they do not include MWBE participation. Participants may contact OMWBE at 360-753-9693 to obtain information on certified firms for subcontracting arrangements.
2.14 [bookmark: _Toc277597566](M) Amendments
The Purchaser may issue amendments at any time during this acquisition at its sole discretion. The Purchaser reserves the right to make corrections or amendments due to errors, omissions, or ambiguities identified in the RFQQ by PRT or a Vendor. All changes must be coordinated; authorized in writing and issued through an amendment by the RFQQ Coordinator. All changes will be communicated in writing to all proposing Vendors who have requested a copy of the RFQQ.
2.15 [bookmark: _Toc277597567](M) Cost Quotation Preparation
The Purchaser will not reimburse Vendor(s) for any costs associated with preparing or presenting a Response or the submission of samples to the RFQQ.
2.16 [bookmark: _Toc277597568](M) Response Property of Purchaser
All materials and samples submitted in response to this RFQQ becomes the property of the Purchaser. The Purchaser has the right to use any of the ideas presented in any Quotation to the RFQQ. Selection or rejection of a Quotation does not affect this right.
2.17 [bookmark: _Toc277597569](M) No Obligation to Award
The Purchaser reserves the right to not award a contract with the Apparently Successful Vendor if it is found to not be in the best interest of PRT. Neither the release of this RFQQ nor the naming of the Apparently Successful Vendor obligates the Purchaser in any way to make any acquisitions or implement any Vendor Quotation.
2.18 [bookmark: _Toc277597570](M) Errors in Response
The Purchaser is not liable for any errors, omissions, or ambiguities in Vendor Responses. Vendors will not be allowed to alter Quotation documents after the deadline for Response submission. Vendors are liable for all errors or omissions contained in their Responses.
2.19 [bookmark: _Toc277597571](M) Waive Minor Administrative Irregularities
The Purchaser reserves the right to waive minor administrative irregularities contained in any Vendor Response. Additionally, the Purchaser reserves the right, at its discretion, to make corrections to the Vendors' Quotations when an obvious arithmetical error has been made in the Price quotation or a typographical error occurs. Vendors will not be allowed to make changes to their quoted pricing or rates after the Response submission deadline unless changes are a direct result of negotiations.
2.20 [bookmark: _Toc277597572](M) Protest Procedure
The protest procedure is available to Vendors who have submitted a Response to this solicitation and have attended a Debriefing Session. The protest must be in writing to the RFQQ Coordinator and received before 4:00 pm on the fifth (5) business day after the Debriefing Session in accordance with the Acquisition Schedule. Protests must be based on the criteria set forth in Appendix D (Protest Procedures). This is the only protest opportunity available to a Vendor.
2.21 [bookmark: _Toc277597573](M) Withdrawal of Response
Vendors may withdraw a Quotation which has been submitted at any time up to the Responses Due date in accordance with the Acquisition Schedule in Section 2.2. A written request to withdraw a Quotation, signed by an authorized representative of the Vendor, must be submitted to the RFQQ Coordinator. After withdrawing a previously submitted Quotation, the Vendor may submit another Quotation at any time up to the Responses Due date and time.
2.22 [bookmark: _Toc277597574](M) Negotiation
The Purchaser reserves the right to negotiate with the Apparently Successful Vendor(s) prior to and subsequent to contract signing. Should contract negotiations fail to arrive at a mutually beneficial agreement within a reasonable period of time, the Purchaser will cease contract negotiations, declare the Vendor with the second highest score as the Apparently Successful Vendor, and enter into contract negotiations with that Vendor.  At the Purchaser’s discretion, this process will continue until a contract is signed or no qualified Vendors remain.
2.23 [bookmark: _Toc277597575](M) Right To Cancel
Purchaser reserves the right to cancel or reissue this acquisition at any time without obligation or liability.
2.24 [bookmark: _Toc277597576] (M) Insurance
The CONTRACTOR shall provide insurance coverage as set out in this section.  The intent of the required insurance is to protect the state should there be any claims, suits, actions, costs, damages or expenses arising from any negligent or intentional act or omission of the CONTRACTOR or subcontractor, or agents of either, while performing under the terms of this contract.  

The CONTRACTOR shall provide insurance coverage, which shall be maintained in full force and effect during the term of this contract, as follows:
1. Commercial General Liability Insurance Policy.  Provide a Commercial General Liability Insurance Policy, including contractual liability, in adequate quantity to protect against legal liability arising out of contract activity but no less than $1,000,000 per occurrence.  
Additionally, the CONTRACTOR is responsible for ensuring that any subcontractors provide adequate insurance coverage for the activities arising out of subcontracts.
2. 
Automobile Liability.  In the event that services delivered pursuant to this contract involve the use of vehicles, either owned or unowned by the CONTRACTOR, automobile liability insurance shall be required.  The minimum limit for automobile liability is:

	$1,000,000 per occurrence, using a Combined Single Limit for bodily injury and property damage.


3. The insurance required shall be issued by an insurance company/ies authorized to do business within the state of Washington, and shall name the state of Washington, its agents and employees as additional insureds under the insurance policy/ies.  
All policies shall be primary to any other valid and collectable insurance.  CONTRACTOR shall instruct the insurers to give AGENCY thirty (30) calendar days advance notice of any insurance cancellation.

CONTRACTOR shall submit to AGENCY within fifteen (15) calendar days of the contract effective date, a certificate of insurance that outlines the coverage and limits defined in the Insurance section.  CONTRACTOR shall submit renewal certificates as appropriate during the term of the contract.
3 [bookmark: _Toc277597577]Vendor Requirements
3.1 [bookmark: _Toc277597578] Administrative Quotation Requirements
The following requirements are Mandatory. Each subsection must be addressed in the Vendor Quotation. Any Vendor who fails to provide the information requested in this subsection, shall be found to be non-responsive and the Quotation rejected. 
3.1.1 (M) Executive Summary
Vendor is required to provide an executive summary that describes the Vendor’s capability for providing services described in this RFQQ. The executive summary must include information such as date founded, business locations, size, corporate structure, areas of specialization and expertise, and any other pertinent information that the evaluation team may utilize to reasonably formulate a determination about the stability and strength of the proposing organization. The executive summary should be short and concise and a maximum of three (3) pages in length with 10 point font, single line, single sided.
3.1.2 (M) Administrative Information
2.1.1.1. Name of Vendor
2.1.1.2. Type of Business (Sole Proprietorship, Partnership, Corporation, etc.)
2.1.1.3. Website Address
2.1.1.4. Federal Tax Identification Number
2.1.1.5. State Tax Identification Number
3.1.3 (M) Information for Contract Notices
3.1.3.1 Contact Name
3.1.3.2 Mailing Address
3.1.3.3 Telephone Number
3.1.3.4 Fax Number
3.1.3.5 E-mail Address
3.1.4 (M) Vendor Representative
3.1.4.1 Contact Name
3.1.4.2 Mailing Address
3.1.4.3 Telephone Number
3.1.4.4 Fax Number
3.1.4.5 E-mail Address
3.1.5 (M) Payment Address
3.1.5.1 [bookmark: _Ref536610141][bookmark: _Toc940011]Contact Name
3.1.5.2 Mailing Address
3.1.5.3 Telephone Number
3.1.5.4 Fax Number
3.1.5.5 E-mail Address
3.2 [bookmark: _Toc277597579](M) Consultant Qualifications
To provide services which shall include meeting with appropriate legislators and/or staff, and attendance at all necessary legislative hearings. Consult with, and report in a timely manner to the Director of PRT on all legislative matters affecting PRT.

Identify staff, including subcontractors, who will be assigned to the potential contract, indicating the responsibilities and qualifications of such personnel, and include an estimate of the amount of time each will be assigned to the project.  Provide résumés for the named staff, which include information on the individual’s particular skills related to this project, education, experience, significant accomplishments and any other pertinent information. The Consultant must commit that staff identified in its proposal will actually perform the assigned work.  Any staff substitution must have the prior approval of PRT
[bookmark: _Toc277597580]3.2.1 (M) Experience of the Consultant
1. Indicate the experience the Consultant and any subcontractors have in the following areas: [NOTE:  list areas]  
2. Indicate other relevant experience that substantiates the qualifications of the Consultant, and any subcontractors, for the performance of the potential contract
3. Include a list of contracts the Consultant has had during the last five years that relate to the Consultant’s ability to perform the services needed under this RFQQ.  List contract reference numbers, contract period of performance, contact persons, telephone numbers, and fax numbers/e-mail addresses
4. If the Consultant or any subcontractor contracted with the state of Washington during the past 24 months, indicate the name of the agency, the contract number and project description and/or other information available to identify the contract.
5. If the Consultant’s staff or subcontractor’s staff was an employee of the state of Washington during the past 24 months, or is currently a Washington State employee, identify the individual by name, the agency previously or currently employed by, job title or position held and separation date.
6. If the Consultant has had a contract terminated for default in the last five years, describe such incident. Termination for default is defined as notice to stop performance due to the Consultant’s non-performance or poor performance and the issue of performance was either (a) not litigated due to inaction on the part of the Proposer, or (b) litigated and such litigation determined that the Proposer was in default.
7. Submit full details of the terms for default including the other party's name, address, and phone number.  Present the Consultant’s position on the matter.  The AGENCY will evaluate the facts and may, at its sole discretion, reject the proposal on the grounds of the past experience.  If no such termination for default has been experienced by the Consultant in the past five years, so indicate.
3.3 [bookmark: _Toc277597581]Customer References
The following requirements are Mandatory. Any Vendor who fails to provide the information requested in this subsection, may be found to be non-responsive and the Quotation may be  rejected.
3.3.1  (M) Number of References Required
The Vendor must provide the names and contact information for a minimum of three (3) customer references, as requested in Appendix B (Customer References).
At a minimum, customer references should include the following:
a)	one (1) reference from a government agency;
b)	one (1) reference from a customer similar to the complexity of PRT; and 
c) one (1) reference from a customer who has had similar proposed solution in place for a minimum of one (1) year.
A single reference may be used to satisfy all the criteria in this subsection, as long as Vendor supplies a minimum of three (3) different customer reference names in Appendix B. 
All references must be for similar products provided to the customer reference within the last three (3) years.
3.3.2 (M) Subcontractor References 
If the Vendor plans to subcontract production or any other services associated with the agreement(s) resulting from this RFQQ, the Vendor must also provide a minimum of three (3) customer references for each Subcontractor on Appendix B (Customer References).
3.3.3 (M) Relationship of Customer Reference to Vendor
References provided by the Vendor must not be from a person, company, or organization with any interest, financial or otherwise, in the Vendor organization. References that do not originate from a client in an arms-length relationship with Vendor will be rejected.
3.3.4 (M) Customer Reference 
Vendor is responsible for providing Reference contact information (Appendix B) to each of the customer references listed in Appendix B, and for ensuring that all customer references are delivered to the RFQQ Coordinator by the time and date they are due. Vendor should select customer references who will respond in a timely manner. Each customer reference listed in Appendix B must be able to answer questions related to the product proposed.
3.3.5 (M) Purchaser’s Right to Contact Other References
The Purchaser, at its discretion, may contact other Vendor customers for references and may follow up on any and all other leads it receives related to the Vendor’s performance and provision of Product, Services and Billing.
3.3.6 (M) Purchaser’s Right to Act as Customer Reference
If the Purchaser is a current or former customer of a Vendor, the Purchaser reserves the right to be a customer reference of that Vendor, based on the Purchaser’s previous experience with the Vendor. 
3.3.7 (M) Unfavorable References
The Purchaser reserves the right to eliminate from further consideration in the RFQQ process any Vendor who, in the opinion of the Purchaser, receives an unfavorable report from a Customer reference. Reports gathered under Purchaser’s right to act as a customer reference as described in Section 3.2.6 above shall be included in this right.  A past history of poor performance of Product, Services, and/or Billing may be a reason for disqualification of a bidder. 
3.4 [bookmark: _Toc277597582]Quotation Deliverables Requirements
The following is a list of deliverables with dues dates to be submitted to PRT.  This list is not intended to be all inclusive. 
	Deliverable
	Initial Due Date
	Final Due Date

	References
	N/A
	Submittal of Quotation

	Certificate of Insurance
	N/A
	15 business days following award.

	Itemized Invoice, detailing work performed
	N/A
	Upon submission of any invoice.
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[bookmark: _Toc354971096][bookmark: _Toc354971484][bookmark: _Toc355085307]APPENDIX A – CERTIFICATIONS AND ASSURANCES
WASHINGTON STATE DEPARTMENT OF PRINTING
REQUEST FOR QUALIFICATIONS AND QUOTATIONS
FOR
LEGISLATIVE LIAISON


We make the following certifications and assurances as a required element of the Response to which it is attached, understanding the truthfulness of the facts affirmed here and the continuing compliance with these requirements and all requirements of the REQUEST FOR QUALIFICATIONS AND QUOTATIONS (RFQQ) are conditions precedent to the award or continuation of the related contract(s).

The prices and/or cost and/or service charges data have been determined independently, without consultation, communication or agreement with others for the purpose of restricting competition.

The attached Quotation is a firm offer for a period of 180 (one hundred and eighty) days following the Quotation Due Date specified in the RFQQ, and it may be accepted by the Washington State PRT without further negotiation.  In the case of protest, our Quotation will remain valid for 60 (sixty) days or until the protest is resolved, whichever is later.

In preparing this Response, we have not been assisted by any current or former employee of the State of Washington whose duties relate (or did relate) to the State’s RFQQ, or prospective contract, and who was assisting in other than his or her official, public capacity.  Neither does such a person nor any member of his or her immediate family have any financial interest in the outcome of this Response. (Any exceptions to these assurances are described in full detail on a separate page and attached to this document.)

We understand that the State will not reimburse us for any costs incurred in the preparation of this Response.  All Responses become the property of the State, and we claim no proprietary right to the ideas, writings, items or samples unless so stated in the Response.  Submission of the attached Response constitutes an acceptance of the evaluation criteria and an agreement to abide by the procedures and all other administrative requirements described in the RFQQ document.

We understand that any Contract awarded as a result of this Response will incorporate all the solicitation requirements. Submission of a Response and execution of this Certifications and Assurances document certify our willingness to comply with the Contract terms and conditions appearing in Appendix E, or substantially similar terms, if selected as a contractor. It is further understood that our standard contract will not be considered as a replacement for the terms and conditions appearing in Appendix E of this solicitation. 
We (circle one) are / are not submitting proposed Contract exceptions (section 2.12, Contract Requirements).

													
Vendor Signature					Vendor Company Name

													
Title							Date
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APPENDIX B – CUSTOMER REFERENCE FORM

WASHINGTON STATE DEPARTMENT OF PRINTING
REQUEST FOR QUALIFICATIONS AND QUOTATIONS
FOR
 LEGISLATIVE LIAISON

Customer References
List the company name, company address, contact person, title, phone number, and e-mail address of three (3) business references.  Each should be able to address performance of the product being proposed by Vendor, as well as the Vendor’s performance and ability to provide the product and relevant service being proposed to the PRT.  

Vendor must also provide three (3) customer references for any proposed sub-contractor. 

An unsatisfactory reference(s) may deem a quote non-responsive and will not be considered for further review.

	Company Name
	Company Address
	Contact Person
	Phone
	Email
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APPENDIX C– TECHNICAL SPECIFICATIONS AND PRICE PROPOSAL
WASHINGTON STATE DEPARTMENT OF PRINTING 
REQUEST FOR QUALIFICATIONS AND QUOTATIONS
FOR
 LEGISLATIVE LIAISON

All prices are to take in consideration requirements set forth within this RFQQ and any related amendments.

Price Sheet:
	Minimum Service Expected
	Maximum Monthly Hours
	Monthly Flat Fee
	Maximum Hourly Rate:

	To serve as legislative liaison when active legislative activities affecting PRT are taking place.  Legislative session typically runs for approximately 100 calendar days beginning in January.
	
	$
	$

	To provided consultant services on proposed legislative actions that may affect PRT outside of active legislative session months.
	
	$
	$

	Total term cost not to exceed:
	$



The Department of Printing is not to be charged any monthly flat rate fees during months in which zero or minimal activity takes place or contractor fails to provide adequate information regarding PRT related legislative activities.

The monthly flat fee shall be based on a maximum number of hours anticipated to be needed to complete the minimum requirements set within.  Should minimal activity take place and base set of hours are not met, contractor will be able to bill PRT up to the maximum hourly rate provided in the price sheet for actual hours worked.

Contractor is to provide detailed invoices justifying fee being sought from PRT.  Invoices not properly documented may be rejected and returned for correction without payment.  PRT contract number must appear on invoice’s submitted.
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APPENDIX D – PROTEST PROCEDURES
WASHINGTON STATE DEPARTMENT OF PRINTING 
LEGISLATIVE LIAISON

Procedure

	This protest procedure is available to Vendors who submitted a Response to this solicitation. Vendors may request a Debriefing from PRT by telephone or e-mail within five (5) business days after the successful Vendor(s) has been announced. Vendor protests shall be received, in writing, by the PRT within three business days after this Debriefing Period.

Grounds for Protest 
Protests not based on these criteria will not be considered.
· The agency failed to follow procedures established in the solicitation document, or applicable state or federal laws or regulations.
· Bias in the process.
· Bias, discrimination, or conflict of interest on the part of an evaluator.
	
Format and Content
Vendors making a protest shall include in their written protest to PRT, all facts and arguments upon which the Vendor relies. Vendors shall, at a minimum, provide:
· Information about the protesting Vendor:  Name of firm, mailing address, phone number and name of individual responsible for submission of the protest.  The protest letter must be signed by a person authorized to bind the Vendor to a contractual relationship.
· Information about the acquisition:  Issuing agency, and acquisition method.
· Specific and complete statement of the agency action(s) being protested. 
· Specific reference to the grounds for the protest.
· Description of the relief or corrective action requested.

PRT Review Process
	Upon receipt of a Vendor’s protest, the PRT will postpone signing a contract with the Successful Vendor(s) until the Vendor protest has been resolved and PRT has sent written notification of the resolution to the Vendor.  Vendor agrees not to institute court action to challenge the award until the protest has been resolved.

	The PRT will perform an objective review of the protest.  That review shall be made by individuals not involved in the acquisition process being protested. The review shall be based on the written protest material submitted by the Vendor and all other facts known to the PRT.

	The PRT will render a written decision to the Vendor within five (5) business days after receipt of the Vendor protest, unless more time is needed. The protesting Vendor shall be notified if additional time is necessary.

	The Apparent Successful Vendor(s) may be given an opportunity to provide information in response to a protest as needed.
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APPENDIX E – SAMPLE CONTRACT TERMS AND CONDITIONS
WASHINGTON STATE DEPARTMENT OF PRINTING 
REQUEST FOR QUALIFICATIONS AND QUOTATIONS
FOR
LEGISLATIVE LIAISON

Microsoft Word Document, consisting of five (5) pages:


Revised: Original
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Proposed  Contract.doc


Proposed Contract.doc


CONTRACT TITLE: LEGISLATIVE LIAISON

CONTRACT NO.ADM-XXX-2010

CONTRACT 


BETWEEN


STATE OF WASHINGTON


Department of Printing


AND


CONTRACTOR

This Contract is made and entered into by and between the State of Washington, Department of Printing, hereinafter referred to as the "AGENCY", and the below named firm, hereinafter referred to as “CONTRACTOR,”


Contractor Name





Address





City, State & Zip Code





Phone





E-mail Address





Company Web Site





Washington State UBI No.




Federal ID No.





PURPOSE


The purpose is to obtain an effective contract for with a firm/individual to act as the Legislative Liaison for the Department of Printing. 


Contractor is expected to partner with PRT in providing quality services. If subsequent changes must be made to the services provided, PRT and will work with the Contractor to determine the solution that best meets PRT’s needs. Revisions to services under this contract will occur only by mutual consent and will be triggered by a limited number of factors, including the following:


· Changes in business needs that require new standards;


· Changes to policy, law, or best practices.


SCOPE OF WORK


A.  The CONTRACTOR will provide services and staff, and otherwise do all things necessary for or incidental to the performance of work, as set forth below: 


Option 1:
Identify all tasks, work elements and objectives of the contract, and timetables by which major parts of the work are to be completed.  The scope of work may be included within the text of the contract or attached as a separate exhibit as shown in Option 2 below.

Option 2:
as included in the CONTRACTOR'S Proposal dated 


 attached as Exhibit A, and the AGENCY'S Request for Proposals attached as Exhibit B.


B. The CONTRACTOR shall produce the following written reports or other written documents (deliverables) by the dates indicated below:


· Certificate of Insurance, 15 business days following award.

· Itemized Invoices, detailing work performed, upon submission of any invoice.

All written reports required under this contract must be delivered to the Contract Manager, in accordance with the schedule above.


PERIOD OF PERFORMANCE


Subject to other contract provisions, the period of performance under this contract will be from 


 through 


. 


COMPENSATION AND PAYMENT


AGENCY shall pay an amount not to exceed 




 ($

) for the performance of all things necessary for or incidental to the performance of work as set forth in the Scope of Work.  CONTRACTOR'S compensation for services rendered shall be based on the following rates or in accordance with the following terms:


BILLING PROCEDURES


Contractor will submit properly itemized invoices to: Department of Printing Finance at PO Box 798, Olympia, WA  98507-0798. Invoices shall provide and itemize, as applicable:


· Department of Printing Purchaser Order Number;


· Agreement Number;


· Vendor name, address, phone number; 


· Description of Product;


· Quantity of Product, shown as “each”;


· Date(s) of delivery;


· Delivery location, including customer name and address; 


· Net invoice Price for each item;


· Applicable taxes;


· Other applicable charges;


· Total invoice Price; and


· Payment terms including any available prompt payment discounts.


Payments shall be due and payable within forty-five (45) calendar days after receipt and Acceptance of Product(s) or forty-five (45) calendar days after receipt of properly prepared invoices, whichever is later.  If Purchaser fails to make timely payment, Contractor may invoice Purchaser one percent (1%) per month on the amount overdue or a minimum of one dollar ($1.00). Payment will not be considered late if payment is deposited electronically in Contractor’s bank account or if a check or warrant is postmarked within forty-five (45) calendar days of receipt of Contractor’s properly prepared invoice or Acceptance of Products or Services, whichever is later.


· Incorrect or incomplete invoices will be returned by Purchaser to Contractor for correction and reissue.


· The Purchaser’s Purchase Order and the Agency’s Requisition Number must appear on all bills of lading, packages, and correspondence relating to this Agreement. 


TERMINATION


The AGENCY may, in its sole discretion, terminate the contract as allowed in terms and conditions as set forth in Exhibit B - RFQQ and applicable amendments.


CONTRACT MANAGEMENT


The Contract Manager for each of the parties shall be the contact person for all communications and billings regarding the performance of this Contract.


		Contract Manager for CONTRACTOR is:

		Contract Manager for AGENCY is:



		Contractor Name


Address


City, State Zip Code


Phone:  (   )                     Fax:  (   )


E-mail address:

		Department of Printing, Jeff Peterson

7580 New Market Street

Tumwater, WA 98507

Phone:  (360) 570-3061   Fax:  (360) 586-8831                  


E-mail address: jeffp@prt.wa.gov 





ACCOUNT MANAGER


The  Account Manager for each of the parties shall be the contact person for all orders, shipping information, and general account information.


		Account Manager for CONTRACTOR is:

		Account Manager for AGENCY is:



		Contractor Name


Address


City, State Zip Code


Phone:  (   )                     Fax:  (   )


E-mail address:

		Department of Printing, 


7580 New Market Street

Tumwater, WA 98507

Phone:  (   )                       Fax:  (   )                  


E-mail address:





ASSURANCES


AGENCY and the CONTRACTOR agree that all activity pursuant to this Contract will be in accordance with all the applicable current federal, state and local laws, rules, and regulations.


ORDER OF PRECEDENCE


Each of the Exhibits listed below is by this reference hereby incorporated into this contract.  In the event of an inconsistency in this contract, the inconsistency shall be resolved by giving precedence in the following order:


· Applicable Federal and State of Washington statutes and regulations


· Special Terms and Conditions as contained in this basic contract instrument


· Exhibit A – Contractors Proposal

· Exhibit B – Request for Proposal No. 
ADM-XXX-2010

· Any other provision, term or material incorporated herein by reference or otherwise incorporated


INDEMNIFICATION


To the fullest extent permitted by law, CONTRACTOR shall indemnify, defend, and hold harmless State, agencies of State and all officials, agents and employees of State, from and against all claims for injuries or death arising out of or resulting from the performance of the contract.  “Claim,” as used in this contract, means any financial loss, claim, suit, action, damage, or expense, including but not limited to attorney’s fees, attributable for bodily injury, sickness, disease, or death, or injury to or destruction of tangible property including loss of use resulting therefrom.  


CONTRACTOR’S obligations to indemnify, defend, and hold harmless includes any claim by CONTRACTORS’ agents, employees, representatives, or any subcontractor or its employees.  


CONTRACTOR expressly agrees to indemnify, defend, and hold harmless the State for any claim arising out of or incident to CONTRACTOR’S or any subcontractor’s performance or failure to perform the contract.  CONTRACTOR’S obligation to indemnify, defend, and hold harmless the State shall not be eliminated or reduced by any actual or alleged concurrent negligence of State or its agents, agencies, employees and officials. 


CONTRACTOR waives its immunity under Title 51 RCW to the extent it is required to indemnify, defend and hold harmless State and its agencies, officials, agents or employees.


INDUSTRIAL INSURANCE COVERAGE


The CONTRACTOR shall comply with the provisions of Title 51 RCW, Industrial Insurance.  If the CONTRACTOR fails to provide industrial insurance coverage or fails to pay premiums or penalties on behalf of its employees, as may be required by law, AGENCY may collect from the CONTRACTOR the full amount payable to the Industrial Insurance accident fund.  The AGENCY may deduct the amount owed by the CONTRACTOR to the accident fund from the amount payable to the CONTRACTOR by the AGENCY under this contract, and transmit the deducted amount to the Department of Labor and Industries, (L&I) Division of Insurance Services.  This provision does not waive any of L&I’s rights to collect from the CONTRACTOR. 


TERMINATION FOR CONVENIENCE


Except as otherwise provided in this contract, the AGENCY may, by 10 calendar days written notice, beginning on the second day after the mailing, terminate this contract, in whole or in part.  If this contract is so terminated, the AGENCY shall be liable only for payment required under the terms of this contract for services rendered or goods delivered prior to the effective date of termination.


TERMINATION PROCEDURES


Upon termination of this contract, the AGENCY, in addition to any other rights provided in this contract, may require the CONTRACTOR to deliver to the AGENCY any property specifically produced or acquired for the performance of such part of this contract as has been terminated.  The provisions of the "Treatment of Assets" clause shall apply in such property transfer.


The AGENCY shall pay to the CONTRACTOR the agreed upon price, if separately stated, for completed work and services accepted by the AGENCY, and the amount agreed upon by the CONTRACTOR and the AGENCY for (i) completed work and services for which no separate price is stated, (ii) partially completed work and services, (iii) other property or services that are accepted by the AGENCY, and (iv) the protection and preservation of property, unless the termination is for default, in which case the AGENT shall determine the extent of the liability of the AGENCY.  Failure to agree with such determination shall be a dispute within the meaning of the "Disputes" clause of this contract.  The AGENCY may withhold from any amounts due the CONTRACTOR such sum as the AGENT determines to be necessary to protect the AGENCY against potential loss or liability.


The rights and remedies of the AGENCY provided in this section shall not be exclusive and are in addition to any other rights and remedies provided by law or under this contract.


After receipt of a notice of termination, and except as otherwise directed by the AGENT, the CONTRACTOR shall:


1. Stop work under the contract on the date, and to the extent specified, in the notice;


2. Place no further orders or subcontracts for materials, services, or facilities except as may be necessary for completion of such portion of the work under the contract that is not terminated;


3. Assign to the AGENCY, in the manner, at the times, and to the extent directed by the AGENT, all of the rights, title, and interest of the CONTRACTOR under the orders and subcontracts so terminated, in which case the AGENCY has the right, at its discretion, to settle or pay any or all claims arising out of the termination of such orders and subcontracts;


4. Settle all outstanding liabilities and all claims arising out of such termination of orders and subcontracts, with the approval or ratification of the AGENT to the extent AGENT may require, which approval or ratification shall be final for all the purposes of this clause;


5. Transfer title to the AGENCY and deliver in the manner, at the times, and to the extent directed by the AGENT any property which, if the contract had been completed, would have been required to be furnished to the AGENCY;


6. Complete performance of such part of the work as shall not have been terminated by the AGENT; and


7. Take such action as may be necessary, or as the AGENT may direct, for the protection and preservation of the property related to this contract, which is in the possession of the CONTRACTOR and in which the AGENCY has or may acquire an interest.


ENTIRE AGREEMENT


This contract including referenced exhibits represents all the terms and conditions agreed upon by the parties. No other understandings or representations, oral or otherwise, regarding the subject matter of this contract shall be deemed to exist or to bind any of the parties hereto.


AMENDMENTS


This Agreement may be amended by mutual agreement of the parties. Such amendments shall not be binding unless they are in writing and signed by personnel authorized to bind each of the parties.


CONFORMANCE

If any provision of this contract violates any statute or rule of law of the State of Washington, it is considered modified to conform to that statute or rule of law.


APPROVAL


This contract shall be subject to the written approval of the AGENCY'S authorized representative and shall not be binding until so approved.  The contract may be altered, amended, or waived only by a written amendment executed by both parties.


THIS CONTRACT, consisting of 
 pages and __ attachments, is executed by the persons signing below who warrant that they have the authority to execute the contract.


[CONTRACTOR'S NAME]

Washington State Department of Printing


Signature

Signature


Title                                                     Date

Title                                                          Date


TEMPLATE APPROVED AS TO FROM 

OFFICE OF ATTORNEY GENERAL 

Contract No. 
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