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1.  
Procurement Scope and DESCRIPTION

1A. 
Purpose 

The Commonwealth of Massachusetts, Massachusetts Marketing Partnership/Massachusetts Office of Travel and Tourism (MMP/MOTT) is soliciting Bidders for the acquisition of a broad array of marketing, advertising, and public relations services, primarily targeted at leisure travelers in the U.S.  Services may also include other marketing and public relations programs consistent with MMP and MOTT’s mission, including, but not limited to, programs focused on Canada tourism, sports marketing, and film production. MOTT is looking for a contractor that will significantly increase the volume and economic impact of visitors to Massachusetts with a highly cost-effective, results-driven program.  Bidders must clearly demonstrate how their marketing expertise and experience will achieve these goals.  
1B.   
Number of Awards
MMP/MOTT intends to award one contract. However, the PMT may award more contracts if it is in the best interests of the Commonwealth to do so.
1C.   
Acquisition Method
The acquisition method to acquire goods and/or services from this Solicitation is Fee for Service.
1D.      Alternative Contractor


MMP/MOTT reserves the right to enter into a contract with one of the contractors selected as a finalist if, in the event, the Contractor initially chosen does not perform in accordance with the performance criteria, the contract is terminated without cause by either party, or the terms of the final contract cannot be finalized to the satisfaction of MMP/MOTT. 

1E.    Performance and Payment Time Frames Which Continue Beyond Duration of the Contract
 All term leases, rentals, maintenance or other agreements for services entered into during the duration of this contract and whose performance and payment time frames extend beyond the duration of this contract shall remain in effect for performance and payment purposes (limited to the time frame and services established per each written agreement).  No new leases, rentals, maintenance or other agreements for services may be executed after the contract has expired.  Any contract termination or suspension pursuant to this section shall not automatically terminate any leases, rentals, maintenance or other agreements for services already in place unless the department also terminates said leases, rentals, maintenance or other agreements for service, which were executed pursuant to the main contract.

1F.     Single or Multiple Departments 
This procurement is for use by the MMP only. 
1G.     Contract Duration 

The initial term of this Contract is July 1, 2012 - June 30, 2013. This Contract has three options to renew of up to one year each with a maximum Contract term of four years (including the initial term and all possible renewal options).  In addition, at the option of MMP/MOTT, a planning/transition contract may be instituted from June 1, 2012 to June 30, 2012.  
No goods may be ordered and no new leases, rentals, maintenance or other agreements for services may be executed after the Contract has expired. 

1H. 
Estimated Value of the Contract 

The FY13 maximum obligation is estimated to be in the range of $3m-$5m. The maximum obligations of the three, consecutive, 1-year options to renew are estimated to be in the range of $3m-$7m. 

Amounts indicated are only estimates. Contract amounts during the period of the contract may increase or decrease significantly, based upon budget appropriation, availability of funds, level of marketing services required by MMP/MOTT, and evaluation of Contractor’s performance. The Commonwealth makes no guarantee that any commodities or services will be purchased from any Contract resulting from this Solicitation.
No federal funds will be used to fund this Contract.

2.     
ELIGIBILITY REQUIREMENTS

2A. 
Business Capabilities
Bidder must demonstrate that it has been continuously operating as a corporate entity for a minimum of 24 months preceding the date of submission, and possess full-service, in-house capabilities for consumer-focused strategic marketing and brand development, media planning and buying, development of broadcast, print and online advertising, customer relationship marketing, and other creative services. Public relations, Web management and development, social media, database management, photography and video services, and other marketing services may be subcontracted by the Contractor to external vendors, subject to MMP/MOTT approval. However, the relationship must be transparent to MMP/MOTT and the Contractor remains responsible for all services provided to MMP/MOTT.  
Bidder must identify the account manager who will be responsible for overall management of the MMP/MOTT account, and this account manager must have a minimum of 36 months’ marketing experience.  

Bidder must identify a consumer-focused account that, within the past 36 months, has annual net media billings of at least $1m. Bidder must provide account name and contact information to verify billings.     

Bidder must demonstrate that no single client represents more than 40% of total annual billings. Identify largest client and percentage of total annual billings. 
Bidder must demonstrate that it has a Massachusetts office that is professionally staffed and conducts business five days a week throughout the year, holidays excluded, from which the Contractor’s staff will manage all marketing services. 

2B.      Compliance Statements
Bidder must provide a statement that it is in compliance with all applicable Commonwealth of Massachusetts’ local and state laws and regulations and that, at the time of submitting the RFR, the bidder is not subject to any state or federal tax liens.  

Bidder must provide certification by its accountant or auditor that it is in compliance with all federal, state, and local tax laws and regulations. 
3.        SPECIFICATIONS
3A.      Marketing Services
Contractor’s responsibilities will include, but not be limited to:


MARKETING & ADVERTISING

· Development of an annual destination marketing plan. For each contract year, the marketing agency will be responsible for developing an annual marketing plan, and, subject to MMP/MOTT’s decision to renew the contract, initial planning for the following fiscal year’s marketing plan
The plan will include an analysis of economic conditions, competitive environment, and recommendations on target markets and audiences, messages, advertising and marketing communications strategies, tactics, budget, and timing of campaigns.  Plan will include broad-based marketing programs, niche and opportunistic marketing opportunities, and customer relationship marketing. 
· Development, preparation, and execution of broadcast, print and online advertising programs and other creative materials.
· Development and management of analytic programs that track and report results of all Contractor’s marketing programs.  
· Customer relationship marketing.

· Development of a detailed annual media plan consistent with the marketing plan; purchase of media at best available rates.   
· Day-to-day operational responsibilities for massvacation.com and other Web sites that may be developed by MMP/MOTT.  Development of new content and functionality;   integration with marketing programs. 
· Development and management of marketing-related programs such as collateral, audio/visual projects, and promotional items. 

PUBLIC RELATIONS

· Development of an annual public relations plan. 

· Development and management of a press relations program directed at travel-related traditional and online media.

· Development of public relations components for integrated marketing and advertising programs; development of promotional opportunities and marketing partnerships; development and implementation of marketing events. 

OTHER FUNCTIONS

· Coordination with MMP/MOTT’s other marketing-related vendors. 

· Coordination of marketing programs with, and outreach to, regional tourism councils (RTCs) and other travel industry organizations and businesses.  

· Presentation of marketing plans and programs to travel industry groups including the annual Massachusetts Governor’s Conference on Travel and Tourism.  

· Monitoring of travel trends, market conditions, and economic developments that may affect MMP/MOTT’s marketing programs.  

· Other marketing-related programs consistent with MMP and MOTT’s missions.  

3B.      Account and Contract Management Tasks
· Prepare all financial accounting and reporting documents in the format specified by MMP/MOTT. 
· General account management and administrative support necessary to execute all programs.

· Manage work flow – creative review and approvals, copy development, schedules, estimates, and reports – through a client Extranet site. 

· Provide MMP/MOTT with program status reports in format approved by MMP/MOTT.
· Submit an annual Performance Report based on specifications provided by MMP/MOTT. 

4.      ELEMENTS OF PROPOSAL

Bidders responding to this RFR must submit the following elements. Material submitted must follow this organizational structure and all parts must be completed to be considered a valid response to this RFR.  MMP/MOTT reserves the right to request clarification of information submitted and/or to request additional information.

4A.      Eligibility
Response to eligibility requirements as detailed in Section 2.
4B.     Company Information 
· General overview

· Years in business
· Location of main corporate office and additional offices, if any. Specify which office(s) will be fulfilling Contract services. 

· Annual client billings for the past 3 calendar years, including an estimate for current year

· Number of full- and part-time employees and consultants/contract employees by functional area

· Employee organizational chart 
· List of current clients, indicating each client’s tenure with bidder

· Contact information for this RFR: name, title, phone, email

4C.       Account Team

Proposed account team: names, credentials, length of employment, work status (permanent vs. contract employee).  Identify the person who will have primary responsibility for managing the account and the person who will be the primary day-to-day contact with MMP/MOTT.  

4D.       Capabilities
Explain how the company’s resources and experience make it equipped to deliver the services to MMP/MOTT specified in Section 3.  
4E.       Compensation Structure
Bidder will propose a compensation program that:

· Is based on a mix of media, media production, web, interactive, promotional, and collateral programs within a fixed budget

· Is based on invoicing MMP/MOTT at net for all media and external costs  

· Is predictable and minimizes ongoing fee negotiations when media and other program expenditures change within a contract year  

· Is consistent with current best practices   
Actual compensation program in Contract will be subject to negotiation. Costs will be paid on a monthly cost reimbursement basis. Contractor will be required to produce a comprehensive monthly billing book to specifications established by MMP/MOTT.    

4F.       Subcontracting  

Specify any major services that will be subcontracted, such as public relations, Web management and development, social media, database management, photography and video services and other marketing services. Identify proposed subcontractor(s): names, locations, credentials, and length of relationship with bidder. The following services may not be subcontracted: strategic marketing and brand development, media planning and buying, development of advertising, creative services, customer relationship marketing, and interactive marketing.   
4G.       Other Travel Destination and Travel Industry Clients    

Provide a list of all current travel destination and travel industry clients, if any: client name, work performed, annual billings (or, if confidential, dollar range of billings), and                        contract status.      

MMP/MOTT reserves the right to disqualify Bidders who have travel-related clients that, in the opinion of MMP/MOTT, could pose a potential conflict of interest.  
4H.
Demonstrated Effectiveness
Provide specific metrics that demonstrate the effectiveness of Bidder’s work for business-to-consumer clients within the last 36 months.    

4I.       Marketing Materials 

A limited selection of marketing and advertising materials developed by the Bidder during the past 36 months. Provide link to Bidder’s Web site where such work samples can be found. 

A list of three client references for which the contractor currently provides, or has provided within the past 36 months, marketing services similar to those specified in Section 3. For each client, supply the name, phone number, and email of a person who may be contacted by MOTT to provide a reference. The contact person must have direct knowledge of your company’s capability to provide these services. Provide client references on provided under the Request for Response Business references Form under the “Forms & Terms” tab.
4J.       RFR Attachments
Complete all other RFR Attachments, 1-11, which can be found in Section 8. 
5.         PROCUREMENT SCHEDULE & PROCEDURES
RFR Submission Deadline Date: April 16, 2012. 

Time: 3:00 pm EDT   Place: Comm-PASS online responses only 

5A.        Procurement schedule (subject to change) 
	EVENT (Record: Purpose)
	DATE


	Solicitation: Announcement of Intent to Procure
	March 5

	Solicitation: Release Date 
	March 12


	Forum:  Start date for Bidders to submit written questions to the Comm-PASS forum
	March 13

	Forum:  Deadline for submission of written questions
	March 22

	Forum:  Official answers published (Estimated)
	March 27

	On Line Bidder Vendor Training
	Issuer must check with Comm-PASS at Comm-PASS@state.ma.us 

	Last date for RFR amendments


	March 27

	Solicitation: Online submission begins 
	March 28


	Solicitation: Close Date / Submission Deadline
	April 16, 3 PM EDT


	Oral Presentations for Selected Bidder(s) (Estimated)
	Week of May 14


	Solicitation: Announcement of awarded Bidder(s) on Comm-PASS in the Solicitation Update tab (Estimated)
	June 1


	Contract: Estimated Contract Start Date
	July 1
June 1 if optional planning contract
  


Times are Eastern Standard/Daylight Savings (US), as applicable.  If there is a conflict between the dates in this Procurement Calendar and dates on the Solicitation’s Summary tab or Forum pages, the dates on the Solicitation’s Summary tab or Forum pages on Comm-PASS shall prevail.  Any changes in the Estimated Procurement Calendar which are made after the RFR has been published will not result in amendments to the Estimated Procurement Calendar.  Such changes will appear only on the Solicitation’s Summary tab and/or related Forum pages on Comm-PASS.  Bidders are responsible for checking the Solicitation’s Summary tab and related Forum pages on Comm-PASS for Procurement Calendar updates.

5B.
Online Bidders’ Forum  
Prospective Bidders may submit questions regarding this solicitation.  

All Bidders' questions regarding the solicitation must be submitted within the timeframe of and only through the publicly accessible electronic Bidder's Forum found on Comm-PASS at www.Comm-PASS.com.  
The RFR Procurement Calendar of this RFR will indicate the Online Question Start and End dates of the Forum.

To access the Ask a Question  functionality during the Online Question period:
1.       Navigate to www.Comm-PASS.com
2.       Select the Forums tab from the main navigation bar
3.       Select the "Search for Forums" option
4.       Enter the Solicitation Document Number (2012-MOTT-03) in the  

          "Referenced Solicitation Number" field
5.       Select the "Search" button
6.       The system will return a results link at the top of the "Search for a

          Bidder's Forum" page
7.       Select the result link
8.       Select the View icon (eyeglasses) for the related Solicitation from the 

  
list of records returned
9.       If the Online Question period is open, the Ask a Question link will be

          offered
10.     Select the link to ask at least one question
 Alternate Mediums Not Acknowledged: Please note that any questions that are submitted to the PMT via any other medium, including those that are sent via mail, fax, email or voicemail, will neither be accepted nor will the PMT provide a response. 

 Review Existing Questions: In an effort to reduce the possibility of redundant or duplicate questions, the PMT asks that prospective Bidders review all questions that may have been previously submitted in order to determine whether or not your specific question may have already been asked.

All Questions and Answers Are Visible to the Public:  Therefore, all content must be suitable for public view.  As such, please do not include any information in your questions, which you would not want to be visible to the public, including information about your company, other companies or information that could be considered inflammatory, incorrect, collusory, etc.  The PMT reserves the right to edit or delete any submitted questions that raise any of these issues or that are not in the best interest of the Commonwealth or this solicitation.

Consolidation: MMP/MOTT reserves the right to consolidate similar questions under one answer.  Please note that all requests/questions must be submitted via the Bidder's Forum.  Only written response(s) posted on Comm-PASS by the PMT will be considered as binding on the Commonwealth.

Only written response(s) posted on a Bidders’ Forum which has been “finalized” will be binding on the Commonwealth.  The last entry in a Forum’s Summary tab indicates whether answers are final.

6.
INSTRUCTIONS FOR SUBMISSION OF RESPONSES
(Content Requirements for Responses, Where and How to Submit Responses, Format Requirements)
6A.
Online Bid Submission Requirements 
It is required that Bidders responding to this RFR submit their responses online via the SmartBid Comm-PASS system by the Close Date and Time, as registered by the Comm-PASS system time clock.  For additional information contact Comm-PASS Comm-PASS@state.ma.us. 
Faxed or emailed submissions will not be accepted. 
Bidders responding online via Comm-PASS are responsible for complying with all substantive and material bid requirements.                            

By submitting an online bid, Subscribers must acknowledge and accept electronically all conditions and requirements associated with files attached to the Solicitation’s Foems & Information page.  This electronic signature is acceptable pursuant to MGL c.110G, § 1 et. seq., the Massachusetts Uniform Electronic Transaction Act (UETA).  
Vendor agrees to submit any and all forms requiring a wet-ink signature in a paper format if notified of contract award.    

All interested Bidders may download and access all forms, terms, specifications, and file attachments at any time once the Solicitation is posted.  However, Bidders cannot upload files or submit bids via Comm-PASS until the Amendment Deadline passes.  A link for Response Submission will appear after the Amendment deadline has passed. This does not delay or prevent any Bidder  from beginning the bid response drafting process at any time after the RFR Release date.
All directions for using the online response tool are provided within the Comm-PASS online response pages.  Bidders who require further technical assistance using the online response tools in Comm-PASS may refer to the Comm-PASS Resource Center at www.mass.gov/osd  for documents and guides; 

Responses must be submitted ONLINE no later than April 6, 3 pm EDT
6B.
File Specifications
1. File Naming Conventions  
Files submitted via SmartBid must follow the file naming convention specified below.  The Description entered during the file upload process ensures each file is readily identified by Company Name and content.  The File Name assigned by the Bidder as stored on their computer or network must be structured such that each file can be processed by the upload tool.  The upload tool will reject any file name that includes spaces or symbols, like the brackets [ ] some systems apply when files are downloaded from the Internet.

	RFR Section or

Response Component
	Description

Enter in SmartBid during upload
	File Name

Assign when creating files

	Part 4A Eligibility 
	Company Name Eligibility
	CompanyName_Eligibility.doc

	Part 4B Company Information
	Company Name Company Information
	CompanyName_CompanyName.doc

	Part 4C Account Team 
	Company Name Account Team
	CompanyName_AccountTeam.doc

	Part 4D Capabilities
	Company Name Capabilities 
	CompanyName_Capabilities.doc

	Part 4E Compensation Structure
	Company Name Compensation Structure
	CompanyName_CompensationStructure.doc

	Part 4F Subcontracting
	Company Name Proposed Subcontracting
	CompanyName_Subcontracting.doc

	Part 4G Travel Destination Clients
	Company Name Travel Destination Clients  
	CompanyName_TravelDestinationClients.doc

	Part 4H Demonstrated Effectiveness
	Company Name Demonstrated Effectiveness 
	CompanyName_DemonstratedEffectiveness.doc

	Part 4-I Marketing Materials
	Company Name Marketing Materials 
	CompanyName_ MarketingMaterials.doc

	Part 4J Attachments  
	Company Name Attachments 
	CompanyName_ NameAttachment.doc


a. File Size Limits

The SmartBid file upload system is set to limit the size of any single file to 10MB or less.  If a single file attachment approaches or exceeds 10MB, the Bidder must save the contents as multiple files and label each accordingly.  Bidders should note that transmission over the Internet can change the apparent file size of the document.  If a large file smaller than 10MB is rejected, Bidders must break up the file as described above.  Note the naming convention used above which illustrates distinguishing multi-part files through use of Part 1, Part 2, etc.

b. Duplicate File Names Not Accepted

Once a file has been submitted, Comm-PASS will not accept another file with the same name. This is the case even with files that are modified or have been withdrawn. If it is necessary to resubmit a file, add an underscore and numeric suffix to the company name, for example, CompanyName_2_FootCat.

      File Format Restrictions

All scanned documents must be in .pdf or .gif format, and must be scanned in such a way that they can be read on a computer monitor and printed on 8 1/2” x 11” paper, unless otherwise specified.  Forms provided for the Bidder to complete, with the exception of the standard Forms located on the Solicitation’s Foems & Information tab, must be completed and submitted in their original formats, NOT scanned and submitted as PDF or other file types. 

6C.

Withdrawing a Response



Prior to Close Date

Bids may be withdrawn using the Withdraw icon offered on the subscriber’s Response Desktop.



After Close Date

No Bid can be withdrawn after the Close Date.  If the Bidder wants to remove a Response from consideration, you must contact Comm-PASS at Comm-PASS@state.ma.us for guidance and forward an email to the RFR Procurement Team Leader.

7.  
GENERAL EVALUATION CRITERIA & SELECTION PROCESS:
Any response, regardless of the submission formats specified, that fails to meet a mandatory specification of this RFR may be found non-responsive without further evaluation unless MOTT, in its discretion, determines that the non-compliance is insubstantial, can be corrected, or that an alternative proposed by the bidder is acceptable.

Written proposals will be reviewed by the Performance Management Team (PMT) to determine whether they meet all the eligibility requirements, specified in Section 2. The PMT will then evaluate eligible bids, based upon the following criteria:

· Demonstrated ability to perform all required services as detailed in Section 3. Capabilities, depth of relevant experience, and proficiency of marketing agency and subcontractors, if any 
· Credentials and relevant experience of account manager and account team 

· Demonstrated effectiveness of bidder’s work for other clients  

· Proposed compensation 
· Marketing materials

· Supplier Diversity Program plan (10% of total evaluation points, not including environmental bonus points) 
· Environmental plan (up to 2% of bonus points will be awarded to bidders who submit  an environmental plan)    
The PMT will then select bidders for oral presentations based on scores of bidder’s written responses. 

Bidders selected for oral presentations will be provided with specifications for the presentation. Oral presentations will take place at MOTT’s offices at 10 Park Plaza, Boston, Massachusetts. All expenses related to this presentation, including travel, will be at the Bidder’s cost, not MMP/MOTT.  See Section 5A for estimated dates of oral presentations. Selected Bidders will be assigned date and time by MMP/MOTT. 

Oral presentations will be evaluated based upon the following:

· Capabilities presentation 
· Response to assignment 
· Client Campaigns 

written scores and oral scores will be weighted and combined, together with an evaluation of references.   

Following the oral presentations, the PMT will submit a recommendation to the Executive Director of MOTT, who will make the final selection. MMP/MOTT reserves the right to reject any and all proposals if it is deemed in the best interests of the Commonwealth. 

MMP/MOTT reserves the right to enter into a contract with one of the contractors selected as a finalist if, in the event the contractor initially chosen does not perform in accordance with the performance criteria, the contract is terminated without cause by either party, or the terms of the final contract cannot be finalized to the satisfaction of MMP/MOTT. 
8. RFR FORMS 
Documents required by this RFR are noted below:

Refer to the Forms & Terms tab on the RFR summary description page for the forms below that are required to be completed and submitted with a proposal. See Appendix 2 for information on how to complete the standard forms. 
1. Commonwealth Terms and Conditions 
2. Commonwealth Standard Contract Form  
3 Request for Taxpayer Identification Number and Certification (W9)
4 Contractor Authorized Signature Verification Form 
5 Affirmative Action Plan Commitment Form  
6 Supplier Diversity Program (SDP) Plan Form 
7 Authorization for Electronic Payments 
8 Prompt Payment Discount 
9 Bidder Disclosure Form 
10 Environmental Plan  
11 Business References Form  
Appendix 1
Required Terms for all  RFRs

General Procurement Information

Alterations

Bidders may not alter (manually or electronically) the Solicitation language or any Solicitation component files, except as directed in the RFR.   Modifications to the body of the Solicitation, specifications, terms and conditions, or which change the intent of this Solicitation are prohibited and may disqualify a Response.

Ownership of Submitted Responses

The PMT shall be under no obligation to return any Responses or materials submitted by a Bidder in response to this RFR.  All materials submitted by Bidders become the property of the Commonwealth of Massachusetts and will not be returned to the Bidder.  The Commonwealth reserves the right to use any ideas, concepts, or configurations that are presented in a Bidder’s Response, whether or not the Response is selected for Contract award.

Responses stored on Comm-PASS in the encrypted lock-box are the file of record. Bidders retain access to a read-only copy of this submission via their Comm-PASS SmartBid Online Response Desktop, as long as their account is active. Bidders may also retain a traditional paper copy or electronic copy on a separate computer or network drive or separate media, such as CD or DVD, as a back up.

Prohibitions

Bidders are prohibited from communicating directly with any employee of the procuring Department or any member of the PMT regarding this RFR except as specified in this RFR, and no other individual Commonwealth employee or representative is authorized to provide any information or respond to any question or inquiry concerning this RFR.  Bidders may contact the contact person using the contact information provided in the “Issuers” tab for this Solicitation in the event that this RFR is incomplete or information is missing.  Bidders experiencing technical problems accessing information or attachments stored on Comm-PASS should contact the Comm-PASS Helpdesk. 

In addition to the certifications found in the Commonwealth’s Standard Contract Form, by submitting a Bid Response, the Bidder certifies that the Response has been arrived at independently and has been submitted without any communication, collaboration, or without any agreement, understanding or planned common course or action with, any other Bidder of the commodities and/or services described in the RFR.

Terms and Requirements Pertaining to Awarded Contracts

Commonwealth Tax Exemption  

Payment vouchers or invoices submitted to Massachusetts government entities must not include sales tax.

Contractor’s Contact Information

It is the Contractor’s responsibility to keep the Contractor’s Contract Manager information current.  If this information changes, the Contractor must notify the Contract Manager by email immediately, using the address located on the Contract’s “Issuer(s)” tab in the “Contact Information” section.

The Commonwealth assumes no responsibility if a Contractor’s designated email address is not current, or if technical problems, including those with the Contractor’s computer, network or internet service provider (ISP), cause e-mail communications between the Bidder and the PMT to be lost or rejected by any means including email or spam filtering.

Publicity

Any Contractor awarded a contract under this RFR is prohibited from selling or distributing any information collected or derived from the Contract, including lists of participating Entities, Commonwealth employee names, telephone numbers or addresses, or any other information except as specifically authorized by the PMT. 

RFR - Required Specifications
In general, most of the required contractual stipulations are referenced in the Standard Contract Form and Instructions and the Commonwealth Terms and Conditions (either version). However, the following RFR provisions must appear in all Commonwealth competitive procurements conducted under 801 CMR 21.00:
The terms of 801 CMR 21.00: Procurement of Commodities and Services (and 808 CMR 1.00: Compliance, Reporting and Auditing for Human and Social Services, if applicable) are incorporated by reference into this RFR.  Words used in this RFR shall have the meanings defined in 801 CMR 21.00 (and 808 CMR 1.00, if applicable). Additional definitions may also be identified in this RFR.  Unless otherwise specified in this RFR, all communications, responses, and documentation must be in English, all measurements must be provided in feet, inches, and pounds and all cost proposals or figures in U.S. currency.  All responses must be submitted in accordance with the specific terms of this RFR.
Supplier Diversity Program (SDP). Massachusetts Executive Order 524 established a policy to promote the award of state contracts in a manner that develops and strengthens Minority and Women Business Enterprises (M/WBEs) that resulted in the Supplier Diversity Program in Public Contracting. M/WBEs are strongly encouraged to submit responses to this RFR, either as prime vendors, joint venture partners or other type of business partnerships. All bidders must follow the requirements set forth in the SDP section of the RFR, which will detail the specific requirements relating to the prime vendor’s inclusion of M/WBEs. Bidders are required to develop creative initiatives to help foster new business relationships with M/WBEs within the primary industries affected by this RFR. In order to satisfy the compliance of this section and encourage bidder’s participation of SDP objectives, the Supplier Diversity Program (SDP) Plan for large procurements greater than $150,000 will be evaluated at 10% or more of the total evaluation. Once an SDP Plan is submitted, negotiated and approved, the agency will then monitor the contractor’s performance, and use actual expenditures with SDO certified contractors to fulfill their own SDP expenditure benchmarks.  M/WBE participation must be incorporated into and monitored for all types of procurements regardless of size; however, submission of an SDP Plan is mandated only for large procurements over $150,000.

· This RFR will contain some or all of the following components as part of the Supplier Diversity Program Plan submitted by bidders:

· Sub-contracting with certified M/WBE firms as defined within the scope of the RFR,
· Ancillary use of certified M/WBE firms,
· Growth and Development activities to increase M/WBE capacity,
A Minority Business Enterprise (MBE), Woman Business Enterprise (WBE), M/Non-Profit, or W/Non-Profit, is defined as such by the Supplier Diversity Office (SDO). All certified businesses that are included in the bidder’s SDP proposal are required to submit an up to date copy of their SDO certification letter.  The purpose for this certification is to participate in the Commonwealth’s Supplier Diversity Program for public contracting.  Minority- and Women-Owned firms that are not currently certified but would like to be considered as an M/WBE for the purpose of this RFR should submit their application at least two weeks prior to the RFR closing date and submit proof of documentation of application for consideration with their bid proposal. For further information on SDO certification, contact their office at 1-617-502-8851 or via the Internet at mass.gov/SDO.

Supplier Diversity Program  Subcontracting Policies. Prior approval of the agency is required for any subcontracted service of the contract. Agencies may define required deliverables including, but not limited to, documentation necessary to verify subcontractor commitments and expenditures with Minority- or Women-Owned Business Enterprises (M/WBEs) for the purpose of monitoring and enforcing compliance of subcontracting commitments made in a bidder’s Supplier Diversity Program (SDP) Plan. Contractors are responsible for the satisfactory performance and adequate oversight of its subcontractors.
Executive Order 515, Establishing an Environmental Purchasing Policy Products and services purchased by state agencies must be in compliance with Executive Order 515, issued October 27, 2009.  Under this Executive Order, Executive Departments are required to reduce their impact on the environment and enhance public health by procuring environmentally preferable products and services (EPPs) whenever such products and services perform to satisfactory standards and represent best value, consistent with 801 CMR 21.00. In line with this directive, all contracts, whether departmental or statewide, must comply with the specifications and guidelines established by OSD and the EPP Program. EPPs are considered to be products and services that help to conserve natural resources, reduce waste, protect public health and the environment, and promote the use of clean technologies, recycled materials, and less toxic products. Questions concerning the EO or the appropriate specifications may be directed to OSD’s EPP Procurement Program, www.mass.gov/epp. The Order can be seen at http://www.mass.gov/Agov3/docs/Executive%20Orders/executive_order_515.pdf. 

Environmental plan

The successful bidder of this contract will be expected to work with MOTT to develop an EPP plan if one is not already in place.  The objective of this requirement is to actively encourage suppliers to incorporate sustainable practices throughout their business operations and further market such practices to Contract users. Such a plan may include, but not be limited to, the following:

Implementing energy efficiency initiatives at the corporate level in line with Executive Order 484, such as lighting retrofits, purchase of energy from renewable sources, use of bio-heat fuel, and other energy reduction technologies, or implementing the use of recycled materials in business operations.

Best Value Selection and Negotiation. The Procurement Management Team (PMT) may select the response(s) which demonstrates the best value overall, including proposed alternatives that will achieve the procurement goals of the department. The PMT and a selected bidder, or a contractor, may negotiate a change in any element of contract performance or cost identified in the original RFR or the selected bidder’s or contractor’s response which results in lower costs or a more cost effective or better value than was presented in the selected bidder’s or contractor’s original response.
Comm-PASS.   Comm-PASS is the official system of record for all procurement information which is publicly accessible at no charge at www.Comm-PASS.com.  Information contained in this document and in each tab of the Solicitation, including file attachments, and information contained in the related Bidders’ Forum(s), are all components of the Solicitation. 

Bidders are solely responsible for obtaining all information distributed for this Solicitation via Comm-PASS, by using the free Browse and Search tools offered on each record-related tab on the main navigation bar (Solicitations and Forums). Forums support Bidder submission of written questions associated with a Solicitation and publication of official answers. All records on Comm-PASS are comprised of multiple tabs, or pages. For example, Solicitation records contain Summary, Rules, Issuer(s), Intent or Forms & Terms and Specifications, and Other Information tabs. Each tab contains data and/or file attachments provided by the Procurement Management Team.  All are incorporated into the Solicitation.

It is each Bidder’s responsibility to check Comm-PASS for:
· Any addenda or modifications to this Solicitation, by monitoring the “Last Change” field on the Solicitation’s Summary tab, and

· Any Bidders’ Forum records related to this Solicitation (see Locating an Online Bidders’ Forum for information on locating these records.

The Commonwealth accepts no responsibility and will provide no accommodation to Bidders who submit a Response based on an out-of-date Solicitation or on information received from a source other than Comm-PASS.

Comm-PASS SmartBid Subscription.  Bidders may elect to obtain an optional free SmartBid subscription which provides value-added features, including automated email notification associated with postings and modifications to Comm-PASS records.  When properly configured and managed, SmartBid provides a subscriber with:

· A secure desktop within Comm-PASS for efficient record management

· A customizable profile reflecting the subscriber’s product/service areas of interest

· A customizable listing in the publicly accessible Business Directory, an online “yellow-pages” advertisement

· Full-cycle, automated email alert whenever any record of interest is posted or updated

· Access to Online Response Submission, when allowed by the Issuer, to support:

· paperless bid drafting and submission to an encrypted lock-box prior to close date

· electronic signature of OSD forms and terms; agreement to defer wet-ink signature until Contract award, if any 

· withdrawal of submitted bids prior to close date

· online storage of submitted bids

Every public purchasing entity within the borders of Massachusetts may post records on Comm-PASS at no charge. Comm-PASS has the potential to become the sole site for all public entities in Massachusetts.  

Contract Expansion. If additional funds become available during the contract duration period, the department reserves the right to increase the maximum obligation to some or all contracts executed as a result of this RFR or to execute contracts with contractors not funded in the initial selection process, subject to available funding, satisfactory contract performance and service or commodity need.
Costs. Costs which are not specifically identified in the bidder’s response, and accepted by a department as part of a contract, will not be compensated under any contract awarded pursuant to this RFR. The Commonwealth will not be responsible for any costs or expenses incurred by bidders responding to this RFR.
Electronic Communication/Update of Bidder’s/Contractor’s Contact Information. It is the responsibility of the prospective bidder and awarded contractor to keep current the email address of the bidder’s contact person and prospective contract manager, if awarded a contract, and to monitor that email inbox for communications from the PMT, including requests for clarification. The PMT and the Commonwealth assume no responsibility if a prospective bidder’s/awarded contractor’s designated email address is not current, or if technical problems, including those with the prospective bidder’s/awarded contractor’s computer, network or internet service provider (ISP) cause email communications sent to/from the prospective bidder/awarded contractor and the PMT to be lost or rejected by any means including email or spam filtering.
Electronic Funds Transfer (EFT). All bidders responding to this RFR must agree to participate in the Commonwealth Electronic Funds Transfer (EFT) program for receiving payments.  EFT is a benefit to both contractors and the Commonwealth because it ensures fast, safe and reliable payment directly to contractors and saves both parties the cost of processing checks. Contractors are able to track and verify payments made electronically through the Comptroller’s Vendor Web system. A link to the EFT application can be found on the OSD Forms page (www.mass.gov/osd). Additional information about EFT is available on the VendorWeb site (www.mass.gov/osc). Click on MASSfinance.

Successful bidders, upon notification of contract award, will be required to enroll in EFT as a contract requirement by completing and submitting the Authorization for Electronic Funds Payment Form to this department for review, approval and forwarding to the Office of the Comptroller. If the bidder is already enrolled in the program, it may so indicate in its response. Because the Authorization for Electronic Funds Payment Form contains banking information, this form, and all information contained on this form, shall not be considered a public record and shall not be subject to public disclosure through a public records request.

Minimum Bid Duration. Bidders responses/bids made in response to this RFR must remain in effect for at least 90 days from the date of bid submission.
Prompt Payment Discounts (PPD).  All bidders responding to this procurement must agree to offer discounts through participation in the Commonwealth Prompt Payment Discount (PPD) initiative for receiving early and/or on-time payments, unless the bidder can provide compelling proof that it would be unduly burdensome.  PPD benefits both contractors and the Commonwealth.  Contractors benefit by increased, usable cash flow as a result of fast and efficient payments for commodities or services rendered.  Participation in the Electronic Funds Transfer initiative further maximizes the benefits with payments directed to designated accounts, thus eliminating the impact of check clearance policies and traditional mail lead time or delays.  The Commonwealth benefits because contractors reduce the cost of products and services through the applied discount. Payments that are processed electronically can be tracked and verified through the Comptroller’s Vendor Web system.  The PPD form can be found under the Forms and Terms tab of this solicitation.

Bidders must submit agreeable terms for Prompt Payment Discount using the PPD form within their proposal, unless otherwise specified by the PMT.  The PMT will review, negotiate or reject the offering as deemed in the best interest of the Commonwealth.

Public Records. All responses and information submitted in response to this RFR are subject to the Massachusetts Public Records Law, M.G.L., c. 66, s. 10, and to c. 4, s. 7, ss. 26. Any statements in submitted responses that are inconsistent with these statutes shall be disregarded.

Reasonable Accommodation. Bidders with disabilities or hardships that seek reasonable accommodation, which may include the receipt of RFR information in an alternative format, must communicate such requests in writing to the contact person.  Requests for accommodation will be addressed on a case by case basis. A bidder requesting accommodation must submit a written statement which describes the bidder’s disability and the requested accommodation to the contact person for the RFR. The PMT reserves the right to reject unreasonable requests. 

Restriction on the Use of the Commonwealth Seal. Bidders and contractors are not allowed to display the Commonwealth of Massachusetts Seal in their bid package or subsequent marketing materials if they are awarded a contract because use of the coat of arms and the Great Seal of the Commonwealth for advertising or commercial purposes is prohibited by law.
Subcontracting Policies. Prior approval of the department is required for any subcontracted service of the contract. Contractors are responsible for the satisfactory performance and adequate oversight of its subcontractors. Human and social service subcontractors are also required to meet the same state and federal financial and program reporting requirements and are held to the same reimbursable cost standards as contractors.

APPENDIX 2 
Instructions for Execution and Submission 
of Commonwealth Standard Forms

The purpose of this appendix is to provide guidance to Bidders on the Commonwealth Standard forms to be submitted (in addition to the other forms and documents required) and how they must be executed and submitted. Please note that these instructions are meant to supplement the Instructions found on each of these forms.  It is advisable to print this document first so that it may be referenced when filling out these forms.

Some of the forms listed below can be electronically signed by the Bidder, see Electronic Signatures.  However, online Bidders must, if notified of Contract award, submit the following four (4) forms on paper with original ink signatures unless otherwise specified below, within the timeframe referenced in the RFR section entitled Ink Signatures: the Commonwealth Standard Contract Form, the Commonwealth Terms and Conditions, the Request for Taxpayer Identification Number and Certification (Mass. Substitute W9 Form) and the Contractor Authorized Signatory Listing.

Forms located on the Solicitation’s Forms & Terms tab

Commonwealth Terms and Conditions

Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date, or submit a copy of a previously executed, up-to-date copy of the form as directed below.

If the Bidder has already executed and filed the Commonwealth Terms and Conditions form pursuant to another RFR or Contract, a copy of this form may be included in place of an original. If the Bidder’s name, address or Tax ID Number have changed since the Commonwealth Terms and Conditions form was executed, a new Commonwealth Terms and Conditions form is required.  The Commonwealth Terms and Conditions are hereby incorporated into any Contract executed pursuant to this RFR. 

This form must be unconditionally signed by one of the authorized signatories (see Contractor Authorized Signatory Listing, below), and submitted without alteration. If the provisions in this document are not accepted in their entirety without modification, the entire Proposal offered in response to this Solicitation may be deemed non-responsive.

The company’s correct legal name and legal address must appear on this form, and must be identical to the legal name and legal address on the Request for Taxpayer Identification and Certification Number (Mass. Substitute W9 Form). 

Commonwealth Standard Contract Form 
Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date. 

By executing this document or signing it electronically, the Bidder certifies, under the pains and penalties of perjury, that it has submitted a Response to this RFR that is the Bidder’s Offer as evidenced by the execution of its authorized signatory, and that the Bidder’s Response may be subject to negotiation by the PMT.  Also, the terms of the RFR, the Bidder’s Response and any negotiated terms shall be deemed accepted by the Operational Services Division and included as part of the Contract upon execution of this document by the State Purchasing Agent or his designee.

If the Bidder does not have a Vendor Code beginning with “VC,” or does not know what their Vendor Code is, the Bidder should leave the Vendor Code field blank.  The Bidder should NOT enter a Vendor Code assigned prior to May 2004, as new Vendor Codes have been assigned to all companies since that time.  

Signature and date MUST be handwritten in ink, and the signature must be that of one of the people authorized to execute contracts on behalf of the Contractor on the Contractor Authorized Signatory Listing (See below).

Request for Taxpayer Identification Number and Certification (Mass. Substitute W9 Form)

Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date, or submit a copy of a previously executed, up-to-date copy of the form as directed below.

If a Bidder has already submitted a Request for Taxpayer Identification and Certification Number (Mass. Substitute W9 Form) and has received a valid Massachusetts Vendor Code, an original W-9 form is not required.  A copy of the form as filed may be included in place of an original.  If the Bidder’s name, address or Tax ID Number have changed since the Mass. Substitute W9 Form was executed, a new Mass. Substitute W9 Form is required.  The information on this form will be used to record the Bidder’s legal address and where payments under a State Contract will be sent. The company’s correct legal name and legal address must appear on this form, and must be identical to the legal name and legal address on the Commonwealth Terms and Conditions.  Please do not use the U.S Treasury’s version of the W9 Form.  

Contractor Authorized Signatory Listing

Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date. 

In the table entitled “Authorized Signatory Name” and “Title,” type the names and titles of those individuals authorized to execute contracts and other legally binding documents on behalf of the Bidder.  Bidders are advised to keep this list as small as possible, as Contractors will be required to notify the Procurement Manager of any changes.  If the person signing in the signature block on the bottom of the first page of this form will also serve as an “Authorized Signatory,” that person’s name must be included in the typed table.

With regard to the next paragraph, which begins “I certify that I am the President, Chief Executive Officer, Chief Fiscal Officer, Corporate Clerk or Legal Counsel for the Contractor…,” if your organization does not have these titles, cross them out and handwrite the appropriate title above the paragraph.

The signature and date should be handwritten in ink.  Title, telephone, fax and eMail should be typed or handwritten legibly.

The second page of the form (entitled “Proof of Authentication of Signature”) states that the page is optional.  However, the “optional” aspect of the form is that Commonwealth Departments are not required to use it.  In the case of Statewide Contracts, this page is REQUIRED, not optional.  The person signing this page must be the same person signing the Standard Contract Form, the Commonwealth Terms and Conditions, and the RFR Checklist.

Please note that in two places where the form says “in the presence of a notary,” this should be interpreted to mean “in the presence of a notary or corporate clerk/secretary.”  Either a notary or corporate clerk/secretary can authenticate the form; only one is required.

Organizations whose corporate clerks/secretaries authenticate this form are not required to obtain a Corporate Seal to complete this document.

Affirmative Action Plan Commitment Form 

  Complete form as directed. 

Supplier Diversity Program Plan (SDP) Form 

Download this form and complete as directed below; include with online submission. Ink signature is not required.  

The specific Supplier Diversity Program (SDP) requirements for this procurement can be found earlier in this document.  Bidder’s Supplier Diversity Program Plan must include a copy of the SDO certification of each Minority and Women Business Enterprise (M/WBE) company listed for consideration.  A certified Bidder may not list itself as being a Supplier Diversity Program Partner to its own company.  This form is NOT the same as the SDO certification of the Bidder’s company.

Prompt Payment Discount Form

Download this form and complete as directed below; include with online submission. Ink signature is not required.

Pursuant to the Prompt Payment Discount terms set forth in the RFR Required Specifications for Contracts and on the Prompt Payment Discount Form itself, all Bidders must execute this form.  After entering the “Bidder Name” and “Date of Offer for Prompt/Early Payment Discount”, the Bidder must identify the prompt payment discount(s) terms by indicating the “Percentage Discount off of the Proposed Pricing” and the “Turn-around-time for Payments.”  In the event of a hardship that prevents the Bidder from offering a prompt payment discount, the Bidder must document this fact and provide supporting information.  If awarded a contract, the final negotiated prompt payment discounts should be reflected on the Commonwealth Standard Contract Form.

Consultant Contractor Mandatory Submission Form 

Download and complete this form; include with online submission. Ink signature is not required.

Bidder Disclosure Form 

Bidder must disclose any business or personal associations with any member of the Procurement Management Team (PMT).  All members of the PMT will also file a Disclosure Form with MMP/MOTT that reports any business or personal associations with bidders. 
Environmental Plan 

In line with the Commonwealth’s efforts to promote products and practices which reduce our impact on the environment and human health, Bidders are encouraged to provide information regarding their environmentally preferable/sustainable business practices as they relate to this Contract wherever possible. Bidders must complete this form and submit it with their RFR Response.
Business References Form

Download this form and complete as directed below; include with online submission. Ink signature is not required.

Bidders must provide all requested information on this form for three (3) client references for which the contractor currently provides, or has provided within the past 36 months, marketing services similar to those specified in Section 3. The contact person must have direct knowledge of your company’s capability to provide these services.. 
In completing this form, note that the “Bidder” is the name of the company submitting a Response to this RFR and the “RFR Name/Title” and the “RFR Number” can be found on the cover of the RFR and on the Summary Tab on Comm-PASS in the Document Number field.  Also, please note that: “Reference Name” is the name of the organization (if not applicable, then name of the individual) that is providing the reference; “Contact” is the name of the individual inside the organization that will provide the reference; and the “Address,” “Phone #” and “Fax/Internet Address” are those of the “Contact” so that the PMT may be able to reach them. 

 Glossary
In addition to the definitions found in 801 CMR 21.00, which apply to all procurements for goods and services, the definitions found below apply to this Solicitation.  Those definitions below designated with an asterisk (“*”) are quoted directly from 801 CMR 21.00 and are included below for quick reference purposes. 

Agency - For the purposes of this Solicitation, the terms “Agency,” “Eligible Entity,” “Department,” “Commonwealth Agency,” and “Contracting Department” include all Eligible Entities listed in the Issuer tab on Comm-PASS for this Solicitation.

Bid or Response - generally refers to the offer submitted in response to a Solicitation or Request for Response (RFR). 

Bidder  - An individual or organization proposing to enter into a Contract to provide a Commodity or Service, or both, to or for a Department or the State.

Commonwealth Contract Manager – See Procurement Team Leader. 

Contract  - A legally enforceable agreement between a Contractor and a Department.  ANF, OSD and CTR shall jointly issue Commonwealth Terms and Conditions, a Standard Contract Form and other forms or documentation that Departments shall use to document the Procurement of Commodities or Services, or both. 

Contractor  - An individual or organization which enters into a Contract with a Department or the State to provide Commodities or Services, or both.

Contractor Contract Manager – The individual designated by the Contractor to interface with the Commonwealth.

Department - For the purposes of this Solicitation, the terms “Department,” “Eligible Entity,” “Agency,” “Commonwealth Agency,” and “Contracting Department” include all Eligible Entities listed in the Issuer tab on Comm-PASS for this Solicitation.

Eligible Entity - For the purposes of this Solicitation, the terms “Eligible Entity,” “Agency,” “Department,” “Commonwealth Agency,” and “Contracting Department” include all Eligible Entities listed in the Issuer tab on Comm-PASS for this Solicitation.

Environmentally Preferable Product (EPP) - A product or service that has a lesser or reduced effect on human health and the environment when compared with competing products or services that serve the same purpose. Such products or services may include, but are not limited to, those which contain recycled content, minimize waste, conserve energy or water, and reduce the amount of toxic materials either disposed of or consumed.

Evaluation – The process, conducted by the Procurement Management Team, of reviewing, scoring and ranking the submitted bids/Responses related to this Solicitation.

FY – See Fiscal Year

Fiscal Year - The year beginning with July first and ending with the following June thirtieth as defined in M.G.L. Chapter 4, Section 7.  This may also be referred to as the "State Fiscal Year.”

PMT – See Procurement Management Team

Procurement Management Team (PMT) - Representatives from various eligible entities and interested stakeholders that design procurements, develop specifications, conduct Solicitations evaluate Bids and award Statewide or Department Contracts.  Also referred to as a Strategic Sourcing Services Team.  The PMT also monitors Contractor performance through performance measures and the level of customer satisfaction throughout the life of the Contract.

Procurement Team Leader (PTL) – Individual designated by the procuring department to lead the procurement management team and the solicitation and resulting contract.

PTL – See Procurement Team Leader 

Purchasing Entity – Same as “Eligible Entity.” 

Request for Response (RFR)  – The mechanism used to communicate Procurement specifications and to request Responses from potential Bidders.  An RFR may also be referred to as a "Solicitation."

Response – The Bidder’s complete submission in response to a Solicitation, in other words, a “Bid” or “Proposal.”

Solicitation – See Request for Response (RFR)
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