CITY OF VIRGINIA BEACH,VIRGINIA
PURCHASING DIVISION
2388 LIBERTY WAY
VIRGINIA BEACH, VA 23456-9013
(757) 385-4438

REQUEST FOR PROPOSAL NO: COVB-21-100219
MARKETING SERVICESFOR ECONOMIC DEVELOPMENT

SEALED PROPOSALSWILL BE RECEIVED ELECTRONICALLY THROUGH ERP
SYSTEM SUPPLIER(VENDOR) PORTAL OR IN HAND AT THE IN THE
PURCHASING DIVISION OFFICE AT THE LIBERTY TAX EXECUTIVE PARK, 2388
LIBERTY WAY, VIRGINIA BEACH, VA, 23456 UNTIL 3/30/2021 3:00 PM EASTERN
TIME. TO BE CONSIDERED, OFFERORS SHALL ENSURE PROPOSALS ARE
RECEIVED IN THISMANNER. PROPOSALS RECEIVED AFTER THISDATE AND
TIMEWILL NOT BE CONSIDERED.

A VIRTUAL WEBEX pre-proposa conference will be held to allow potential Offerors an opportunity to obtain
clarification of the Scope of Work and requirements of the solicitation. Any changes that will affect responses to this RFP
will be formally addressed by addendum from the Issuing Office

Date: Wednesday, March 10, 2021
Time: 2:00 to 3:00 p.m. Eastern Time
Pre-Proposal Conferenceis NON-MANDATORY

This meeting will be conducted through WEBEX. If you intend to participate, please email dsmith@vbgov.com for
instructionsby Tuesday, March 9, 2021 Noon Eastern Time.

NOTICE:THE CITY OF VIRGINIA BEACH DOES NOT DISCRIMINATE AGAINST
FAITH-BASED ORGANIZATIONS.THE VIRGINIA BEACH CITY COUNCIL HAS
ADOPTED A 12% GOAL FOR MINORITY PARTICIPATION IN CITY CONTRACTS.

Please make sure Attachment D Small Business Enhancement Program Compliance subcontracting

form is complete. Thissolicitation is subject to the requirements of the Small Business Enhancement Program. As a matter
of responsiveness, bidders that intend to subcontract work on the resulting project must commit at least 50% of the value of the
subcontracted work to businesses certified as Small, Womenowned, and Minority-owned businesses (SWaM) by the Virginia
Department of Small Business and Supplier Diversity; if the bidder is unable to meet the 50% subcontracting requirement,

then the bidder must provide documentation showing, with specificity, good faith efforts undertaken to meet the 50% SWaM-
certified subcontractor participation requirement.

Attention of Proposal'sis directed to Section 2.2-4367—-2.2-4377 Virginia Public Procurement
Act(VPPA)(Ethicsin Public Contracting).

The City of Virginia Beach reserves the right to accept or reject any or al offersin wholeor in
part and to waive any informalities. The City reserves the right to enter into any contract deemed
to beinits best interest.

City of VirginiaBeach,Virginia
Purchasing Division



Procurement Officer
DarlaL. Smith, CPPB, VCO
Contracting Agent
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1 Attachments

File Name or URL Type Description

AttachmenT F - Contract, revld File Attachment F
Attachment C - Scope of Work.d File Attachment C
Attachment B - List of Referen File Attachment B
Prime Contractor Workforce Com File Attachment E
Form CVAB_E2 SBEP Subcontracti File Attachment D
Attachment-A- Anticollusion-No File Attachment A
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2 Requirements
*Responseisrequired
2.1 Section 1. Business Classification
*1. ISYOUR FIRM A MINORITY OWNED BUSINESS?

Select one of the following:

Oavest®
O b. No

Respond to the following requirementsif you selected option a. for requirement 1.

*l.al. IFYES, PLEASE INDICATE THE MINORITY CLASSIFICATION BELOW

Select one of the following:

Oa BLACK AMERICAN

O b. HISPANIC AMERICAN

O c. ASIAN PACIFIC AMERICAN

O d. NATIVE AMERICAN

O e SUBCONTINENT ASIAN AMERICAN

*2.1SYOUR FIRM WOMAN OWNED?

Select one of the following:

O a ves
O b. No

*3. ISYOUR FIRM A SMALL BUSINESS?

Select one of the following:

O a Yes
O b. No

*4.1SYOUR FIRM SERVICE-DISABLED VETERAN OWNED?

Select one of the following:

Oa ves
O b. No

2.2 Section 2. SWaM -certified Subcontracting Participation Plan
1. Name of the SWaM-certified firm?

2. Certification Number:

3. Status(M,S,W)

Select one of the following:

Oawm
Ob.s
Ocw
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4. Scope of Work to be Performed

5. Estimated Subcontract Dollar Amount:

6. DBE certified Y/N

Select one of the following:

O a ves
O b. No

2.3 Section 3. References

*1. Please see Attachment B and upload complete reference sheet
Attachments:

File Name or URL Type Description
Attachment B - List of File Attachment B
Referen

Response attachments are required.

2.4 Section 4. Sub Contracting Form

* 1. Please see Attachment D complete and upload with response
Attachments:

File Name or URL Type Description

Attachment D - File Attachment D
SubContracting

Response attachments are required.

2.5 Section 5. Signature Form
*1. Pleas sign and upload with submittal

Attachments:
File Name or URL Type Description
Signature Form.pdf File

Response attachments are required.
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Contract Termsand Conditions

| PURPOSE

This document constitutes a request for sealed proposals from qualified sources to provide full-
service advertising and public relations services for the Virginia Beach Department of Economic
Development to include industry specific research, testing, content development, content
distribution, and other tasks associated with marketing based off of our target industry sectors
identified in our Strategic Plan and strategic initiatives such as the Virginia Beach Bio Accelerator
and the Hive Resource Center.

[ BACKGROUND

A. Mission:

The City of Virginia Beach Department of Economic Development isimplementing a strategy to create a
diversified, continually expanding, dynamic economy through the development of new, targeted businesses and the
enhancement of existing businesses.The goal of this strategy to create a dynamic and sustainable
business environment that will prosper and expand within the City of Virginia Beach by creating quality jobs, higher
wages, lower tax rates, and a quality of life unsurpassed by others.

B. Goals:
The City's strategic marketing goalsgoals as they relate to the services described herein are to
position the City of Virginia Beach as a leading business location in the United States and
Internationally by promoting the major attributes of the City; to expand the existing commercial tax
base, and work to enhance the overall quality of life in Virginia Beach through the creation of new
employment opportunities offering an increase per capitaincome.

C. Budget:

The anticipated annual budget for marketing activitiesis:
Economic Development--$ 500,000 at minimum

11 SCOPE OF WORK

A General Requirements

See Attachment C Scope of Work
B Specific Requirements

See Attachment C Scope of Work

IV GENERAL TERMSAND CONDITIONS

A Termination with Cause/Default/Cancellation

. In the event that Contractor shall for any reason or through any cause be in default of the terms of this
Agreement, the City may give Contractor written notice of such default by certified mail/return receipt
requested at the address set forth in association contract or in Vendor's RFP response.

. Unless otherwise provided, Contractor shall have ten (10) days from the date such noticeis mailed in
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which to cure the default. Upon failure of Contractor to cure the default, the City may immediately cancel
and terminate this Agreement as of the mailing date of the default notice.

. Upon termination, Contractor shall withdraw its personnel and equipment, cease performance of any
further work under the Agreement, and turn over to the City any work in process for which payment has
been made.

. In the event of violations of law, safety or health standards and regulations, this Agreement may be
immediately cancelled and terminated by the City and provisions herein with respect to opportunity to cure
default shall not be applicable.

B Nondiscrimination

Employment discrimination by Contractor shall be prohibited. During the performance of this Agreement,
Contractor agrees as follows:

. Contractor will not discriminate against any employee or applicant for employment because of race,
religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to
discrimination in employment, except where there is a bona fide occupational qualification/consideration
reasonably necessary to the normal operation of Contractor. Contractor agrees to post in conspicuous
places, available to employees and applicants for employment, notices setting forth the provisions of this
nondiscrimination clause.

. Contractor, in all solicitations or advertisements for employees placed by or on behalf of Contractor, will
state that Contractor is an equal opportunity employer.

. Notices, advertisements and solicitations placed in accordance with federal law, rule or regulations shall
be deemed sufficient for the purpose of meeting the requirements of this section.

. Contractor will include the provisions of the foregoing Sections in every subcontract or purchase order of
over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

C Drug Free Workplace

During the performance of this Agreement, Contractor agrees as follows:
. Contractor will provide a drug-free workplace for Contractor's employees.

. Contractor will post in conspicuous places, available to employees and applicants for employment, a
statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession,
or use of a controlled substance or marijuanais prohibited in Contractor's workplace and specifying the
actions that will be taken against employees for violations of such prohibition.

. Contractor will statein all solicitations or advertisements for employees placed by or on behalf of
Contractor that Contractor maintains a drug-free workplace.

. Contractor will include the provisions of the foregoing Sections in every subcontract or purchase order of
over $10,000, so that the provisions will be binding upon each subcontractor or vendor.
D Term of Agreement
This Agreement shall commence upon award and continue thereafter for twelve (12) months
E Contract Term Extensions
Upon mutual agreement of all parties and based on the orignal contract terms and conditions, this contract may be
extended four (4) additional one (1) year periods. Extensions shall not be automatic and any and all extensions shall
be by written agreement and signed by both parties in the same manner as the Agreement was executed.
F Faith Based Organizations
The City of Virginia Beach does not discriminate against Faith-Based Organization.

G Compliance With Immigration Laws
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Contractor does not currently, and shall not during the performance of this contract, knowingly employ an
unauthorized alien, as defined in the federal Immigration Reform and Control Act of 1986.

H Business Entity Registration

Foreign and domestic businesses authorized to transact business in the Commonwealth. The Contractor shall be
registered and authorized to transact business in the Commonwealth as a domestic or foreign business entity if so
required by Title 13.1 or Title 50 or as otherwise required by law. The Contractor shall submit proof of such
registration to the City. Additionally, the Contractor shall not allow its existence to lapse or its certificate of
authority or registration to transact business in the Commonweslth, if so required under Title 13.1 or Title 50, to be
revoked or canceled at any time during the term of the Agreement.

| Exclusivity

The City reserves the right to procure goods or services covered under this contract from athird party when, in the
City's sole discretion, it is deemed to be in the City's best interest.

J Compliance with All Laws

Offeror shall comply with all federal, state and local statutes, ordinances, and regulations now in effect or hereafter
adopted, in the performance of this Contract. Offeror represents that it possesses all necessary licenses and permits
required to conduct its business and will acquire any additional licenses and permits necessary for performance of
this Contract. If the Offeror is a corporation, partnership, or limited liability company, Offeror further expressly
represents that it is a corporation, partnership, or limited liability company in good standing in the Commonwealth
of Virginiaand will remain in good standing throughout the term of the contract and any extensions.

K Agreement interpreted under laws of Virginia

This Agreement shall be deemed to be a Virginia Agreement and shall be governed as to all matters whether of
validity, interpretations, obligations, performance or otherwise exclusively by the laws of the Commonwealth of
Virginia, and all questions arising with respect thereto shall be determined in accordance with such laws. Regardless
of where actually delivered and accepted, this Agreement shall be deemed to have been delivered and accepted by
the parties in the Commonwealth of Virginia.

L Venue

Any and al suits for any claims or for any and every breach or dispute arising out of this contract shall be
maintained in the appropriate court of competent jurisdiction in the City of Virginia Beach or the U.S. District Court
for the Eastern District of Virginia, Norfolk Division.

M Business License Requirement

If the Contractor is a business, located in the City of Virginia Beach or at any time during the performance of this
Agreement obtains situs for purposes of business license taxes, it shall be unlawful for such business to conduct or
engage in such business, trade or occupation without having first obtained the proper license from the Commissioner
of the Revenue of the City, and the Contractor covenants that it has a business license where one is required to
perform this Agreement.

N Independent Contractor

The Contractor shall agree and covenant that it is and shall be at all times, an independent contractor, and as such,
shall have and maintain complete control over all of its employees and operations. Neither the Contractor nor
anyone employed by it shall be, represent, act, purport to act, or be deemed to be an agent, representative, employee
or servant of the City. Nothing in this section shall be deemed to absolve or otherwise limit the Contractor's liability
and responsibility to safely and correctly perform its duties under this Agreement.
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O Representation Regarding City Employment; Conflict of I nterest

Contractor represents at the time of contracting and through the pendency of this Agreement that no one with an
ownership interest in the Contractor or the Contractor's corporate entity, if applicable, or other employee of the
Contractor is aso an employee of the City of Virginia Beach, specifically in the City Department initiating or
overseeing this Agreement. Contractor further represents that no individual with an ownership interest in the
Contractor or the Contractor's corporate entity, if applicable, or other employee has a spouse, other relative or person
who resides with the individual that is currently an employee of the City of Virginia Beach, specifically in the City
Department initiating or overseeing this Agreement. Should the Contractor have reasonable belief of a possible
conflict of interest, that issue should immediately be brought to the attention of the City's Purchasing Division for
review.

P Integration

This contract and any exhibits incorporated by reference in this contract constitute the final, complete, and exclusive
written expression of the intentions of the parties, and shall supersede all previous communications, representations,
agreements, promises or statements, whether oral or written, by any party or between the parties.

Q Severability

The provisions of this contract shall be deemed to be severable; and should any or more of such provisions be
declared or adjudged to be invalid or unenforceable, the remaining provisions shall be unaffected thereby and shall
remain in full force and effect.

R Environmental Liability

Any costs or expenses associated with environmentally related violations of the law, the creation or maintenance of
a nuisance, or releases of hazardous substances, including, but not limited to, the costs of any clean up activities,
removals, remediations, responses, damages, fines, administrative or civil penalties or charges imposed on the City,
whether because of actions or suits by any governmental or regulatory agency or by any private party, as a result of
the storage, accumulation, or release of any hazardous substances, or any noncompliance with or failure to meet any
federal, state or local standards, requirements, laws, statutes, regulations or the law of nuisance by Contractor (or by
its agents, officers, employees, subcontractors, consultants, subconsultants, or any other persons, corporations or
legal entities employed, utilized, or retained by Contractor) in the performance of this Contract or related activities,
shall be paid by Contractor. This paragraph shall survive the termination, cancellation or expiration of this Contract.

SWaiver
No failure of the City to exercise any right or power given to it by law or by this contract, or to insist upon strict
compliance by contractor with any of the provisions of this contract, and no custom or practice of the parties at
variance with the terms hereof, shall constitute a waiver of the City's right to demand strict compliance with the
terms of this contract.

T Interpretation

Whenever the context hereof shall require, the singular shall include the plural, the plural the singular, and the use of
any gender shall be applicableto all genders.

U Descriptive Headings

The descriptive headings appearing in this Agreement are for convenience only and shall not be construed either asa
part of the terms, covenants, and conditions hereof or as an interpretation of such terms, covenants, and conditions.

V Non-Appropriation — Availability of Funds

It is understood and agreed between the parties hereto that the City will be bound and obligated hereunder only to
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the extent that funds shall have been appropriated and budgeted for the purposes of this Contract. In the event funds
are not appropriated and budgeted in any fiscal year for payments due under this contract, the City shall immediately
notify the contractor of such occurrence and this Contract shall terminate on the last day of the fiscal year for which
(an) appropriation(s) (was) were received without penalty or expense to the City of any kind whatsoever.

W Assignment of Agreement

The Contractor shall not, without the prior written consent of the City, assign, delegate, or otherwise transfer, in
whole or in part, the Agreement or any of the Contractor's rights or obligations arising hereunder. The City may, in
its sole discretion, consent or decline to consent to any such assignment, delegation, or transfer, or may give its
conditional consent thereto. In the event the City conditionally consents to such an assignment, delegation, or
transfer, such consent may, without limitation, be conditional upon Contractor's remaining fully and unconditionally
liable to the City for any breach of the terms of this Agreement by Contractor's transferee and for any damage or
injury sustained by a third party or parties as a result of the intentional act or omission, negligence, or breach of
warranty by Contractor's transferee.

X Termination without Cause

. The City may at any time, and for any reason, terminate the contract by written notice to the Contractor
specifying the termination date, which shall be not less than thirty (30) days from the date such notice is
mailed. Notice shall be given to the Contractor by certified mail/return receipt requested.

. In the event of such termination, the Contractor shall be paid such amount as shall compensate the
Contractor for work satisfactorily completed, and accepted by the City, at the time of termination.

. If the City terminates the contract, the Contractor shall withdraw its personnel and equipment, cease
performance of any further work under the contract, and turn over to the City any work completed or in
process for which payment has been made.

Y Hold Harmless/| ndemnification-RFP

Offeror shall assume the entire responsibility and liability for any and all damages to persons or property caused by
or resulting from or arising out of any act or omission on the part of Offeror, its subcontractors, agents or employees
under or in connection with this contract or the performance or failure to perform any work required by this contract.
Offeror shall save harmless and indemnify City and its agents, volunteers, servants, employees and officers from and
against any and all claims, losses or expenses, including reasonable attorney's fees and litigation expenses suffered
by any indemnified party or entity as the result of claims or suits due to, arising out of or in connection with (a) any
and all such damages, real or aleged, (b) the violation of any law applicable to this contract, and (c) the performance
of the work by Offeror or those for whom Offeror is legally liable. Upon written demand by the City, Offeror shall
assume and defend at Offeror's sole expense any and all such suits or defense of claims made against the City, its
agents, volunteers, servants, employees or officials.

Z Insurance

Contractor agrees to secure and maintain in full force and effect at all times during the term of this Agreement, the
following policies of insurance:

. Workers' Compensation Insurance of not less than $500,000.

. Comprehensive General Liability Insurance, including contractual liability and products and completed
operations liability coverages, in an amount not less than one million dollars ($1,000,000) combined single
limits (CSL). Such insurance shall name the City of Virginia Beach as an additional insured.

. Automobile Liability Insurance including coverage for non-owned and hired vehiclesin an amount not
less than one million dollars ($1,000,000) combined single limits (CSL).

All policies of insurance required herein shall be written by insurance companies licensed to conduct the business of
insurance in Virginia, and acceptable to the City, and shall carry the provision, that the insurance will not be
cancelled or materially modified without thirty days (30) prior written naotice to the City. In certain cases, where
coverage is unavailable through licensed carriers, certificates of insurance written by a Surplus Lines Carrier
authorized by the Virginia State Corporation Commission to transact the business of insurance in Virginia and
acceptable to the City of Virginia Beach may be approved. Certificates of insurance shall list the City of Virginia
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Beach as an additional insured, and the City of Virginia Beach Risk Management Division, Municipal Center,
Virginia Beach, Virginia, 23456, asthe Certificate Holder.

AA Notice

All notices and requests required or permitted hereunder shall be sent by United States certified mail, return receipt
requested and to be effective, shall be postmarked not later than the final date for giving of such notice; or such
notices may be sent by commercial messenger service, in which event, to be effective, such notices shall be
delivered to acommercial messenger service not later than the final date for giving such notice.

Notices for the City of Virginia Beach shall be addressed as follows:
Darla Smith, Contracting Agent

dasmith@vbgov.com

Purchasing 2388 Liberty Way

Virginia Beach, VA 23456
Notices for Contractor shall be addressed as follows:

Such addresses may be changed at any time and from time to time by like written notice given by either party to the
other.

AB Offset/Setoff

The City may withhold the payment of any claim or demand by any person, firm or corporation against the City
until any delinquent indebtedness or other liability, including taxes, due to the City from such person, firm or
corporation shall first have been settled and adjusted.

AC Audits

The City shall have the right to audit all books and records (in whatever form they may be kept, whether written,
electronic or other) relating to or pertaining to any resulting Contract (including any and all documents and other
materials, in whatever form they may be kept, which support or underlie those books and records), kept by or under
the control of Contractor, including, but not limited to those kept by Contractor, its employees, agents, assigns,
successors and subcontractors. Contractor shall maintain such books and records, together with such supporting or
underlying documents and materials, for the duration of this Contract and for at least three (3) years following the
completion of this Contract, including any and all renewals thereof. The books and records, together with the
supporting or underlying documents and materials shall be made available, upon request, to the City, through its
employees, agents, representatives, contractors or other designees, during normal business hours at Contractor's
office or place of businessin Virginia Beach, Virginia. In the event that no such location is available, then the books
and records, together with the supporting or underlying documents and records, shall be made available for audit at a
time and location in Virginia Beach, Virginia, which is convenient for the City. [If a narrower audit paragraph is to
be negotiated, consult with the City Internal Auditor to see if certain documents need to be made specifically
available for audit frequently or on short notice.

AD Small Business Enhancement Program Compliance
The Contractor shall provide the required information, including reporting, to comply with the City's Small Business
Enhancement Program. If there is a subcontracting plan, this plan shall be open to public inspection pursuant to the
Virginia Freedom of Information Act. Prior to final payment, the Contractor shall submit the information, including
reporting, required by the City Code.

AE Cooperative Agreement

. This solicitation is being conducted under the provisions of § 2.2-4304 of the Virginia Public Procurement
Act, "Cooperative Procurement”, as stated, a public body may purchase from another public body's contract
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even if it did not participate in the RFQ, RFP, or IFB, if the RFQ, RFP, or IFB specified that the
procurement was being conducted on behalf of other public bodies.

. If authorized by the Quoters(s), the resultant contract(s) may be extended to any jurisdiction within the
Commonwealth of Virginiato purchase at contract prices in accordance with contract terms.

. Any jurisdiction using such contracts shall place its own orders(s) directly with the successful
Contractor(s). The City of Virginia Beach acts only as the Contracting Agent and is not responsible for
placement of orders, payment or discrepancies of the participating jurisdictions.

. It isthe Contractor's responsibility to notify the jurisdictions of the availability of contract(s).
AF Submission and Disposition of Contractual Claims

Prompt knowledge by the City of an existing or impending claim for damages or other relief may ater the plans,
scheduling, or other action of the City and/or result in mitigation or elimination of the effects of the claim.
Therefore, a written statement providing the City with notice of the Contractor's intention to file a claim which (i)
describes the act or omission by the City or its agents that the Contractor contends caused it damages or entitles it to
other relief; and (ii) provides a description of the nature and amount of the claim. Such written statement shall be
submitted to the City within 20 days of the time of the occurrence or beginning of the work upon which the claim is
based; provided, however, if such damage is deemed certain in the opinion of the Contractor to result from its acting
on an order from the City, it shall immediately take written exception to the order. For purposes of this provision,
"claim" shall include, without limitation, any request for an increase in the Agreement price or time and any request
for equitable adjustment. Submission of a notice of claim as specified shall be mandatory, and failure to submit such
notice shall be a conclusive waiver to such claim for damages or other relief by the Contractor. Neither an oral
notice or statement, nor an untimely notice or statement will be sufficient to satisfy the requirements herein.

The City will review the claim and render afinal decision in writing within thirty (30) days of receipt of Contractor's
written request for afinal decision. Such decision shall be final and binding to the fullest extent allowed by law.

AG Paymentsto Subcontractors

. In accordance with Title 2.2, Chapter 43, Article 4 of the Code of Virginia (Virginia Public Procurement
Act), the Contractor shall make payment to all subcontractors, as defined in the Code, within seven (7) days
after receipt of payment from the City, or, shall notify the City and subcontractor in writing of the intention
to withhold al or part of the amount due along with the reason for nonpayment. In the event payment is not
made as noted, the Contractor shall pay interest at the rate of one (1%b) percent per month, unless otherwise
provided in the contract, to the subcontractor on all amounts that remain unpaid after seven (7) days except
for the amounts withheld as provided herein.

. These same requirements shall be included in each subcontract and shall be applicable to each lower-tier
subcontractor. The Contractor shall provide the City with its social security number or federal taxpayer
identification number prior to any payments being made under this Contract.

. The Contractor's obligation to pay an interest charge to a subcontractor pursuant to the payment clausein
this section may not be construed to be an obligation of the City. A contract modification may not be made
for the purpose of providing reimbursement for such interest charge. A cost reimbursement claim may not
include any amount for reimbursement for such interest charge.

AH Subcontractors

The use of subcontractors and the work they are to perform shall receive prior written approval of the contract
administrator. The Contractor shall be solely responsible for all work performed and materials provided by
subcontractor. The Contractor shall be responsible for the liability of subcontractors for the types and limits required
of the Contractor.The use of subcontractors and the work they are to perform shall receive prior written approval of
the contract administrator. The Contractor shall be solely responsible for all work performed and materials provided
by subcontractor. The Contractor shall be responsible for the liability of subcontractors for the types and limits
required of the Contractor.

Al Compliance with the Virginia Human Rights Act

The Virginia Human Rights Act, as amended, includes protections against discrimination based on an individua's
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race, color, religion, sex, sexual orientation, gender identity, marital status, pregnancy, childbirth or related medical
conditions, age, status as a veteran, or national origin. During the performance of this Agreement, Contractor shall
comply with the Virginia Human Rights Act, as amended.

V SPECIAL TERMSAND CONDITIONS

A Payment Schedule

Payment for services rendered by the Offeror: Payment on invoices shall be Net 30 days after receipt of
invoice.

The City uses Paymode to process ACH payments. At no cost to the Contractor, the City requests that the
Contractor sign up via www.paymode.com/vbgov to access Paymode ACH services.

B Modification

There may be no modification of any resulting Contract, except in writing, executed by the authorized
representatives of the City and the Contractor.

C Company Personnel Standards

Personnel shall be trained/qualified to perform requested services. If any of the successful Offerors
personnel are not satisfactory in the performance of services to be furnished hereunder in a proper manner
and satisfactory to the City, the Offeror shall remove any such personnel and replace them with satisfactory
personnel.

Offeror shall use all reasonable care, consistent with its rights to manage and control its operations, not to
employ any persons or use any labor or have any equipment or permit any condition to exist which shall or
may cause or be conducive to pose any liability to the general public as well as any activity to be construed
as anuisance. The City retains the right to require the successful Offeror to halt all work activities until
such conditions are resolved.

D Claimsfor Extra Compensation

If Contractor encounters work and services not included in this Agreement or any supplement thereto but
which in the opinion of Contractor is necessary for the successful completion of the Agreement and
requires extra compensation, Contractor shall, before it begins the work on which it bases its claim,
promptly notify the City in writing of its intention to perform the work and to make claim for extra
compensation. Notification by Contractor under the terms of this paragraph shall not be construed as
proving the validity of the claim. No claim for extra compensation will be filed or considered unless
notification is given as herein set forth.

Upon natification, the City shall promptly review any claim for extra compensation. If aclaim is accepted
by the City, it shall be paid as extrawork in accordance with the terms of a supplemental agreement
executed by the parties before such work is begun.

The amounts claimed as extra compensation by Contractor shall be separately itemized, become a part of
the claim, and serve as documentation thereto. The amounts itemized shall be in sufficient detail to enable
the City to analyze the need for the extrawork and the costs claimed for the work. [Where appropriate add:
Where Contractor intends to claim the costs (other than attorney's fees) of preparing a claim for extra
compensation, such costsincurred by Contractor in preparing a claim shall be maintained in a separate
account, clearly coded and identified, and shall be subject to audit by the City.

E Ownership

Contractor acknowledges that all services it provides under this Agreement are provided as an independent
contractor on awork-for-hire basis. All intellectual property rights and other proprietary rightsin any work resulting
from the performance of services under this Agreement shall vest and be held in the name of the City.
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VI SPECIAL INSTRUCTIONSTO THE OFFEROR

A Contract Administrator

Whenever used herein and for purpose of administering any contract resulting from this Request for Proposal, the
Contract Administrators shall be:

. Name:David Couch

. Department/Division:Economic Development

. Address:4525 Main Street, Suite 700, Virginia Beach, VA 23456

. Phone Number:(757) 385-6448

. Name: Taylor Adams

. Department/Division:Economic Development

. Address:4525 Main Street, Suite 700, Virginia Beach, VA 23456

. Phone Number:(757) 385-6464

VII GENERAL SUBMITTAL TERMSAND CONDITIONS

A Definitions of Terms

The following definitions of terms are used herein:

. The term "City" refersto the City of Virginia Beach.

. The term "Offeror" refersto the person, firm, or company that provides a proposal in response to this
Request For Proposal (RFP) and who may or may not be successful in achieving an opportunity to
negotiate for the final award of a contract.

. The term "Contractor" means the Offeror to which the contract will be awarded. Referencesto the
Contractor in this RFP shall also apply in full to any subcontractor for the named Contractor.

B Submittal of Proposals

. Proposals must be completed online by accessing the vendor self-service portal:

https://www.vbgov.com/government/departments/finance/Pages/ Supplier-Services.aspx

. Thisisthe portal you use to download the RFP documents. Don't wait till the last minute. Allow yourself
ampl e time to upload everything you need to upload. If you need to make change after uploading, you can
make changes until the time of closing. The closing time of day is set by the system; not your clock

. The City is still accepting proposalsin hard copy, if necessary. For this option, you must submit one (1)
complete paper copy marked "ORIGINAL" and one (1) flash drive with your proposal. Proposal and flash
drive shall be placed in a sealed envelope or package that shall be identified with the Request for Proposal
item number, the Date and Time of closing, and the name and address of the Offeror.

. All proposals shall be received and time-stamped in the office location described below no later than the
closing date and time that appears on the front page of this RFP. Proposals received after the specified date
and time (time- stamped 3:01 p.m. or later) shall not be considered and shall be returned unopened to the
Offeror.

. Proposal s received by telephone, telegraph, facsimile or any other means of electronic transfer shall not be
accepted.

. An Offeror receiving a Request For Proposal from a source other than the Issuing Office should contact
the Issuing Office to become an Offeror Of Record before submitting its proposal.

. Issuing Office:

o City of Virginia Beach, Purchasing Division
o Darla Smtth
o 2388 Liberty Way
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o Virginia Beach, VA 23456
o  (757) 385-4438

C Examination

Offeror shall carefully examine the contents of this Request for Proposal and any subsequent addenda.
D Questions

. Any material changes to the solicitation document will be addressed by issuance of awritten addendum to
all Offerors of Record that will become part of the proposal documentation.

. Ord instructions do not form a part of the proposal documents.

. The Offeror shall check with the Issuing Office within forty-eight (48) hours prior to proposal closing to
secure any addenda affecting Proposalding.

. Questions concerning this solicitation may be made by telephone or in writing. Questions should be
addressed to the Issuing Office not less than ten (10) working days prior to the closing date of the Request
for Proposal. Telephonic questions should be directed to the appropriate person listed bel ow:

o Scope of Work Questions/ Procurement Questions: Darla Smith dasmith@vbgov,com

E Conditions of Work

Each Offeror shall inform himself/herself fully of the conditions relating to the project and the employment of |abor
therein. Failure to do so will not relieve a successful Offeror of his obligation to furnish all materials and labor
necessary to carry out the provisions of this agreement.

F Anticollusion/Nondiscriminiation Form

Offeror shall execute and return the Anticollusion/Nondiscrimination page located in the Offer Form of this Request
for quotation. The City shall report any perceived incidence of price fixing or antitrust violation to the State
Attorney General.

G Subcontracting Participation Plan Form

Offeror shall execute and return the Subcontracting Pearticipation Plan (CVAB-GSL1) Page 3, of this Request for
Proposal. If the form is not returned with the Offeror's proposal, the form will be provided within three (3) days after
notification that the Offeror has been shortlisted for further evaluation by the City.

H Good-Faith Efforts

. Certified Small, Woman, Minority, Service Disabled Veteran or Employment Services Organization.

. It isthe policy of the City of Virginia Beach to encourage the participation of Small, Woman, Minority
and Service Disabled Veteran owned businesses, or Employment Services Organizationsin its procurement
processes. The City expects Offerors to embrace these goal s to the maximum extent possible. To the extent
practicable, the submitted proposal should provide for the fair inclusion of these businessesin their
proposal. The businesses shall by certified by the Virginia Department of Small Business and Supplier
Diversity. List of certified businesses may be found at the following link:

. Virginia Department of Minority Business Enterprise - Small, Women and Minority (SWaM) Vendors
Search.

| Proposal Binding for One Hundred Twenty (120) Days

The Offeror agrees that this proposal shall be good and may not be withdrawn for a period of one hundred
twenty(120) calendar days after the scheduled closing time for the Request For Proposal.

J Proprietary Information
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Offerors are advised that Section 2.2-4342 of the Code of Virginia, i.e., the Virginia Public Procurement Act, shall
govern public inspection of al records submitted by the Offeror. Specifically, if Offeror seeks to protect any
proprietary data or materials, pursuant to Section 2.2-4342, Offeror shall (i) invoke the protections of this section
prior to or upon submission of the data or other materials, (ii) identify the data or other materials to be protected, and
(iii) state the reasons why protection is needed. Furthermore, the Offeror shall submit proprietary information under
separate cover, and the City reserves the right to submit such information to the City attorney for concurrence of the
Offeror's claim that it is in fact proprietary. References may be made within the body of the Proposal to proprietary
information; however, al information contained within the body of the Proposal not |abeled proprietary or otherwise
not meeting al three of the requirements of Section 2.2-4342 shall be public information in accordance with State
Statutes.

K Proposal Costs

Prospective Offerors shall be responsible for al costs incurred in the development and submission of a proposal.
The City assumes no contractual obligation as a result of the issuance of this RFP, the preparation or submission of a
proposal by an Offeror, any cost associated with interviews and travel, or any other Offeror cost involved in a
response.

L Exceptions

Proposals should be as responsive as possible to the provisions stated herein, however, an Offeror may take
exceptions to the provisions without their proposal being disqualified. During the evaluation process, the City will
consider whether the impacts of any such exceptions are positive or negative. The Offeror should clearly indicate
when exceptions or deviations are being taken and state the reason why. Notwithstanding the above, proposals
received late shall be rejected.

M Fraud, Waste, and/or Abuse

The City of Virginia Beach is committed to eliminating fraud and maintaining a highly ethica environment
throughout our organization. The City's Fraud, Waste and Abuse Prevention Program, coordinated by the Office of
the City Auditor, consists of a Fraud Hotline, web site, awareness training and investigation services. While this
program is designed to assist City employees, departments, agencies and programs in preventing and detecting
incidents of fraud, waste and abuse in the City of Virginia Beach, it is also available to City contractors for this same
purpose. This program focuses on dishonest acts by City employees or its contractors. Therefore, if you suspect any
Fraud, Waste and/or Abuse regarding a City employee or contractor please call the Fraud Hotline at (757) 468-3330.

N Public Notice of Award or Decision to Award

Public naotice of the award or announcement of the decision to award shall be provided by posting the appropriate
notice on the "Proposal board" located in the Issuing Office and with DemandStar by Onvia.

O Preparation Guidelines

. For consideration, all proposals should be as responsive as possible to the solicitation. To adequately
evaluate the proposals, all Offerors shall use the following format:

. Experience (30 Points): Offeror shall provide a concise description of their work experiences as it relates

to the scope of work outlined herein. Said description should include, but not be limited to:

o Offeror's established experience record in providing comparable services.

o Number of years the Offeror has been providing these types of services;

o A minimum of five (5) references for whom Offeror has provided services comparable to
those described in this RFP. For each reference, detail:

o Name of firm;

o Address of firm;

o Name, title, email address, phone, and fax of a contact for the firm;
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o Number of years Offeror has served the firm; and

o Brief summary of scope of services provided.

Capability and Skills (35 Points): Offeror shall provide a description of the qualifications and skills of the
organization and personnel who shall be responsible for performance of the services. Such description
shall, at aminimum, include the following:

o A description of the Offeror's company history and current operating characteristics to
include the number of years in business, philosophy, ownership, number of employees, organizational
chart, annual sales, geographic coverage, etc.

o A description of the Offeror's financial stability and other resources that most adequately
ensures the delivery of acceptable servicesto the City. The Offeror shall indicate the type of organization
they represent, i.e. individual, partnership or corporation. If the Offeror represents a corporation or
partnership, the names of the President, Vice-President, Secretary, Treasurer and all principals or partners
shall be listed.

o The Offeror should provide financial statements— i.e. audited annual financial reports, for
the previous three (3) years.

o A listing of the personnel that will be assigned to the project along with a summary of their
qualifications and specific responsibilities for the project.

o Resources available to the organization for performance of the contract; including major
subcontractors, work they will perform, approximate percentage of the total contract, term of agreement
between Contractor and the subcontractor, and whether they are SWAM certified by the Virginia
Department of Small Business and Supplier Diversity (SBSD). Resources for locating SBSD SWAM
certified businesses may be found at the following link:

o Virginia Department of Small Business and Supplier Diversity

Servicesto be Provided (25 Points): Offeror should provide a description outlining the servicesto be
performed. Such description should, at a minimum, provide the following information:

o Offeror's understanding of the project.

o Overdll project plan.

o Listing and annotation as to the manner in which the Offeror proposes to meet each
provision stipulated in

o Scope of Work section of this RFP.

o Listing of all major tasksto be performed by the Offeror and the deliverable products
associated with each task.

o Listing of the individual products to be provided.

o Time schedul e associated with the completion of each task.

o List of any exceptions taken to the provisions of this RFP.

Price (10 Points): Offeror shall provide a detailed description of the total price to perform the services.
The price break down shall identify in separate detail the charges associated with each deliverable item and
major task, e.g., Software Licenses, Installation, Data Conversion, Training, Implementation Support,
Maintenance and Support Services, travel etc.

o With respect to public relations: Please provide an hourly rate for al public relations
services; billing will be handled on an as-needed basis. Identify any annual/monthly retainers or fees.

o With respect to subcontractor work that may be anticipated: Please list those services and the
hourly cost estimates for those services and any % increase added on by the Agency for the procurement of
those services.

o With respect to account management and planning: Identify any monthly fees or
administrative charges.

o With respect to photography services: Identify and discuss the rate structure.

o With respect to Marketing Plan creation: |dentify the proposed fee structure.

o With respect to commissionable and non-commissionable media placements: Identify your
proposed commission structure.

P Proposal Opening
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There will be no public opening of this solicitation.
Q Evaluation

The City shall select two (2) or more Offerors deemed to be fully qualified and best suited among those submitting
proposals on the basis of the factors listed below:

. Offeror's experience in providing the services requested.

. Offeror's capability and skill to perform the services.

. Responsiveness of the written proposal to the purpose and scope of work.
. Price. The total cost to provide the services described in the proposal.

. The City intends to use a numerical scoring system in the evaluation, and such scoring will be 25 points
assigned to each of the four factors listed above: Experience; Capability and Skill; Services to be Provided;
and Price. Thereis amaximum of 100 possible points. A further description of these factorsis set forthin
Section VI1.0 ("Preparation Guidelines'). Check section #.

R Presentation/Demonstr ation

The City shall request the "short-listed" Offerors to conduct presentations/ demonstrations of the Offeror's proposed
System'’s features and capabilities. Offeror presentations/ demonstrations shall be at a City site, at a date and time
mutually agreed to between the City and Offeror and shall be at the Offeror's expense.

S Negotiations

Negotiations shall then be conducted with each of the Offerors so selected. Price shall be considered but need not be
the sole determining factor. After negotiations have been conducted with each Offeror so selected, the City shall
select the Offeror, which in its opinion, has made the best proposal, and shall award the contract to that Offeror.
Should the City determine in its sole discretion that one Offeror is qualified, or that one Offeror is clearly more
highly qualified than the others under consideration, a contract may be negotiated and awarded to that Offeror. The
City of Virginia Beach is not required to furnish a statement of the reason(s) why a proposal was not deemed to be
the most advantageous.

T Submittals

The Offeror shall submit the following documents/information:
. Cover page of Request for Proposal with signature, title, and date;
. Completed Anticollusion/Nondiscrimination/Drug-free Workplace form Attachment A
. Completed List of References Attachment B
. Completed Attachement D and E
. Completed Subcontracting Participation Plan form (page 3);
. Proposal as requested herein under Section V11, Subsection N, entitled "Preparation Guidelines'

VIII ADDENDA

A Addendum -1

No Addenda are included with the initial Solicitation. Addendawill beissued in writing and published as needed.
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ATTACHMENT A
ANTICOLLUSION/NONDISCRIMINATION/DRUG FREE WORKPLACE CLAUSES

ANTICOLLUSION CLAUSE:

IN THE PREPARATION AND SUBMISSION OF THIS BID, SAID BIDDER DID NOT EITHER DIRECTLY OR INDIRECTLY ENTER INTO ANY
COMBINATION OR ARRANGEMENT WITH ANY PERSON, FIRM OR CORPORATION, OR ENTER INTO ANY AGREEMENT, PARTICIPATE IN
ANY COLLUSION, OR OTHERWISE TAKE ANY ACTION IN THE RESTRAINT OF FREE, COMPETITIVE BIDDING IN VIOLATION OF THE
SHERMAN ACT (15 U.S.C. SECTION 1), SECTIONS 59.1-9.1 THROUGH 59.1-9.17 OR SECTIONS 59.1-68.6 THROUGH 59.1-68.8 OF THE
CODE OF VIRGINIA.

THE UNDERSIGNED BIDDER HEREBY CERTIFIES THAT THIS AGREEMENT, OR ANY CLAIMS RESULTING THEREFROM, IS NOT THE
RESULT OF, OR AFFECTED BY, ANY ACT OF COLLUSION WITH, OR ANY ACT OF, ANOTHER PERSON OR PERSONS, FIRM OR
CORPORATION ENGAGED IN THE SAME LINE OF BUSINESS OR COMMERCE; AND, THAT NO PERSON ACTING FOR, OR EMPLOYED BY,
THE CITY OF VIRGINIA BEACH HAS AN INTEREST IN, OR IS CONCERNED WITH, THIS BID; AND, THAT NO PERSON OR PERSONS, FIRM
OR CORPORATION OTHER THAN THE UNDERSIGNED, HAVE, OR ARE, INTERESTED IN THIS BID.

DRUG-FREE WORKPLACE:

DURING THE PERFORMANCE OF THIS CONTRACT, THE CONTRACTOR AGREES TO (l) PROVIDE A DRUG-FREE WORKPLACE FOR THE
CONTRACTOR'S EMPLOYEES; (Il) POST IN CONSPICUOUS PLACES, AVAILABLE TO EMPLOYEES AND APPLICANTS FOR EMPLOYMENT,
A STATEMENT NOTIFYING EMPLOYEES THAT THE UNLAWFUL MANUFACTURE, SALE, DISTRIBUTION, DISPENSATION, POSSESSION,
OR USE OF A CONTROLLED SUBSTANCE OR MARIJUANA IS PROHIBITED IN THE CONTRACTOR'S WORKPLACE AND SPECIFYING THE
ACTIONS THAT WILL BE TAKEN AGAINST EMPLOYEES FOR VIOLATIONS OF SUCH PROHIBITION; (IlI) STATE IN ALL SOLICITATIONS OR
ADVERTISEMENTS FOR EMPLOYEES PLACED BY OR ON BEHALF OF THE CONTRACTOR THAT THE CONTRACTOR MAINTAINS A DRUG-
FREE WORKPLACE; AND (IV) INCLUDE THE PROVISIONS OF THE FOREGOING SECTIONS |, I, AND IIl IN EVERY SUBCONTRACT OR
PURCHASE ORDER OF OVER $10,000, SO THAT THE PROVISIONS WILL BE BINDING UPON EACH SUBCONTRACTOR OR VENDOR.

FOR THE PURPOSE OF THIS SECTION, "DRUG-FREE WORKPLACE" MEANS A SITE FOR THE PERFORMANCE OR WORK DONE IN
CONNECTION WITH A SPECIFIC CONTRACT AWARDED TO A CONTRACTOR IN ACCORDANCE WITH THIS CHAPTER, THE EMPLOYEES
OF WHOM ARE PROHIBITED FROM ENGAGING IN THE UNLAWFUL MANUFACTURE, SALE, DISTRIBUTION, DISPENSATION,
POSSESSION OR USE OF ANY CONTROLLED SUBSTANCE OR MARIJUANA DURING THE PERFORMANCE OF THE CONTRACT.

NONDISCRIMINATION CLAUSE:
1. EMPLOYMENT DISCRIMINATION BY BIDDER SHALL BE PROHIBITED.
2. DURING THE PERFORMANCE OF THIS CONTRACT, THE SUCCESSFUL BIDDER SHALL AGREE AS FOLLOWS:

A. THEBIDDER, WILL NOT DISCRIMINATE AGAINST ANY EMPLOYEE OR APPLICANT FOR EMPLOYMENT BECAUSE OF RACE,
RELIGION, COLOR, SEX, NATIONAL ORIGIN, AGE, DISABILITY, OR ANY OTHER BASIS PROHIBITED BY STATE LAW
RELATING TO DISCRIMINATION IN EMPLOYMENT, EXCEPT WHERE THERE IS A BONA FIDE_OCCUPATIONAL
QUALIFICATION/CONSIDERATION REASONABLY NECESSARY TO THE NORMAL OPERATION OF THE BIDDER. THE
BIDDER AGREES TO POST IN CONSPICUOUS PLACES, AVAILABLE TO EMPLOYEES AND APPLICANTS FOR
EMPLOYMENT, NOTICES SETTING FORTH THE PROVISIONS OF THIS NONDISCRIMINATION CLAUSE.

B. THEBIDDER, IN ALL SOLICITATIONS OR ADVERTISEMENTS FOR EMPLOYEES PLACED ON BEHALF OF THE BIDDER, WILL
STATE THAT SUCH BIDDER IS AN EQUAL OPPORTUNITY EMPLOYER.

C. NOTICES, ADVERTISEMENTS, AND SOLICITATIONS PLACED IN ACCORDANCE WITH FEDERAL LAW, RULE OR
REGULATION SHALL BE DEEMED SUFFICIENT FOR THE PURPOSE OF MEETING THE REQUIREMENTS OF THIS SECTION.

D. BIDDER WILL INCLUDE THE PROVISIONS OF THE FOREGOING SECTIONS A, B, AND C IN EVERY SUBCONTRACT OR
PURCHASE ORDER OF OVER $10,000, SO THAT THE PROVISIONS WILL BE BINDING UPON EACH SUBCONTRACTOR OR

VENDOR.
Name and Address of Bidder: Date:
By:
Signature In Ink
Printed Name
Telephone Number: ( )
Title

Fax Phone Number: ( )
FIN/SSN#: E-mail address:

Is your firm a "minority” business? [JYes 1 No If yes, please indicate the "minority" classification below:

[1 African American [1 Hispanic American 71 American Indian  [1Eskimo  [1Asian American [ Aleut

[1 Other; Please Explain:

Is your firm Woman Owned? [JYes [1No
Is your firm a Small Business? 1 Yes [1No
Is your firm Service Disabled Veteran Owned? ['Yes [ No
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Contract/Project Name:
Contract/Project Start Date:
Contract/Project End Date:
Contract/Project Description:
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Contract/Project Name:
Contract/Project Start Date:
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Contract/Project Name:
Contract/Project Start Date:
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a. Contact Name:
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Contract/Project Name:
Contract/Project Start Date:
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Contract/Project Description:
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5. Reference

a. Contact Name:
Organization:
Phone Number:
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E-mail address:
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Contract/Project Name:
Contract/Project Start Date:
Contract/Project End Date:
Contract/Project Description:



Attachment C

SCOPE OF WORK
A. General Req

uirements

1.  Overview:

Agency shall provide full-service marketing services to the Department of Economic
Development and by extension the Virginia Beach Development Authority (VBDA)
collectively known as the “City”. Agency shall perform such research, testing, content
development, content distribution, and other tasks associated with marketing services as
may be authorized and required by the City to promote the goals of the Department of
Economic Development to include consultants working on behalf of the City as directed by
the Economic Development Director and/or his/her designee. Any resulting Agreement
from this solicitation may also be utilized by other City agencies as required or “on an as-
needed basis” with the Approval of the Economic Development Director and/or his/her
designee. The selected Agency may use outside sources such as contractors to perform
specialty work that is not within their core business to perform certain tasks as needed. The
agency will use bidding practices acceptable to the City for these “Consultant’ assignments
and shall periodically show their bidding selection process.

City Option: The City shall have the option to expand the scope of the resulting contract to
include services on behalf of the City’s Convention and Visitors Bureau, including the
possibility of engagement of the Agency using an “agency of record” model, and the
exercise of this option by the City shall require the mutual approval of both the City and the
Agency.

2. Public Relations:

In addition to marketing services proposers shall provide as needed full-service public
relations services that shall provide for, but not be limited to, an integrated program for
supporting and maintaining brand development, messaging and interactive strategies
including, but not limited to, maintaining an online pressroom, production and appropriate
distribution of news releases and articles, organization of familiarization trips and press
visits, publicity programs, creation of promotional materials and activities, formulation of
public relations strategies, coordinating market research, and providing other public
relations/marketing activities related to promoting Virginia Beach Economic Development.
The above will also extend to trade show and marketing mission specific messaging and
collateral material (paper and electronic) development and post trip follow-up messaging.
This service may be offered through sub-contractors, self-performance, or a combination of
the two.

3. Advertising Services:

In addition to marketing services proposers shall provide as needed full-service advertising
services that shall include, but not be limited to, production, and placement of media
advertisements, creation of promotional materials, digital marketing activities to include
social media outlets, development of brochures/rack cards and other materials and other
methodologies not currently contemplated. These ad services may be either overarching
Economic Development mission content or content development for specific targeted
industries or our Economic Development strategic initiatives such as the VaBeach Bio
Accelerator and/or the Hive Resource Center. Development and procurement of giveaway
branding items may also be a methodology that may be pursued. (l.e. hats, shirts, etc.) This
service may be offered through sub-contractors, self-performance, or a combination of the
two.

4. Measurements/Results:
Recognizing that the City of Virginia Beach is a public entity, performance tracking is a critical

compon

ent of all marketing efforts; the selected Agency of Record will need to demonstrate to the

City of Virginia Beach measurable results and a ROI for all deliverables on a periodic basis, no less
than once a month, to include measuring the effectiveness of specific initiatives within the
overarching marketing effort.

B. Specific Req

1.

uirements:

Tentative Agreement:



Attachment C

All work shall be performed in accordance with the tentative agreement incorporated herein
as Attachment F

Approval:

All services provided by the Agency shall be authorized by the City. The Agency will be
required to provide a quote on work requested in advance of the work being performed and
that quote (work assignment) will need to be approved in advance of that work being
performed by the Economic Development Director and/or his/her designee. Any
unauthorized work may not be paid for by the City.
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City of Virginia Beach - Purchasing Department Form CVAB - E2
Small Business Subcontracting Participation Plan
Total Bid Amount
Project Name
Bid Number: Total Subcontracting Amount
Prime Contractor: Total SWaM-certified
Address: Subcontracting Amount
City, State, Zip: *Percent total
SWaM-certified
Contact Telephone: Subcontracting
Contact Email:
*must be equal to or greater than 50%
Intent to utilize subcontractors YES NO (indicate selection by circling correct option) of total subcontracting amount
***participation Plan and/or Good Faith Efforts MUST be submitted with the bid*** Include all
subcontractors, regardless of whether they are SWaM certified
SWaM Race/
Vendor Name Certified Ce';ﬂﬁr:::ifn iv“:agn::?;;;s i.tfh I:IIII:;;I Scope of Work to be Performed ESti';:;ea (: Zt::;:z::ract Verified
(Y/N) '




MBE Coordinator Approval
FOR OFFICE USE ONLY

IMPORTANT: THIS PARTICIPATION PLAN MUST BE COMPLETED AND SUBMITTED WITH YOUR SEALED BID, NO EXCEPTIONS

By signing below, you attest that the above information is true and accurate to the best of your knowledge. In addition, you certify your intent to fully engage each SWaM-certified firm listed.

Authorized Representative (Prime) Print Name Title Representative (Prime) Signature

Authorized Date
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Prime Contractor:

Submittal Date:

# Employees |% Employees |% Managers |% Supervisors |% Professionals |% Non-Professionals

Woman

Minority

Woman Minority

Other

Total

Descriptions

Manager:
Responsible for directing and controlling the work and staff of a business, or of a department within it.

Supervisor:
Oversees and guides the work or activities of a group of other employees.

Professional:

Requires extensive education in their field (undergraduate degree or higher) or a specialized certification from an accredited agency.

Non-Professional:
Not in one of the above categories.




Attachment F
CITY OF VIRGINIA BEACH
ADVERTISING AND PUBLIC RELATIONS
SERVICES AGREEMENT
ECONOMIC DEVELOPMENT DEPARTMENT

THIS AGREEMENT, is made this day of , 2021, by and between

, hereinafter referred to as Agency, and the CITY OF

VIRGINIA BEACH to include the Virginia Beach Development Authority (VBDA), a municipal
corporation of the Commonwealth of Virginia (the "City"), acting by and through the Director of
the Economic Development Department, (hereinafter referred to as the "Director"), and by the
directors of other City agencies. All work shall be performed on an as needed basis.

WITNESSETH

That for and in consideration of the mutual promises hereinafter set forth, the Agency and the
City covenant and agree each with the other as follows:

1. That beginning , and continuing for a term of one (1) year, or

until , the Agency shall perform such advertising and public

relations services as may be authorized and required by the Directors to advertise
and promote Economic Development Department and to analyze and provide
subject matter content , at the request of the Directors, the effectiveness of the
advertising and public relations programs implemented pursuant to this Agreement.
The City may at its option renew the term for four (4) additional one-year period.
Any and all contracts entered into by the Agency in furtherance of this Agreement
shall be entered into in the name of the Agency, and not the name of the City of
Virginia Beach.

2. Notwithstanding anything herein to the contrary, combined total expenditures to and
through the Agency for advertising and public relations and including all related

charges, shall not exceed those annual advertising budgets established by the
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Directors with the City and any additional amounts that may be duly authorized for

any year during the period of this Agreement.

Advertising, Content Development, Promotion and Public Relations.

A. With respect to commissionable media, the Agency will be compensated by
the City for media space and time costs, less any cash discount allowed by
media. In lieu of the standard fifteen percent (15%) commission paid the
Agency by media, Agency shall accept a reduced commission of
percent with the difference being rebated back to the City. The reduced
commission shall compensate the Agency for its costs in connection with
media placements which include but are not limited to the following:

(1)  Office overhead;

(2)  Customary analysis and research;

(3) Time as required by the Directors in order to provide for a close
working relationship between the Agency and the Directors, or their
representatives, in programming, content development, and planning
effective advertising and promotion programs;

(4)  Travel and communication between the offices of the Agency and the
Directors as may be required of the Agency by the Directors from time
to time; and

(5)  Other out-of-pocket and incidental expenses not directly involved in
production or media scheduling.

B. With respect to non-commissionable media, the Agency will be
compensated by the City for media space and time costs, less any cash
discount allowed by media. The Agency shall be entitled to a commission of

percent ( percent of gross billing) on such space and time
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costs to compensate it for its costs in connection therewith which include but
are not limited to items (1) through (5) set forth in paragraph 3A above. Any
non-commissionable material or work for which the Agency will be
compensated shall be discussed and agreed to by the Directors prior to
Agency's preparation of such work or material. Probably need to reword this
if we are taking it out.
C. With respect to public relations services, the Agency will be compensated in
an amount to be agreed upon in advance for each such project.
Upon request by the City, the Agency shall provide to the City copies of all duly
executed contracts and/or insertion orders or contracts previously authorized by the
Directors covering advertising purchases in selected media. Contracts shall state
the name of media, insertion date(s), and rate(s) and cash discount(s) if allowed.
(Inthe event that there is compensation or giveaways (i.e. tickets, shirts, foursomes,
etc.) for the placement of ads, the ED Director will notify his /her DCM and get prior
approval for the disposition of those items received. This will be contemplated prior
to the placement of the ad and may be grounds for not pursing that specific ad
placement.)
Upon request by the City, the Agency shall provide the Directors with tearsheets or
other proof of performance of all advertising as soon as practical.
The City will compensate the Agency for production costs, including creative
direction, content development, visual art work, final art work, composition,
photographs, typography, engravings and printing with respect to projects finally
accepted for use by the City, provided that the Agency shall have first presented to
the City an estimate of said production costs and provided further that the final

production costs shall not exceed the estimate without prior approval. Personal
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service costs shall be itemized to show actual rate routinely charged by the Agency
for the employees' services and the number of hours devoted to the production unit.
Any request for payment of production services performed by Agency
subcontractors shall be supported by itemized invoices from the subcontractor. The
Agency shall be entitled to an add-on fee of percent of the subcontractor's bill for
work produced by such subcontractors with respect to projects authorized by the
City. Probably need to reword this if we are taking it out. Any travel costs in
connection with production services will be considered billable if authorized in
advance by the Directors. All estimates need approval before work begins. Such
travel will be reimbursed in accordance with the then-current City travel regulations.
Production charges will be billed at the end of the month in which the production
unit is completed, except in the case of unusually large projects that may span an
excessive period of time. In such cases, partial billing by the Agency may be
rendered at the end of various phases of the project for costs actually incurred by
the Agency.

Reimbursement to the Agency for authorized special research and other projects
not considered as customary services in the execution of advertising, promotion
and/or public relations assignments will be subject to advance negotiation and
agreement/approval for each such project.

All job control and time records with respect to production costs shall be open to
inspection by the Directors or their authorized agent(s) during regular business
hours.

The Agency will not accept or participate in any proposition to promote or otherwise
conduct campaigns for political candidates running for City offices and/or for City

constitutional offices, so long as this Agreement remains in effect. The Agency will
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not engage in advertising or public relations services for any other economic

development organization without the prior approval of the Director. Further, the

Agency agrees to hold confidential and shall not make public any work product,

strategy, campaign or prospect names unless expressly authorized to do so by the

Director.

This Agreement may be terminated by the City, with or without cause, by giving

sixty (60) days written notice, by registered or certified mail, to that effect to the

other party.

Upon termination of this Agreement, the Agency shall:

(1)  Transfer and make available to the Directors or their authorized
representatives all property and materials under its control which belong to
the City's advertising and promotion and public relations services and
programs in its possession; and

(2)  Assign, subject to approval of third parties in interest, if necessary, all
reservations, contracts and arrangements with advertising media or others
for advertising space, time, materials, or services yet to be used with all
rights and claims thereto and therein, and no extra compensation shall be
paid to the Agency for its services in making such assignment. The City
shall assume, upon said assignment, all obligations of the Agency which the
City authorized it to incur with third parties and for which the Agency has not
been paid, and the City shall release the Agency therefrom. If any third party
in interest fails to approve the assignment to the City by the Agency of any
reservation, contract, or other arrangement with such third parties, then the
Agency shall fulfill its obligation to the City pertaining to such reservation,

contract, or arrangement as if this Agreement had not been terminated.
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At the end of the term of this Agreement or upon termination thereof, all plans for
advertising, preliminary sketches, collateral materials, layouts, copy materials,
films, slides, electronic files, and other materials used in the City's advertising and
promotion programs and/or public relations services and paid for the City shall be
the exclusive property of the City and returned to the Directors to include all web
based formats, websites, and social media referencing content.
Upon termination of this Agreement, the Agency shall bill the City for, and the City
shall then pay, all amounts not previously billed or paid for which the Agency is
entitled to claim reimbursement from the City under the terms of this Agreement.
The Agency is to receive no further compensation or commissions in connection
with space, time, materials, or services, the payment for which shall become due to
an advertising medium or others after the termination of this Agreement, except to
the extent that the Directors shall have already approved material prepared by the
Agency and has authorized the Agency to place the same in the media for specific
dates that are past the dates of termination of this Agreement.
Agency shall submit to the City a certificate of insurance written by a company or
companies acceptable to the City and licensed to conduct the business of insurance
in the Commonwealth of Virginia. Such certificate of insurance shall be submitted
to the City prior to beginning work under the Agreement and no later than ten (10)
days after execution of the Agreement. Such insurance shall be maintained during
the entire term of the Agreement and shall be in the forms and limits as shown
below:
A. Commercial General Liability Insurance in an amount not less than One
Million Dollars ($1,000,000). Such insurance shall name the City of Virginia

Beach as an additional insured.
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B. Workers' Compensation at levels in accordance with Virginia statutory
requirements.

C. Advertising liability or its equivalent in an amount not less than Five Million
Dollars ($5,000,000).

D. Commercial crime insurance including employee dishonesty coverage and
endorsements naming the City as joint loss payee at limits not less than Five
Hundred Thousand Dollars ($1,000,000.)

The City of Virginia Beach shall be named as an additional insured under any and

all such policies.

Reserve.

It is understood and agreed that the Agency hereby assumes the entire

responsibility and liability for any and all damages to persons or property caused

by or resulting from or arising out of any act or omission on the part of the Agency,
its subcontractors, agents, or employees under or in connection with this

Agreement or the performance or failure to perform any work required by this

Agreement. The Agency agrees to indemnify and hold harmless the City and its

agents, volunteers, servants, employees, and officials from and against any and all

claims, losses, or expenses, including reasonable attorney's fees and litigation
expenses suffered by any indemnified party or entity as the result of claims or suits
due to, arising out of, or in connection with (a) any and all such damages, real or
alleged, (b) the violation of any law applicable to this Agreement, and (c) the
performance of work by the Agency or those for whom the Agency is legally liable.
Upon written demand by the City, the Agency shall assume and defend at the
Agency's sole expense any and all such suits or defense of claims made against

the City, its agents, volunteers, servants, employees, or officials.
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The Agency agrees that it shall be solely responsible to parties with whom it shall
deal in carrying out the terms of this Agreement and shall save harmless and
indemnify the City and its officers and employees from and against all claims of
whatever nature asserted by third parties against the City and its officers and
employees based upon "contracts" made between the Agency and such third
parties in carrying out the terms of this Agreement, provided, however, that the City
shall pay to the Agency any charges made by any such third party where such a
contract had been previously presented to and approved by the City and such
contract has been satisfactorily performed. The term "contract" as used in this
paragraph shall mean an agreement between the Agency and any third party for
the purchase of advertising time or space in any medium or the purchase of
advertising materials or services, including, but not limited to, engravings, films,
slides, and production costs.

Employment discrimination by the Agency shall be prohibited. During the

performance of this Agreement, the Agency agrees as follows:

A. The Agency shall not discriminate against any employee or applicant for
employment because of race, religion, sex, age, national origin, or handicap,
except where religion, sex, age, national origin or handicap is a bona fide
occupational qualification reasonably necessary to the normal operation of
the Agency. The Agency agrees to post in conspicuous places, available to
employees and applicants for employment, notices setting forth the
provisions of this nondiscrimination clause.

B. The Agency, in all solicitations or advertisements, for employees placed by
or on behalf of the Agency, shall state that such Agency is an equal

opportunity employer.
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C. Notices, advertisements and solicitations placed in accordance with federal
law, rule, or regulation shall be deemed sufficient for the purpose of meeting
the requirements of this section.

D. The Agency will include the provisions of the foregoing paragraphs A, B, and
C in every subcontract or purchase order of over $10,000, so that the
provisions will be binding upon each subcontractor or vendor.

THE CITY OF VIRGINIA BEACH DOES NOT DISCRIMINATE AGAINST FAITH-
BASED ORGANIZATIONS.
Notwithstanding anything in this Agreement to the contrary in the event that this
Agreement is terminated by the City as a result of a breach thereof by the Agency,
then the City shall have the right to retain any sums due or to become due to the
Agency to be applied to the payments of any damages as costs to the City which
result from or arise out of the breach of this Agreement by the Agency.
This Agreement is not assignable without the written consent of the City and the
Agency.
This Agreement is entered into and is intended to be performed in Virginia, and the
validity, enforceability, interpretation, and construction hereof shall be determined
and be governed by the laws of the Commonwealth of Virginia, and the parties
designate the Circuit Court of the City of Virginia Beach or the U.S. District Court
for the Eastern District of Virginia, Norfolk Division for purposes of all litigation and
venue.

The City's RFP Item #COVB-21-100129 and the Agency's proposal submitted in

response to the solicitation and subsequent modifications made to the proposal

through the RFP process are hereby incorporated by reference; provided, however,

that in the event there is a conflict between the provisions of the RFP or the
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proposal, and the provisions of this Agreement, the provisions of this Agreement
shall be controlling.

In the event any provision or provisions of this Agreement are determined to be
void, ultra vires, or otherwise unenforceable by a court of competent jurisdiction, as
designated herein, the remaining portions of this Agreement shall continue in full
force and effect.

It is understood and agreed between the parties herein that the City will be bound
hereunder only to the extent that funds shall have been appropriated and budgeted
or are otherwise available for the purpose of this Agreement. In the event no funds
or insufficient funds are appropriated and budgeted in any fiscal period for
payments due under this Agreement, the City shall immediately notify the Agency
of such occurrence and this Agreement shall terminate on the last day of the fiscal
period for which appropriations were received without penalty or expense to the
City of any kind whatsoever.

Agency shall comply with all federal, state, and local statutes, ordinances, and
regulations now in effect or hereafter adopted, in the performance of scope of work
set forth herein. Agency represents that it possesses all necessary licenses and
permits required to conduct its business and will acquire any additional licenses
and permits necessary for performance of this Agreement prior to the initiation of
work. Agency further represents that it is a corporation in good standing in the
Commonwealth of Virginia and will remain in good standing throughout the term of
the Agreement.

During the performance of this Agreement, the Agency agrees to (i) provide a drug-
free workplace for the Agency's employees; (ii) post in conspicuous places,

available to employees and applicants for employment, a statement notifying
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employees that the unlawful manufacture, sale, distribution, dispensation,
possession, or use of a controlled substance or marijuana is prohibited in the
Agency's workplace and specifying the actions that will be taken against employees
for violations of such prohibition; (iii) state in all solicitations or advertisements for
employees placed by or on behalf of the Agency that the Agency maintains a drug-
free workplace; and (iv) include the provisions of the foregoing clauses in every
subcontract or purchase order of over $10,000, so that the provisions will be binding
upon each subcontractor or vendor.

For the purposes of this section, "drug-free workplace" means a site for the
performance of work done in connection with a specific Agreement awarded to a
contractor in accordance with this chapter, the employees of whom are prohibited
from engaging in the unlawful manufacture, sale, distribution, dispensation,
possession or use of any controlled substance or marijuana during the performance
of the Agreement.

This Agreement shall not be modified without the prior written consent of both
parties.

Agency acknowledges that all services it provides under this Agreement are
provided as an independent contractor on a work-for-hire basis. All intellectual
property rights and other proprietary rights in any work resulting from the
performance of services under this Agreement shall vest and be held in the name
of the City.

29. Agency does not currently, and shall not during the performance of this
Agreement, knowingly employ an unauthorized alien, as defined in the federal

Immigration Reform and Control Act of 1986.
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30. Prompt knowledge by the City of an existing or impending claim for
damages or other relief may alter the plans, scheduling, or other action of the City
and/or result in mitigation or elimination of the effects of the claim. Therefore, a
written statement providing the City with notice of Agency’s intention to file a claim
which (i) describes the act or omission by the City or its agents that the Agency
contends caused it damages or entitles it to other relief; and (ii) provides a
description of the nature and amount of the claim. Such written statement shall be
submitted to the City within twenty (20) days of the time of the occurrence, learning
of the existence of the claim, or beginning of the work upon which the claim is
based; provided, however, if such damage is deemed certain in the opinion of the
Agency to result from its acting on an order from the City, it shall immediately take
written exception to the order. For purposes of this provision, “claim” shall include,
without limitation, any request for an increase in the Agreement price or time and
any request for equitable adjustment. In no event shall a delay in providing such
notice preclude recovery for an existing or pending claim unless such delay has
prejudiced the City and then only to the extent of such prejudice. Neither an oral
notice or statement will be sufficient to satisfy the requirements herein.

The City will review the claim and render a final decision in writing within thirty (30)
days of receipt of Agency’s written request for a final decision. Agency reserves all
rights to challenge the final decision in a court of competent jurisdiction

Foreign and Domestic Businesses Authorized To Transact Business In The
Commonwealth:

The Agency shall be registered and authorized to transact business in the
Commonwealth as a domestic or foreign business entity if so required by Title 13.1

or Title 50 or as otherwise required by law. The Agency shall submit proof of such
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registration to the City. Additionally, the Agency shall not allow its certificate of
registration or authority to transact business in the Commonwealth, if so required
under Title 13.1 or Title 50, to be revoked or canceled at any time during the term of
the Agreement.

Business License Requirement:

If Agency is a business, located in the City of Virginia Beach or at any time during
the performance of this Contract obtains situs for purposes of business license
taxes, it shall be unlawful for such business to conduct or engage in such business,
trade or occupation without having first obtained the proper license from the
Commissioner of Revenue of the City, and Agency covenants that it has a business
license where one is required to perform this Contract.

Audits:

The City shall have the right to audit all books and records (in whatever form they
may be kept, whether written, electronic, on a phone per text/IM or other) relating or
pertaining to this Agreement (including any and all documents and other materials,
in whatever form they may be kept, which support or underlie those books and
records), kept by or under the control of Agency, including, but not limited to those
kept by Agency, its employees, agents, assigns, successors and subcontractors.
Agency shall maintain such books and records, together with such supporting or
underlying documents and materials, for the duration of this Agreement and for at
least three years following the completion of this Agreement, including any and all
renewals thereof. The books and records, together with the supporting or underlying
documents and materials shall be made available, upon request, to the City, through
its employees, agents, representatives, contractors or other designees, during

normal business hours at Agency’s office or place of business in Virginia Beach,
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Virginia. In the event that no such location is available, then the books and records,
together with the supporting or underlying documents and records, shall be made
available for audit at a time and location in Virginia Beach, Virginia, which is
convenient for the City.

This paragraph shall not be construed to limit, revoke, or abridge any other rights,
powers, or obligations relating to audit which the City may have by state, city, or
federal statute, ordinance, regulation, or agreement, whether those rights, powers,
or obligations are express or implied.

Offset/Setoff:

The City may withhold the payment of any claim or demand by any person, firm or
corporation against the City until any delinquent indebtedness or other liability,
including taxes, due to the City from such person, firm or corporation shall first have

been settled and adjusted.

Compliance with the Virginia Human Rights Act

The Virginia Human Rights Act, as amended, includes protections against
discrimination based on an individual's race, color, religion, sex, sexual
orientation, gender identity, marital status, pregnancy, childbirth or related medical
conditions, age, status as a veteran, or national origin. During the performance of
this Agreement, Contractor shall comply with the Virginia Human Rights Act, as

amended.
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IN WITNESS WHEREOF, the Agency and the City have caused this Agreement to be signed and
sealed by their duly authorized officers.

CITY OF VIRGINIA BEACH, VIRGINIA

By
Rebecca Kee
Purchasing Agent
AGENCY
By
Name:
Title:

STATE OF VIRGINIA,
CITY OF VIRGINIA BEACH, to-wit:

l, , a Notary Public in and for the City and State aforesaid,
do hereby certify that Rebecca Kee, Purchasing Agent for the CITY OF VIRGINIA BEACH, whose name
as such is signed to the foregoing Agreement, has acknowledged the same before me in my City and
State aforesaid.

GIVEN under my hand this day of , 2021.

Notary Public

My Commission Expires:

STATE OF
CITY OF , to-wit:

l, , a Notary Public in and for the City and State aforesaid,
do hereby certify that , Whose name as such is signed to the foregoing
Agreement, has acknowledged the same before me in my City and State aforesaid.

GIVEN under my hand this day of , 2021.

Notary Public

My Commission Expires:




City of Virginia Beach Vendor Portal Registration

On July 1, 2020 the City of Virginia Beach implemented a new financial system, Oracle Financials Cloud,
this new system has numerous electronic functionalities, including a Supplier Portal!

The Supplier Portal is a free self-service tool for businesses to register as a supplier or prospective
supplier. The portal enables suppliers to receive solicitations, access purchase orders and contracts, and
submit invoices for quick payment.

If you have not already registered, please access use this link to do so:
https://www.vbgov.com/government/departments/finance/Pages/Application-to-Register-as-

Supplier.aspx

Follow the ‘Four Simple Steps to Register as a City Supplier’. A step by step instructional guide is

available, if needed, New Supplier Registration.

Assistance is also available via email at SupplierPortal@vbgov.com.




City of Virginia Beach: New Supplier Registration in Supplier Portal

New Supplier Registration in Supplier Portal

Thank you for your interest in becoming a Supplier for the City of Virginia Beach. If you have
done business with the City of Virginia Beach in the past, and you want to check whether
your company already exists in our database, you can send your inquiry with company name
and Tax ID to SupplierPortal@vbgov.com.

Once it has been confirmed that you are not already in our database, you may submit a
registration request as outlined in this guide. After completing the registration, your
registration information will be reviewed by our Supplier Portal Team and you will receive an
email informing you of your City of Virginia Beach Supplier Portal account creation within 2
business days.

Contents

1 Enter Company DetailS..........coooriiiiiiiiii e 2
2 Add CONACES ..o 3
3 Add AQAIESSES ... 7
4 Add Business Classifications...........coooiiiiiiiiiiiiiiieeeeee e 12
5 Add Products and SErvViCES .........oooiuuuiiiiiiiiaaae et 14
6 Review Supplier Registration Information ................ccccoooiii 18
7 Supplier Portal SUPPOI...........ueiiiii e 20
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City of Virginia Beach: New Supplier Registration in Supplier Portal
1 Enter Company Details

1 I

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

Enter the complete details for your company. Please note you must have your Federal Tax
ID number to complete registration. If you are an individual, your Social Security Number
(SSN) is your Federal Tax ID. To access the Taxpayer ID or Tax Registration Number fields
you must first enter your Tax Country.

II Once your company information is complete, click the Next button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal
2 Add Contacts

A contact for your company is automatically created based on the First Name, Last Name
and Email from the previous page.

H Click the Edit input field to add additional information.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA
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City of Virginia Beach: New Supplier Registration in Supplier Portal

Bl

Enter additional information for the contact such as Job Title and Phone Numbers.

e By default, this contact will have administrative rights in the Supplier Portal. As an
Administrative contact, you will have the ability to add more contacts and specify their
roles and privileges in the portal.

e Additionally, this contact will have a user account created. A username and password for
logging into Supplier Portal.

H Click the OK button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

4 [

ﬂ Click the T Create button to add additional contacts.

d
[

Complete the fields for this contact. In this example, we are making them an Administrative
contact and requesting a user account by selecting the checkboxes.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

H Click the OK button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

E Click the Next button.

¢ [
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City of Virginia Beach: New Supplier Registration in Supplier Portal
3 Add Addresses

I:I

E Click the T Create button to add an address.
PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

g—

ﬂ For your primary or main address, enter MAIN in the Address Name field.

Complete all the fields on the page
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City of Virginia Beach: New Supplier Registration in Supplier Portal

o [

In the Address Contact section, you will connect a contact with this address. Click the Select
and Add button. Select the row of the contact you want to add so it is highlighted in blue.

E Click the OK button.

10 [H

ﬂ Click the OK button.

Page 8 of 20




City of Virginia Beach: New Supplier Registration in Supplier Portal

m Click the + Create button to add an add another address.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

For additional addresses please use a five (5) letter abbreviation of the City and the street
number. For example, 2200 PARKS AVENUE VIRGINIA BEACH, VA would have an address
name of VABEA-220. Please note that each location must have a different Address Name.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

m Click the Select and Add button to connect a contact with this address.

m Select the contact to connect with this address.

ﬂ Click the OK button.

| Page 10 of 20




City of Virginia Beach: New Supplier Registration in Supplier Portal

ﬂ Click the OK button.

Iﬂ Click the Next button.

15 W
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City of Virginia Beach: New Supplier Registration in Supplier Portal
4 Add Business Classifications

K-

Examples of business classifications are Small, Woman, Minority or Service-disabled
Veteran owned business.

e Please add all applicable classifications and provide any certifications, if available.

e Self-certification is acceptable.

e If your company does not meet any of the business classifications, please select
the checkbox for None.

This data is mandatory, and you cannot complete registration without completing this
information.

ﬂ Click the T icon to add a Business Classification or select the None of the
classifications are applicable checkbox.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

m Click the Next button.

15 [
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City of Virginia Beach: New Supplier Registration in Supplier Portal
5 Add Products and Services

Please select and add the products or services that your company provides. The products
and services are based on the National Institute of Governmental Purchasing (NIGP) codes.

Iﬂ Click the Select and Add button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

21
22 I

Enter a keyword in the Description field.

m Click the Search button.

m Review and select the checkbox with the Category Name and Description of Products
or Services that apply to your company.

E Click the Apply button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

23 [

To select another Product and/or Service, enter another keyword in the Description field.

m Click the Search button.

24

25 [H

m Once again, review and select the checkbox with the Category Name and Description
of Products or Services that apply to your company.

E Click the OK button. Repeat steps 19 — 24 as necessary.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

E Click the Next button.

26 [

Page 17 of 20




City of Virginia Beach: New Supplier Registration in Supplier Portal
6 Review Supplier Registration Information

]

Review the information you have entered is accurate. If not, click the Back button at the
top to make any changes.

E:]

E If the information you have entered is accurate and complete, click the Register button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal

29 [H

A confirmation window will appear.

E Click the OK button.
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City of Virginia Beach: New Supplier Registration in Supplier Portal
7 Supplier Portal Support
You have successfully registered as a new supplier for the City of Virginia Beach. If you have

questions or need additional assistance, please contact us at SupplierPortal@vbgov.com or
(757) 385-4438.
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