State of Oklahoma

%

iz Office of Management and Enterprise Services Solicitation
P2 Central Purchasing Division
SW 14110 09/16/2013

1. Solicitation #: 2. Solicitation Issue Date:

3. Brief Description of Requirement:

Travel Initiative

State Wide Contract for Travel, Lodging, Car Rental, and all related expenses.

Several attachments are included. Please use paper clip on left gray border to view attachments.

Response Due Datel; 10/18/13

Issued By and RETURN SEALED BID TO:

Personal or Common Carrier Delivery:

Office of Management and Enterprise Services
Central Purchasing Division

Will Rogers Building

2401 N. Lincoln Blvd, Suite 116,

Oklahoma City, OK 73105

Solicitation Type (check one below):

O Invitation to Bid
=] Request for Proposal
[ Request for Quote

Requesting Agency:

Contracting Officer:
Name: Lisa Bradley

Phone: (405) 522-4480

Email: Lisa.Bradley@omes.ok.gov

OMES / Central Purchasing Division

Time: 3:00 PM CST/CDT

U.S. Postal Delivery:

Office of Management and Enterprise Services
Central Purchasing Division

P.O. Box 528803,

Oklahoma City, Oklahoma 73152-8803

! Amendments to solicitation may change the Response Due Date (read CP GENERAL PROVISIONS, section 3, “Solicitation Amendments”)
OMES-FORM-CP-070 (02/2013)
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Central Purchasing Division

“Certification for Competitive Bid and Contract” MUST be submitted along with the response to the Solicitation.

1. RE: Solicitation # SW 14110

2. Bidder General Information:
FEI/ SSN: VEN ID:

Company Name:

3. Bidder Contact Information:

Address:
City: State: Zip Code:

Contact Name:

Contact Title:

Phone #: FAX#:
Email: Website:

4. Oklahoma Sales Tax Permit?:
[] YES — Permit #:
] NO — Exempt pursuant to Oklahoma Laws or Rules

5. Registration with the Oklahoma Secretary of State:

] YES - Filing Number:

] NO - Prior to the contract award, the successful bidder will be required to register with the Secretary of State or
must attach a signed statement that provides specific details supporting the exemption the supplier is claiming
(www.sos.ok.gov or 405-521-3911).

6. Workers’ Compensation Insurance Coverage:

Bidder is required to provide with the bid a certificate of insurance showing proof of compliance with the Oklahoma
Workers’ Compensation Act.

[ 1 YES - include a certificate of insurance with the bid

[ ] NO - attach a signed statement that provides specific details supporting the exemption you are claiming from the
Workers’ Compensation Act (Note: Pursuant to Attorney General Opinion #07-8, the exemption from 85 O.S.
2011, § 311 applies only to employers who are natural persons, such as sole proprietors, and does not apply to
employers who are entities created by law, including but not limited to corporations, partnerships and limited

liability companies.)®

Authorized Signature Date

Printed Name Title

2 For frequently asked questions concerning Oklahoma Sales Tax Permit, see http://www.tax.ok.gov/fag/fagbussales.html
® For frequently asked questions concerning workers' compensation insurance, see http://www.ok.gov/oid/fags.html#c221
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State of Oklahoma Certification for Competitive
Office of Management and Enterprise Services Bid and/or Contract

Central Purchasing Division (Non-Collusion Certification)

NOTE: A certification shall be included with any competitive bid and/or contract exceeding $5,000.00 submitted to the State for
goods or services.

Solicitation or Purchase Order #: SW 14110

Supplier Legal Name:

SECTION | [74 O.S. § 85.22]:

A. For purposes of competitive bid,

1. I am the duly authorized agent of the above named bidder submitting the competitive bid herewith, for the purpose of
certifying the facts pertaining to the existence of collusion among bidders and between bidders and state officials or
employees, as well as facts pertaining to the giving or offering of things of value to government personnel in return for
special consideration in the letting of any contract pursuant to said bid;

2. | am fully aware of the facts and circumstances surrounding the making of the bid to which this statement is attached and
have been personally and directly involved in the proceedings leading to the submission of such bid; and

3. Neither the bidder nor anyone subject to the bidder's direction or control has been a party:

a. to any collusion among bidders in restraint of freedom of competition by agreement to bid at a fixed price or to
refrain from bidding,

b. to any collusion with any state official or employee as to quantity, quality or price in the prospective contract, or
as to any other terms of such prospective contract, nor

c. in any discussions between bidders and any state official concerning exchange of money or other thing of
value for special consideration in the letting of a contract, nor

d. to any efforts or offers with state agency or political subdivision officials or others to create a sole brand
acquisition or a sole source acquisition in contradiction to 74 O.S. 85.45j.1.

B. | certify, if awarded the contract, whether competitively bid or not, neither the contractor nor anyone subject to the contractor’s
direction or control has paid, given or donated or agreed to pay, give or donate to any officer or employee of the State of
Oklahoma any money or other thing of value, either directly or indirectly, in procuring this contract herein.

SECTION 11 [74 O.S. § 85.42]:

For the purpose of a contract for services, the supplier also certifies that no person who has been involved in any manner in the

development of this contract while employed by the State of Oklahoma shall be employed by the supplier to fulfill any of the

services provided for under said contract.

The undersigned, duly authorized agent for the above named supplier, by signing below acknowledges this certification statement
is executed for the purposes of:

[] the competitive bid attached herewith and contract, if awarded to said supplier;
OR

[ the contract attached herewith, which was not competitively bid and awarded by the agency pursuant to applicable
Oklahoma statutes.

Supplier Authorized Signature Certified This Date
Printed Name Title
Phone Number Email
Fax Number

OMES-FORM-CP-004 (05/2013) PAGE10F 1
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A. GENERAL PROVISIONS

A.l. Definitions

As used herein, the following terms shall have the following meaning unless the context clearly indicates otherwise:

A.l.1.

A.l1.2.

A.1.3.

Al4.

A.1.5.

"Acquisition” means items, products, materials, supplies, services, and equipment a state agency acquires by
purchase, lease purchase, lease with option to purchase, or rental pursuant to the Oklahoma Central Purchasing Act;

"Bid” means an offer in the form of a bid, proposal, or quote a bidder submits in response to a solicitation;
"Bidder" means an individual or business entity that submits a bid in response to a solicitation;

"Solicitation" means a request or invitation by the State Purchasing Director or a state agency for a supplier to submit
a priced offer to sell acquisitions to the state. A solicitation may be an invitation to bid, request for proposal, or a
request for quotation; and

"Supplier” or “vendor” means an individual or business entity that sells or desires to sell acquisitions to state
agencies.

A.2. Bid Submission

A2.1.

A2.2.

A.2.3.

A2.4.

A.25.

Submitted bids shall be in strict conformity with the instructions to bidders and shall be submitted with a completed
Responding Bidder Information, OMES-FORM-CP-076, and any other forms required by the solicitation.

Bids shall be submitted to the Central Purchasing Division in a single envelope, package, or container and shall be
sealed, unless otherwise detailed in the solicitation. The name and address of the bidder shall be inserted in the upper
left corner of the single envelope, package, or container. SOLICITATION NUMBER AND SOLICITATION
RESPONSE DUE DATE AND TIME MUST APPEAR ON THE FACE OF THE SINGLE ENVELOPE, PACKAGE, OR
CONTAINER.

The required certification statement, "Certification for Competitive Bid and/or Contract (Non-Collusion Certification)",
OMES-FORM-CP-004, must be made out in the name of the bidder and must be properly executed by an authorized
person, with full knowledge and acceptance of all its provisions.

All bids shall be legible and completed in ink or with electronic printer or other similar office equipment. Any
corrections to bids shall be identified and initialed in ink by the bidder. Penciled bids and penciled corrections shall
NOT be accepted and will be rejected as non-responsive. In addition to a hard copy submittal, the bidder will also be
required to submit an electronic copy. Electronic responses must be submitted in the identical format contained in
the solicitation (for example Microsoft Word, Microsoft Excel, but not Adobe PDF). In the event the hard copy of the
price worksheets and electronic copy of the price worksheets do not agree, the electronic copy will prevail.

All bids submitted shall be subject to the Oklahoma Central Purchasing Act, Central Purchasing Rules, and other
statutory regulations as applicable, these General Provisions, any Special Provisions, solicitation specifications,
required certification statement, and all other terms and conditions listed or attached herein—all of which are made
part of this solicitation.

A.3. Solicitation Amendments

A3.1.

A3.2.

A.3.3.

If an "Amendment of Solicitation”, OMES-FORM-CP-011, is issued, the bidder shall acknowledge receipt of any/all
amendment(s) to solicitations by signing and returning the solicitation amendment(s). Amendment
acknowledgement(s) may be submitted with the bid or may be forwarded separately. If forwarded separately,
amendment acknowledgement(s) must contain the solicitation number and response due date and time on the front
of the envelope. The Central Purchasing Division must receive the amendment acknowledgement(s) by the
response due date and time specified for receipt of bids for the bid to be deemed responsive. Failure to acknowledge
solicitation amendments may be grounds for rejection.

No oral statement of any person shall modify or otherwise affect the terms, conditions, or specifications stated in the
solicitation. All amendments to the solicitation shall be made in writing by the Central Purchasing Division.

It is the Bidder's responsibility to check the OMES/Central Purchasing Division website frequently for any possible
amendments that may be issued. The Central Purchasing Division is not responsible for a bidder's failure to
download any amendment documents required to complete a solicitation.
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A.4. Bid Change

If the bidder needs to change a bid prior to the solicitation response due date, a new bid shall be submitted to the Central Purchasing
Division with the following statement "This bid supersedes the bid previously submitted" in a single envelope, package, or container and
shall be sealed, unless otherwise detailed in the solicitation. The name and address of the bidder shall be inserted in the upper left corner
of the single envelope, package, or container. SOLICITATION NUMBER AND SOLICITATION RESPONSE DUE DATE AND TIME
MUST APPEAR ON THE FACE OF THE SINGLE ENVELOPE, PACKAGE, OR CONTAINER.

A.5. Certification Regarding Debarment, Suspension, and Other Responsibility Matters
By submitting a response to this solicitation:

A5.1.  The prospective primary participant and any subcontractor certifies to the best of their knowledge and belief, that they
and their principals or participants:

A.5.1.1. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded
by any Federal, State or local department or agency;

A.5.1.2. Have not within a three-year period preceding this proposal been convicted of or pled guilty or had a civil
judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining,
attempting to obtain, or performing a public (Federal, State or local) contract; or for violation of Federal or
State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of
records, making false statements, or receiving stolen property;

A.5.1.3. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal,
State, or local) with commission of any of the offenses enumerated in paragraph A.5.1.2. of this certification;
and

A.5.1.4. Have not within a three-year period preceding this application/proposal had one or more public (Federal,
State, or local) contracts terminated for cause or default.

A5.2. Where the prospective primary participant is unable to certify to any of the statements in this certification, such
prospective participant shall attach an explanation to its solicitation response.

A.6. Bid Opening

Sealed bids shall be opened by the Central Purchasing Division at the Will Rogers Building, 2401 N. Lincoln Blvd. First Floor, Suite
116, Oklahoma City, Oklahoma, 73105 at the time and date specified in the solicitation as Response Due Date and Time.

A.7. Open Bid / Open Record

Pursuant to the Oklahoma Public Open Records Act, a public bid opening does not make the bid(s) immediately accessible to the
public. The procurement or contracting agency shall keep the bid(s) confidential, and provide prompt and reasonable access to the
records only after a contract is awarded or the solicitation is cancelled. This practice protects the integrity of the competitive bid
process and prevents excessive disruption to the procurement process. The interest of achieving the best value for the State of
Oklahoma outweighs the interest of vendors immediately knowing the contents of competitor’s bids. [51 O.S. § 24A.5(5)]

Additionally, financial or proprietary information submitted by a bidder may be designated by the Purchasing Director as confidential
and the procurement entity may reject all requests to disclose information designated as confidential pursuant to 62 O.S. (2012) §
34.11.1(H)(2) and 74 O.S. (2011) § 85.10. Bidders claiming any portion of their bid as proprietary or confidential must specifically
identify what documents or portions of documents they consider confidential and identify applicable law supporting their claim of
confidentiality. The State Purchasing Director shall make the final decision as to whether the documentation or information is
confidential pursuant to 74 O.S. § 85.10. Otherwise, documents and information a bidder submits as part of or in connection with a
bid are public records and subject to disclosure after contract award or the solicitation is cancelled.

A.8. Late Bids
Bids received by the Central Purchasing Division after the response due date and time shall be deemed non-responsive and shall NOT
be considered for any resultant award.
A.9. Legal Contract
A.9.1. Submitted bids are rendered as a legal offer and any bid, when accepted by the Central Purchasing Division, shall
constitute a contract.
A.9.2. The Contract resulting from this solicitation may consist of the following documents in order of preference:
A.9.2.1. Purchase order, as amended by Change Order (if applicable);
A.9.2.2. Solicitation, as amended (if applicable); and

A.9.2.3. Successful bid (including required certifications), to the extent the bid does not conflict with the requirements
of the solicitation or applicable law.
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A.9.3.  Any contract(s) awarded pursuant to the solicitation shall be legibly written or typed.
A.10. Pricing

A.10.1. Bids shall remain firm for a minimum of sixty (60) days from the solicitation closing date.
A.10.2. Bidders guarantee unit prices to be correct.

A.10.3. In accordance with 74 O.S. 885.40, ALL travel expenses to be incurred by the supplier in performance of the
Contract shall be included in the total bid price/contract amount.

A.11. Manufacturers' Name and Approved Equivalents

Unless otherwise specified in the solicitation, manufacturers' names, brand names, information and/or catalog numbers listed in a
specification are for information and not intended to limit competition. Bidder may offer any brand for which they are an authorized
representative, and which meets or exceeds the specification for any item(s). However, if bids are based on equivalent products,
indicate on the bid form the manufacturer's name and number. Bidder shall submit sketches, descriptive literature, and/or complete
specifications with their bid. Reference to literature submitted with a previous bid will not satisfy this provision. The bidder shall also
explain in detail the reason(s) why the proposed equivalent will meet the specifications and not be considered an exception thereto.
Bids that do not comply with these requirements are subject to rejection.

A.12. Clarification of Solicitation

A.12.1. Clarification pertaining to the contents of this solicitation shall be directed in writing to the Central Purchasing
Contracting Officer specified in the solicitation.

A.12.2. If a bidder fails to notify the State of an error, ambiguity, conflict, discrepancy, omission or other error in the
SOLICITATION, known to the bidder, or that reasonably should have been known by the bidder, the bidder shall
submit a bid at its own risk; and if awarded the contract, the bidder shall not be entitled to additional
compensation, relief, or time, by reason of the error or its later correction. If a bidder takes exception to any
requirement or specification contained in the SOLICITATION, these exceptions must be clearly and prominently
stated in their response.

A.12.3. Bidders who believe proposal requirements or specifications are unnecessarily restrictive or limit competition may
submit a written request for administrative review to the State prior to the closing date.

A.13. Rejection of Bid

The State reserves the right to reject any bids that do not comply with the requirements and specifications of the solicitation. A bid
may be rejected when the bidder imposes terms or conditions that would modify requirements of the solicitation or limit the bidder's
liability to the State. Other possible reasons for rejection of bids are listed in OAC 580:16-7-32.

A.14. Award of Contract

A.14.1. The State Purchasing Director may award the Contract to more than one bidder by awarding the Contract(s) by
item or groups of items, or may award the Contract on an ALL OR NONE basis, whichever is deemed by the State
Purchasing Director to be in the best interest of the State of Oklahoma.

A.14.2. Contract awards will be made to the lowest and best bidder(s) unless the solicitation specifies that best value
criteria is being used.

A.14.3. In order to receive an award or payments from the State of Oklahoma, suppliers must be registered. The vendor
registration process can be completed electronically through the OMES website at the following link:
https://www.ok.gov/dcs/vendors/index.php .

A.15. Contract Modification

A.15.1. The Contractis issued under the authority of the State Purchasing Director who signs the Contract. The Contract
may be modified only through a written Contract Modification, signed by the State Purchasing Director.

A.15.2. Any change to the Contract, including but not limited to the addition of work or materials, the revision of payment
terms, or the substitution of work or materials, directed by a person who is not specifically authorized by the
Central Purchasing Division in writing, or made unilaterally by the supplier, is a breach of the Contract. Unless
otherwise specified by applicable law or rules, such changes, including unauthorized written Contract
Modifications, shall be void and without effect, and the supplier shall not be entitled to any claim under this
Contract based on those changes. No oral statement of any person shall modify or otherwise affect the terms,
conditions, or specifications stated in the resultant Contract.

A.16. Delivery, Inspection and Acceptance

A.16.1. Unless otherwise specified in the solicitation or awarding documents, all deliveries shall be F.O.B. Destination. The
bidder(s) awarded the Contract shall prepay all packaging, handling, shipping and delivery charges and firm
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prices quoted in the bid shall include all such charges. All products and/or services to be delivered pursuant to
the Contract shall be subject to final inspection and acceptance by the State at destination. "Destination” shall
mean delivered to the receiving dock or other point specified in the purchase order. The State assumes no
responsibility for goods until accepted by the State at the receiving point in good condition. Title and risk of loss
or damage to all items shall be the responsibility of the supplier until accepted by the receiving agency. The
supplier(s) awarded the Contract shall be responsible for filing, processing, and collecting any and all damage
claims accruing prior to acceptance.

A.16.2. Supplier(s) awarded the Contract shall be required to deliver products and services as bid on or before the
required date. Deviations, substitutions or changes in products and services shall not be made unless expressly
authorized in writing by the Central Purchasing Division.

A.17. Invoicing and Payment

A.17.1. Pursuant to 74 O.S. §85.44(B), invoices will be paid in arrears after products have been delivered or services
provided.

A.17.2. Interest on late payments made by the State of Oklahoma is governed by 62 O.S. §34.71 and 62 O.S. 834.72.
A.18. Tax Exemption

State agency acquisitions are exempt from sales taxes and federal excise taxes. Bidders shall not include these taxes in price
quotes.

A.19. Audit and Records Clause

A.19.1. As used in this clause, “records" includes books, documents, accounting procedures and practices, and other
data, regardless of type and regardless of whether such items are in written form, in the form of computer data, or
in any other form. In accepting any Contract with the State, the successful bidder(s) agree any pertinent State or
Federal agency will have the right to examine and audit all records relevant to execution and performance of the
resultant Contract.

A.19.2. The successful bidder(s) awarded the Contract(s) is required to retain records relative to the Contract for the
duration of the Contract and for a period of seven (7) years following completion and/or termination of the
Contract. If an audit, litigation, or other action involving such records is started before the end of the seven (7)
year period, the records are required to be maintained for two (2) years from the date that all issues arising out of
the action are resolved, or until the end of the seven (7) year retention period, whichever is later.

A.20. Non-Appropriation Clause

The terms of any Contract resulting from the solicitation and any Purchase Order issued for multiple years under the Contract are
contingent upon sufficient appropriations being made by the Legislature or other appropriate government entity. Notwithstanding any
language to the contrary in the solicitation, purchase order, or any other Contract document, the procuring agency may terminate its
obligations under the Contract if sufficient appropriations are not made by the Legislature or other appropriate governing entity to pay

amounts due for multiple year agreements. The Requesting (procuring) Agency's decisions as to whether sufficient appropriations are
available shall be accepted by the supplier and shall be final and binding.

A.21. Choice of Law
Any claims, disputes, or litigation relating to the solicitation, or the execution, interpretation, performance, or enforcement of the
Contract shall be governed by the laws of the State of Oklahoma.

A.22. Choice of Venue

Venue for any action, claim, dispute or litigation relating in any way to the Contract shall be in Oklahoma County, Oklahoma.
A.23. Termination for Cause
A.23.1. The supplier may terminate the Contract for default or other just cause with a 30-day written request and upon written

approval from the Central Purchasing Division. The State may terminate the Contract for default or any other just
cause upon a 30-day written notification to the supplier.

A.23.2. The State may terminate the Contract immediately, without a 30-day written notice to the supplier, when violations are
found to be an impediment to the function of an agency and detrimental to its cause, when conditions preclude the
30-day notice, or when the State Purchasing Director determines that an administrative error occurred prior to Contract
performance.

A.23.3. If the Contract is terminated, the State shall be liable only for payment for products and/or services delivered and
accepted.

A.24. Termination for Convenience
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A.24.1. The State may terminate the Contract, in whole or in part, for convenience if the State Purchasing Director determines
that termination is in the State's best interest. The State Purchasing Director shall terminate the Contract by delivering
to the supplier a Notice of Termination for Convenience specifying the terms and effective date of Contract termination.
The Contract termination date shall be a minimum of 60 days from the date the Notice of Termination for Convenience
is issued by the State Purchasing Director.

A.24.2. If the Contract is terminated, the State shall be liable only for products and/or services delivered and accepted, and for
costs and expenses (exclusive of profit) reasonably incurred prior to the date upon which the Notice of Termination for
Convenience was received by the supplier.

A.25. Insurance

The successful bidder(s) awarded the Contract shall obtain and retain insurance, including workers' compensation, automobile
insurance, medical malpractice, and general liability, as applicable, or as required by State or Federal law, prior to commencement of
any work in connection with the Contract. The supplier awarded the Contract shall timely renew the policies to be carried pursuant to
this section throughout the term of the Contract and shall provide the Central Purchasing Division and the procuring agency with
evidence of such insurance and renewals.

A.26. Employment Relationship

The Contract does not create an employment relationship. Individuals performing services required by this Contract are not
employees of the State of Oklahoma or the procuring agency. The supplier's employees shall not be considered employees of the
State of Oklahoma nor of the procuring agency for any purpose, and accordingly shall not be eligible for rights or benefits accruing to
state employees.

A.27. Compliance with the Oklahoma Taxpayer and Citizen Protection Act of 2007

By submitting a bid for services, the bidder certifies that they, and any proposed subcontractors, are in compliance with 25 O.S. §1313
and participate in the Status Verification System. The Status Verification System is defined in 25 O.S. §1312 and includes but is not
limited to the free Employment Verification Program (E-Verify) through the Department of Homeland Security and available at
www.dhs.qov/E-Verify .

A.28. Compliance with Applicable Laws

The products and services supplied under the Contract shall comply with all applicable Federal, State, and local laws, and the supplier
shall maintain all applicable licenses and permit requirements.

A.29. Special Provisions

Special Provisions set forth in SECTION B apply with the same force and effect as these General Provisions. However, conflicts or
inconsistencies shall be resolved in favor of the Special Provisions.
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B. SPECIAL PROVISIONS

B.1. Contract Term

The initial contract term is for a twelve (12) month period, commencing date of award through December 31, 2014. The State Travel
Office within the Central Purchasing Division of OMES, reserves the option to renew this contract, or any option thereof, for up to four
(4) twelve (12) month periods. This agreement period, with all optional renewals exercised, may run through December 31, 2018.
The renewal must be mutually agreed by both parties in writing.

B.2. Contract Preference
This contract will be mandatory to all State Agencies.

B.3. Type of Contract.

This is a firm fixed price contract for indefinite delivery and indefinite quantity for the supplies/services specified. The State shall not
guarantee any minimum or maximum amount of the supplier services that may be required under this contract

B.4. . Extension of Contract.
The State may extend the term of this contract up to 90 days if mutually agreed upon by both parties in writing.

B.5. Authorized Users.

Proposals shall cover requirements during the specified period for all State Departments, Boards, Commissions, Agencies and
Institutions. The Oklahoma Statutes state that Counties, School Districts and Municipalities may avail themselves of the contract
subject to the approval of the successful proposal(s).

CHECK APPROPRIATE BLOCK
Yes, proposal permits usage by other than State Agencies

No, proposal permits usage by State Agencies only.

B.6. Ordering.

Any supplies and/or services to be furnished under this contract shall be ordered by state agencies and authorized entities. There is
no limit on the number that may be issued. Delivery to multiple destinations may be required. All orders are subject to the terms and
conditions of this contract. Any order dated prior to expiration of this contract shall be performed. In the event of conflict between a
purchase order and this contract, the contract shall have precedence.

B.7. Gratuities

The right of the successful supplier to perform under this contract may be terminated by written notice if the Contracting Officer
determines that the successful supplier, or its agent or another representative, offered or gave a gratuity (e.g., an entertainment or
gift) to an officer, official or employee of the State.

B.8. Oral Agreements

No oral statement of any person shall modify or otherwise affect the terms, conditions, or specifications stated in this proposal or the
resultant contract. All modification to the contract must be made in writing by the Central Purchasing Division.

B.9. Conflict of Interest

The Request for Proposal is subject to the provisions of Oklahoma Statutes. All suppliers must disclose with their response the
name of any officer, director or agency who is also an employee of the State of Oklahoma or any of its agencies. Further, all
suppliers must disclose the name of any State Employee who owns, directly or indirectly, an interest of five percent (5%) or more in
the suppliers firm or any of its branches.

B.10. Limited Contact

B.10.1. Pursuant to 580:15-4 (d) The State Purchasing Director may limit contact regarding a solicitation between vendors
and agency personnel during the solicitation process. The limitation of contact may be described in the solicitation.
All communications between vendors and agency personnel regarding a solicitation shall be documented and filed
in the acquisition file.

B.10.2. All questions and communications shall be directed to the contracting officer.

B.10.3. Any information given a vendor concerning a solicitation will be provided promptly to all other vendors as an
amendment, if that information is necessary in submitting a response or if the lack of it would be prejudicial to other
vendors.

B.11. Clarification of Solicitation
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B.11.1. Clarification pertaining to the contest of this solicitation shall be directed in writing to the Central Purchasing
Contracting Officer specified in the solicitation and must be received prior to the closing date of the solicitation.
The exact deadline for vendor clarifications is referenced in Section E.1.

B.11.2. If a supplier fails to notify the State of an error, ambiguity, conflict, discrepancy, omission or other error in the
Solicitation, known to the supplier, or an error that reasonably should have been known by the supplier, the
supplier shall submit a response at its own risk; and if awarded the contract, the supplier shall not be entitled to
additional compensation, relief, or time, by reason of the error or its later correction. If a supplier takes exception to
any requirement or specification contain in this solicitation, these exceptions must be clearly and prominently
stated in their response.

B.11.3. Suppliers who believe proposal requirements or specifications are unnecessarily restrictive or limit competition may
submit a request for administrative review, in writing, to the Central Purchasing Contracting Officer listed on this
solicitation. This request must be made prior to the closing date of this solicitation.

B.12. Proposal Conformity

By submitting a response to this solicitation, the supplier attests that the supplies or services conform to specified contract
requirements.

B.13. State Purchase Card

The State currently has a Visa credit card to enable selected State employees to purchase needed goods and services using a State
of Oklahoma purchasing card. The State prefers that the successful supplier will accept the State of Oklahoma’s Purchasing Card as
a form of payment. There shall be no additional cost to a requesting entity for use of purchasing cards as a payment method.

Signature of Acceptance: Date:

Print Name:

B.14. Contract Management Fee

B.14.1. As empowered by State Statue 885.33 A & B, Central Purchasing imposes, and Vendors agree to pay a contract
management fee in the sum of one (1) % of the combined total contract sales to all government entities. Awarded
Vendor(s) shall remit payment of the fee on a quarterly basis in conjunction with the quarterly sales / usage report.
The fee amount is not to be invoiced to any contract users, either as an item on a sales invoice or by any other
means.

B.14.2. Vendor shall make payment by company check to OMES / Central Purchasing Division within 30 days of the
completion of quarterly reporting period. To ensure the payment is credited properly, the Vendor must identify the
check as “Contract Management Fee” and include the Contract Number, Contract Title, and Quarter Reporting
Period covered.

B.14.3. The contract management fee check should be sent to:

OMES - Central Purchasing Division
Agency Business Services
3812 N. Santa Fe Avenue, Ste 290
Oklahoma City, OK 73118
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B.15.

B.16.

Contract Usage Reporting Requirements.

B.15.1.

B.15.2.
B.15.3.

B.15.4.

B.15.5.
B.15.6.

Reports shall provide the total dollar amounts sold to all political entities that include but are not limited to State
Agencies, Counties, Cities, Schools, hospitals and Municipalities.

Reports shall be submitted quarterly regardless of quantity.

Usage Reports shall be sent electronically to the State Travel Office, to the attention of
Tammy.Howard@omes.ok.gov, within 30 working days upon completion of performance quarter period cited in
paragraph “B.16.4" of this contract provision.

Contract quarterly reporting periods shall be:
1* Quarter: January 1 through March 31

2" Quarter: April 1 through June 30

3" Quarter: July 1 through September 30
4" Quarter: October 1 through December 31

Failure to provide usage reports shall result in cancellation or suspension of contract.

The reports shall include but not limited to: Date of Travel, Traveler Name, Traveler Agency, Location, and Total
Cost Breakdown. Awarded suppliers will be provided a spreadsheet electronically, and will be required to submit
usage reports electronically.

Negotiations

B.16.1.

B.16.2.
B.16.3.

B.16.4.

The vendor is advised that under the provisions of this Request for Proposal, the Central Purchasing Division
reserves the right to conduct negotiations of the proposals received or to award a contract without negotiations.
The State may negotiate if deemed necessary, and will determine the scope and subject of any negotiations.
However, the Vendor should not expect that the State will negotiate to give the Vendor an opportunity to strengthen
its proposal. Therefore, the Vendor must submit its best off based on the terms and conditions set forth in this
solicitation. If such negotiations are conducted, the following conditions shall apply.

Negotiations may be conducted in person, in writing, or by telephone

The Central Purchasing Division reserves the right to limit negotiations to those proposals that received the highest
rankings during the initial evaluation phase. All vendors involved in the negotiations process will be invited to
submit a best and final offer.

The mandatory requirements of this Request for Proposal shall not be negotiable and shall remain unchanged
unless the Central Purchasing Division determines that a change in such requirements is in the best interest of the
State of Oklahoma.

C. SOLICITATION SPECIFICATIONS

C.1

c.2.

Introduction and Background

C.1.1.

C.1.2

C.13.

C.1.4.

The purpose of this solicitation is to provide travel services to the State of Oklahoma. Historically, Oklahoma
utilized two separate contracts, one for a “City Pair” air fare only, and one for “Travel Agents”. Oklahoma Statutes
have been modernized, and the requirement for separate contracts is no longer applicable. There was no
contractual agreement for discounted lodging arrangements.

This contract will be mandatory to all State Agencies, and will be made available to all authorized users such as:
higher education, boards, commissions, cities, counties, municipalities, and any political subdivisions that elect to
participate in the State Travel Division Program.

This contract is intended to be used for State official business, for State employees, and persons who are
performing substantial and necessary services to the State which have been approved by the appropriate
department official and traveling directly at government expense (e.g. Wards of the State and their escort,
Witnesses for State trials) with the exception of contractors.

Attachment J is a snapshot of previous year's expenditures in common business travel areas.

Expected Outcomes

C.2.1.

c.2.2.

C.23.

The State of Oklahoma expects to receive an easy to use and complete travel solution. Our travel program
procedures and increased contract compliance will easily adapt to this new concept.

Any contract of this magnitude must have verifiable and auditable terms, pricing, and conditions. All respondents
shall list how they propose this contract management module will be addressed.

Actual travel receipt reimbursement may become a portion of the desired solution. Respondents may choose to
submit proposals in this area only, as an addition to basic travel arrangement services, or may partner with another
provider who does offer this service.
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D. EVALUATION

D.1.

D.2.

D.3.

D.4.

D.5.

D.6.

D.7.

Method
D.1.1. This solicitation will be awarded based on the “Best Value Method”.
Evaluation Criteria

D.2.1. The State will evaluate Proposals against the evaluation criteria for the degree to which each Proposal meets the
criteria as follows:

Attachment / Section Description
Attachment A RFP Cover Page and Checklist
Attachment B Project Capability Submittal
Attachment C Project Capability Plan
Attachment D Risk Plan
Attachment E Value Added Options

Interview
Attachment F Past Performance Information (PPI)
Attachment G Supplier Cost Proposal

Description of Evaluation Criteria

D.3.1. RFP Cover Page and Checklist - Respondent will prepare and submit the RFP Cover Page and Checklist (See
Attachment A)

D.3.2. Project Capability (PC) Submittal - The Project Capability Submittal has three components; Project Capability Plan,
a Risk Assessment Plan, and a Value added Plan (see Attachments B, C, D, & E).

Purpose of PC Submittal

D.4.1. Respondents’ PC Submittals will be used to assist the State in prioritizing Respondents submittals based on their
ability to understand and deliver the Project. Additionally, the PC Submittal should assist the Respondent in
planning what they are going to do before they do it. The PC Submittal will also provide high performing
Respondents the opportunity to differentiate themselves from their competitors due to their experience and
expertise by using verifiable performance metrics and previous best value results.

PC Submittal Format Requirements

D.5.1. PC submittal must NOT contain any names that can be used to identify who the Respondent is (such as firm
names, personnel names, Project names, or product names).

D.5.2. The PC submittal must not include the proposed cost or proposed duration associated with the initial scope that the
Respondent has identified in the Proposal Form.

D.5.3. A PC proposal template is included in this RFP. This document must be used by all Respondents. Respondents
are NOT allowed to re-create, re-format, or modify the template in any manner. Respondent must type their
responses on the Word template provided.

D.5.4. The PC submittal (whether the pages are blank or filled) must NOT exceed 6 pages (front side of page only) and is
comprised of Project Capability plan (2 pages), Risk Assessment Plan (2 pages), and Value Added Plan (2 pages).

D.5.5. Failure to comply with any of the PC format requirements may result in disqualification.

D.5.6. The PC Submittal shall not contain any marketing information. The Submittal should be used to prove to the State
that the Respondent has expertise for the specific project being proposed on.

Overview of the Project Capability Plan (PC)

D.6.1. The Project Capability Plan is to allow the Respondent to differentiate their capability to meet the requirements of
this project with a plan that meets time and cost goals. All cost and schedule impacts associated with technical
capabilities listed within the PC plan must be included in your base cost/schedule.

Overview of the Risk Assessment Plan

D.7.1. The Respondent should list and prioritize major risk items on this project that could cause the Respondent’s
“vision” or “plan” to deviate or not meet the expectations of the client (i.e. risks that the Respondent does not
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control). This includes sources, causes or actions that are beyond the scope of the contract that may cause cost
increases, delays, change orders, or dissatisfaction to the State. Do not include in this submittal any risks caused
by a lack of the Respondent's technical competency. The risks should be described in simple and clear terms so
that non-technical personnel can understand the risk. The Respondent must also explain how they will mitigate,
manage, and/or minimize the risk from occurring. A mitigation / management plan solution with supporting
documented performance (references, performance measurements of projects when the risk mitigation was used
etc) is required for a high rating from the selection committee. The backup performance information can include
how many times the mitigation plan was previously used, and the impact on performance in terms of customer
satisfaction.

D.8. Overview of the Value Added Section

D.8.1. The purpose of the Value Added Plan is to provide Respondents with an opportunity to identify any value added
options or ideas that may benefit the State at a change in cost or scope. These options or ideas may also be
referred to as additional or optional services. Where applicable, the Respondent should identify: 1) what the State
may have excluded or omitted from its scope; and 2) how these options or ideas have been successful through
verifiable performance information and/or best value practices. The Proposal should list the cost and time impact of
any options or ideas. The Respondent should identify and briefly describe any options, ideas, alternatives, or
suggestions to add value to this project, and indicate how the items will increase or decrease cost (note: a Value
Added option must impact cost). All cost impacts associated with these Value Added options must NOT be
included in your base cost.

D.9. Interviews

D.9.1. The State may shortlist (if necessary) the top rated Respondents. The shortlisted Respondents may be required to
participate in an interview period. The State may interview all critical team members identified in the Past
Performance Section of the Supplier response. The State may also request to interview additional personnel. The
State will interview individuals separately (and may perform a group interview after the individual interviews are
completed). No other individuals (from the Respondents) will be allowed to sit in or participate during the
interviews. The State may request additional information prior to interviews. All proposed team members must be
available in person for interviews on the date specified in this RFP. At the State’s discretion, substitutes, proxies,
phone interviews, or electronic interviews may be allowed. Individuals who fail to participate in the interview will not
be given a score which may jeopardize the Respondent’s competitiveness.

D.10. Past Performance Information

D.10.1. Respondents must prepare and submit a Reference List (Attachment F), Customer Surveys (Attachment F), and
Past Performance Information Scores (Attachment F) as outlined in the Past Performance Information Guide
(Attachment F). Failure to obtain a PPI score for any of the critical team components may jeopardize your
Proposal’'s competiveness. Suppliers should identify three critical team members, including the project manager, to
be included in the PPI section of the RFP. If more than three critical team members are identified, the State will
request vendor clarification to identify the three to be used for the purposes of evaluation and will disregard all
other identified individuals.

The State will evaluate and score each Proposal. The Respondent selected for an award will be the one whose proposal is
responsive, responsible, and is the most advantageous to the State, as determined by the State in its sole discretion.

D.11. Dominance Check For Cost Reasonableness

D.11.1. After ranking all of the Respondents based on the selection criteria, weights, and ratings, the State will verify if the
best prioritized respondent meets the following requirements:

D.11.1.1. If the highest ranked Respondent is within 10% of the next highest ranked Respondents cost, then the
highest ranked Respondent will be selected for the Pre-Award Phase;

D.11.1.2. If the highest ranked Respondent’s cost is more than 10% greater than the second highest ranked
Respondents cost, the State reserves the right to invite the second highest ranked Respondent to the Pre-
Award Phase.

D.11.1.3. If the highest ranked Respondent's cost varies by more than 10% in comparison to the average
Respondent's cost, the State reserves the right to proceed to the next highest ranked Respondent.

D.11.1.4. When the State is considering going to the next best value Respondent, the best value Respondent can
stay in the process by having presented dominant performance metrics which justify their selection
despite their higher or lower cost.

D.11.1.5. If all of the Respondents are above the State’s anticipated costs, the State may obtain additional funds
and apply the rules above, re-scope the Project, or cancel the Project.

D.12. Clarification/Pre-Award Phase

D.12.1. The potential best-valued Respondent will be required to perform the Clarification/Pre-Award functions as outlined
in Attachment I. The intent of this period is to allow the Respondent an opportunity to clarify their proposal, address
any issues or risks, allow the client to add any concerns, and to prepare a Pre Award Document.
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E.
E.1.

E.2.

E.3.

E.4.

E.5.

E.6.

INSTRUCTIONS TO SUPPLIER

Introduction

E.1.1. Prospective firms are urged to read this solicitation carefully. Failure to do so will be at the firm’s risk. Provisions,
terms and conditions may be stated or phrased differently than in previous solicitations. Irrespective of past
interpretations, practices or customs, proposals will be evaluated and any resultant contract(s) will be administered
in strict accordance with the plain meaning of the contents hereof. The respondent is cautioned that the
requirements of this solicitation can be altered only by written amendment approved by Central Purchasing and
that verbal communications from whatever source are of no effect. In no event shall the respondent’s failure to read
and understand any term or condition in this solicitation constitute grounds for a claim after contract award. Failure
to do so will be at the respondent’s risk.

Pre-Proposal/ Process Education Meeting

E.2.1. A meeting will be conducted by OMES to educate prospective firms on this new best value solicitation process.
While not mandatory, it is strongly recommended that all firms interested in participating attend this meeting.

Post Pre-Proposal Meeting Questions

E.3.1. Written questions concerning the solicitation are due by close of business no later than the date identified in the
proposed schedule found in Section G.1.

E.3.2. Written responses to questions and any amendments (if applicable) shall be published by the date identified in the
proposed schedule found in Section G.1.

E.3.3. All questions must be in writing via email to the contracting officer listed on the cover page of this solicitation.
Preparation of Proposal

E.4.1. Itis the responsibility of the bidder to inquire about any requirements of this RFP that are not understood.
E.4.2. Information shall be entered on the form provided or a copy thereof.

Submission of Proposal

E.5.1. By submitting a proposal, the firm agrees not to make any claims, damages or have any rights to damages,
because of any misunderstanding or misrepresentation of the specifications or because of any misinformation or
lack of information.

E.5.2. If afirm fails to notify OMES of an error, ambiguity, conflict, discrepancy, omission or other error in the solicitation,
known to the firm, or an error that reasonably should have been known by the firm, the firm shall submit a proposal
at its own risk; and if awarded the contract, the firm shall not be entitled to additional compensation, relief, or time,
by reason of the error or its later correction. If a firm takes exception to any requirement or specification contained
in the solicitation, these exceptions must be clearly and prominently stated in their response.

E.5.3. Completeness of proposal(s): It is desirable that the firm respond in a complete, but concise manner. It is the firm’s
sole responsibility to submit information in the responses as requested by this solicitation. The firm'’s failure to
submit required information may cause their proposal to be rejected. However, unnecessary information should be
excluded from the firm’s proposal(s).

Submission Deliverables

E.6.1. Two (2) CDs or DVDs containing an electronic copy of the proposal which must be clearly marked with the
Supplier's name, solicitation number and date of solicitation closing.

E.6.1.1. All electronic documents must be in one of the following software options:
E.6.1.1.1.MS Word (.doc or .docx), MS Excel (.xIs or .xlsx), or Adobe PDF (.pdf)
E.6.1.1.2. Graphic portfolio samples must be in tif, gif or pdf

F. cHECKLIST

F.1.1. Proposal Content

The following information must be included on the electronic media as described above.

F.1.1.1. Completed “Responding Bidder Information” Purchasing Form 076.

F.1.1.2. Completed “Certification for Competitive Bid and Contract” Purchasing Form 004.
F.1.1.3. Evidence of meeting the insurance requirements

F.1.1.4. Acknowledgement of Amendments to the Solicitation (if applicable)

F.1.1.5. Agreements (if any) required by the firm.

F.1.1.5.1. Agreements not submitted with the firm’s response will not be considered after Contract Award.
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F.1.1.6. Attachment A — RFP Cover Page and Declaration

F.1.1.7. Attachment B — Project Capability Submittal Checklist and Format
F.1.1.8. Attachment C — Project Capability Plan

F.1.1.9. Attachment D — Risk Assessment Plan

F.1.1.10.Attachment E — Value Added Plan

F.1.1.11.Attachment F — PPI Instructions, Reference List & Survey
F.1.1.12.Attachment G — Cost Proposal Form

F.1.1.13.Attachment H — Vendor Information Form

F.1.1.14.Attachment | — Clarification / Pre Award

F.1.1.15.Attachment J — Historical Travel Spend Data

G. OTHER
G.1. Proposed schedule for the solicitation process
Number Task Date
1 Solicitation Posted September 16, 2013
2 Pre-Proposal/ Education Meeting October 1, 2013 10:00AM CDT
3 Question Deadline October 7, 2013
4 State Response to Questions October 10, 2013
5 Proposals Due / Solicitation Closed October 18, 2013
6 Supplier Interviews October 23, 24, or 25, 2013
7 Pre Award Period. Potential Awarded Supplier Identified; Kick Off Meeting to | November 1, 2013
address risks/concerns, milestone schedules. Planning Period.
8 Contract Award November 15, 2013
G.2. Explanation of Proposed Schedule (G.1)
G.2.1. Pre-Proposal/Education Meeting.
The Pre-Proposal/Education meeting will be held on Tuesday, October 1' 2013 at 10:00 AM. The location will be at the
State Capitol Complex, Will Rogers Building Room 102-104 located at 2401 N. Lincoln Blvd, Oklahoma City, OK 73105.
G.2.1.1. This meeting will also be available by Teleconference.
G.2.1.2. Registration. Attendees must RSVP by September 25" 5:00 PM. Please indicate if you will be attending
in person, or by teleconference.
G.2.1.3. Instructions for teleconference will be emailed prior meeting according to reservation listing.

G.3. Questions

G.3.1. All questions concerning the RFP are due no later than 3:00PM CDT, Tuesday, October 1, 2013. Questions are to
be emailed to the Contracting Officer listed on the front page of this solicitation. Questions received after this time
will not be answered.

G.4. Proposals Due
G.4.1. Proposals are due Friday, October 18th. Any proposals received after 3:00 p.m. will be considered late and

will be returned to the supplier unopened.

G.5. Suppliers will be expected to have their key personnel available for interview in-person on the dates listed above. Interviews
will be scheduled based on approximate distance from State offices to provide as much time as possible for Suppliers with
travel requirements to schedule accommodations. Pre-Award Kick-Off Meeting, Pre-Award Period, and Contract Signing will
be scheduled with Suppliers after the RFP has closed, but are tentatively scheduled for the dates above.

G.6. ATTACHMENTS

G.6.1. ATTACHMENT A — RFP COVER PAGE & DECLARATION

G.6.2. ATTACHMENT B — PROJECT CAPABILITY SUBMITTAL CHECKLIST & FORMAT
G.6.3. ATTACHMENT C - PROJECT CAPABILITY PLAN

G.6.4. ATTACHMENT D — RISK ASSESSMENT PLAN

G.6.5. ATTACHMENT E — VALUE ADDED PLAN

G.6.6. ATTACHMENT F — PPI INSTRUCTIONS, REFERENCE LIST & SURVEY
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G.6.7. ATTACHMENT G — COST PROPOSAL FORM

G.6.8. ATTACHMENT H- VENDOR INFORMATION FORM

G.6.9. ATTACHMENT | — CLARIFICATION PRE-AWARD PHASE GUIDE
G.6.10. ATTACHMENT J - PRIOR YEARS TRAVEL SPEND DATA

H. PRICE AND COST

The pricing proposal is in two sections. Section one includes examples of travel scenarios, with each cost factor broken down for
transparency. The second section gives all respondents the opportunity to expand on how they will make savings, audit procedures,
and contract compliance an advantage to the State. Note: remember to only concentrate on dominant information; marketing
material is not useful for determining the dominant, most experienced and advantageous solution to the State.
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	D.5.6. The PC Submittal shall not contain any marketing information. The Submittal should be used to prove to the State that the Respondent has expertise for the specific project being proposed on.

	D.6. Overview of the Project Capability Plan (PC)
	D.6.1. The Project Capability Plan is to allow the Respondent to differentiate their capability to meet the requirements of this project with a plan that meets time and cost goals. All cost and schedule impacts associated with technical capabilities l...

	D.7. Overview of the Risk Assessment Plan
	D.7.1. The Respondent should list and prioritize major risk items on this project that could cause the Respondent’s “vision” or “plan” to deviate or not meet the expectations of the client (i.e. risks that the Respondent does not control). This includ...

	D.8. Overview of the Value Added Section
	D.8.1. The purpose of the Value Added Plan is to provide Respondents with an opportunity to identify any value added options or ideas that may benefit the State at a change in cost or scope. These options or ideas may also be referred to as additional...

	D.9. Interviews
	D.9.1. The State may shortlist (if necessary) the top rated Respondents. The shortlisted Respondents may be required to participate in an interview period. The State may interview all critical team members identified in the Past Performance Section of...

	D.10. Past Performance Information
	D.10.1. Respondents must prepare and submit a Reference List (Attachment F), Customer Surveys (Attachment F), and Past Performance Information Scores (Attachment F) as outlined in the Past Performance Information Guide (Attachment F). Failure to obtai...

	D.11. Dominance Check For Cost Reasonableness
	D.11.1. After ranking all of the Respondents based on the selection criteria, weights, and ratings, the State will verify if the best prioritized respondent meets the following requirements:
	D.11.1.1. If the highest ranked Respondent is within 10% of the next highest ranked Respondents cost, then the highest ranked Respondent will be selected for the Pre-Award Phase;
	D.11.1.2. If the highest ranked Respondent’s cost is more than 10% greater than the second highest ranked Respondents cost, the State reserves the right to invite the second highest ranked Respondent to the Pre-Award Phase.
	D.11.1.3.  If the highest ranked Respondent's cost varies by more than 10% in comparison to the average Respondent's cost, the State reserves the right to proceed to the next highest ranked Respondent.
	D.11.1.4. When the State is considering going to the next best value Respondent, the best value Respondent can stay in the process by having presented dominant performance metrics which justify their selection despite their higher or lower cost.
	D.11.1.5. If all of the Respondents are above the State’s anticipated costs, the State may obtain additional funds and apply the rules above, re-scope the Project, or cancel the Project.


	D.12. Clarification/Pre-Award Phase
	D.12.1. The potential best-valued Respondent will be required to perform the Clarification/Pre-Award functions as outlined in Attachment I. The intent of this period is to allow the Respondent an opportunity to clarify their proposal, address any issu...


	E. INSTRUCTIONS TO SUPPLIER
	E.1. Introduction
	E.1.1. Prospective firms are urged to read this solicitation carefully. Failure to do so will be at the firm’s risk. Provisions, terms and conditions may be stated or phrased differently than in previous solicitations. Irrespective of past interpretat...

	E.2. Pre-Proposal/ Process Education Meeting
	E.2.1. A meeting will be conducted by OMES to educate prospective firms on this new best value solicitation process.  While not mandatory, it is strongly recommended that all firms interested in participating attend this meeting.

	E.3. Post Pre-Proposal Meeting Questions
	E.3.1. Written questions concerning the solicitation are due by close of business no later than the date identified in the proposed schedule found in Section G.1.
	E.3.2. Written responses to questions and any amendments (if applicable) shall be published by the date identified in the proposed schedule found in Section G.1.
	E.3.3. All questions must be in writing via email to the contracting officer listed on the cover page of this solicitation.

	E.4. Preparation of Proposal
	E.4.1. It is the responsibility of the bidder to inquire about any requirements of this RFP that are not understood.
	E.4.2. Information shall be entered on the form provided or a copy thereof.

	E.5. Submission of Proposal
	E.5.1. By submitting a proposal, the firm agrees not to make any claims, damages or have any rights to damages, because of any misunderstanding or misrepresentation of the specifications or because of any misinformation or lack of information.
	E.5.2.  If a firm fails to notify OMES of an error, ambiguity, conflict, discrepancy, omission or other error in the solicitation, known to the firm, or an error that reasonably should have been known by the firm, the firm shall submit a proposal at i...
	E.5.3. Completeness of proposal(s): It is desirable that the firm respond in a complete, but concise manner. It is the firm’s sole responsibility to submit information in the responses as requested by this solicitation. The firm’s failure to submit re...

	E.6. Submission Deliverables
	E.6.1. Two (2) CDs or DVDs containing an electronic copy of the proposal which must be clearly marked with the Supplier’s name, solicitation number and date of solicitation closing.
	E.6.1.1. All electronic documents must be in one of the following software options:
	E.6.1.1.1. MS Word (.doc or .docx), MS Excel (.xls or .xlsx), or Adobe PDF (.pdf)
	E.6.1.1.2. Graphic portfolio samples must be in tif, gif or pdf




	F. CHECKLIST
	F.1.1. Proposal Content
	F.1.1.1. Completed “Responding Bidder Information” Purchasing Form 076.
	F.1.1.2. Completed “Certification for Competitive Bid and Contract” Purchasing Form 004.
	F.1.1.3. Evidence of meeting the insurance requirements
	F.1.1.4. Acknowledgement of Amendments to the Solicitation (if applicable)
	F.1.1.5. Agreements (if any) required by the firm.
	F.1.1.5.1. Agreements not submitted with the firm’s response will not be considered after Contract Award.

	F.1.1.6. Attachment A – RFP Cover Page and Declaration
	F.1.1.7. Attachment B – Project Capability Submittal Checklist and Format
	F.1.1.8. Attachment C – Project Capability Plan
	F.1.1.9. Attachment D – Risk Assessment Plan
	F.1.1.10. Attachment E – Value Added Plan
	F.1.1.11. Attachment F – PPI Instructions, Reference List & Survey
	F.1.1.12. Attachment G – Cost Proposal Form
	F.1.1.13. Attachment H – Vendor Information Form
	F.1.1.14. Attachment I – Clarification / Pre Award
	F.1.1.15. Attachment J – Historical Travel Spend Data


	G. OTHER
	G.1. Proposed schedule for the solicitation process
	G.2. Explanation of Proposed Schedule (G.1)
	G.2.1. Pre-Proposal/Education Meeting.
	G.2.1.1. This meeting will also be available by Teleconference.
	G.2.1.2. Registration.  Attendees must RSVP by September 25th, 5:00 PM.  Please indicate if you will be attending in person, or by teleconference.
	G.2.1.3. Instructions for teleconference will be emailed prior meeting according to reservation listing.


	G.3. Questions
	G.3.1. All questions concerning the RFP are due no later than 3:00PM CDT, Tuesday, October 1, 2013. Questions are to be emailed to the Contracting Officer listed on the front page of this solicitation. Questions received after this time will not be an...

	G.4. Proposals Due
	G.4.1. Proposals are due Tuesday, October 10, 2013.  Any proposals received after 3:00 p.m. will be considered late and will be returned to the supplier unopened.

	G.5. Suppliers will be expected to have their key personnel available for interview in-person on the dates listed above. Interviews will be scheduled based on approximate distance from State offices to provide as much time as possible for Suppliers wi...
	G.6. ATTACHMENTS
	G.6.1. ATTACHMENT A – RFP COVER PAGE & DECLARATION
	G.6.2. ATTACHMENT B – PROJECT CAPABILITY SUBMITTAL CHECKLIST & FORMAT
	G.6.3. ATTACHMENT C – PROJECT CAPABILITY PLAN
	G.6.4. ATTACHMENT D – RISK ASSESSMENT PLAN
	G.6.5. ATTACHMENT E – VALUE ADDED PLAN
	G.6.6. ATTACHMENT F – PPI INSTRUCTIONS, REFERENCE LIST & SURVEY
	G.6.7. ATTACHMENT G – COST PROPOSAL FORM
	G.6.8. ATTACHMENT H– VENDOR INFORMATION FORM
	G.6.9. ATTACHMENT I – CLARIFICATION PRE-AWARD PHASE GUIDE
	G.6.10. ATTACHMENT J – PRIOR YEARS TRAVEL SPEND DATA


	H. PRICE AND COST



Attachment ]
Historical Spend Data - Travel

Oklahoma Open Books Interactive Web Links

2010, 2011, 2012 and 2013 Expenditure by Type

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F po
rtal%2FExpenditures&Page=Function%200f%20Government&ViewID=d%3Adashboard~p%3Amrpoo9stv
tImpgll~r%3Aunégjctvimcg9rv6&ViewState=op6fOmueafq701ui33lklamg42&BookmarkState=1sqedf7gj

50060ncumnkajt5ga&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F port
al%252FExpenditures%26Page%3DFunction%25200f%2520Government%26ViewState%3Dfrgaliirggrm5
6s7guourmeo8u

Cost Breakdown of Travel Reimbursements

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F po

rtal%2FExpenditures&Page=Function%200f%20Government&ViewID=d%3Adashboard~p%3Amrpoo9stv
tImpgll~r%3Aun6égictvimcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idquu

ok3puhpg4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F port
al%252FExpenditures%26Page%3DFunction%25200f%2520Government%26ViewState%3Dfrgaliirggrm5
6s7guourmeo8u

Cost Breakdown of Agency Direct Payments

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F po
rtal%2FExpenditures&Page=Function%200f%20Government&View|D=d%3Adashboard~p%3Amrpoo9stv
tImpgli~r%3Aunbgictvimcg9rvb6& ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=I5jjmf822p8
c4usijbeq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F portal%
252FExpenditures%26Page%3DFunction%25200f%2520Government%26ViewState%3Dfrgaliirggrm56s7

guourmeo8u




https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=op6f0mueafq701ui33lklamg42&BookmarkState=1sqedf7gj5qq60ncumnkqjt5qa&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=op6f0mueafq701ui33lklamg42&BookmarkState=1sqedf7gj5qq60ncumnkqjt5qa&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=op6f0mueafq701ui33lklamg42&BookmarkState=1sqedf7gj5qq60ncumnkqjt5qa&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=op6f0mueafq701ui33lklamg42&BookmarkState=1sqedf7gj5qq60ncumnkqjt5qa&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=op6f0mueafq701ui33lklamg42&BookmarkState=1sqedf7gj5qq60ncumnkqjt5qa&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=op6f0mueafq701ui33lklamg42&BookmarkState=1sqedf7gj5qq60ncumnkqjt5qa&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idqu9uok3puhpq4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idqu9uok3puhpq4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idqu9uok3puhpq4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idqu9uok3puhpq4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idqu9uok3puhpq4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=10rpbtiji780b4chgb44m4f9qa&BookmarkState=t3l4idqu9uok3puhpq4gea829m&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=l5jjmf822p8c4usij6eq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=l5jjmf822p8c4usij6eq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=l5jjmf822p8c4usij6eq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=l5jjmf822p8c4usij6eq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=l5jjmf822p8c4usij6eq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u

https://okreporting.ok.gov/analytics/saw.dll?PortalGo&PortalPath=%2Fshared%2FExpenditures%2F_portal%2FExpenditures&Page=Function%20of%20Government&ViewID=d%3Adashboard%7Ep%3Amrpoo9stvt1mpgll%7Er%3Aun6gjctvjmcg9rv6&ViewState=siavqvbdmc2ibuperpjtvbfimi&BookmarkState=l5jjmf822p8c4usij6eq2ac4s6&Done=Dashboard%26PortalPath%3D%252Fshared%252FExpenditures%252F_portal%252FExpenditures%26Page%3DFunction%2520of%2520Government%26ViewState%3Dfrga1iirggrm56s7guourmeo8u



Expenditures by Fiscal Year and Expenditure Type

_ $ Time run: 9/16/2013 2:39:36 PM

Fiscal Year 2010

7.3% 22.5%

4.8%
0.0%
0.6%
2.8%
1.4%
1.7%
5.8%
1.2%
2.8%

7.8%

14.6%

14.7%

3.2%

’ 2010 2011 2012 2013
Expenditure Type | Expenditure Category Expenditure Description
TRAVEL Travel - Reimbursements In-State Mileage-Motor Vehicle 21,266,824 | 17,412,023 | 16,858,762 | 13,559,759
In-State Meals-Subsistence Exp 4,520,539 | 4,401,701 | 4,403,828 | 3,661,227
In-State Public Transp.Charges 22,406 308,242 392,454 191,636
In-State Miscellaneous Charges 593,525 525,746 586,330 432,584
In-State Lodging 2,679,269 | 2,580,767 | 2,436,367 1,861,454
Out of State Mileage-Priv.Veh. 1,278,602 1,311,740 1,511,140 1,183,189
Out-of-State Transp.Charges 1,575,847 1,724,523 1,868,842 1,554,069
Out-of-State Meals-Subsistence 5,435,260 | 5,708,600 | 5,716,511 | 4,848,807
Out-of-State Local Transp. 1,165,874 | 1,153,371 | 1,173,874 936,370
Out-of-State Misc.Charges 2,597,445 | 2,678,241 2,791,613 2,295,572
Out-of-State Lodging 8,356,017 | 8,353,571 | 8,288,171 | 7,035,279
Travel Reimb.-Non-State Empls. 2,989,611 | 3,273,907 | 3,389,140 2,663,508
Travel - Agency Direct Pmts | Plane Fare-Other Pub.Transp. 13,901,551 | 15,340,351 | 18,102,057 | 14,378,624
Trav.Exp-Student Groups-Wards | 13,771,455 | 16,475,199 | 16,694,895 | 15,074,611
Purch.Food,Lodging Agcy Direct 7,320,282 7,049,671 7,858,548 7,376,510
Registration - Agency Direct 6,901,963 | 6,264,581 6,889,518 | 6,428,135
Grand Total 94,376,469 | 94,562,235 | 98,962,049 | 83,481,335
Fund Type A. GENERAL FUND
40,000,000
TRAVEL Travel - Reimbur... 35,000,000
TRAVEL Travel - Reimbur...
TRAVEL Travel - Reimbur... 30,000,000
Il TRAVEL Travel - Reimbur...
Il TRAVEL Travel - Reimbur... 25,000,000
Il TRAVEL Travel - Reimbur...
TRAVEL Travel - Reimbur... 20,000,000
I TRAVEL Travel - Reimbur.. 15,000,000
TRAVEL Travel - Reimbur...
W TRAVEL Travel - Reimbur... 10,000,000
TRAVEL Travel - Reimbur... 5,000,000
TRAVEL Travel - Agency ...
TRAVEL Travel - Agency ...

TRAVEL Travel - Agency ...
Il TRAVEL Travel - Agency ...

2010

2011

2012

Fiscal Year

2013

[l TRAVEL Travel - Agency Direct P...
Il TRAVEL Travel - Agency Direct P...
[l TRAVEL Travel - Agency Direct P...
TRAVEL Travel - Agency Direct P...
| TRAVEL Travel - Reimbursements...
' TRAVEL Travel - Reimbursements...
| TRAVEL Travel - Reimbursements...
Ml TRAVEL Travel - Reimbursements...
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Expenditures by Fiscal Year and Expenditure Type
Time run: 9/16/2013 2:35:09 PM

Fiscal Year 2011

47.7%
52.3%

Expenditure Type

2010

2011

2012

2013

Expenditure Category

TRAVEL

Travel - Reimbursements

52,481,218

49,432,433

49,417,031

40,223,454

Travel - Agency Direct Pmts

41,895,252

45,129,802

49,545,018

43,257,881

Grand Total
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Expenditures by Fiscal Year and Expenditure Type
Time run: 9/16/2013 2:35:09 PM

Fiscal Year 2012

50.1% 49.9%

Expenditure Type

2010

2011

2012

2013

Expenditure Category

TRAVEL

Travel - Reimbursements

52,481,218

49,432,433

49,417,031

40,223,454

Travel - Agency Direct Pmts

41,895,252

45,129,802

49,545,018

43,257,881

Grand Total

94,376,469

94,562,235

98,962,049

83,481,335
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Expenditures by Fiscal Year and Expenditure Type
Time run: 9/16/2013 2:35:09 PM

Fiscal Year 2013

48.2%
51.8%

Expenditure Type

2010

2011

2012

2013

Expenditure Category

TRAVEL

Travel - Reimbursements

52,481,218

49,432,433

49,417,031

40,223,454

Travel - Agency Direct Pmts

41,895,252

45,129,802

49,545,018

43,257,881

Grand Total

94,376,469

94,562,235

98,962,049

83,481,335
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Expenditures by Fiscal Year and Expenditure Type

_ $ Time run: 9/16/2013 2:55:49 PM

Government Function Education General

30.3%

35.6%

1.2%

’ 2010 2011 2012 2013
Expenditure Type | Expenditure Category Expenditure Description
TRAVEL Travel - Agency Direct Pmts | Plane Fare-Other Pub.Transp. 13,901,551 | 15,340,351 | 18,102,057 | 14,378,624
Trav.Exp-Student Groups-Wards | 13,771,455 | 16,475,199 | 16,694,895 | 15,074,611
Purch.Food,Lodging Agcy Direct 7,320,282 | 7,049,671, 7,858,548 7,376,510
Registration - Agency Direct 6,901,963 | 6,264,581 6,889,518 6,428,135
Grand Total 41,895,252 | 45,129,802 | 49,545,018 | 43,257,881
Fund Type A. GENERAL FUND
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Agcy Direct
TRAVEL Travel -
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TRAVEL Travel -
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Expenditures by Fiscal Year and Expenditure Type

_- '.$ Time run: 9/16/2013 2:53:49 PM

Government Function Education General

14.2%
6.1%
1.4%
0.6%
4.0%
0.2%

0.8%
8.8%
2.4%
0.0%
8.9%

52.6%

’ 2010 2011 2012 2013

Expenditure Type | Expenditure Category Expenditure Description

TRAVEL Travel - Reimbursements | In-State Mileage-Motor Vehicle 21,266,824 | 17,412,023 | 16,858,762 | 13,559,759
In-State Meals-Subsistence Exp 4,520,539 | 4,401,701 | 4,403,828 | 3,661,227
In-State Public Transp.Charges 22,406 308,242 392,454 191,636
In-State Miscellaneous Charges 593,525 525,746 586,330 432,584
In-State Lodging 2,679,269 | 2,580,767 | 2,436,367 | 1,861,454
Out of State Mileage-Priv.Veh. 1,278,602 1,311,740 1,511,140 1,183,189
Out-of-State Transp.Charges 1,575,847 1,724,523 1,868,842 1,554,069
Out-of-State Meals-Subsistence 5,435,260 | 5,708,600 | 5,716,511 4,848,807
Out-of-State Local Transp. 1,165,874 | 1,153,371 | 1,173,874 936,370
Out-of-State Misc.Charges 2,597,445 | 2,678,241 | 2,791,613 | 2,295,572
Out-of-State Lodging 8,356,017 | 8,353,571 | 8,288,171 | 7,035,279
Travel Reimb.-Non-State Empls. 2,989,611 | 3,273,907 | 3,389,140 | 2,663,508

Grand Total 52,481,218 | 49,432,433 | 49,417,031 | 40,223,454
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		Oklahoma Open Books Interactive Web Links

		2010 Expenditure By Type

		2011 Expenditure By Type

		2012 Expenditure By Type

		2013 Expenditure By Type

		Cost Breakdown of Agency Direct Payments

		Cost Breakdown of Reimbursements




Attachment H – Vendor Information



CRITICAL INDIVIDUAL COMPONENTS

		

Name of Supplier:

		



		



Name of Critical Individual 1:

		



		Name of Critical Individual 2:

		



		Name of Critical Individual 3:

		














Attachment I

Clarification / Pre-Award Phase Guide



1.  Overview



a. The clarification/Pre-Award Period is not a negotiation period.  Respondent will not be permitted to modify their cost/fee/financial rate, project durations, or project team unless the State requests changes.  The Clarification/Pre-Award Period is started by the notification of the best value vendor, and ended by the final presentation to the State after all issues have been addressed.  If the State is not satisfied during the Clarification/Pre-Award Phase, or upon completion of the Pre-Award Meeting, the State may consider another Respondent for potential award (this Respondent would also have to conduct a Pre-Award Meeting).  If the State is satisfied with the potential best-value Respondent, they will proceed to issue and Award and Contract.

b. The Pre-Award Phase is carried out prior to the signing of the contract.  The State’s objective is to have the project/service completed on time, without any contractor cost increases, and with high customer satisfaction.  At the end of the project, the State will evaluate the performance of the Respondent based on these factors, so it is very important that the Respondent preplans the project to ensure there are no surprises.

c. It is the Respondent’s responsibility to ensure it understands the scope of the project and clearly identify what they are delivering. It is the State’s responsibility to ensure that it conveys any potential concerns and issues before the contract is signed.  It is the Respondent’s responsibility to manage and mitigate the risk of the project.

d. The Pre-Award Phase provides the Respondent with a final opportunity to identify “what is in” and “what is out” of their proposal.  This is attached with a milestone schedule and a cost, and proposed schedule of values.  The State has the right to accept or deny this proposal.  The State also has a right identify their perceived risks, concerns, and issues which it will require the Respondent to mitigate and manage.  The major products of the Pre-Award Period include the scope of the project, the milestone schedule, the Risk Management Plan (RMP), the cost breakout of the project, and the weekly risk report (WRR).  The pre-planning should include all coordination and identification of all risks that cannot be controlled by the Respondent. 

e. In many cases, one of the Respondent’s biggest risks (in terms of delivering the service with high satisfaction) is the State.  Therefore, it is in the Respondent’s best interest to identify any issues or concerns ahead of time during the pre-award phase.  The Respondent should minimize their risk by creating documentation that assists them to be proactive in mitigating risk.



2. Pre-Planning and Coordination



a. Respondents may be required to provide the State with supporting documentation of any information listed in their submittals before entering the Pre-Award Phase.



b. Once the best value Respondent is notified, the State may provide a list of risks identified by the other Respondents and a list of any State issues or concerns.

c. The State requires that the Respondent attend a Kick-Off Meeting to present their proposal, the milestone schedule, their risk management plan (RMP), and to seek additional issues or concerns that the State may have.  It is also an opportunity to meet all participants who may be a stakeholder in the project. The Respondent is required to perform the following functions as part of, or in preparation for, this Kick-Off Meeting:

i. Ensure that the State Project Manager has invited all State stakeholders and participants to the meeting.

ii. Present the scope of their services (“what is in” and “what is out”).

iii. Present their milestone schedule and their risk management plan (RMP).  This includes risks and potential mitigation to the risks.

iv. Identify State responsibilities.

v. Present their Weekly Risk Report (WRR) format.

vi. Identify any risks presented by State.

vii. Listen to concerns, issues, and comments from stakeholders.

viii. Propose a schedule to finalize Pre-Award Period and the contract documents.

d. Once the Pre-Award Kick-Off meeting is held, and if the State is comfortable with the Respondent’s proposal, the Pre-Award Phase begins. The Respondent will be required to complete the following:

i. Revisit the site/buildings/campus to do any additional investigating (if applicable).

ii. Coordinate with all parties that will be involved with the project.

iii. Resolve concerns and issues they have with mitigating actions.

iv. Finalize the Pre-Award Documents (contract, WRR, Milestone schedule, RMP, project scope)



3. Pre-Award Documents

The final Pre-Award Document will include the following:

a. Finalized scope documents

b. Risk Management Plan (RMP)

c. Milestone schedule

d. Weekly Risk Report form (WWR)

e. Project financial summary

i. The Respondents Original Project Rates

ii. A list of agreed/accepted Value Added Options (with impact to cost)

iii. A list of agreed upon Scope Changes or Additional Work (if applicable and with impact to cost)

iv. A schedule of values

f. Complete detailed project or services schedule

g. Project action item checklist of State actions

h. Project and emergency contact list



4. Pre-Award Meeting

a. The Pre-Award Summary Meeting is held at the end of the pre-award phase and is used to present a summary of what was developed and agreed upon during the pre-award phase.  The pre-award meeting is not a question and answer session.  The Respondent and State stakeholders must not wait for the meeting to ask questions. All coordination and planning with the State should be done prior to the meeting.

b. The Respondent should give a presentation, which walks the State through the entire project and summarizes all of the coordination/planning done during the pre-award period. The Respondent should bring their team and all the documents specified in the Pre-Award Document.  The Respondent should come with documents explaining what the State is responsible for in this project and should identify exactly what they want from the State with due dates.  The Respondent must convince the State that they have minimized all risks and will not be surprised once the project begins.  The pre-award meeting presentation (and meeting minutes, if applicable) will become part of the contract along with the other documents stated the Pre-Award Document.






Attachment B

Project Capability, Risk Assessment, and Value Added     Submittal Checklist and Format



The Respondent must complete and submit this checklist along with the Project Capability (PC), Risk Assessment (RA), and Value Added (VA) Submittal.  This Checklist is not counted in the 6-page PC, RA, VA submittal limit.  Failing to answer, or answering “No” to any of the questions below may result in disqualification.

Project Capability is 2 pages each

Risk Assessment is 2 pages each

Value Added is 2 pages each



		1. Is the combined page count of the PC, RA and VA Submittals 6 pages or less?

		|_|

		Yes

		|_|

		No



		2. Do you understand that your PC, RA, VA Submittal can NOT contain any names, past projects, or information that may used to identify who your firm is?  

		|_|

		Yes

		|_|

		No



		3. Do you understand that you have to use the PC, RA, VA Submittal templates provided in this RFP and that you are NOT allowed to re-create the Submittal Templates (cannot alter font size, add colors, add pictures, etc) or handwrite your responses?

		|_|

		Yes

		|_|

		No



		4. Do you understand that the contents of PC, RA, VA Submittal will become part of the Contract?

		|_|

		Yes

		|_|

		No



		5. Do you understand that your Proposal may be disqualified if you fail to meet any of the above requirements?

		|_|

		Yes

		|_|

		No





   



Attachment B


 


Project Capability


, Risk Assessment, and Value Added    


 


Submittal 


Checklist and Format


 


 


The Respondent must complete and submit this checklist along with the Project Capability (PC)


, 


Risk Assessment (RA), and Value Added (VA) Submittal.  


This Checklist is 


not


 


counted in the 


6


-


page PC


, RA, VA submittal 


limit.  Failing to answer, or answering “No” to any of the 


questions below may result in disqualification.


 


Project Capability is 2 pages each


 


Risk Assessment is 2 pages each


 


Value Added is 2 


pages each


 


 


1.


 


Is the combined page


 


count of the 


PC


, RA


 


and


 


VA


 


Submittal


s


 


6 


pages or less?


 


 


Yes


 


 


No


 


2.


 


Do you understand that your PC


, RA, VA 


Submittal can 


NOT 


contain any names, past projects, or information that may used to 


identify who your firm is?  


 


 


Yes


 


 


No


 


3.


 


Do you underst


and that you have to use the PC, RA, VA 


Submittal templates provided in this RFP and that you a


re 


NOT


 


allowed to re


-


create the Submittal Templates (cannot alter font 


size, add colors, add pictures, etc) or handwrite your responses?


 


 


Yes


 


 


No


 


4.


 


Do you understand that the contents of PC


, RA, VA


 


Submittal 


will become part of the Contract?


 


 


Yes


 


 


No


 


5.


 


Do you understand that your Proposal 


may be 


disqualified if you 


fail to meet any of the above requirements?


 


 


Yes


 


 


No


 


 


  


 



Attachment C

Project Capability Plan

This template should be used.  The Project Capability Plan should identify the Respondent’s capability to meet the project’s requirements with a plan that meets time and cost goals.  The capability claims should be prioritized (list the most important claims first).  The Respondent may add or delete Project Capability Claim table templates, but do not exceed the 2-page limit for this section.  Do NOT include any identifying information in your Plan.  Information listed under the “Documented Performance” line may describe where the Respondent has used the approach or solution previously, and what the results were in terms of verifiable metrics.

Example (this example can be deleted to accommodate more claims)

		Project Capability Claim:

		We have a significant amount of experience in social media projects and consistently deliver high performance



		Documented Performance:

		We have completed 45 social media projects in the past two years with a 0.5% cost deviation and 2% schedule deviation.  Overall customer satisfaction rating of 9.5 out of 10 for these 45 projects.







		Project Capability #1 Claim:

		



		Documented Performance:

		.







		Project Capability #2 Claim:

		



		Documented Performance:

		







		Project Capability #3 Claim:

		



		Documented Performance:

		







		Project Capability #4 Claim:

		



		Documented Performance:

		







		Project Capability #5 Claim:

		



		Documented Performance:

		







		Project Capability #6 Claim:

		



		Documented Performance:

		







		Project Capability #7 Claim:

		



		Documented Performance:

		







		Project Capability #8 Claim:

		



		Documented Performance:

		








Attachment F

Past Performance Information Instructions, Reference List & Survey



The PPI submittal has three main criteria:

1. Reference List for each Component. 

2. Customer Surveys/Survey Questionnaires for each Component

3. Past Performance Information Score for each Component. 

Note:  A “Component” is defined as the Organization or a Critical Individual.



Reference List Requirements:

0. Each Component must prepare and submit a list of clients that will evaluate their performance.  Each Component is encouraged to only submit highly satisfied references.

0. The number of references that should be submitted is 5 for each organization and 3 for each critical individual.  Inability to supply the requested number of references may have an adverse impact on a Supplier’s evaluation.  If more than the required references are provided, the top 5 for each organization and top 3 for each critical individual will be used and any extras will be disregarded.

0. All past projects must be complete and final payment must be received or be an ongoing project under which the Organization or Individual has performed for a minimum of one year (the client must be able to respond to the survey questions).  For the purposes of the RFP, projects can include agency benefactors, individual clients and other stakeholders.

0. The five (5) references for each organization must be unique individuals referencing unique projects.  Each of the five references should distinguish a separate project.  Multiple references describing the same project will not be accepted.

0. The three (3) references for each critical individual must be unique individuals referencing unique projects.  Each of the three references should distinguish a separate project.  Multiple references describing the same project will not be accepted.

0. References used for the organization may also be used for the critical individuals.

0. The client or buyer must complete the survey (you cannot have other consultants or third parties evaluate your performance). 

0. Note: Each critical individual can use the same references provided that they were used/applied on that particular project

0. Note: A separate “Reference List” is required for each Component.  In total, four (4) reference lists should be provided.



Survey Questionnaire Requirements:

0. Each Component must prepare, send out, and collect survey questionnaires to each individual listed on the Reference List.

0. All returned survey MUST be evaluated AND signed by the client.  If a survey is not signed, it will NOT be counted /considered.

0. Each Component is responsible for making sure that their clients receive the survey, complete the survey, and return the survey. 

0. All of the returned surveys should be scanned and submitted electronically with Proposers proposal (the Proposer should make a copy of all returned surveys for their own records).

0. Each survey should be numbered in accordance with the Reference List designated for each component.



Past Performance Information Score:

0. Each Supplier will be required to input all of the returned survey scores, and then average all of the responses together (to obtain the overall rating for each component).

0. Each Supplier will be required to count the total number of returned surveys (to obtain the overall number of returned surveys for each Component)

0. The State may contact the reference to clarify a survey rating or to check for accuracy.  If the reference cannot be contacted, the survey will be deleted and no credit given for that reference. The State may also adjust scores/ratings if the State determines that the criteria/requirements have not been followed.

0. Note: A separate “Past Performance Information Score” is required for each component (including the Organization, Project Manager and other identified “Critical Individuals”)

0. The Past Performance Information Score Sheet for each Component should be numbered in accordance with the Reference List and Surveys.

[bookmark: _Toc295824630]




REFERENCE LIST 



Name of Component (Organization or Critical Individual): __________________________________



		NO

		CLIENT NAME

		POINT OF CONTACT

		PHONE NUMBER

		CONTRACT PERIOD 

		AWARDED COST  (IF APPLICABLE)



		1

		

		

		

		

		



		2

		

		

		

		

		



		3

		

		

		

		

		



		4

		

		

		

		

		



		5

		

		

		

		

		



		6

		

		

		

		

		



		7

		

		

		

		

		



		8

		

		

		

		

		



		9

		

		

		

		

		



		10

		

		

		

		

		










PAST PERFORMANCE INFORMATION SCORE SHEET



Name of Component (Organization or Critical Individual):_________________________________



		No

		Criteria

		Survey 1

		Survey 2

		Survey 3

		Survey 4

		Survey 5

		Survey 6

		Survey 7

		Survey 8

		Survey 9

		Survey 10

		Average



		1

		Ability to provide services for the designated cost or budget.

		

		

		

		

		

		

		

		

		

		

		



		2

		Ability to provide services in a timely and efficient manner.

		

		

		

		

		

		

		

		

		

		

		



		3

		Quality of services provided.

		

		

		

		

		

		

		

		

		

		

		



		4

		Ability to manage the program and overall professionalism 

		

		

		

		

		

		

		

		

		

		

		



		5

		Close out and completion process (for example: transfer of services, issues after contract completion, records maintenance.)

		

		

		

		

		

		

		

		

		

		

		



		6

		Ability to communicate and document performance risks on the project

		

		

		

		

		

		

		

		

		

		

		



		7

		Ability to follow the user’s rules, regulations, and requirements.

		

		

		

		

		

		

		

		

		

		

		



		8

		Overall customer satisfaction

		

		

		

		

		

		

		

		

		

		

		



		Overall Average Score:

		



		Total Number of Surveys Returned:

		





[bookmark: _Toc295824629]






SURVEY QUESTIONNAIRE

	



		Survey ID

		



		To:

		

		



		

		(Name of person completing survey)



		Phone:

		

		Fax:

		



		Subject:   Past Performance Survey of:

		



		

		(Name of Organization)



		

		



		

		(Name of Critical Individual)





 

The State of Oklahoma is implementing a process that collects past performance information on Suppliers and their key personnel.  The firm/individual listed above has listed you as a client or customer for which they have previously performed work.   The State of Oklahoma appreciates your time in completing this survey. Rate each of the criteria on a scale of 1 to 10, with 10 representing that you were very satisfied and 1 representing that you were very unsatisfied.  Please rate each of the criteria to the best of your knowledge (you may leave a question blank if you don’t have adequate knowledge).  



		Client Name:

		



		Project Name:

		







		NO

		CRITERIA

		UNIT

		RATING



		1

		Ability to provide services for the designated cost or budget.

		(1-10)

		



		2

		Ability to provide services in a timely and efficient manner.

		(1-10)

		



		3

		Quality of services provided.

		(1-10)

		



		4

		Ability to manage the program and overall professionalism 



		(1-10)

		



		5

		Close out and completion process (for example: transfer of services, issues after contract completion, records maintenance.)

		(1-10)

		



		6

		Ability to communicate and document performance risks on the project

		(1-10)

		



		7

		Ability to follow the user’s rules, regulations, and requirements. 

		(1-10)

		



		8

		Overall customer satisfaction 

		(1-10)

		



		

		

		



		Printed Name (of Evaluator)

		

		Signature (of Evaluator)





Thank you for your time and effort in assisting the Owner in this important endeavor.  Please fax or email the completed survey to: [<<Contractor’s fax # or email address>>] 


Attachment G – Cost Proposal



Due to the complexity of this initiative, the cost proposal will be in 2 separate sections.

Section 1 will have different travel scenarios which each supplier will be pricing the same trip.  Each trip must have each section of cost broken down by category, such as:  airfare, lodging, car rental, and percentage or dollar amount if a service fee is applicable.  Is trip refundable?  Is lowest price available?  List all details necessary to document total costs.  Any added value options, such as baggage, meals, free shuttles, should be listed.  Full itinerary should be included.   

Section 2 requires each respondent to explain how they will document their dominant information regarding cost savings and auditing.  How will you track cost savings?  Is there an expected discount percentage?  Reference to general cost information without the quoted discount rating?  How will you report these savings?  What audit measures will be available to the State to verify total costs associated?



Supplier Name:  			__________________________________



Section 1 - Travel Scenarios



Scenario One



Traveler makes arrangements on Friday, November 1st, to travel to Orlando, Florida on December 15th.  There will be two employees traveling to a conference.  No car rental will be required, as conference has a hosted hotel.  



Costs:

		Airfare

		Lodging

		Rental Car

		Expense Reimbursement ( If Included)

		Service Fees (If Applicable)



		

		

		

		

		



		

		

		

		

		



		Remarks:

		

		

		

		



		



		



		










Scenario Two



The University travel office calls to make arrangements for a group consisting of 12 people on December 15th.  These travelers will be going to England for 4 days, and Paris for 15 days.   The anticipated travel dates are in mid-April, but the actual dates are flexible.  Office is requesting information with pricing options.



		Airfare

		Lodging

		Rental Car

		Expense Reimbursement ( If Included)

		Service Fees (If Applicable)



		

		

		

		

		



		

		

		

		

		



		Remarks:

		

		

		

		



		



		



		







Scenario Three



Due to an emergency, Agency needs to make arrangements to transport a child from Los Angeles, CA to Oklahoma City.  The child is nine years of age, and will be traveling alone.   Agency logs on to travel program website on January 3rd, and proceeds to book travel for January 4th.



		Airfare

		Lodging

		Rental Car

		Expense Reimbursement ( If Included)

		Service Fees (If Applicable)



		

		

		

		

		



		

		

		

		

		



		Remarks:

		

		

		

		



		



		



		







Scenario Four

Agency is preparing for a new program solution.  The agency travel office is looking to book reservations on Wednesday.  They will be sending someone from Oklahoma City, OK to Chicago, IL on the following Monday.  Several visits are scheduled for the Chicago area.  The expected time of stay will be 4 working days, with the first appointment set for 9:00 AM on Monday.



		Airfare

		Lodging

		Rental Car

		Expense Reimbursement ( If Included)

		Service Fees (If Applicable)



		

		

		

		

		



		

		

		

		

		



		Remarks:

		

		

		

		



		



		



		







Scenario Five

State university will be inviting foreign students to participate in a semester study exchange program.  Origin:  Germany.   Destination:  Oklahoma City.  Arrangements are made 8 months in advance.  Group size will be limited to 40 students.  



		Airfare

		Lodging

		Rental Car

		Expense Reimbursement ( If Included)

		Service Fees (If Applicable)



		

		

		

		

		



		

		

		

		

		



		Remarks:

		

		

		

		



		



		



		








Attachment D

Risk Assessment Plan

This template should be used.  The Risk Assessment Plan should address the risks that the Respondent does NOT control.  The risks should be prioritized (list the greatest risks first).  The Respondent may add or delete Risk table templates, but do not exceed the 2-page limit for this section.  Do NOT include any identifying information in the Plan.  Information listed under the “Documented Performance” line may describe where the Respondent has used the approach or solution previously, and what the results were in terms of verifiable metrics.

Example (this example can be deleted to accommodate more claims)

		Risk Description:

		Risk that is not identified by client professional, competing vendors, or expert vendor will be identified and solved within 3 days maximum (unless more time is justified and requested).



		Risk Impact / Why is this a Risk?

		Unforeseen circumstances/risks may cause a deviation to our planned baseline expectations.



		

Solution:

		Once we are notified of a change, we will take the following action:

1.  Vendor shall immediately notify the State the same day as discovery of potential cost and time impact.

2. Vendor shall find best possible options to minimize risk, with accompanying cost and time.

3. Vendor will then present to State with justification as to why the best.



		Documented Performance:

		We use this approach as part of every project we complete. We have had to use the approach 15 times over the past 3 years. Our solution resulted in less than 1% change orders, and 100% of the clients on these 15 projects rated our performance 10 out of 10.



		Risk Description #1:

		



		Risk Impact / Why is this a Risk?

		



		Solution:

		



		Documented Performance:

		







		Risk Description #2:

		



		Risk Impact / Why is this a Risk?

		



		Solution:

		



		Documented Performance:

		



		

Risk Description #3:

		



		Risk Impact / Why is this a Risk?

		



		Solution:

		








Attachment E

Value Added Plan

This template must be used.  The Value Added Plan should identify any value added options or ideas that may benefit the Owner.  The value added claims should be prioritized (identify the most important claims first).  The Respondent may add or delete Value Added Claim table templates, but do not exceed the 2-page limit for this section.  Do NOT include any identifying information in the Plan.  Information listed under the “Documented Performance” line may describe where the Respondent has used the approach or solution previously, and what the results were in terms of verifiable metrics.

Example (this example can be deleted to accommodate more claims)

		Item Claim:

		This would be the place to offer service/package/optional remittance method (etc) not requested in the solicitation-insert description here



		How will this add value?

		How would the item described above add value to the State’s contract?



		Documented Performance:

		State in general terms  where offered and the results



		Cost Impact:

		What is cost or hourly rate?

		           Schedule Impact :  

		What is the unit of measure for the cost?



		

Item #1 Claim:

		



		How will this add value?

		



		Documented Performance:

		



		Cost Impact:  

		

		             Schedule Impact:  

		



		

Item #2 Claim:

		



		How will this add value?

		



		Documented Performance:

		



		Cost Impact:  

		

		             Schedule Impact:  

		







		Item #3 Claim:

		



		How will this add value?

		



		Documented Performance:

		



		Cost Impact:  

		

		             Schedule Impact:  

		







		Item #4 Claim:

		



		How will this add value?

		



		Documented Performance:

		



		Cost Impact:  

		

		             Schedule Impact:  

		







		Item #5 Claim:

		



		How will this add value?

		



		Documented Performance:

		



		Cost Impact:  

		

		             Schedule Impact:  

		









		








Attachment A – RFP Cover Page and Declaration

The Vendor must complete and submit this Attachment.  This Attachment shall be the cover page for the Vendor’s Proposal.  All proposals shall be submitted electronically on physical media.

		Request for Proposal 

		 SW14110



		RFP Name

		Oklahoma Travel Program







		Vendors Name:

		



		Address:

		



		City:

		



		State:

		



		Zip Code:

		



		Point of Contact for this RFP:

		



		Phone:

		



		Fax:

		



		Email:

		





The following documents are required for this proposal (please mark off each document to acknowledge that you have submitted the document in the proper format):

		|_|

		Attachment A

		Complete as cover page in your proposal (submit in electronic format on physical media)



		|_|

		Attachment B

		Complete and submit Project Capability, Risk Assessment, and Value Added Checklist



		|_|

		Attachment C

		Complete and submit Project Capability Information



		|_|

		Attachment D

		Complete and submit Risk Assessment Information



		|_|

		Attachment E

		Complete and submit Value Added Information



		|_|

		Attachment F

		Review and Complete PPI Information, Reference List, & Surveys.   



		|_|

		Attachment F

		 “Reference List” for each critical component



		|_|

		Attachment F

		Compile and submit surveys for each critical component



		|_|

		Attachment G

		Completed Cost Proposal



		|_|

		Attachment H

		Completed Vendor Information
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