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I.
INTRODUCTION
A.
OVERVIEW OF SOLICITATION

The Vermont Housing & Conservation Board (hereinafter VHCB) ZZ is soliciting proposals from organizations experienced in the development of geographic information systems (GIS).  A firm quotation for professional services is being solicited for required services and products in this Request for Proposals (RFP).  Required products and services are those which ZZ intends to purchase from the successful Respondent.    All work is scheduled to be completed by  December 31, 1996.
This RFP is soliciting a single quotation.  ZZ will not consider proposals from firms who plan to share work through a subcontracting agreement.  Respondents are encouraged to propose proprietary, innovative, and/or alternative technical approaches, if they will provide technical, schedule, or cost advantages to the project while meeting or exceeding all requirements. Respondents should be able to cite the applicability of alternative approaches and procedures to achievement of project objectives, and the projected advantages to be gained through their use.

B.
OVERVIEW OF RFP STRUCTURE

The objective of this RFP is to provide sufficient information for qualified Respondents to submit written proposals.  The RFP is not a contractual offer or commitment to purchase services.  Proposals that do not conform to the procedures, format, and content requirements outlined in this RFP will not be considered responsive to this request.

The RFP contains three sections:  Section I (p. 1) details the project background and time frame.   Section II (p. 2) describes administrative requirements and procedures to be followed in submitting a proposal.  Section III (p. 10) describes the scope of work to be performed and technical specifications, including the deliverables expected from the successful proposer.  Attachments include an Inventory of maps to be digitized and a statement of General Terms and Conditions.
C. PROJECT BACKGROUND

The goals of this project are to procure GIS database development services for ZZ.  The project will consist of capturing the indicated data elements from 131 existing paper and mylar maps in the possession of ZZ and cooperating agencies.  The existing maps are hand-drafted from various sources and are of varying quality.

The contractor will convert existing hardcopy maps to Arc/Info format for display and query in ArcView2.  The following data elements will be captured AS THEY ARE SHOWN ON THE MAPS:

1.
Parcel boundaries

2.
Approximate boundary of the 'farmstead complex'

3.
Boundaries of excluded areas, i.e., in cases where only part of a lot is included in an easement, the excluded area must be clearly delimited.

4.
'Out lots,' i.e., lots that are not included in an easement but which are under the same ownership as the easement lot(s).

5.
Building footprints or point locations(depending on which is shown on the existing maps) for: existing dwelling(s); proposed dwellings; non-dwelling farm building(s).

6.
Special easement areas shown on the maps, such as: public access areas; ecological areas; archeological sites.

7.
Coordinate tics.

8.
Streams
D. ANTICIPATED TIME FRAME

Proposers should be prepared to adhere to the following schedule:

Date 1


RFP released

Date 2


Proposals due, 4:30 PM at VCGI

Date 3


Vendor interviews (if needed)

Date 4


Top-ranked Contractor selected and notified

II.
PROPOSAL SUBMISSION PROCEDURES AND REQUIREMENTS

A.
PROPOSAL SUBMISSION

An original and six (6) copies of your technical proposal, and an original and six (6) copies of your cost proposal must be received no later than DATE and TIME at VCGI.  Responses should be addressed as follows (mail or express delivery):

ZZ-GIS Project Manager

Vermont Center for Geographic Information, Inc.

206 Morrill Hall, UVM

Burlington, VT 05405-0106

Proposals may be either mailed or hand delivered; proposals transmitted by FAX machine or other electronic means will not be accepted.  If the proposal is sent by mail to VCGI, the applicant will be responsible for actual delivery to the proper office before the deadline.  Any proposals received after the deadline will be returned unopened.

All quotation materials submitted will automatically become the property of ZZ, which reserves the right in its sole discretion to use without limitation any and all information, concepts, and data contained therein.  The content of all proposals will be held confidential until an award is made.

B. PACKAGING

Each quotation must be sealed to provide confidentiality of the information before the submission date and time.  Technical and cost proposals shall be separately bound and sealed.  ZZ will not be responsible for premature opening of proposals not properly labeled.  Proposals and presentations should be prepared simply and economically, and give a straightforward and concise description of the Respondent's capabilities to satisfy the requirements of the RFP.  Special bindings, colored displays, etc., are not necessary.  Emphasis should be placed on completeness and clarity of content.

C. REQUESTS FOR FURTHER INFORMATION OR CLARIFICATION

All respondents should clearly state within their proposals any questions to be addressed by ZZ, and identify any assumptions made in formulating their responses to the proposals.  ZZ reserves the right to respond to questions or discuss assumptions made by any Respondent after all proposals have been reviewed.

D. DULY AUTHORIZED SIGNATURE

The quotation must contain as the first element of the proposal, a cover letter with the signature of a duly authorized officer or agent of the Respondent's company empowered with the right to bind the Respondent.  The Respondent shall be fully responsible for all quotation development and submission costs.  ZZ assumes no contractual obligation as a result of the issuance of this RFP, the preparation or submission of a quotation by a Respondent, the evaluation of an accepted quotation, or the selection of finalists.

The Respondent's duly authorized officer or agent shall certify in the proposal's cover letter:

1.
that his quotation is genuine, is not made in the interest of, or on behalf of, any undisclosed person, firm or corporation, and is not submitted in conformity with and agreement of rules of any group, association, organization, or corporation;

2.
that he has not directly or indirectly induced or solicited any other Respondent to put in a false or sham bid;

3.
that he has not solicited or induced any other person, firm, or corporation to refrain from proposing; and

4.
that he has not sought by collusion to obtain for himself any advantage over any other Respondent or over ZZ, and the State of Vermont.

Proposals shall be binding upon the Respondent for sixty (60) calendar days from the quotation due date.  A Respondent may withdraw or modify his/her quotation any time before the due date by a written request, signed in the same manner and by the same person who signed the quotation.

Provisions of this RFP and the contents of the successful response are considered available for inclusion in final contractual obligations.  ZZ retains the option of canceling the award if the successful Respondent fails to accept such obligations.

E. RESPONDENT QUALIFICATIONS

Respondents must submit evidence that they have relevant past experience and have previously delivered services similar to the ones required.  Each Respondent may also be required to show that he has satisfactorily performed similar work in the past and that no claims of any kind are pending against such work.  No quotation will be accepted from a Respondent who is engaged in any work which would impair his ability to perform or finance this work.

No quotation will be accepted from, nor will a contract be awarded to, any Respondent who is in arrears to the State of Vermont, upon any debt or contract, who is in default, as surety or otherwise, upon any obligation to the State, or who is deemed to be irresponsible or unreliable by ZZ.

F. PRICE PROPOSALS

Unless Respondents specifically take exception, prices quoted for work to be performed will be considered firm.  In case of error in the extension of prices in the quotation, the unit prices shall govern.

G. RIGHTS RESERVED TO ZZ
ZZ reserves the right to:

1.
Amend the RFP as necessary and provide revisions to all prospective proposers.

2.
Waive or modify minor irregularities in proposals received, after prior notification to the proposer.

3.
Reject any proposal which is incomplete, does not demonstrate the proposer's ability to provide the required services, or which is not responsive to this RFP.

4.
Accept the proposal that is, in the sole judgment of ZZ, most advantageous to ZZ, even though it may not be the lowest priced proposal.

5.
Negotiate with any Respondent after proposals are opened, if such action is deemed in the best interest of ZZ.

6.
Negotiate a contract with another qualified proposer in the event that a contract is not successfully and expeditiously executed by the proposer initially selected for contract award.

7.
Reject any or all proposals received in response to this RFP.

H. TERMS AND CONDITIONS FOR PROPOSALS

The General Terms and Conditions described in Attachment A shall govern the preparation and submission of proposals.

1.
Definitions -- Please note the following definitions of terms used herein:

a.
"Request for proposal" (RFP) means a solicitation of a formal proposal

b.
"Respondent" means the person, firm, or corporation which submits a formal quotation and which may or may not be successful in being awarded this procurement

c.
"Contractor" means the person, firm or corporation chosen to perform the duties described in this RFP

d.
"ZZ" means the Vermont Housing & Conservation Board, its employees or agents.

e.
"VCGI" means the Vermont Center for Geographic Information, Inc., its employees or agents.

f.
"GIS" means geographic information systems.

2.
Incurred Costs

ZZ is not liable for any costs incurred by proposers in preparing their proposals, or any costs of contractors' participation in any precontract award activity.

3.
Acceptance of Conditions

Submission of a proposal indicates full acceptance by the Respondent of the conditions contained in the RFP and its attachments, unless clearly and specifically noted in the submittal.

4.
Disclosure of Proposal Contents

a.
State policy includes the following provisions:

(1)
The ZZ is a governmental agency and has a statutory duty to keep the public informed.  This duty includes holding public hearings and providing ample opportunities for public input on its actions and decision.  ZZ also must conduct its operations using sound business practices.  ZZ recognizes that disclosure of certain information about a company seeking to contract with ZZ might place that company at a competitive disadvantage in other procurement actions.  It is the policy of ZZ to conduct its procurement activities according to the provisions of state law on Access to Public Records, I VSA §315 et sequitur.  Information will be withheld from public disclosure because it is procurement sensitive only if it falls within the listed exceptions from disclosure in state law, I VSA §317.  A proposer seeking to have information in a proposal withheld from public access must specifically identify such information.  The Executive Director will determine whether to approve the request.  A proposer who is not satisfied with the Executive Director's decision may withdraw the information involved, or its proposal from consideration.  Information on specific proposed contractors or their proposal ratings resulting from a bid evaluation process will be treated as procurement sensitive.  The Executive Director may provide information about a proposer's own evaluation on a proposal.

(2)
ZZ's decisions on withholding information from public disclosure are subject to potential review by Board Counsel, the Attorney General, and the courts.  ZZ assumes no liability for the disclosure of any information that it is advised to disclose by Board Counsel, the Attorney General, or the courts.

b.
The fiscal information included in the Cost Proposal will be held in confidence to the extent allowed by law and will not be disclosed to or discussed with competitors.

c.
Technical proposals will be subject to public examination, except for clearly labeled proprietary information.

d.
Proposals may be reviewed by persons who are not employees of ZZ as part of ZZ's evaluation process.  Any such individuals will be informed of ZZ's policies related to proprietary information.

5.
Taxes Not Applicable

ZZ, as a governmental unit, is exempt from any and all taxes.  A tax exempt certificate will be supplied to the successful Respondent upon request.

6.
Non-Vermont Corporations

If a contract is awarded to a non-Vermont organization, such corporation shall obtain authorization to do business in the State of Vermont.  The laws of the State of Vermont shall govern the contract executed between the successful proposer and the State (as ZZ is referred to in the Contract) and any interpretations or constructions thereof.  Further, the place of performance and transaction of business shall be deemed to be Washington County, State of Vermont, and in the event of litigation, the exclusive venue and place of jurisdiction shall be Washington County, State of Vermont.

7.
Equal Opportunity

All contracts awarded by ZZ are subject to the following provisions:

a.
The Contractor will not discriminate against any employee or applicant for employment because of race, color, sex, religion, national origin, or age.  The Contractor will take affirmative action to ensure that applicants are employed and the employees are treated during employment without regard to their race, color, sex, religion, national origin or age.  Such action shall include, but not be limited to the following: employment, upgrading, demotion, or transfer; requirement of advertising; layoff or termination; rates of pay or other forms of compensation; and selection for training including apprenticeship.  The Contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices to be provided by an appropriate agency of the federal government setting forth the requirements of these nondiscrimination provisions.

b.
The Contractor will state, in all solicitations or advertisements for employees placed by or on behalf of the Contractor, that all qualified applicants will receive consideration for employment without regard to race, color, sex, religion, national origin or age.

8.
Notification of Award

After evaluation and selection of the successful proposer(s), all proposers will be notified in writing of ZZ's decision.  The names of the selected proposer(s) will be made available to the public.  No press releases pertaining to this project shall be issued without prior written approval by ZZ.

9.
Complete Services/Products

The winning Respondent shall be required to (a) furnish all tools, equipment, supplies, supervision, transportation, and other accessories, services, and facilities; (b) furnish all materials, supplies, and equipment specified and required to be incorporated in and form a permanent part of the completed work; (c) provide and perform all necessary labor; and (d) execute and complete all specified work with due diligence, in accordance with good technical practice and the requirements, stipulations, provisions, and conditions of this RFP and the resultant contract.

10. Invoicing and Payment Schedule

Products deliverable under the contract shall be submitted according to a schedule to be agreed upon with ZZ.  Upon acceptance of each product by ZZ, the Contractor may submit itemized invoices for payments in accordance with a schedule to be negotiated.  ZZ will remit within thirty (30) days of invoice date.  Invoices shall be prepared and submitted to:

ZZ Project Manager

Vermont Center for Geographic Information, Inc.

206 Morrill Hall, UVM

Burlington, VT 05405-0106

I.  SELECTION PROCESS

Respondents are  encouraged to propose innovative and/or proprietary technical approaches, if they will provide technical, schedule, or cost advantages to the project while meeting or exceeding all requirements.  In addition, respondents should feel free to propose technical alternatives in addressing one or more aspects of the project.  Respondents should cite the applicability of innovative or alternative approaches and procedures to achievement of project objectives, and the projected advantages to be gained through their use.

So that all quotations will be comparable and any alternatives will be evaluated against a relevant background, each Respondent must give a full response to this RFP as written before any full or partial alternative is proposed.

Alternative quotations shall be submitted in the same format as the primary quotation.  Where the alternative quotations would merely duplicate the primary quotation, citation of the relevant primary quotation section by number will suffice.

All quotation materials submitted will automatically become the property of ZZ which reserves the right in its sole discretion to use without limitation any and all information, concepts, and data contained therein.

All proposals will be evaluated by a review committee of qualified representatives of ZZ, state and local government, and other organizations.  Technical proposals will be evaluated by the following criteria:

1.
Understanding of the proposed implementation, as evidenced by:

a. Appropriateness of organization and key staff

b. Adherence to terms and conditions

c. Adherence to proposal format requested

2.
Quality of technical approach, as evidenced by understanding of technical issues

3.
Relevant experience of Respondent organization and staff in delivering Arc/Info data products,

4.
Technical capacity to meet specifications and schedule, and

5.
Ability of the Respondent organization to provide assurances and to demonstrate that the deliverables provided will be of the highest possible quality.

Proposals judged to be responsive to all major requirements of the specifications on an initial reading will be evaluated in detail.  Quality of response to each RFP point will be rated, and a comparative qualitative ranking of all proposals will be developed based on a composite rating of each one.  The proposal review committee will provide comparative rankings and/or recommendations to ZZ, which retains sole authority to proceed with Contractor selection.

Cost proposals for those technical proposals found acceptable will be evaluated.  Both task level and composite costs will be considered in light of the quality of services offered.  Proposals will then be ranked again, and ZZ may interview the top-ranked firms.

ZZ will then endeavor to negotiate a contract with the successful Respondent.  If a mutually agreeable contract cannot be negotiated with the selected Respondent, ZZ will then enter into contract negotiations with the next highest rated firm, and so on, until a mutually agreeable contract can be negotiated.

Respondents should contact only those persons specifically designated for information about the status of this procurement following quotation submission.  Disregard of this directive may disqualify the quotation involved.

J.
PROPOSAL FORMAT AND CONTENT

To speed and simplify evaluation and to assure that each proposal receives the same orderly review, all proposals must follow the format described in this section.  Proposals shall contain all elements of information requested, without exception.  Proposal sections and pages shall be appropriately numbered for easy reference.  To make your responses as efficient as possible you may provide information in one section and -- in later sections -- make a specific reference to the earlier material, rather than re-stating it.

Proposals shall include and be organized into the following sections (detailed below):

1.
Cover letter with signature

2.
Response to Commercial Questions

3.
Response to Technical Questions & Issues

4.
Relevant Experience of Respondent

5.
Cost Quotation (to be separately bound/labeled)

K.
DETAILED REQUIREMENTS

1.
Cover Letter with signature of duly authorized officer (see section II.D) -- Provide the following information for your firm:

a. 
Firm name and business address, including telephone and fax numbers.

b.
Year established (include former firm names and year established, if applicable).

c.
Type of ownership and parent company, if any.

d.
Indication of whether the firm is licensed to do business in the State of Vermont.

e.
Project manager's name (and address/phone if different from Item 1).

f.
Highlights of the major features of the proposal (no more than one page).

2.
Commercial Questions -- In your response to each question, please cite the question before each answer.  Refer to this section and to Attachment A: General Terms and Conditions, respectively.  Answers shall be direct and specific.

a.
What exceptions are taken to the General Terms and Conditions contained in Attachment A?  If exceptions are taken, cite the Term or General Condition involved, the exception taken, and alternate language.

b.
Are all costs quoted on a firm, fixed price basis and in accordance with the required price quotation structure?

c.
Who will serve as the Contractor's authorized negotiator?  Give name, title, address, and telephone number of the Respondent's authorized negotiator.  The person cited shall be empowered to make binding commitments for the Respondent firm.

3.
Technical Questions & Issues -- In responding, cite the question before each answer.  Full, direct, and substantive answers are required.  Non-specific answers will be considered unresponsive.

a.
Provide an overview of the technical plan of operations as related to the requirements stated in this RFP.  Note specifically any operations included or excluded which may differentiate your technical procedure from others.  This overview should not exceed three (3) pages, and should help the proposal review committee understand the key aspects of this proposal which distinguish it from others offered.

b.
What are the technical concerns which influence the proposed approach to this project?  Describe any technical concerns or difficulties which are anticipated and your approach to resolving them. 

c.
What project staff is proposed, and how will it be organized?  Describe project staff by titles, technical discipline, and numbers.  Discuss how the team will be organized, and outline management relationships.  Identify all individuals who will take key management, supervisory, or other professional-level technical roles.  Cite the responsibilities projected for each.  Cite employment status (full-time, consultant, or other), availability, percent time expected on the project, and schedule of involvement in the project.  Submit resumes of all key managerial and technical staff members.

d.
What is the potential impact your current workload on the proposed project?  Cite specifically all major commitments of equipment and staff relevant to this RFP projected for the period covered by the proposed project schedule.  Discuss in practical terms, the impact of such commitments on your ability to complete the project as proposed and scheduled.

e.
What is your plan for quality control and for quality assurance.  The plan should include:

(1)
the names of all persons responsible for ensuring the quality of each phase of the work;

(2)
the procedures to be used for detecting and correcting attribute and topological errors in the GIS data;

(3)
a list of all equipment to be employed in this project; and

(4)
a list of all software to be employed in this project.

f.
If you propose to use GIS data formats other than those native to Arc/Info
, please describe in detail the conversion procedures and any issues which may affect the quality of the data converted to Arc/Info format.

g.
This RFP specifies that GIS data developed for this project must be  usable by ArcView2.  Please comment on any implications this requirement has for your proposal, and any specific aspects of this project for which you believe this requirement is not advisable or feasible.

4.
Relevant Experience -- List and summarize specific projects in which members of the proposed project team have taken part.  Explain their relevance in terms of technical scope, tasks involved, etc.  At least three (3) customer references must be provided with the project summaries.

5.
Cost Quotation.

a.
Itemize all labor rates and fees, and explain in detail any overhead or other cost included in the quoted hourly rate for each classification or individual that will work on the project.  Itemize any expenses to be billed, such as travel and living expenses or any proposed per diem allowance, such that there are no exceptions.

b.
Quote firm fixed prices for the scope of work proposed according to proposed cost element items listed in Section II.  Proposals shall be valid for a period of sixty (60) days from the date of submission.  (Labor rate proposals shall be valid for a period of six months from date of submission).

c.
Discuss your approach to determining costs relative to specifications and project scope.

III.
SCOPE OF WORK TO BE PERFORMED; TECHNICAL SPECIFICATIONS
A

SEQ 1_2 \* Arabic \r 00
GENERAL -- The project will consist of capturing the indicated data elements from 131 existing paper and mylar maps.  The existing maps are hand-drafted from various sources and are of varying quality.  Respondents to the RFP should plan on inspecting sample maps at the offices of the Vermont Center for Geographic Information on the UVM campus in Burlington.  Contact Ms. Dagmar Branson at 656-4277 for an appointment to inspect the sample maps.  The focus of this project is on converting the existing maps into high-quality digital data for display and query in ArcView2.  Respondents are free to propose whatever conversion methods they see fit.
B

SEQ 1_2 \* Arabic \c0
LOCATION OF WORK TO BE PERFORMED

The contractor should be prepared to work on-site wherever the maps are located.  This preference is due to the relatively delicate nature of the source maps, as well as minimizing the time the maps are not available for use, by ZZ or other agencies.
C

SEQ 1_2 \* Arabic \c0
DELIVERABLES

1

SEQ 1_3 \* alphabetic \r 0 
The contractor will deliver spatial data in Arc/Info format, as two (2) coverages: one containing only polygons, the other containing points and lines.

2

SEQ 1_3 \* alphabetic \c 
Documentation

All data will be fully documented in accordance with the standards in the Policies, Standards, Guidelines & Procedures Handbook, published by the Vermont Center for Geographic Information.

3

SEQ 1_3 \* alphabetic \c 
Spatial Data Attributes

All attributes will be incorporated into the Arc/Info feature attribute tables (AAT and PAT) and will conform to the coding schemes specified in the tables below.  The data will be free of attribute errors, and must be topologically correct according to the following criteria:

a

SEQ 1_4 \* Arabic \r 00
all polygons must be closed

b

SEQ 1_4 \* Arabic \c0
one, and only one, label point for each polygon

c

SEQ 1_4 \* Arabic \c0
no duplicate arcs

d

SEQ 1_4 \* Arabic \c0
no extraneous arcs or polygons

4

SEQ 1_3 \* alphabetic \r 0 
GIS data standards

The contractor will be responsible for ensuring that all digital data produced from this project comply with relevant standards set forth in the Policies, Standards, Guidelines & Procedures Handbook, published by the Vermont Center for Geographic Information.  Individual data layer standards (feature representation, attributes and codes, tile structure, etc.) which are not specified should be developed by the contractor in consultation with ZZ. 

5

SEQ 1_3 \* alphabetic \c 
Digital data and products

At the conclusion of the contract the successful bidder will provide to ZZ in a mutually-agreeable digital format on a mutually-agreed-upon media digital files containing all databases, macro-programs, uncombined source program code, graphics files and other digital products developed by the contractor for use in the course of this project.


ATTACHMENT A



GENERAL TERMS AND CONDITIONS

State of Vermont
1. Scope.  It is understood and agreed that the Contractor's Proposal, Information Sheets, Contract Agreement, General Conditions, Specifications of Work to Be Performed, Addenda thereto and any duly authorized Contract Amendment(s), together with any and all supplementary materials furnished by ZZ as and when required to make clear and to define in greater detail, the intent of the Contract specifications, drawings, specifications and data to be furnished by the Contractor (when and as approved by ZZ), are each and all included in the Contract, and the work shall be done in full compliance and accord therewith.  These documents in their entirety shall comprise the Contract Documents.

2.  Entire Agreement.  This grant agreement represents the entire agreement between the parties on this matter.  All prior agreements, representations, statements, negotiations, and understandings shall have no effect.

3.  Applicable Law.  This Contract will be governed by the laws of the State of Vermont.

4.  Appropriations.  If this Contract extends into more than one fiscal year of the state (July 1 to June 30), and if appropriations are insufficient to support this Contract, ZZ may cancel at the end of the fiscal year, or otherwise upon the expiration of existing appropriations authority.

5.  No employee benefits for Contractor.  The Contractor understands that ZZ will not provide any individual retirement benefits, group life insurance, group health and dental insurance, vacation and sick leave, workers' compensation or other benefits or services available to state employees, nor will ZZ withhold any federal or state taxes.  The Contractor understands that all tax returns required by the Internal Revenue Code and the State of Vermont, including but not limited to income, withholding, sales and use, and rooms and meals, must be filed by the Contractor, and information as to contract income will be provided by the State of Vermont to the Internal Revenue Service and the Vermont Department of Taxes.

6.  Independence, Liability.  The Contractor will act in an independent capacity and not as officers or employees of ZZ.  The Contractor shall indemnify, defend and save harmless ZZ and its officers and employees from liability and any claims, suits, judgements, and damages arising as a result of the Contractor's negligent performance of this contract.

7.  Reliance by ZZ on Written Material.  All payments by ZZ under this Contract will be made in reliance upon the accuracy of all prior written representations by the Contractor, including bills, invoices, progress reports and other proofs of work.

8.  Records Available for Audit.  The Contractor will maintain all books, documents, payroll, papers, accounting records and other evidence pertaining to costs incurred under this agreement and make them available at reasonable times during the period of this Contract and for three years thereafter for inspection by any authorized representatives of the State or Federal Government.  If any litigation, claim, or audit is started before the expiration of the three-year period, the records shall be retained until all litigation, claims, or audit findings involving the records have been resolved.  ZZ, by any authorized representative, shall have the right at all reasonable times, to inspect or otherwise evaluate the work performed or being performed under this Contract.

9.  Set-off of Claims.  ZZ may set off any liquidated sums which the Contractor owes ZZ against any sums due the Contractor under this Contract, according to procedures established by the Commissioner of Finance and Management.  Taxes (and related penalties, interest and fees) due to the State may be included, but only after the Contractor has failed to take an appeal within the time allowed by law, or an appeal has been taken and finally determined and the Contractor has no further legal recourse to contest the amounts due.

10. Taxes and Other Funds Due the State.  The Contractor certifies under the pains and penalties of perjury that he or she is in good standing with respect to, or in full compliance with a plan to pay, any and all taxes due the State of Vermont as of the date the Contractor signs the Contract.

The Contractor that final payment under this contract may be withheld if the Commissioner of Taxes determines that the Contractor is not in good standing with respect to or in full compliance with a plan to pay any and all taxes due to the State of Vermont.

11.  Child Support Payments.  The Contractor states that, as of the date of this Contract is signed, the Contractor either is not under an obligation to pay child support; or is under such an obligation and is in good standing with respect to that obligation; or has agreed to a payment plan with the Vermont Office of Child Support Services and is in full compliance with that plan.  Contractor makes this statement with regard to support owed to any children and all children residing in Vermont.  In addition, if the Contractor is a resident of Vermont, Contractor makes this statement with regard to support owed to any and all children residing in any other state or territory of the United States.  Contractor statement applies to the individual person signing this Contract, as well as to any proprietor of a sole proprietorship.  If Contractor is a partnership with two or three general partners, the Contractor's statement applies to all general partners with a permanent residence in Vermont.

12.  Subcontractors.  The Contractor shall not assign or subcontract the performance of this agreement or any portion thereof to any other contractor without the prior written approval of ZZ.  Contractor also agrees to include in all subcontract agreements a tax certification in form substantially identical to paragraph 10 above.

13.  Contract Amendment.  Any change in the scope or description of the work, or in the Contract price shall be executed by ZZ as expressed in writing.  This shall constitute a Contract Amendment.  This shall not affect the validity of the Contract or any terms or conditions not changed thereby.

14.  Payments Withheld.  ZZ will withhold fifteen (15) percent of Contract funds related to each deliverable until all work on such deliverable is completed to Contract specifications.

15.  Right Of ZZ To Terminate Contract.  If the work to be done under the Contract is abandoned by the Contractor or if the Contract is assigned by him without the written consent of ZZ; or if the Contractor is adjudged bankrupt; or if a general assignment of his assets is made for the benefit of his creditors; or if a receiver is appointed for the Contractor or any of his property; or if at any time ZZ determines that the performance of the work under the Contract is being unnecessarily delayed, that the Contractor is violating any of the conditions of this Contract or that he is executing the same in bad faith or otherwise not in accordance with the terms of said Contract; or if the work is not substantially completed within the time named for its completion or within the time to which such completion date may be extended; then ZZ may serve written notice upon the Contractor of ZZ's intention to terminate this Contract.  Unless within five (5) days after the serving of such notice, a satisfactory arrangement is made for continuance, this Contract shall terminate.  In the event of such termination, ZZ may take over and prosecute the work to completion, by Contract or otherwise.  The Contractor shall be liable to ZZ for all excess cost sustained by ZZ by reason of such prosecution and completion.

Termination:  Subject to the provisions below, the Contract derived from this Request for Proposal may be terminated by either party upon fifteen (15) days advance written notice to the other party; but if any work of service hereunder is in progress, but not completed as of the date of termination, then this Contract may be extended upon written approval of ZZ until said work or services are completed and accepted.

Termination of Convenience:  In the event that the Contract is terminated or canceled upon request and for the convenience of ZZ, without the required fifteen (15) days advance written notice, then ZZ shall negotiate reasonable termination costs, if applicable.

Termination for Cause:  Termination by ZZ for cause, default, or negligence on the party of the Contractor shall be excluded from the foregoing provision; termination costs, if any, shall not apply.  The fifteen (15) days advance notice requirement is waived in the event of Termination for Cause.

Termination Due to Unavailability of Funds in Succeeding Fiscal Years:  When funds are not appropriated or otherwise made available to support continuation of performance in a subsequent fiscal year, the Contract shall be canceled and the Contractor shall be reimbursed for the reasonable value of any nonrecurring costs incurred but not amortized in the price of the supplies or services delivered under the Contract.

16.  Claims For Labor And Materials.  The Contractor shall indemnify and save harmless ZZ from all claims for labor and materials furnished under this Contract.  When requested by ZZ, the Contractor shall submit satisfactory evidence that all persons, firms or corporations, who have done work or furnished materials under the Contract, for which ZZ may become liable under the laws of the state, have been fully paid or satisfactorily secured.  In case such evidence is not furnished or is not satisfactory, an amount shall be retained from monies due the Contractor which, in addition to any other sums that may be retained, will be sufficient, in the opinion of ZZ, to meet all claims of the persons, firms and corporations as aforesaid.  Such sum or sums shall be retained until the liabilities as aforesaid are fully discharged or satisfactorily secured.

Before final acceptance of the work by ZZ, the Contractor shall submit in duplicate a signed notarized affidavit to ZZ stating that all subcontractors, contractors, persons or firms who have furnished labor or materials for the work have been fully paid or satisfactorily secured and that all taxes have been paid.

17.  Hindrances and Delays.  In executing the Contract, the Contractor expressly covenants and agrees that, in understanding to complete the work within the time therein fixed, he has taken into consideration and made allowances for all hindrances and delays incident to such work, whether growing out of delays in securing materials or workmen or otherwise.  No charge shall be made by the Contractor for hindrances or delays from any cause during the progress of the work, or any portion thereof, embraced in this Contract.

18.  Extensions of Time.  Should the Contractor be delayed in the final completion of the work by any act or neglect of ZZ, or by any other Contractor employed by ZZ or by strike, fire or other cause outside of the control of the Contractor and which, in the opinion of ZZ, could have been neither anticipated nor avoided, then an extension of time sufficient to compensate for the delay, as determined by ZZ, will be granted by ZZ.  Claims and requests for extensions of time should be submitted in writing to ZZ within seven (7) days after a delay becomes apparent.

19.  Settlement of Claims.  ZZ and Contractor waive all rights against each other for damages caused by fire or other perils to the extent covered by insurance, except such rights as they may have to insurance proceeds held by ZZ as trustee.  The Contractor shall require similar waivers by subcontractors as provided in the General Conditions.

20.  Confidential Matters.  All data and information gathered by the Contractor and its subcontractors, and all reports, recommendations, drawings, specifications, photographs, and data shall be treated by the Contractor and its subcontractors as confidential.  The Contractor and its subcontractors must agree not to communicate and disclose the aforesaid matters to a third party or use them in advertising, publicity, or propaganda and/or in other job or jobs, unless written consent is obtained from ZZ.

21.  Fair Employment Practices.  The Contractor agrees to comply with the requirements of Title 21, VSA Chapter 5, Subchapter 6, relating to fair employment practices, to the extent applicable, and agrees further to include a similar provision in any and all subcontracts.

22.  No Gifts or Gratuities.  Without first obtaining written approval of the head of the agency entering this Contract, Contractor will not give title or possession of any thing of substantial value (including property, currency, travel and education programs) to any officer or employee of ZZ's contracting agency during the term of this Contract.

23.  Copies.  All copies of written reports will be printed using both sides of the paper.

24.  Insurance.  Before commencing work on this contract the contractor must provide certificates of insurance to show that the following minimum coverages are in effect.  It is the responsibility of the Contractor to maintain current certificates of insurance on file with the state through the term of the contract.

Workers Compensation:  With respect to all operations performed, the Contractor shall carry workers insurance in accordance with the laws of the State of Vermont.

General Liability and Property Damage:  With respect to all operations performed under the contract, the Contractor shall carry general liability insurance having all major divisions of coverage including, but not limited to:

Premises - Operations

Independent Contractor's Protective

Products and completed Operations

Personal Injury Liability

Contractual Liability

The policy shall be on an occurrence form and limits shall not be less then:

$1,000,000 Per Occurrence

$1,000,000 General Aggregate

$1,000,000 Products / completed products aggregate.

$   50,000 Fire Legal Liability

Automotive Liability:  The Contractor shall carry automotive liability insurance covering all motor vehicles, including owned, non-owned, and hired, used in connection with the contract, Limits of coverage shall not be less than: $1,000,000 Combined single limit.

No warranty is made that the coverages and limits listed herein are adequate to cover and protect the interests of the contractor for the contractor's operations.  These are solely minimums that have been set to protect the interests of the state.

25.  Compliance with Other Laws.  The Contractor agrees to comply with the requirements of (cite specific applicable federal or state statutory or regulatory provisions), and agrees further to include a similar provision in any and all subcontracts.

26.  Work Product Ownership.  Upon full payment by ZZ, all products of the Contractors' work, including outlines, reports, charts, sketches, drawings, art work, plans, photographs, specifications, estimates, computer programs, or similar documents, become the sole property of ZZ of Vermont and may not be copyrighted or resold by contractor.

26.  Prior Approval/Review of Releases.  Any notices, information pamphlets, press releases, research reports, or similar other publications prepared and released in written or oral form by the Contractor under this contract shall be approved/reviewed by ZZ prior to release.

27.  Ownership of Equipment.  Any equipment purchased by or furnished to the Contractor by ZZ under this contract is provided on a loan basis only and remains the property of ZZ.

     �pcArc/Info, Arc/Info, and ARCView are names trademarked by Environmental Systems Research Institute, of Redlands, CA.
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BW: April 6, 1997


This document is intended as a “boilerplate” Request for Proposal document, fashioned from the non-technical parts of an actual RFP prepared for the Vermont Housing and Conservation Board by VCGI in late 1995.





In order to use this for other purposes, you should do the following:


Examine all “redlined” portions, replacing and modifying as necessary.


Search and replace ZZ with the name of the organization


Search for “appendix” and “section” and make sure that all their internal references are correct, and


Add technical specifications and appendices (as necessary).





Good luck!





