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City of Seattle


Request for Proposal
RFP No. CTR-PNS-0215

TITLE:  SEATTLE CENTER PROGRAM AND 
NOVELTY SALES CONCESSIONS

Closing Date & Time:  Mar. 13, 2015, 4:00 pm

Table 1 – Solicitation Schedule

	Events
	Date

	RFP Issued 
	[bookmark: _GoBack]Feb. 13,2015

	Optional Pre-Proposal Conference*
	Feb. 24,2015, 10:00 am

	Deadline for Questions
	Mar. 4, 2015, 4:00 pm

	Sealed Proposals Due to the City
	Mar. 13, 2015, 4:00 pm

	 Interviews, if conducted 
	Mar. 24-25, 2015

	Announcement of Successful Proposer(s)
	Mar. 30, 2015

	Contract Award and Start Date
	Apr. 9. 2015



The City reserves the right to modify this schedule at the City’s discretion.  Notification of changes in the response due date would be posted on the City website or as otherwise stated.

* Please email donald.loseff@seattle.gov for directions to the Pre-Proposal Conference.


PROPOSALS MUST BE RECEIVED ON OR BEFORE THE DUE DATE AND TIME 
AND MUST BE AT THE LOCATION STATED IN SECTION 6

Mark the outside of your mailing envelope indicating RFP#

By responding to this Request for Proposal (RFP), Proposer agrees that s/he has read and understands all documents within this RFP package.



1. PURPOSE AND BACKGROUND
Purpose:  The City of Seattle, through the Seattle Center Department, invites proposals from individuals or firms to provide semi-exclusive program and novelty sales concessions in the KeyArena and at McCaw Hall.
Background:  Seattle Center’s current contract for program and novelty sales at the KeyArena and McCaw Hall will expire soon, therefore, Seattle Center is conducting a competitive solicitation to establish a new contract. As used in this RFP, “Concessionaire” means the successful proposer awarded the concession contract for program and novelty sales. 
The contract awarded through this RFP will give the Concessionaire the exclusive right to provide program and novelty sales that are not otherwise exempted from the concession right.   The program and novelty sales that are not exempted are primarily at 1) concerts, and similar “one-off” events at the KeyArena and 2) at concerts by non-resident tenants at McCaw Hall. The events, programs, and activities and organizations listed below are exempted from the concession right. 
· Seattle Storm basketball games and related events and promotions 
· Seattle University basketball games and related events and promotions
· Rat City Rollergirls bouts and related events and promotions
· Circuses, unless Seattle Center requests the Concessionaire to provide program and novelty sales services
· Feld Inc. events and promotions
· Washington Interscholastic Activities Association and school district and league events
· National Collegiate Athletic Association (NCAA) activities
· United States Olympic Committee (USOC) activities
· Any university or college event 
· Seattle Center public programs activities
· Pacific Northwest Ballet and Seattle Opera events at McCaw Hall
· Seattle International Film Festival (SIFF)
· Seattle Center Foundation
· Seattle Men’s Chorus
Under the contract, Seattle Center will reserve the right to add additional exemptions for entities holding multi-year licensing agreements with the Seattle Center and for any event or activity in which the entity contracting with the City pays to the City a fixed dollar or percent of sales fee in lieu of having to utilize the Concessionaire's services. 
The Seattle Center Director may also exempt up to two (2) additional events in the KeyArena during each calendar year of the Contract provided that the event is expected to draw less than 10,000 people, or such alternative attendance number as shall be mutually agreed to by the Concessionaire and Seattle Center.
The Seattle Center Director may also request the Concessionaire to provide program and novelty sales services for events in McCaw Hall on an event-by-event basis.
Single Award:  With this solicitation, the City intends to award one contract and does not anticipate award to multiple companies.  Regardless, the City reserves the right to make multiple or partial awards.
2. SOLICITATION OBJECTIVES
The City expects to achieve the following outcomes through a new concession agreement:
· Obtain an experienced and professional Concessionaire to provide program and novelty sales at events and concerts at KeyArena and McCaw Hall.
· Ensure that selected Concessionaire provides accurate accounting of, and timely reimbursement for event sales to Seattle Center and event promoters and artists.
· Ensure that selected Concessionaire provides staff to professionally and courteously assist those seeking to purchase programs and novelty items 
· Maximize program and novelty sales at events where the service is provided.

3. MINIMUM QUALIFICATIONS
The following are minimum qualifications that any proposer must meet in order to be considered for award of a contract.  Responses must clearly demonstrate that the proposer meets the minimum qualifications, or the proposal will be rejected by the City without further consideration:
· Proposer must have a minimum of three (3) years’ experience providing program and novelty sales at venues with a capacity of at least 10,000 guests, including at least two (2) years consecutive experience at a single venue
· Proposer must not have had any contracts terminated for failure to perform as required by the contract.
4. LICENSING AND BUSINESS TAX REQUIREMENTS
This solicitation and resultant contract may require additional licensing. The selected proposer must meet all licensing requirements that apply to their business immediately after contract award or the City may reject the selected proposer. 
Companies must license, report and pay revenue taxes for the Washington State business License (UBI#) and Seattle Business License, if they are required to hold such a license by the laws of those jurisdictions.   Proposers should carefully consider those costs prior to submitting their offers, as the City will not separately pay or reimburse those costs to the selected Concessionaire.  

Seattle Business Licensing and associated taxes
1. If you have a “physical nexus” in the city, you must obtain a Seattle Business license and pay all taxes due before the Contract can be signed.  
1. A “physical nexus” means you have physical presence, such as: a building/facility located in Seattle, you make sales trips into Seattle, your own company drives into Seattle for product deliveries, and/or you conduct service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc). 
1. We provide a Vendor Questionnaire Form in our submittal package items later in this RFP, and it will ask you to specify if you have “physical nexus”.
1. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Concessionaire and not charged separately to the City.  
1. The apparent successful Concessionaire must immediately obtain the license and ensure all City taxes are current, unless exempted by City Code due to reasons such as no physical nexus. Failure to do so will result in rejection of the bid/proposal.  
1. Self-Filing You can pay your license and taxes on-line using a credit card  https://dea.seattle.gov/self/
1. For Questions and Assistance, call the Revenue and Consumer Protection (RCP) office which issues business licenses and enforces licensing requirements.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484. 
1. The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  
1. The City of Seattle website allows you to apply and pay on-line with a Credit Card if you choose.
1. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact our office to request additional assistance. A cover-sheet providing further explanation, along with the application and instructions for a Seattle Business License is provided below.  
1. Those holding a City of Seattle Business license may be required to report and pay revenue taxes to the City.  Such costs should be carefully considered by the proposer prior to submitting your offer.  When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding from final invoice payments.

 


State Business Licensing and associated taxes
Before the contract is signed, you must have a State of Washington business license (a State “Unified Business Identifier” known as a UBI number#).  If the State of Washington has exempted your business from State licensing (for example, some foreign companies are exempt and in some cases, the State waives licensing because the company does not have a physical presence in the State), then submit proof of that exemption to the City.  All costs for any licenses, permits and associated tax payments due to the State as a result of licensing shall be borne by the Concessionaire and not charged separately to the City.  Instructions and applications are at http://bls.dor.wa.gov/file.aspx

Permits:  All permits required to perform work are to be supplied by the Concessionaire at no additional cost to the City.


5. SPECIFICATIONS and SCOPE OF WORK 
In carrying out the Program and Novelty sales anticipated under this contract, Concessionaire shall:

As used in this Section, “Client” or “Clients” means a person or entity using KeyArena, McCaw Hall, or another Seattle Center facility under a short term facility use agreement with the Seattle Center Department.   A Client may be a promoter or an artist or a production company.

1. Provide program and novelty sales services as are reasonably requested by the Client or the Director; and make Concessionaire’s best possible effort to provide quality service to Seattle Center patrons and maximize gross receipts.

2. Develop a standard agreement to be used for all events for which the Concessionaire shall exercise its concession rights.  Unless the Client authorizes otherwise, the agreement shall be between the Concessionaire and the Client and must be signed by both parties prior to Concessionaire beginning work on that event.  The form of the standard agreement must be approved by the Director, and any event-specific changes to the standard agreement must be approved by the Director prior to its execution.  Fully executed copies of the agreement must be delivered to the Department prior to the event.  The agreement must include the details on payment.

3. Make an investment in upgrading or replacing KeyArena’s existing portable program and novelty sales stands and McCaw Hall’s portable merchandise display equipment during the first six (6) months of the contract term. The City anticipates an investment valued at approximately $10,000 for KeyArena and $2,500 for McCaw Hall will be required to adequately improve the stands, however we will entertain other proposals that meet our need for an improved sales environment while insuring an overall favorable rate of return from the Concession Agreement.  The upgrade or replacement proposal, including design schematic and timeline must also include plans for storing the stands when they are not in use.  Seattle Center retains the right of final approval of design 

4. Ensure that all requests for services between or among Concessionaire or its employees, agents, and subcontractors and any Client desiring any program and novelty sales services are coordinated through a Seattle Center Event Service Representative.

5. Deal courteously and professionally with all Clients.

6. Designate a manager for program and novelty sales who shall be responsible, at a minimum, for the following activities:
a. Supervise all Concessionaire’s on-site employees, agents and/or subcontractors who are working at the event.
b. Serve as Concessionaire’s representative and have the authority necessary to work with Seattle Center management and Clients for event coordination, staffing requirements and stand placement.
c. Be on-site during events for which program and novelty sales services are provided, and be available by phone at other times for event planning and coordination.

7. Ensure that competent, courteous, well trained, appropriately-attired, and efficient employees, agents, or subcontractors appear at the event or performance sales location reasonably prior to the date and time of public door openings as specified by the Event Service Order (ESO), together with all equipment, security service, merchandise and supplies needed to fully perform the program and novelty vending desired by Seattle Center or the Client.  Following each event or performance for which Concessionaire provides services, ensure that equipment, merchandise and supplies are removed from Concessionaire's authorized sales locations to an appropriate, mutually agreed upon storage area, and that all unsold merchandise is disposed of in a manner that is separately agreed upon by Concessionaire and the Client. Upon receipt of notice from the City of any reasonable and significant objection to any of Concessionaire’s employees, including Concessionaire’s representative, the use of such employee in connection with this Agreement shall be discontinued and a suitable person shall be promptly substituted; provided however, that the City's right to require replacement of any Concessionaire employee, and Concessionaire’s obligation to comply with any such request, shall be subject to restrictions imposed upon Concessionaire by any federal, state or local statute, law, code, regulation or ordinance or by any collective bargaining agreement or other contract affecting such employee.  

8. Prior to each performance or event, provide each Client and the Seattle Center representative assigned to the event with the names of the on-site managers and of all employees, agents and approved subcontractors performing program and novelty selling services in connection with a Client’s event or performance.

9. Coordinate with the Seattle Center representative assigned to be liaison with any Client regarding the exact location at which each program and novelty concession stand is to be installed in connection with such event, and install the number of such stands at the locations authorized by the Director in the Premises.

10. Use display equipment and program stands provided by the City for the display and sale of program and novelty items.  If additional equipment, including but not limited to cash registers and credit card terminals, is required or desired by the Concessionaire, Concessionaire shall provide this equipment at no additional cost to the City. 

11. Ensure that Concessionaire and its representatives sell only those products or services authorized and provided by the event Client at the event.  

12. Ensure that the portion of all adjusted gross receipts from program and novelty sales agreed upon by Seattle Center and the Promoter are remitted to the City and the Client (or Artist, or other party designated in Concessionaire’s agreement with the Client) within ten (10) weekdays of the event, and that the remittance to the Client has been approved in writing by a representative of the Client

13. Should the City offer a general or specific training in guest services during the term of this contract, Concessionaire agrees to require participation in that training by all representatives of the Concessionaire who provide Concession services at Seattle Center facilities.  The cost of attendance at any such training will be the sole responsibility of the Concessionaire.  Any such training will not be offered, nor will attendance be required, any more frequently than one time per year.

Financial Terms
A.	Contract Period and Financial Proposal
Seattle Center anticipates that the contract will be structured as a commission agreement, whereby the Concessionaire pays a percentage of adjusted gross receipts to the City with the percentage varying based on the percentage of adjusted gross receipts being returned to the merchandiser on a per event basis.  Adjusted gross receipts means the total amount of revenue generated by the Concessionaire at the event, less taxes, credit card fees and bootleg security costs (if any).   Seattle Center will entertain other compensation arrangements or proposed combinations of compensation arrangements.  An additional factor that may be included in the financial proposal is the period of the contract.  Seattle Center will consider contract periods of from two (2) to five (5) years, but would expect that longer terms would result in escalating returns to the City.  Seattle Center will not consider an agreement term in excess of five (5) years.  
B.	Percentage to Concessionaire
The Concessionaire’s percentage of adjusted gross receipts will vary depending upon the event.  It is anticipated that Concessionaire may expect a percentage of adjusted gross receipts ranging from 10% to 35% (typically 15% - 25% on general merchandise, and 10% on recorded media).  Financial proposals should anticipate varying percentages of adjusted gross receipts being returned to the Concessionaire.  
It is in the interest of both Seattle Center and the Concessionaire to maximize the number of events in Seattle Center facilities.  Accordingly, the Concessionaire, from time to time, may be asked to modify its financial understandings with the City.  If so requested, Concessionaire shall agree to work with Seattle Center to provide options that are mutually beneficial to both parties and that maximize the number of events held at the Seattle Center.
C.	Percentage for Merchandise supplied by the City.
For merchandise supplied by the City, the minimum percentage to the City shall be 85% of adjusted gross receipts.
D.	Gross Receipts Assumptions 
Following are the number of events and merchandising adjusted gross receipts for events covered under the existing program and novelty sales contract during 2011-2013 at KeyArena and McCaw Hall.  

	
	Number of KeyArena Concerts and 
Adj. Gross Receipts
	Number of Other KeyArena Events* and Adj. Gross Receipts
	Number of McCaw Hall Concerts and 
Adj. Gross Receipts
	Total Adj. Gross Receipts

	2011 Gross Receipts
	14
	$681,120
	8
	$292,698
	5
	$70,609
	$1,044,426

	2012 Gross Receipts
	19
	$1,529,080
	5
	$196,077
	3
	$27,482
	$1,752,638

	2013 Gross Receipts
	21
	$2,120,563
	4
	$250,231
	2
	$13,689
	$2,384,483



* Other KeyArena Events include wrestling, ice shows, family shows and amateur and exhibition basketball.
The gross receipts information is furnished for informational purposes only, and is not to be construed as the Center’s projected or guaranteed sales at future events.

E.	Bond or Security Deposit
The successful Proposer must provide a $100,000 bond guaranteeing performance under the contract, or in lieu of providing the bond the successful Proposer may provide a security deposit in cash or an assignment of one or more certificates of deposit totaling the same amount. 

Contract Term:  Seattle Center prefers a contract term of two years, with three one-year extensions allowed at the option of the City.  Such extensions shall be automatic, and shall go into effect without written confirmation, unless the City provides advance notice of the intention to not renew.   The Concessionaire may also provide a notice to not extend, but must provide such notice at least 45 days prior to the otherwise automatic renewal date.  Seattle Center will consider contract periods of from two (2) to five (5) years, but would expect that longer terms would result in escalating returns to the City.  Seattle Center will not consider an agreement term in excess of five (5) years.  
No Guaranteed Utilization: The City does not guarantee utilization through any resultant contract.  The solicitation may provide estimates of utilization solely to help Proposers prepare their proposals; and does not serve as a guarantee of usage
Limits of Sales to Authorized Products and Services: Concessionaire has responsibility to limit sales to those products or services authorized within the Concession Agreement, whether authorized by changes and amendments or stated within the original contract scope.  The Concessionaire is responsible for refusing orders that are not properly authorized by the contract or through other proper Purchase Orders issued by authorized persons from the City.  If the Concessionaire has consistent sales of unauthorized products or services, the City reserves the right to terminate the contract in accordance with termination provisions. 

Trial Period and Right to Award to Next Low Proposer: A ninety (90) day trial period shall apply to contract(s) awarded as a result of this solicitation.  During the trial period, the Concessionaire(s) must perform in accordance with all terms and conditions of the contract.  Failure to perform during this trial period may cause the immediate cancellation of the contract.  If dispute or discrepancy as to the acceptability of product or service occurs, the City’s decision shall prevail.  The City agrees to pay only for authorized orders received up to the date of termination.  If the contract is terminated within the trial period, the City reserves the option to award the contract to the next low responsive Proposer by mutual agreement with such Proposer.  Any new award will be for the remainder of the contract and will also be subject to this trial period.  
[bookmark: _Toc187046272]Background Checks and Immigrant Status
The City has strict policies regarding the use of Background checks, criminal checks and immigrant status for contract workers.  The policies are incorporated into the contract and available for viewing on-line at http://www.seattle.gov/business/WithSeattle.htm.  

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]   Prohibition on Advance Payments: The City does not accept requests for early payment, down payment or partial payment, unless Proposal Submittal specifically allows such pre-payment proposals or alternates within the RFP process.  Maintenance subscriptions may be paid up to one year in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.
[bookmark: _Toc187046274]Environmental Specifications
	
Delivery of Products and Services – Idling Prohibited:  Vehicles and/or diesel fuel trucks shall not idle at the time and delivery location for more than five minutes.  The City requires Concessionaire to use practices to reduce fuel consumption and emission discharge, including turning off trucks and vehicles during delivery. Exceptions to this requirement include when a vehicle makes deliveries and associated power is necessary; when the engine provides power in another device, and if required for proper engine warm-up and cool-down. Examples include “bucket” trucks that allow workers to reach telephone wires or tree branches; and vehicles with a lift on the back to move products in and out of the truck. The City is committed to reduction of unnecessary fuel emissions and intends to improve air quality by reducing unnecessary air pollution from idling vehicles. Limiting car and truck idling supports cleaner air, healthier work environments, the efficient use of city resources, the public’s enjoyment of City properties and programs, conservation of natural resources, and good stewardship practices. A reference sheet regarding Anti-Idling is attached.
		

[bookmark: _MON_1261206942][bookmark: _MON_1375605856][bookmark: _MON_1284989223][bookmark: _MON_1284989248]Independent Contractor:
The Concessionaire shall work as an independent contractor.  Although the City provides responsible contract and project management, such as managing deliverables, schedules, tasks and contract compliance, this is distinguished from a traditional employer-employee function.  This contract prohibits concessionaire workers from supervising City employees, and prohibits concessionaire workers from supervision by a City employee.  Prohibited supervision tasks include conducting a City of Seattle Employee Performance Evaluation, preparing and/or approving a City of Seattle timesheet, administering employee discipline, and similar supervisory actions.
Contract workers shall not be given City office space unless expressly provided for below, and in no case shall such space be provided for over 36 months without specific authorization from the City Project Manager.  
[bookmark: _Toc187046277]Contract Bond: The successful Concessionaire must have capacity to furnish a Contract Bond (performance and payment) or a Letter of Credit, as approved by the City, in an amount equal to $100,000  The form required for both the Contract Bond and the Letter of Credit are provided below, with instructions and signature requirements.  The firms that supply the Contract Bond and the Letter of Credit must be from an approved list.  
· The successful Proposer shall provide a Bond, executed by a Company included in the U. S. Department of the Treasury’s Listing of Approved Sureties (Circular 570), and is included on the Washington State Insurance Commissioner’s Authorized Insurance Company List and has a rating of A-(VII) or better in the A. M. Best’s Key Rating Guide (These materials are also accessible on the Internet at http://www.fms.treas.gov/c570/c570.html).  
· Alternatively, the successful Proposer may instead provide a Letter of Credit, executed by a Banking Institution provided a Moody’s Bank Rating of B or better.
· The Bond or Letter of Credit is required at the time the Contract is signed and returned to the City.  The City does not intend to execute the Contract until the proper and approved form of the Bond or Letter of Credit has been accepted by the City.

Letter of Commitment: This Letter of Commitment is a letter that confirms the intention of an appropriate surety to provide a bond should the company receive an award.  This letter does not supply the bond, but expresses that the surety can provide a qualified bond should an award be given.
· This Letter of Commitment may be for a Contract Bond.  The Letter shall be from a qualified Bond Agency as specified above and shall confirm the willingness of the Bond Agency to provide a bond at 100% of the contract value that meets the form and requirements of the City Bond Form, should the vendor win award.
· Alternatively, the City will accept a Letter of Commitment for a Letter of Credit.  The Letter of Commitment shall be from a qualified Banking Institution as specified above, and confirm the willingness of the Banking Institution to provide a Letter of Credit in 100% of the contract value, should the Vendor win the award.
Optional Coverage Amounts:  The City may request Vendors to provide pricing options for the Bond or Credit Coverage.  The City reserves the option to execute a bond for the pricing option selected by the City prior to execution of the contract.  The Letter of Commitment shall still be for the entire estimated value of the Contract; however the City would reserve the right to execute a contract selecting a value less than 100%.
See the Bond Form, Bond Instructions and instructions for signature in the Icons provided below.  
     
           


6. [bookmark: _Toc521141110][bookmark: _Toc524484953][bookmark: _Toc524754140][bookmark: _Toc526492385][bookmark: _Toc528557440][bookmark: _Toc529153500][bookmark: _Toc30899400]INSTRUCTIONS AND INFORMATION
This chapter details City procedures for directing the RFP process.  The City reserves the right in its sole discretion to reject the proposal of any Proposer that fails to comply with any procedure in this chapter.
[bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402]
Registration into City On-line Business Directory: If you have not previously completed a one-time registration into the City of Seattle On-line Business Directory, we request you register at: http://www.seattle.gov/html/business/contracting.htm .  The City’s On-line Business Directory is used by City staff to locate your contract(s) and identify companies for bid lists on future purchases.  Responses will be not rejected for failure to register, however, if you win a contract and have not registered, you will be required to place yourself, or you will be added into the system. Women and minority owned firms are asked to self-identify.  If you need assistance, please call 206-684-0444.  
Communications with the City: All Proposer communications concerning this acquisition shall be directed to the RFP Coordinator.  The RFP Coordinator is:
Donald Loseff
206-684-7184
donald.loseff@seattle.gov

Unless authorized by the RFP Coordinator, no other City official or City employee is empowered to speak for the City regarding this acquisition.  Any Proposer seeking to obtain information, clarification, or interpretations from any other City official or City employee (other than the RFP Coordinator) is advised that such material is used at the Proposer’s own risk. The City will not be bound by any such information, clarification, or interpretation.  
Following the Proposal submittal deadline, Proposers shall continue to direct communications to only the City RFP Coordinator.  The RFP Coordinator will send out information to responding companies as decisions are concluded.
[bookmark: _Toc521141113][bookmark: _Toc524484956][bookmark: _Toc524754143][bookmark: _Ref525440530][bookmark: _Ref525440556][bookmark: _Toc526492388][bookmark: _Toc528557443][bookmark: _Toc529153503][bookmark: _Toc30899403]Contact by a Proposer regarding this acquisition with a City employee other than the RFP Coordinator or an individual approved by the RFP Coordinator in writing, may be grounds for rejection of the Proposer’s proposal.

Pre-Proposal Conference: The City shall conduct an optional pre-proposal conference on the time and date in page 1, at the KeyArena at Seattle Center.  If you are planning to attend the pre-proposal conference, please contact the RFP Coordinator, Donald Loseff, at donald.loseff@seattle.gov for directions.  Proposers are highly encouraged to attend but not required to attend to be eligible to submit a proposal.  The meeting answers questions potential Proposers may have regarding the solicitation document and to discuss and clarify any issues.  This is an opportunity for Proposers to raise concerns regarding specifications, terms, conditions, and any requirements of this solicitation.  Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items known as of this pre-proposal conference.

Those unable to attend in person may participate via telephone.  The RFP Coordinator will set up a conference bridge for Proposers interested in participating via conference call.  Contact the RFP Coordinator at least two days in advance of the conference when requesting access by phone.
[bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404]
Questions: Questions are to be submitted to the RFP Coordinator no later than the date and time on page 1, to allow sufficient time to consider the question before the proposals are due.  The City prefers such questions to be through e-mail directed to the RFP Coordinator’s e-mail address. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the vendor of any responsibilities under this solicitation or any subsequent contract.  It is the responsibility of the interested Vendor to assure they received responses to Questions if any are issued.

[bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405][bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406]Changes to the RFP/Addenda: A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the City’s RFP Coordinator and shall become part of this RFP and included as part of the Contract. It is the responsibility of the interested Proposer to assure they have received Addenda if any are issued.

Receiving Addenda and/or Question and Answers: The RFP Coordinator will try to provide you notices, either through the RSS Feed or direction e-mail courtesy announcements that changes or addendums have been posted on our website. 

Notwithstanding efforts by the City to provide such notice to known vendors, it remains the obligation and responsibility of the Proposer to learn of any addendums, responses, or notices issued by the City.  Such efforts by the City to provide notice or to provide it on the website do not relieve the Proposer from the sole obligation for learning of such material.  

Note that some third-party services decide to independently post City of Seattle proposals on their websites as well.  The City does not, however, guarantee that such services have accurately provided proposers with all the information published by the City, particularly Addendums or changes to bid date/time.

All proposals sent to the City shall be compliant to all Addendums, with or without specific confirmation from the Proposer that the Addendum was received and incorporated.  However, the RFP Coordinator can reject the Bid if it does not reasonably appear to have incorporated the Addendum.  The RFP Coordinator could decide that the Proposer did incorporate the Addendum information, or could determine that the Proposer failed to incorporate the Addendum changes and that the changes were material so the RFP Coordinator must reject the Offer, or the RFP Coordinator may determine that the Proposer failed to incorporate the Addendum changes but that the changes were not material and therefore the Bid may continue to be accepted by the RFP Coordinator.

Submittal Requirements: This section details City procedures for submittal. 

1. Number all pages sequentially.  The format should follow closely that requested in this RFP.

2. The City may designate page limits for certain sections of the response.  Any pages that exceed the page limit will be excised from the document for evaluation. 
 
3. The response should be in an 8 1/2” by 11” format.  Non-recyclable materials are strongly discouraged.  Proposers are encouraged to “double side”.  If there are page limitations, one side of a printed page is considered one page.  

Late Submittals: Proposers have full responsibility to ensure the response arrives at the City within the deadline. A late submittal may be rejected, unless the lateness is waived as immaterial by the RFP Coordinator, given specific fact-based circumstances.  Late responses may be returned unopened to the submitting firm; or the RFP Coordinator may accept the package and make a determination as to lateness.

Hard Copy Submittal: Submittal Requirements.  One original (1) unbound, three (3) copies, and one (1) electronic CD copy of the response must be received no later than the date and time specified on the Solicitation Schedule or as otherwise amended.  Fax, e-mail and CD copies will not be an alternative to the hard copy. If a CD, fax or e-mail version is delivered to the City, the hard copy will be the only official version accepted by the City.

Table 2: Hard Copy Submittal Addresses
	Physical Address (courier)
	Mailing Address (For US Post Office mail)

	Donald Loseff 
KeyArena at Seattle Center 
Armory, Room 215
305 Harrison St 
Seattle, WA  98109 

	Donald Loseff 
KeyArena at Seattle Center 
305 Harrison St 
Seattle, WA  98109




1. Hard-copy responses should be in a sealed box or envelope clearly marked and addressed with the RFP Coordinator Name, RFP title and number.  If packages are not clearly marked, the Proposer has all risks of the package being misplaced and not properly delivered. 

2. The Submittal may be hand-delivered or must otherwise be received by the RFP Coordinator at the address provided, by the submittal deadline.  Delivery errors will result without careful attention to the proper address.

3. Submittals and their packaging (boxes or envelopes) should be clearly marked with the name and address of the Proposer.

4. Please do not use any plastic or vinyl binders or folders.  The City prefers simple, stapled paper copies. If a binder or folder is essential due to the size of your submission, they are to be fully 100% recycled stock.  Such binders are available from Keeney’s Office Supply at 425-285-0541 or Complete Office Solutions at 206-650-9195. 

5. Please double-side your submittal.

No RFP Opening – No Reading of Prices: The City does not conduct a bid opening for RFP responses.
 
Proposer Responsibility to Provide Full Response: It is the Proposer’s responsibility to respond, which does not require interpretation or clarification by the RFP Coordinator.  The Proposer is to provide all requested materials, forms and information. The Proposer is responsible to ensure the materials submitted will properly and accurately reflects the Proposer specifications and offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the Proposer after the RFP deadline; however this does not limit the right of the City to consider additional information (such as references that are not provided by the Proposer but are known to the City, or past experience by the City in assessing responsibility), or to seek clarifications by the City. 
[bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]Taxes: The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). Washington state tax, use tax if any, and local sales tax will be added onto the resultant Contract cost, although will not be used in evaluation of costs.
[bookmark: _Toc524484967][bookmark: _Toc524754154][bookmark: _Toc526492399][bookmark: _Toc528557454][bookmark: _Toc529153514][bookmark: _Toc30899412]Contract Terms and Conditions: Proposers are to price and submit proposals with the understanding that all specifications, requirements, terms and conditions are mandatory for the Proposer to comply with.  Proposers are responsible to review all specifications, requirements, Terms and Conditions, insurance requirements, and other requirements.  Submittal of a proposal is agreement to comply without exception, unless modified by the City. The City has the right to negotiate changes to submitted proposals and to change the City's otherwise mandatory terms and conditions during negotiations, or by providing notice to the Proposer during the contract. 

Negotiations: Nothing herein prohibits the City from opening discussions with the highest ranked apparent successful Proposer, to negotiate modifications to either the proposal or the contract terms and conditions, to align the proposal or the contract to best meet City needs within the scope sought by the RFP. 	
Effective Dates of Offer: Offer prices and costs in Proposer submittal must remain valid until City completes award.  Should any Proposer object to this condition, the Proposer must provide objection through a question and/or complaint to the RFP Coordinator prior to the proposal due date.
Cost of Preparing Proposals: The City will not be liable for any costs incurred by the Proposer in the preparation and presentation of proposals submitted in response to this RFP including, but not limited to, costs incurred in connection with the Proposer’s participation in demonstrations and the pre-proposal conference.
[bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]Proposer Responsibility: It is the Proposer responsibility to examine all specifications and conditions thoroughly, and comply fully with specifications and all attached terms and conditions.  Proposers must comply with all Federal, State, and City laws, ordinances and rules, and meet any and all registration requirements where required for contractors as set forth in the Washington Revised Statutes.

[bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716]Readability: Proposers are advised that the City’s ability to evaluate proposals is dependent in part on the Proposer’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive, and readable.  Clarity of language and adequate, accessible documentation is essential.

Changes or Corrections in Proposal Submittal: Prior to the submittal closing date and time, a Proposer may change its proposal, if the change is initialed and dated by the Proposer.  No change shall be allowed after the closing date and time. Note you cannot change, mark-up or cross-out any condition, format, provision or term that appears on the City’s published Offer Form. If you need to change any of your own prices or answers that you write on the Offer Form, it must be made in pen, initialed, and be clear in intent.  Do not use white-out.

Errors in Proposals: Proposers are responsible for errors and omissions in their proposals.  No such error or omission shall diminish the Proposer’s obligations to the City
.
Withdrawal of Proposal: A submittal may be withdrawn by written request of the submitter, prior to the quotation closing date and time.  After the closing date and time, the submittal may be withdrawn only with permission by the City.
[bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420]Rejection of Proposals and Rights of Award: The City reserves the right to reject any or all proposals with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
[bookmark: _Toc521141132][bookmark: _Toc524484979][bookmark: _Toc524754166][bookmark: _Toc526492408][bookmark: _Toc528557463][bookmark: _Toc529153523][bookmark: _Toc30899421]Incorporation of RFP and Proposal in Contract: This RFP and the Proposer’s response, including all promises, warranties, commitments, and representations made in the successful proposal as accepted by the City, shall be binding and incorporated by reference in the City’s contract with the Proposer.
Equal Benefits: Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether proposers provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees, and of their dependents and family members.  The bid package includes a “Vendor Questionnaire” which is the mandatory form on which you make a designation about the status of such benefits. If your company does not comply with Equal Benefits and does not intend to do so, you must still supply the information on the Vendor Questionnaire. Instructions are provided at the back of the Questionnaire.

Women and Minority Opportunities: The City intends to provide the maximum practicable opportunity for successful participation of minority and women owned firms, given that such businesses are underrepresented.  The City requires all Proposers agree to SMC Chapter 20.42, and will require proposals with meaningful subcontracting opportunities to also supply a plan for including minority and women owned firms.  
If you intend to subcontract a portion of the concession work, a Woman and Minority Inclusion Plan is a mandatory submittal with your RFP response, and is provided for you as part of the Vendor Questionnaire, included in Section 7 of this RFP document. The Inclusion Plan, if required, is a material part of the contract.  Read the Inclusion Plan carefully; it is incorporated into the contract.  At City request, vendors must furnish evidence of compliance, such as copies of agreements with WMBE subcontractors.    The plan seeks WMBE business utilization as well as recognizes those companies or respondents that have a unique business purpose for hiring of workers with barriers.

Insurance Requirements: Insurance requirements in Attachment #1 are mandatory.  If none, then Contract requirements apply.  If formal proof of insurance must be submitted to the City before execution of the Contract, the City will remind the apparent successful proposal in the Intent to Award letter.  The apparent successful Proposer must promptly provide such proof of insurance to the City in reply to the Intent to Award Letter.  Contracts will not be executed until all required proof of insurance has been received and approved by the City.
Proposers are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, if the Proposer is selected as a finalist.  Proposers may elect to provide the requested insurance documents within their Proposal.
Proprietary Materials: Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  Some records or portions of records are legally exempt from disclosure and can be redacted or withheld. The Public Records Act (RCW 42.56 and RCW 19.10)8 describes those exemptions. Proposers must familiarize themselves with the Washington State Public Records Act (PRA) and the City of Seattle’s process for managing records.

The City will try to redact anything that seems obvious in the City opinion for redaction.   For example, the City will black out (redact) Social Security Numbers, federal tax identifiers, and financial account numbers before records are made viewable by the public.  However, this does not replace your own obligations to identify any materials you wish to have redacted or protected, and that you think are so under the Public Records Act (PRA).

Protecting your Materials from Disclosure (Protected, Confidential, or Proprietary): You must determine and declare any materials you want exempted (redacted), and that you also believe are eligible for redaction.  This includes but is not limited to your bid submissions, contract materials and work products.   

Proposal Submittals: If you wish to assert exemptions in the materials in your proposal, you must identify your exemption request in the Vendor Questionnaire in the Non-Disclosure Request Section.

Contract Work Products: If you wish to assert exemptions for your contract work products you must notify the City Project Manager at the time such records are generated.

Please note the City cannot accept a generic marking of materials, such as marking everything with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You may not exempt an entire page unless each sentence is entitled to exemption; instead, identify paragraphs or sentences that meet the RCW exemption criteria you are relying upon.  

City’s Response to a Public Records Act Requests: The City will prepare two versions of your materials:

Full Redaction: A public copy that redacts (blacks out) both the exemptions (such as social security numbers) identified by the City and also materials or text you identified as exempt. The fully redacted version is made public upon contract execution and will be supplied with no notification to you.

Limited Redaction:  A copy that redacts (blacks out) only the exemptions (such as social security numbers) identified by the City.  This does not redact (black out) exemptions you identified. The Limited Redaction will be released only after you are provided “third party notice” that allows you the legal right under RCW 42.56.540 to bring a legal action to enjoin the release of any records you believe are not subject to disclosure.

If any requestor seeks the Limited Redacted or original versions, the City will provide you “third party notice”, giving ten business days to obtain a temporary restraining order while you pursue a court injunction.  A judge will determine the status of your exemptions and the Public Records Act. 

Requesting Disclosure of Public Records: The City asks Proposers and their companies to refrain from requesting public disclosure of proposal records until an intention to award is announced.  This shelters the solicitation process, particularly during evaluation and selection or if a cancellation occurs with re-solicitation.  With this preference stated, the City will continue to respond to all requests for disclosure of public records as required by State Law.  If you do wish to make a request for records, please address your request in writing to:  Zuzka Lehocka-Howell at Zuzka.Lehocka-Howell@seattle.gov.  
[bookmark: _MON_1310214601]
Ethics Code: Please familiarize yourself with the new code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Vendors, Customers and Clients.  Specific question should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500. 


No Gifts and Gratuities:  Concessionaires shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Concessionaire.  An example is giving a City employee sporting event tickets to a City employee on the evaluation team of a bid you plan to submit. The definition of what a “benefit” would be is broad and could include not only awarding a contract but also the administration of the contract or the evaluation of contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items from Concessionaires.  Promotional items worth less than $25 may be distributed by the vendor to City employees if the Concessionaire uses the items as routine and standard promotions for the business.
 
Involvement of Current and Former City Employees: If a Concessionaire has any current or former City employees, official or volunteer, working or assisting on solicitation of City business or on completion of an awarded contract, you must provide written notice to City Purchasing of the current or former City official, employee or volunteer’s name.  The Vendor Questionnaire within your bid documents prompts you to answer that question.  You must continue to update that information to City Purchasing during the full course of the contract.  The Concessionaire is aware and familiar with the Ethics Code, and educates Concessionaire workers accordingly.

Contract Workers with more than 1,000 Hours: The Ethics Code has been amended to apply to Concessionaire company workers that perform over 1,000 cumulative hours on any City contract during any 12-month period.  Any such Concessionaire company employee covered by the Ethics Code must abide by the City Ethics Code. The Concessionaire is to be aware and familiar with the Ethics Code, and educate Concessionaire workers accordingly.
 
No Conflict of Interest: Concessionaire (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Concessionaire performance. The City shall make sole determination as to compliance.  


7. [bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]OFFER SHEET AND MANDATORY SUBMITTALS
Submit proposal with the following format and attachments.  Failure to clearly and completely provide all information below, on forms provided and in order requested, may result in rejection as non-responsive.

1. Cover letter (optional)

2. Mandatory - Letter from a qualified surety to commit a Bond or Letter of Credit. (if a Bond is requested)

3. Legal Name: Submit a certificate, copy of web-page, or other documentation from the Secretary of State in which you incorporated that shows your legal name as a company.  Many companies use a “Doing Business As” Name, or a Nickname in their daily business.  However, the City requires the legal name of your company, as it is legally registered.  When preparing all forms below, use the proper company legal name. Your company’s legal name can be verified through the State Corporation Commission in the state in which you were established, which is often located within the Secretary of State’s Office for each state.  http://www.coordinatedlegal.com/SecretaryOfState.html

4. Minimum Qualifications: This is a mandatory submittal. Provide a document of sufficient length or on the form embedded below to indicate Proposer compliance to the Minimum Qualifications. Describe exactly how you achieve each minimum qualification.  The determination you have achieved all the minimum qualifications is made from this or similar document alone and therefore the Buyer is not obligated to check references or search other materials in your proposal to make this decision.  

5. Vendor Questionnaire: This form is mandatory.  Submit this questionnaire, even if you have submitted one to the City on previous solicitations or contracts.
	 
6. Proposal Response: This is a mandatory submittal.  Elements of this response will be scored or ranked by the Evaluation Committee. 



[bookmark: _MON_1198650771]Submittal Checklist
This checklist is for your convenience only and does not need to be submitted with your proposal.  This checklist summarizes each form or other information required to complete and submit your proposal package to the City.


	Cover Sheet

	

	Letter of Bond Commitment

	Mandatory

	Legal Name

	

	Minimum Qualifications Page
	Mandatory 


	Vendor Questionnaire

	Mandatory

	Proposal Response

	Mandatory



8. [bookmark: _Toc327166111][bookmark: _Toc327171010][bookmark: _Toc327933397][bookmark: _Toc330967667][bookmark: _Toc331470955][bookmark: _Toc331486875][bookmark: _Toc331488290][bookmark: _Toc331898932][bookmark: _Toc331899111][bookmark: _Toc331900259][bookmark: _Toc331932386][bookmark: _Toc332179011][bookmark: _Toc332441008][bookmark: _Toc332677932][bookmark: _Toc332684250][bookmark: _Toc332776348][bookmark: _Toc333207794][bookmark: _Toc520001245][bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498]EVALUATION PROCESS
Step #1:  Initial Screening: Minimum Qualifications and Responsiveness:  The City shall first review submittals to for initial decisions on responsiveness and responsibility.  Those found responsive and responsible based on this initial review shall proceed to Step 2.   Equal Benefits, Minimum Qualifications for those specifications upon which the Proposer is submitting, a responsive and responsible Inclusion Plan, and other elements of responsiveness will be screened in this Step. 
Step #2:  Proposal Evaluation:  The City will evaluate proposals using the criteria specified below. Responses will be evaluated and ranked or scored.  

Evaluation Criteria:                             			Weight (points)
	Operational Plans
	30%

	Management/Organizational Resources
	25%

	Financial Terms
	45%

	
	



Step #3:  Interviews: The City may interview top ranked firms that are most competitive. If interviews are conducted, rankings of firms and award configurations (i.e. partial and/or multiple awards) shall be determined by the City, using the combined results of interviews and proposal submittals.
Proposers invited to interview are to bring the assigned Project Manager that has been named by the Proposer in the Proposal, and may bring other key personnel named in the Proposal. The Proposer shall not bring an individual who does not work for the Proposer or for the Proposer as a subcontractor on this project, without specific advance authorization by the City Buyer.
[bookmark: _Toc521994484][bookmark: _Toc98639862]Step #4:  Selection:  The City shall select the highest ranked Proposer for award, or may consider a combination of awards at the option of the City.   
Step #5:  Contract Negotiations:  The City may negotiate elements of the proposal as required to best meet the needs of the City, with the apparent successful Proposer.  The City may negotiate any aspect of the proposal or the solicitation. 
Repeat of Evaluation Steps: If no Proposer is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals that were active at that step in the process.  The City shall then sequentially step through all remaining steps as if conducting a new evaluation process. The City reserves the right to terminate the process if no proposals meet its requirements.
Points of Clarification:  Throughout the evaluation process, the City reserves the right to seek clarifications from any Proposer.  

Substantially Equivalent Scores:  if the top two Proposer receive substantially equivalent scores, the contract will be awarded to that Proposer who, in the opinion of the City, best meets the City needs.  

8. AWARD AND CONTRACT EXECUTION INSTRUCTIONS
The RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all Proposers responding to the Solicitation. 

Protests and Complaints: The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this RFP process.  Please see the City website at http://www.seattle.gov/contracting/ProtestPolicy.htm for these rules.  Interested parties have the obligation to be aware of and understand these rules, and to seek clarification from the City. Note there are time limits on protests and Proposers have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.   

No Debriefs: The City issues results and award decisions to all proposers. The City does not provide debriefs. 
[bookmark: _Toc79482493][bookmark: _Toc85261728]
Instructions to the Apparently Successful Concessionaire(s): The Apparently Successful Concessionaire(s) will receive an Intent to Award Letter from the RFP Coordinator after award decisions are made by the City.  The Letter will include instructions for final submittals that are due prior to execution of the contract or Purchase Order.  

If the Concessionaire was allowed to request exceptions in the instructions (Section 6), and chose to do so, the City will review and select those the City is willing to accept. There will be no discussion on exceptions. Once the Contract is formulated, the City may identify proposal elements that require further discussion to align the proposal and contract fully with City business needs before finalizing the agreement. If so, the City will initiate the discussion and the Concessionaire is to be prepared to respond quickly in City discussions. The City has provided only 15 calendar days to finalize such discussions. If mutual agreement requires more than 15 calendar days, the City may terminate negotiations, reject the Proposer and may disqualify the Proposer from future submittals for these same products/services, and continue to the next highest ranked Proposal, at the sole discretion of the City.  The City will send a final agreement package to the Concessionaire for signature.

Once the City has finalized and issued the contract for signature, the Concessionaire must execute the contract and provide all requested documents within ten (10) business days.  This includes attaining a Seattle Business License, payment of associated taxes due, and providing proof of insurance.  If the Concessionaire fails to execute the contract with all documents within the ten (10) day time frame, the City may cancel the award and proceed to the next ranked Concessionaire, or cancel or reissue this solicitation.  Cancellation of an award for failure to execute the Contract as attached may cause Proposer disqualification for future solicitations for this product/service.

Checklist of Final Submittals Prior to Award: The Concessionaire(s) should anticipate that the Letter will require at least the following.  Concessionaires are encouraged to prepare these documents as soon as possible, to eliminate risks of late compliance.
· Seattle Business License is current and all taxes due have been paid.
· State of Washington Business License.
· Certificate of Insurance (if a hard-copy is required by the specifications)
· Special Licenses (if any)
· Approved Contract Bond (if applicable)
· Intent to Pay Prevailing Wages (for prime and any subcontractors)

Taxpayer Identification Number and W-9: Unless the Concessionaire has already submitted a Taxpayer Identification Number and Certification Request Form (W-9) to the City, the Concessionaire must execute and submit this form prior to the contract execution date.  


Attachments

For convenience, the following documents have been embedded in Icon form within this document. (Double click on Icon to open).  

[bookmark: businesscase][bookmark: taxpayeridandw9formappendix]Attachment #1:   Insurance Requirements
	
	


Attachment #2:  Contract or Terms & Conditions
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