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Washington State
DEPARTMENT.OF PERSONNEL
REQUEST FOR QUALIFICATIONS and QUOTATIONS (RFQQ) (#K360)
to establish
MASTER CONTRACTS
For
ORGANIZATIONAL DEVELOPMENT SERVICES

RFQQ AMENDMENT 5
Dated June 4, 2009

The RFQQ identified above, including any subsequent amendment thereto, is hereby amended under the
provisions addressing changes and modifications and by the mutual consent of all parties hereto, as follows:

2.4 Acquisition Schedule

DOP plans the following schedule for this Acquisition. DOP reserves the right to revise this

schedule.
Helease Acquisition to Bidders N/A March 13, 2009
Pre-response Conterence — Optional 9:00 a.m. | March 25, 2009 .
Deadline for Complaints and Questions '5:00 p.m. | March 28, 2009
Responses to Questions By 5:00 | March 30, 2009
p.m.
Responses Due 5:00 p.m. | April 10, 2008
Professional Evaluation Period, including N/A April 13 - June 10, 2009
Semi-finaiist Interviews
Announce Selected Bidder(s) in WEBS N/A June 15, 2009
Request for Debriefing Conferences 5:00 p.m. | June 18, 2009
Conduct Debriefing Conferences TBD Through June 23, 2009
Signed Contracts and insurance Documents June 26, 2009
Due to DOP from Successful Bidders
Master Contracts Filed with OFM ' July 1 - 16, 2009
Anticipated Master Contracts Effective July 20, 2009
Times indicated are local in Olympia, WA.

Al other terms and conditions of the original RFQQ and any subsequent amendments thereto remain in full
force and effect.
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Washington State
DEPARTMENT OF PERSONNEL
REQUEST FOR QUALIFICATIONS and QUOTATIONS (RFQQ) (#K360)
to establish
MASTER CONTRACTS
For
ORGANIZATIONAL DEVELOPMENT SERVICES

RFQQ AMENDMENT 4
Dated May 22, 2009

The RFQQ identified above, including any subsequent amendment thereto, is hereby amended under the
provisions addressing changes and modifications and by the mutual consent of all parties hereto, as follows:

2.4 Acquisition Schedule

DOP plans the following schedule for this Acquisition. DOP reserves the right to revise this

schedule.

e L Event 2 e o Time st e 0 Date-
Release Acqmsmon to Bidders N/A March 18 2009
Pre-response Conference — Optional 9:00 a.m. | March 25, 2009
Deadline for Complaints and Questions 5:.00 p.m. | March 28, 2008
Responses to Questions By 5:00 March 30, 2009

p.m.

Responses Due 5:00 p.m. [ April 10, 2009
Professional Evaluation Period, including N/A April 13 - May 22, 2009
Semi-finalist Interviews
Announce Selecied Bidder(s) N/A June 5, 2009
Request for Debriefing Conferences 5:00 p.m. | —June 8, 2009
Conduct Debriefing Conferences TBD Through Juna 12, 2008
Signed Contracts and Insurance Documents June 26, 2009
Due to DOP from Successful Bidders
Master Contracts Filed with OFM July 1 -15, 2009
Anticipated Master Contracts Effective ' July 16, 2009

Times indicated are local in Olympia, WA.

3.8.2 (MUR) Required Insurance

All Contractors are required to obtain insurance to protect Washington State should there be
any claims, suits, actions, costs, or damages or expenses arising from any negligent or
intentional act or omission of the Contractor or its Subcontractar(s), or their agents, while
performing work under the terms of any Master Contract resulting from this Acquisition. Bidders
will find a complete description of the specific insurance requirements in the proposed contract
terms in Attachment A, Master Coniract Terms and Conditions, in the section title /nsurance.





In addition to the standard insurance that's required for all Contractors, those Contractors
approved to provide services in the Personnel Investigations category must carry Professional
Liability Errors and Omissions as described in Attachment A, Master Coniract Terms and
Conditions. :

Bidder must state that it will comply with the insurance requirements as described in Attachment
A, Master Contract Terms and Condiitions. If selected to be in the contractor peol, Bidder must
submit a a current certificate of insurance showing that the Bidder has the types and leveis of
insurance required no later than 5:00 p.m., Pacific Time, June 26, 2009. If Bidder does not
submit the insurance certificate by the deadiine, they will be disqualified and will not receive a
contract from DOP. ’

All other terms and conditions of the original RFQQ and any subseguent amendments thereto remain in full
force and effect.





Washington State
DEPARTMENT OF PERSONNEL
REQUEST FOR QUALIFICATIONS and QUOTATIONS (RFQQ) (#K360)
to establish
MASTER CONTRACTS
- For
ORGANIZATIONAL DEVELOPMENT SERVICES

RFQQ AMENDMENT 3
Dated March 31, 2009

The RFQQ identified above, including any subseguent amendment thereto, is hereby amended under the
provisions addressing changes and modifications and by the mutual consent of all parties hereto, as follows;

4.2 {(MS5R) Executive Summary

Responses must include an Executive Summary. This summary must describe, at a high level,
the Bidder's knowledge and expertise.

At a minimum the Bidder must address the following:

« Core or primary business as it relates to this acquisition (including mission, vision, values, etc.);
s Areas of Expertise (leadership, strategic planning, organizational development, etc); and

» Staffing and other resources available to accomplish the work.

Scores for this sectian will be based on, but not limited to, the degree to which Bidder
demonstrates that it understands and can meet the state’s needs as stated in this Acguisition, and
the proposed approach is consistent with the objectives of the state of Washington.

The response to this section must not exceed spa-two (42) typed page. For the purposes of this
section only, font types and sizes are restricted to either Times New Boman or Arial and no
smaller than 10 points.

The weight factor for the Executive Summary is 23 points, for a possibility of $0-15 total points.

4.1.3 (MSR) Not-to-Exceed Rates
Contractor's total compensation for Services rendered shall be based on the proposed financial
rate for that particular Professional Category. At the second tier competition, Contractor may only
propose rates at or below those contained in their DOF Master Contract.

All financial rates are to include all administrative and overhead costs.

The weight factor for the financial rates for each Professional Category is 45 points, for a
possibility of 25-20 points per Professional Category.
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Bidder is to propose a not-to-exceed hourly rate for each Professional Category (except Executive
Recruitment) for which the Bidder is responding.

For Executive Recruitment Only

Bidder is to propose a not-to-exceed percentage of the annual salary for any candidate hired as
the resuit of an executive recruitment services provider by the cantractor.

6.3.2.1 Evaluation Criteria and Scoring Techniques

Scoring will use evaluation criteria that will be developed by DOP prior to the receipt of Bidder
Responses. Using these criteria, each Mandatory Scored Requirement will be given a score by
each evaluator. Evaluation team members will score independently of one another. Upon
completion of individual scoring, individual scores will be added together and averaged; the
average of the individual scores will become the Bidder's Professional Score. Professional
Scores will be divided in three (3) categories:

» Management Score: Resulting from the scoring-of Section 4.2, (MSR) Executive Summary.
This score is worth up to ten-fifteen percent (1915%) of the total score.

» Financial Score: Resulting from the scoring of Section 4.1.3, (MSR) Not-to-Exceed Rates.
This score is worth up to twenty-five percent (2520%) of the total score.

¢ Organizational Development Category Scores: A separate score will be given for each
Organizational Development Category the Bidder proposes in response to Section 5,
Organizational Development Services Category Requirements. The score for each category
is worth up to sixty-five percent (65%) of the total score for that category.

NEW SECTION: 6.3.2.1.1 Financial Scoring

Evaluators will calculate the score for the Financial Score using the Bidder's Not-to-Exceed Rate
in response to Section 4.1.3, Not-to-Exceed Rate. This score will be used in the calculation of
Bidder’s total score for each category as set forth in Section 6.3.2.1, Evaluation Criteria and
Scoring Techniques.

As outlined in Section 4.1.3, Bidders must submit a not-to-exceed rate for each Organizational
Development category they are submitting a rasponse. Alf not-to-exceed rates received for each
category will be totaled and averaged (for that category).

Bidders whose individual not-to-exceed rate falls at or below the overalf average rate for-each
specific category will receive the 20 maximum points/score. Bidders whose proposed rate is
above the overal average rate for that particular category will receive a score according to the
following formula: i '

Average Rate for the Category X 20 Points = Bidder's Category Financial Score
Bidder's Category Price

Example:
Bidders A, B, C and D each quoted a set of prices for the same Organizational Development
category.

$OD do) Average
S Category 0 1 JRate LS Ratel
Coaching $111.25
Facilitation $80 $90 $170 $145 $121.25
Team Development $110 $125 $175 $215 $156.25

Results:





”Coabhmg' .
Facilitation 20 20 14.27 16.72
Team Development - 20 20 17.86 14.54

All results from the rate evaluation will be rounded up or down to the nearest tenth. For example,
an evaluation score of 18.5416 will become 18.54 and 17.8571 will become 17.86.

6.3.2.3 Phase 3: Semi-finalist Selection

The Bidder's Professional score for each Organizational Development Category will be calculated
as follows: ‘

+ Management Score {(Worth up to 18-15 points)
+ Financial Score for any Particuiar Category (Worth up to 25-20 points})

+ Expetience Score for any Particular Cateqory (Worth Lp to 65 pbints]
Total Possible Professional Score of 100 Points Per Category

Bidder Responses receiving seventy {70) or more points of the total available score for each
category will be advanced to the Interview Panel for evaluation. Bidder Responses receiving less
than seventy (70} points of the fotal available score for any category will be disqualified from
further consideration in that particular category. It is possible for a Bidder who is proposing in
multiple categories to advance to the Semi-Finalist interview for evaluation in some categories
and not others.

RFQQ Attachment A, Contract Terms and Cenditions

Is here by amendment to delete Section 32, Rule of Construction as to Ambiguities, is hereby
deleted in its entirety.

All other terms and conditions of the original RFQQ and any subseguent amendments thereto remain in full
force and effect.
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Washington State
DEPARTMENT OF PERSONNEL
REQUEST FOR QUALIFICATIONS and QUOTATIONS (RFQQ) (#K360)
tc establish
MASTER CONTRACTS
For
CRGANIZATIONAL DEVELOPMENT SERVICES

RFQQ AMENDMENT 2
Dated March 24, 2009

The RFQQ identified above, including any subsequent amendment thereto, is hereby amended under the
provisions addressing changes and modifications and by the mutual consent of all parties hereto, as follows:

2.4 Acquisition Scheduie

DOP pilans the following schedule for this Acquisition. DOP reserves the right to revise this

schedule.
o L " Event - o s Time s | 0 Dater o
Release Acqmsmon to B[dders N/A March 13, 2009
Pre-response Conference — Optional 8:00 a.m. | March 25, 2009
Deadline for Complaints and Questions 5:00 p.m. | March 28, 2009
Responses to Questions By 5:00 March 2830, 2009
. : p.m.
Responses Due 5:00 p.m. | April 10, 2009
Professional Evaluation Period, including N/A Aprit 13 - May 22, 5009
Semi-finalist Interviews
Announce Selected Bidder(s) N/A May 22, 2009
Hequest for Debriefing Conferences 5:00 p.m. | May 26 - 27, 2009
Conduct Debriefing Conferences TBD May 26 - June 5, 2009
Master Contracts Filed with OFM July 1 - 15, 2009
Master Contracts Effective July 16, 2009
Times indicated are local in Olympia, WA.

3.8.2 (MUR) Required Insurance

All Contractors are required to obtain insurance to protect Washmgton State should there be
any claims, suits, actions, costs, or damages or expenses arising from any negligent or
intentional act or omission of the Contractor or its Subcontractor(s), or their agents, while
performing work under the terms of any Master Contract resulting from this Acquisition. Bidders
will find a complete description of the specific insurance reqwrements in the proposed contract
terms in Attachment A, Master Contract Terms and Conditions, in the section title Insurance.

in addition to the standard insurance that's required for alt Contractors, those Gontraciors
approved to provide services in the Personnel Investigations category must carry Professional





Liability Errors and Omissions as described in Attachment A, Master Contract Terms and
Conditions, ‘

. _ ” Cineura inc that-the.Bi -

Bidder must state that it will comply with the insurance requirements as describad in Attachment
A, Master Contract Terms and Conditions. |f selected to be in the contractor pool, Bidder must
submit a a current certificate of insurance showing that the Bidder has the types and levels of
insurance required no later than 5:00 p.m., Pacific Time, June 19, 2009, If Bidder does not
submit the insurance certificate by the deadline, they will be disqualified and will not receive a

coniract from DOP.

All other terms and conditions of the original RFQQ and any subsequent amendments thereto remain in full
force and effect.





Washington State
DEPARTMENT OF PERSONNEL
REQUEST FOR QUALIFICATIONS and QUOTATIONS (RFQQ) (#K360)
to establish
MASTER CONTRACTS
For
ORGANIZATIONAL DEVELOPMENT SERVICES

RFQQ AMENDMENT 1
Dated March 16, 2009

The RFQQ identified above, including any subsequent amendment thereto, is Hereby amended under the
provisions addressing changes and modifications and by the mutual consent of all parties hereto, as follows:

3.7 (MUR) Current and Former Washington State Employees i

It any officer, employee, or consultant of the Bidder ramed-inany-partof the-Bi '

is or was an employee of Washington State during the twenty-four (24) months preceding the
Response Due Date, the Bidder must provide the individual's name, employing agency, job title
while with the agency, and separation date, if applicable.

If any officer, empiovee, or consultant of the Bidder is a current state employee, Bidder must
attach a copy of a letter from the Executive Ethics Board (EBB) indicating that any work
performed under a Contract resulting from this Acquisition is not a conflict of interest under
chapter 42.52 RCW. '

It, following a review of this information, it is determined by DOP that a condlict of interest exists
or may exist, the Bidder, or their proposed consuitant, may be disqualified from further
consideration at the sole discretion of DOP.

All other terms and conditions of the original RFQQ and any subseguent amendments thereto remain in full
force and effect.
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1.

INTRODUCTION

1.1

Background

1.1.1

1.1.2

Department of Personnel

The Washington State Department of Personnel (DOP) provides human resource
guidance and services to maximize state government's ability to serve the citizens of
Washington. The Department of Personnel's goeal is to help build a state workforce
where people

+ Have the right skills to be productive and successiful;

*  Are equipped with the tools and infrastructure to do their jobs;

» Have a workplace environment that is diverse, supportive and performance-
driven: and

s Are dedicated to serving the public and giving to their commiunities.

As the central human resource agency for the state, DOP provides a fult range of
human resource services to state agencies, higher education institutions, state
empioyees, and—in some instances---to other public sector and nan- prof]t
organizations. Our services include:

Human Resource Consultation and Services

Executive Search Services

Leadership Development

Organizaiional Development

Employee Development and Training

Employee Assistance Program

Combined Fund Drive

Diversity and Reasonable Accommodation

Administer the state’'s central personnel and payroll computer systems.

Organizational and Employee Development Services Division

DOP’s Organizational and Employee Development Services Division (OEDS) is
dedicated to providing its custemers with high quality, cost effective human resource
development services. We are working to meet our customer's demands for more
choices, more customization, and an immediacy of response.

One way we meet our customers’ needs is to make available a roster of outstanding
Organizaticnal Development {OD) consultants. To that end, DOP is issuing the Request
for Qualifications and Quotations (RFQQ).

1.2 Scope and Objectives for this Acquisition

Through this RFQQ, DOP intends to establish lists of pre-qualified consultants by entering into
Master Contracts with Contractors who can meet Purchasers' demand for effective
Organizational Development Services on an as-needed basis.

This is a multiple-award RFQQ, meaning that many Bidders will be awarded a Master Contract
in order to create “peols” of talent from which to draw to meet the State's needs.

Bidders with current contracts with DOP, must respond to this Acquisition in order to get a new
coniract.
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1.3  Organizational Development Categories

Bidders may submit responses for any or all of the OD categories listed in this Acquisition.
Bidders are not required to submit a response to all of the OD categories. The Organizational
Development professional categories are as follows:"

Business Analysis / Process Improvement
Coaching

Conferences / Retreats / Forums — Planners
Conferences / Retreats / Forums — Speakers
Customer & Stakeholder Management
Effective Communication

Executive Recruitment

Facilitation

. Leadership

10. Organizational Development & Change Management
11. Performance Management

12. Personnel Investigations

13. Personnel lssues

14. Strategic Planning

15. Team Development

PN RN~

w

1.4 Contract and Work Order Terms
1.4.1 Term of Master Confract

a}  Initial Term
The initial Contract Term shall be from July 1, 2009 or date of last signature
affixed, whichever is later, through June 30, 2010.

b) Extensions
The Contract’s Term may be extended by up to four {4) additional one (1) year
terms. :

Transition Term )

DOP may execute a final extension period of up to one (1) year with the
Contractor that shall be known as the Transition Term during which no additional
Work Orders shall be executed. The purpose of the Transition Term is to support
completion of active Work Orders executed prior to the Transition Term.

Notice of Extension

All extensions to the Master Contract shall be at DOP's sole option and shall be
effected by DOP giving written notice of its intent to extend this Contract to
Contractor not less than thirty (30) calendar days prior to the then-current
Contract Term's expiration and Contractor accepting such extension prior to the
then-current Contract Term’s expiration.

Maximum Term :

The Term of the Contract, including all Extensions and the Transition Term, shall
“not be extended bayond June 30, 2014. No change in terms and conditions shall
be permitted during these extensions unless specifically agreed ta in writing.

1.4.2 Term of Work Orders

a)  The Term of any Work Order executed pursuant to a Contract shall be set forth in
the Work Order.
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b)  Work Orders or renewal Work Orders entered into prior to the expiration or other
termination of this Master Contract may be completed under the Master Contract
‘terms and conditions in effect when the Work Order or renewal Work Order was
entered into.

c) No New Work Orders or renewal Work Orders shall be entered into after the
effective date of the Transition Term or the date that the Master Contract may be
otherwise terminated.

d)  Work Orders shall not be renewed for a Term beyond the date of the Maximum
Term set forth above.

1.5 Refresh of Contractor Pool and Category Pescriptions

DOP reserves the right to "refresh” this Acquisition by periodically re-issuihg this RFQQ to allow
new Bidders to apply. The schedule for any "refresh" will be determined by DOP, in its sole
discretion, to meet its business needs and those of its customers.

DOP also reserves the right to update Organizational Development category descriptions or add
categories, as the state's business needs dictate, and at DOP's sole discretion.

1.6 Definitions

The following terms as used throughout this Acquisition shall have the meanings set forth
below.

“Apparently Successful Bidder(s)” shall mean the Bidder(s) who meets all the requirements
of this Acquisition, and is the highest scoring Bidder after all Mandatory Reguirements have
been evaluated and scored.

“Acquisition" shall mean this Request for Qualifications and Quotations used fo competitively
establish Master Contracts for Organizational Development Services.

“Bidder" or "Bidder(s)" shall mean an organization(s) submitting a Response to this
Acquisition.

“Business Days and Hours” shall mean DOP’s published business days and hours. Standard
Business Days and Hours are Monday through Friday, 8:00 a.m. to 5:00 p.m., Pacific Time,
except for holidays observed by the state of Washington. Business Days and Hours may be
subject to change based upon DOP's business requirements. Purchasers' business days and
hours may vary.

“Contract” or "Master Contract” shall mean the Coniraci(s), if any, that may result from this
Acquisition, inciuding all Attachments, Exhibits, Statement(s) of Work, all amendmenis, and the
Bidder's Response to this Acquisition.

“Contractor” shall mean the Bidder(s) with whom DOP enters into a Master Contract as a result
of this Acquisition, its employees and agents. Contractor also includes any firm, provider,
organization, individual, or other entity performing work under the Contract on behalf of the
Contractor. It shall also include any Subcontractor retained by Contractor as permitted under
the terms of the Contract resulting from this acqguisition.

“Department of Personnel” or “DOP” shall mean the state of Washington Bepartment of
Personnel, any division, section, office, unit or other entity of DO or any of the officers or other
officials lawfully reprasenting DOP.
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"Organizational Development Services" or "OD" shall includes, but is not limited to, services
with a primary focus on agency organizational and human resource issues. Includes services to
study, analyze, or review the organizational structure, framework, or culture of the agency or
divisions within the agency, and/or services implementing the recommendations of such an
organizational study or effort. Also includes services that provide recommendations to
management on enhanced efficiencies, productivity and process improvements related to
employee functions at an-agency and strategic planning within the organization; quality control
services related to employee responsibilities within the organization; services to assist agencies
in developing strategies to improve communication or processes with staff and customers to
implement an agency’s mission and to gain a better understanding of employee
issuesf/concerns; personnel investigations and mediation; and facilitation services.

“Personal Services” shall mean professional or technical expertise provided by consultant to
accomplish a specific study, project, task or duties as set forth in this Acquisition. (RCW
39.29.006(7) and Office of Financial Management's State Administrative and Accounting
Manual, Chapter 15.10).

“Purchaser” or "Purchasers” shall mean, with respect to use of any resulting Master Contract,
Washington State agencies, including but not limited to DOP, institutions of higher education,
boards, commissions and political subdivisions (e.g., counties, cities, school districts public
utility districts) as set forth in the Interlocal Cooperation Act, chapter 39.34 RCW, that purchase
Organizational Development Services through Master Contracts established as a result of this
Acquisition.

“RCW"” shall mean the Revised Code of Washington.
“Response” shall mean Contractor's Response to this Acquisition.
“Services” shall mean the same as "Organizational Development Services".

“Subcontractor” shail mean one not in the employment of Contractor, who is performing alf or
part of the business activities under the Contract under a separate contract with Contractor.
The term “Subcontractor’ means Subcontractor(s) of any ier.

“Work Order” shall mean the second tier contractual document issued by a state agency and
executed between the agency and the Contractor.

“Worlk Request” shall mean the second tier solicitation document developed and issued by a
state agency to Organizational Development Services Contractors to request proposals
responsive to the agency's requirements.

1.7 Acquisition Authority

Chapter 39.29 of the Revised Code of Washington (RCW) as amended establishes a policy of
open competition for all Personal Service contracts entered into by Washington State agencies.
It also provides for legisfative and executive review of all Personal Service contracts, to
centralize the location of information about Personal Service contracts for ease of public review,
and ensure proper accounting of Personal Services expenditures.

The Office of Financial Management (OFM) administers this RCW and has delegated to the
Director of the Department of Personnel (DOP) the purchasing approval authority for this
Acquisition. This Acquisition is in compliance with the policies and procedures for Personal
Services.
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Under the provisions of Chapter 39.20 RCW, any Coniract awarded from this Acquisition, and
non-administrative amendments, will be required to be filed with the state of Washington, Office
of Financial Management (OFM). Contracts required 1o be so filed shall not be effective, and no
work may be commenced nor payment made until ten (10) Business Days following the date of
filing, and until approved, if required, by OFM. DOP will, prior to the effective date of any
Contract, notify the Contractor(s) of the date the Coniract(s) was/were so approved and its
effective date. In the avent OFM fails to approve the Contract(s), itithey shall be null and void.

1.8 Acquisition Process
The acquisition process is conducted in two phases:

1)  First Tier Competition Process: Based upon the evaluation process described in
Section 6, Evaluation/Selection Procedures, DOP will create an unranked list of pre-
gualified vendors to provide Crganizational Development Services on an as-needed basis
to Purchasers. Bidders may submit responses for any or all of the OD categories listed in
Section 5, Professionaf Categories. Bidders are not required to submit a response to all of
the professional categories. The Bidder selected to receive a Master Contract will be
comprised of the highest scoring Bidders as outlined in Section 8, Evaluation/Sefection
Procedures.

2) Second Tier Competition Process: As Purchasers have a need for Services,
Purchasers will conduct a second tier competition by issuing a Work Request for the
relevant OD Category(ies). Purchasers will review all responses submitted for
consideration and will, at their sole discretion, select Contractor(s) to provide those
Services. Purchasers retain the right to select the most qualified Contractor{s) from the
responses received. For any given engagement, staff from multiple Contractors may be
selected to meet Purchasers' needs. Purchasers will contract directly with Contractor({s)
by issuing Work Order(s) against the Contractor's(s') contract(s) at that time. The -
Purchaser shall be responsible for the management and payment of such Work Order(s).

Purchasers shall conduct second tier acquisitions of Personal Services consistent with
chapter 39.29 HCW and the Siate Administrative and Accounting Manual (SAAM) chapter
15 (http://www.ofm.wa.gov/policy/15.htm).

1.9 Master Contract Use

This RFQQ is being issued on behalf of Washington State. The results of this RFQQ may be
used by agencies, institutions, school districts, political subdivisions (e.g., counties, cities, public
utility districts, as defined in the Interlocal Cooperation Act, chapter 39.34 RCW). Master
Contracts are not for personal use.

1.10 Multipie Award

DOP expects to enter into multiple Master Contracts with multiple Contractors as a result of this
Acquisition. It is the intention of DOP to establish a broad pool of gualified Contractors to meet
the anticipated needs for Organizational Development Services in Washington State.

1.11 Quantity/Usage
Since the Contracts resulting from this Acquisition will be designated as “optional-use,” no
guarantee of volume or usage can be given.
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1.12 Types and Components of Contract
1.12.1 Master Contract

Any Contract resulting from this Acquisition will be designated as a statewide Master
Contract. All such Master Contracts satisfy competitive procurement requirements for
the solicitation of Organizational Development Services for Purchasers. Master
Contracts may be used by eligible Purchasers statewide, allowing them to benefit from
economies of scale, and providing them access to qualified Contractors available to
provide high quality Organizational Development Services and allowing Contractors to
benefit by reaching a larger purchaser base. The establishment of any Master Contract
will not affect current existing Contracts of the State or the State's agencies. '

1.12.2 Personal Services Filing and Reporting

DOP is an agency of state government, and therefore falls under authority of chaptar
39.29 RCW and chapter 15 of Washington’s.State Administrative and Accounting
Manual (SAAM). DOP is responsible for filings with OFM. This requirement usually
includes initial filing prior to work beginning under any Personal Service Master
Contract, as well as any subsequent amendments,

1.12.3 Muitiple Work Orders

All Services to be petformed for Purchasers under any Master Contract shall be
documented in a Purchaser Work Order established between the Purchaser and the
Contractor. The Work Order will reference the Master Contract by number, and should
include, at a minimum, a description of the scope of work to be performed, the period of
performance, the estimated total cost of the project, and authorized signatures of hoth
parties. :

1.13. DOP Administrative Fee

DOP will charge Purchasers an Administrative Fee for the use of its Master Contracts. During
the Second Tier Competition process, Purchaser, at its option, may require the Contractor to
reimburse Purchaser for all or part of the Administrative Fee it pays to DOP. Such
reimbursement may be in any form, including but not limited to, a one-time deduction off a
Contractor invoice, or a lower Rate charged to Purchaser for Services performed. Purchaser
must outline the details of such reimbursement requirement in the Second Tier Competition
Work Request.

1.14 Funding
Any contract, including any Master Contract awarded as a resut of this Acquisition or Purchaser

Work Orders awarded as a result of Organizational Development second tier competition, is
contingent upon the availability of funding.

¥+ The remainder of this page intentianally left blank. ****
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2. ADMINISTRATIVE INFORMATION -

2.1

2.2

2.3

Acquisition Coordinator

The Acquisition Coordinator is the sole point of contact for DOP regarding this Acquisition. All
communication between the Bidders and DOP upon release of this Acquisition must be with the
Acquisition Coordinator, as follows:

Debbie Dunn, Acquisition Coordinator Location Address:
Department of Personnel 521 Capitol Way South
Contracts Office Olympia, WA 98504-7500

Mailing Address:
PO Box 47500
Olympia, WA 98504-7500

E-mail: DebbieD @ dop.wa.gov Phone: (360) 664-6309
FAX: (360) 586-4694

" Delivery Instructions

Documents and correspondence must be received by the Acquisition Coordinator no later than
the time and date specified in Section 2.4, Acquisition Schedule. Bidders assume all
responsibility for the mode of dispatch used for delivery.

With the exception of specific documents that may be requested by the Acquisition Coordinator
from individual Bidders, delivery via facsimile or email will not be accepted.

Acquisition Responses must be delivered by hand or courier service only. Acquisition
Responses submitted by US Postal Service, facsimile or e-mail will not be accepted and will be
considered non-responsive,

+ Hand Delivery or Courier: DOP will accept hand delivered Responses only during regular
Business Hours. Responses must be delivered to the Acquisition Coordinator at the street
address identified in Section 2.1, Acquisition Coordinator.

+ E-mail: For other correspondence (except Responses) such as questions (as outlined in
Section 2.8, Bidder Questions) or complaints (as outlined in Section 2.7, Bidder
Complaints), e-mail shall be sent to the Acquisition Coordinator at e-mail address identified
in Section 2.1, Acquisition Coordinator. It is the Bidder's responsibility 1o contact the
Acquisition Coordinator to verify that the a-mail submission was received in complete and
usable form. Bidders assume full respensibility for timely, correct and complete receipt of e-
mail submissions to the Acquisition Coerdinator, Bidder claims regarding unverified e-mail
submissions will not be accepted.

Regardless of the method of dispatch, late submissions will not be accepted and will be
automatically disqualified from further consideration. Time extensions will not be granted.

Optional Pre-response Conference

An optional pre-response conference for all participating Bidders is scheduled on the date and
time identified in Section 2.4, Acquisition Schedule, in Olympia, WA. The pre-response
conference will be held at:

Depariment of Personnel

4224 6" Avenue SE, Building #1, Room #100

Lacay, WA 98503
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Directions can be found at;
hitp:/fwww.mapquest.com/maps?city=Lacey&state=WA&address= 4224+Gth+Avenue+Se&Z|pco
de= 98503

Each Bidder may send a maximum of two {2) representatives.

It a Bidder wishes to participate in the pre-response conference by teleconference, they must
coordinate such with the Acquisition Coordinator at least three (3) Business Days prior to the
scheduled pre- response conference date. .

Bidders with specific questions concerning this Acquisition should submit them in writing to the
Acquisition Coordinator by the date identified in Section 2.4, Acquisition Schedule, so that DOP
representatives may prepare responses in advance of the conference. DOP will entertain
additional questions at the conference; however, official responses for all additional questions
may be deferred and provided at a later date. DOP will provide all written questions and DOP’s
official responses to potential Bidders. Only DOP's written responses are official.

Oral responses to guestions given at the conference are tentative. After the conference, DOP
will research questions and publish official responses in writing.

2.4 Acquisition Schedule

DOP plans the following schedule for this Acquisition. DOP reserves the right to revise this

schedule.

LR i S Time T " Date
Fielease Acqms;tlon to Brdders NFA March 13 2009
Pre-response Conference — Optional §:00 a.m. | March 25, 2009
Deadline for Complaints-and Questions . 5:00 p.m. | March 28, 2009
Responses to Questions By 5:00 March 29, 2009

. p.m.

Responses Due 5:00 p.m. | April 10, 2009
Professional Evaluation Period, including N/A April 13 - May 22, 2009
Semi-finalist Interviews
Anncunce Selected Bidder(s) N/A May 22, 2009
Request for Debriefing Conferences 5:00 p.m. | May 26 - 27, 2009
Conduct Debriefing Conferences TBD May 26 - June 5, 2009
Master Contracts Filed with OFM July 1 - 15, 20089
Master Contracts Effective July 18, 2009

Times indicated are local in Olympia, WA.

2.5 Mandatory Requirements Defined

There are two types of Mandatory Requirements:
25.1 Mandatory Unscored Requirements (MUR) Defined

A Mandatory Unscored Requirement (MUR) sets forth minimum requirements for the
presentation of information, capabilities that must be provided, or minimum
performance levels, which must be met by the Bidder. Failure of the Bidder to meet any
one MUR will cause the entire Response to be deemed non-responsive, and Bidder's
Response will be rejected from further consideration. All Mandatory Unscared
Requirements, denoted with an “(MUR)" appearing on the requirement heading fine, are
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evaluated on a pass/fail basis only. No numerical score is credited for meeting
Mandatory Unscored Requirements.

Failure to meet a MUR shall constitute grounds for disqualification and shall be
established by any of the following conditions: ‘

1. The Bidder states a MUR cannot be met.

2, The Bidder fails to include information required by each MUR.

3. The Bidder fails to include sufficient information to substantiate that the given
MUR can he met.

Bidders successfully meeting Mandatory Unscored Requirements will then be scored on
these Mandatory Scored Requirements by evaluation teams.

25.2 Mandatory Scored Requirements (MSR) Defined

Bidders are required to respond to all scored requirements that are dencted by (MSR)
on the requirement heading line. These responses will be evaluated and a score will be
assigned by each evaluator based upon the gquality and completeness of the Bidders
response. It is in the Bidder’s best interest to be thorough and fully responsive in
preparing Bidder’s response. It is important that the responses be clear and
c¢omplete, so that the evaluators can adequately understand alf aspects of the
Bidder's response. Bidders are not to assume that, because they've done

" business with DOP in the past, the evaluators will already know about the Bidder
and their knowledge, skills and services they provide. Bidders will enly be
svaluated on the information provided in their Response.

Failure of the Bidder to respond to any one Mandatory Scored Requirement will result in
a "No Score", which will cause the entire Rasponse to be deemed non-responsive, and
Bidder's Response will be rejected from further consideration.

A Mandateory Scored Requirement may receive a "NG SCORE" if the Bidder:

= Qffers a response to the requirement that does not minimally meet the requested
needs as determined by the evaluation team;

= Fails to include information reguested in a MSR ~ a response of “will comply” or
“meets requirements” is not sufficient;

»  Fails to include sufficient infermation to substantiate the scoring of that
requirement; or

= Fails to include attachments requested.

Mandatary Scored Requirements will be scored using the scoring scale described in
Section 6.3.2.2, Evaluation Foints.

If the Bidder receives a "NO SCORE" in the response to any of the MSRs in Section 4,
Management Reoguirements, the Bidder will be disqualified for further consideration in all
categories. [f the Bidder receives a "NO SCORE" in the response to any of the MSRs
in Section 5, Organizational Development Service Category Requirements, the Bidder
will be disquaiified for further consideration in that pariicular category; the Bidder may
continue to be considered for other categorias for which it is proposing.

2.5:3 Desirable Options (DO) Defined

A Desirable Option (DO) includes sections where the Bidder can provide any other
information about its skills, knowledge and experience that it would like to share with
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DOP. This information may be used during the referral process, but will not be scored
at this tier of competition.

26 Bidder Questions

Specific questions concerning this Acquisition must be submitted in writing to the Acquisition
Coordinator at the e-mail address given in Section 2.1, Acquisition Coordinator. Questions
subrnitted by phone or voice mail will not be accepted. Copies of all written questions and
DOP’s written responses will be the only official answers to questions. All questions must be
received by the date and time indicated in Section 2.4, Acquisition Schedule. DOP shall be
bound only to its written responses to questions.

DOP's written responses will be distributed to potential Bidders through the Washington
Electronic Business Solutions (WEBS) application.

2.7 Bidder Complaints

If a Bidder believes that this Acquisition unduly constrains competition, contains inadequate or
improper criteria, or is being improperly used, the Bidder may submit a formal written complaint
to the Acquisition Coordinator at the address in Section 2.1, Acquisition Coordinator.

- The Acquisition Coordinatar will consider Bidder complaints regarding any of the above issues
-or other specific Acquisition requirements provided they are submitted in writing and received
betore the date specified in Section 2.4, Acquisition Schedufe. The Acquisition Coordinatar wil
evaluate the validity of the complaint. DOP will make a good faith effort to notify the
complainant within (3) Business Days of DOP’s decision and action to be taken, if any. f
additional time is needed by DOP, the Bidder will be notified.

I, in the opinion of the Acquisition Coardinator, DOP's decision imparts information potentially
impacting the Responses of other potential Bidders, the complaint and solution will be shared
with all potential Bidders after all information that identifies the complainant has been removed.
This information will be distributed to potential Bidders through the Washington Electronic
Business Solutions (WEBS) application. ;

DOP reserves the right to modify this Acquisition should a potential Bidder complaint prove valid
or identify a change that is in the best interest of DOP. Bidder complaints will not be handled
through the Protest Procedure.

2.8 Cost of Preparing the Response

DOP shall not be responsible for any costs incurred in the preparation of, or submission of the
Response.

2.9 Most Favorable Terms
DOP reserves the right to make awards without further discussion of the Responses submitted.
Therefore, the Bidder's Response shouid be submitted with the most favorable terms that the

Bidder can propose.

This Acquisition, and Bidder’s Response to it, will be incorporated into any Contract resulting
from this Acquisition.
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2.10 Use of Subcontractors

2.10.1 First-Tier
DOP will accept Responses that include third paity involvement only if the Bidder
submitting the Response agrees to take complete responsibility for all actions of such
Subcontractors.

2.10.2 Second-Tier
With prior written permission from Purchaser, Contractor may enter inic subcontracts
with third parties for its performance of any part of Contractor's duties and obligations
under a second tier Work Order.

2.10.3 Current and Former State Employees
Specific restrictions apply to contracting with current or former state employees
pursuant to chapter 42.52 RCW. Bidders should familiarize themselves with the
requirements prior to submitting a Response.

2.11 No Costs or Charges

Na costs or charges under the proposed Masier Contract may be incurred before the Master
Contract is fully executed.

2.12 Non-exclusive Righis

Nothing in this Acguisition or any resulting Gontract shall preclude DOP from purchasing other
similar Services from other vendors.

2.13 Cancellation and Re-issuance of this Acquisition

DOP reserves the right to cancel or reissue this Acquisition in whole or in‘part, and for any
reason at its sole discretion at any time prior to Contract execution.

2.14 Award Notice

Unsuccessful Bidders will be notified in writing to the Bidder's Acquisition Representative's email
address given in their Response to Section 3.3, Bidder's Acquisition Representative. DOP

reserves the right to award Contracts to the Bidders it has determined, at its sole discretion that
meets the needs of DOP and the state, and not necessarily to the Bidders with the lowest price.

2.15 Acquisition Modifications

DOP reserves the right to modify this Acquisition at any titne. In the event it becomes
necessary to revise any part of this Acquisition, amendments will be distributed to potential
Bidders through the Washington Electronic Business Solutions (WEBS) application.

2.16 Errors and Omissions in Response

DOP wiil not be liable for any errors or omissions in Bidders’ Responses. Bidders will not be
allowed to alter Responses after the Response due date. All Bidder-initiated requests to alter
Responses must be coordinated in writing with, authorized by, and made by the Acquisition
Coordinator. :
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217

218

219

2.20

2.21

222

2.23

DOP resetves the right to make corrections or amendments due to errors identified in Bidders'
Responses by DOP or the Bidder. This type of correction or amendment will only be for such
errors such as typing, transposition, and any other obvious administrative/ministerial errors.

Waiver of Minor Administrative Irreguiarities

DOP reserves the right, at its sole determination and discretion, to waive minor administrative
irregularities contained in any Response.

Validation of Bidder's Response

DOP reserves the right to validate information made in the Bidder's Response and in the Semi-
Finalist Interview with reéferences known to DOP.

Authority to Bind DOP

The Director of DOP, and designee with written authority, are the only individuals who may
legally commit DOP to the expenditures of public funds for a Contract. No cost chargeable to a
Contract may be incurred before a Contract has been fully executed.

Response Based on Acquisition

Responses shall be based only on the material contained in this Acquisition including any official
amendments hereto, and on the official written DOP responses to written questions. The Bidder
is to disregard any draft matetial and any oral representations it may have received. All
responses to the requirements in this Acquisition must clearly state whether the qualifications or
proposed solution will satisty the requirements, and provide all information that is specifically
requested.

Single Response

A single Response (i.e., from only one Bidder) to this Acquisition may be deemed a failure of
competition and, at the sole option of DOP, this Acquisition may be canceled. '

Withdrawal of Responses

Bidders may withdraw a Response that has been submitted at any time prior to the Response
due date and time. To accomplish this, a written request signed by an authorized .
representative of the Bidder must be submitted to the Acquisition Coordinator. After
withdrawing a previously submitted Response, the Bidder may submit another Response at any
time up to the Response due date and time.

Due to public disclosure requirements, all Responses, including those withdrawn from
consideration by the Bidder, and any accompanying documentation become the property of
DOP and will not be returned.

Response Property of DOP
All materials submitted in response to this Acquisition become the property of DOP. DOP has

the right to use any of the ideas presented in any material offered. Selection or rejection of a
RHesponse does not affect this right.
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2,24 No Obligation to Contract

DOP reserves the right, at its sole discretion, to reject any or all Besponses for cause prior to
the execution of a Caontract with no penalty to DOP or the state. This Acquisition does not
obligate DOP or the state of Washingtan 1o contract for the services specified herein.

2.25 Non-Endorsement and Publicity

in selecting a Bidder to supply Services to the state of Washington, the State is neither
endorsing Bidder's services, nor suggesting that they are the best or only solution to the State’s
needs. By submitting a Response, Bidder agrees to make no reference ta DOP, Purchasers or
the state of Washington in any literature, promotional material, brochures, sales presentation or
the like; regardless of method of distribution, without the prior review and express written
consent of DOP or Purchaser, as applicable.

226 Optional Debriefing of Unsuccessful Bidders

Optional debriefings for unsuceessful Bidders will be provided upon request on the date(s)
indicated in Section 2.4, Acquisifion Schedule. The Acquisition Coordinator, or designee, will
provide a critique of the requester's Response and a review of the scoring. The debriefing will
not include comparisons with other Responses ar evaluations of the other Responses. The
party requesting the debriefing will have the opportunity to ask questions. The Acquisition
Coordinator will provide responses to questions, as the Acquisition Coaordinator deems
appropriate. Debriefings will be conducted via telephone conference.

2.27 Bidder Proiesis
Upon compiletion of the debriefing conference, a Bidder may, within five (5} Business Days, file

a formal protest of the acquisition with DOP. Further information regarding the filing and
resolution of protests is contained in Exhibit C, Protest Procedures.

*HE#+% The remainder of this page intenticonally left blanlk, ******
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3. ADMINISTRATIVE REQUIREMENTS
3.1  (MUR) Submission Deadline

Bidders must meet all deadlines outlined in Section 2.4, Acquisition Schedule, in order to pass
this Mandatory Unscared Requirement. No written response to this MUR is reqmred as meeting
the deadlines fulfills this MUR.

Btdder assumes all responsibility for delays caused by the delivery methods Bidder chooses for
delivery. Time extensions will not be granted. Acquisition Responses must be delivered by
hand or courier service only. Acquisition Responses submitted by US Postal Service, facsimile
or e-mail will not be accepted and will be considered non-responsive.

3.2 (MUR) Response Submission and Format

Responses must contain the following:

* One (1} original paper capy;
* One (1) complete copy of the entire original response; and
* One (1) electronic version on a compact disc or zip drive in PDF format.

The original paper copy shall have original signatures and the electronic copy shall be saved as
a PDF file and submitted on a compact disc. The Response, whether sent by courier or hand
delivered, must arrive at the address indicated in Section 2.1, Acquisition Coordinator, no later
than the date and time indicated in Section 2.4, Acquisition Schedule. Bidder must allow
enough delivery time to ensure timely receipt of its Response by the Acquisition Coordinator.
Responses submitted by US Postal Service, facsimile or e-mail will not be accepted and
will be considered non-responsive. Late Responses will be automatically disqualified from
further consideration. Time extensions will not be granted. It is the Bidder's responsibility to
confirm the receipt of its Response.

Responses are to be sent to the Acquisition Coordinator's attention and be clearly marked with
the Acquisition number K360, All Responses and any accompanying documentation become
the property of DOP and will not be returned.

Responses to Sections 3 through 5 must be on 812" x 11" paper, separately bound, and
identified by labeled dividers as follows:
Tab 1: Responses to Section 3, Administrative Requirements,
Tab 2: Respanses to Section 4, Management Requirements, and
Tab 3: Responses to Section 5, Orgamzatronal Development Services Category
Heguirernents.

Please refer to Exhibit B, Summary of Acquisition Requirements, which has been designed and
organized as an outline for the preparation of Responses,

Bidders must not use their own numbering system. Section numbering and titles must be
fdentical to those in this Acquisition.

The Washington State seal is for official government use only. Therefore, Bidders must not use
the Washington State seal in their Responses, as doing so could result in civil penalties. For
more information see chapter 43.04 RCW.

No written response is required for this section, as compliance with these requirements
constitutes acceptance.
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3.3 (MUR) Bidder's Acquisition Representative

Bidders must provide the following information pertaining to Bidder representative who has
primary responsibility for the Bidder's Response and coordinating with DOP with respect to this

Acquisition:

¢ Name;

o Title;

+ Address(es) (mailing and physical);
» Business telephone number;

* Business Fax number; and

¢ Business E-malil address.

34 (MUR) Organizational Development Categories for which the Bidder is Proposing

Bidders may submit qualifications for any or all of the OD categories listed in Saction 5,
Organizational Development Services Category Hequirements. Bidders are not required fo
submit a response to all of the professional categories. The Organizational Develcpment
professional categories are as follows:

Business Analysis / Process Improvement
Coaching

Conferences / Retreats / Forums — Planners
Conferences / Retreats / Forums - Speakers
Customer & Stakeholder Management
Effective Communication

Executive Recruitment

Facilitation

Leadership

10. Organizational Development & Change Management
11. Performance Management

12. Personnel Investigations

13. Personnel Issues

14, Strategic Planning

15. Team Development

ORN®O PN

Bidder must identiiy each of the above professional categeries for which it is proposing.
3,5 (MUR) Certifications and Assurances

Attachment B, Cettifications and Assurances, must be signed by the president or executive
director of the corporation, the managing partner if a partnership, or the proprietor if a sole
proprietorship, and returned in the Bidder's response to Section 3, Administrative Requirernent.

3.6 (MUR) Proprietary Information, Confidentiality, and Public Disclosure

Responses. submitted in Response to this Acquisition are public records and are subject to
Washington State public disclosure laws. Any information contained in the Response that a

~ Bidder claims is proprietary or confidential must be clearly designated as such by placing the
ward “Proprietary” or "Cenfidential” on the tower right-hand corner of the page containing such
information. Marking the entire Response as proprietary or confidential will not be honored, and
will result in none of the Respaonse being considered proprietary or confidential. Marking Bidder
nricing as proprietary or confidential will not be hohorad.
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It a request is made to view a Bidder's Response, DOP wilt comply according to the Public
Records Act, chapter 42.56 RCW and chapter 357-07 Washington Adminisirative Code. [f any
requested information is marked as proprietary or confidential in a Response, such information
will not be made availabie until the affected Bidder has been given notice of the requested
disclosure.

If the affected Bidder obtains a court order, pursuant to RCW 42.56.540 or other applicable law,
restraining DOP from the disclosure of the information requested within ten (10) Business Days,
DOP will not disclose the information so long as there is an arder preventing disclosure in effect.

DOP may charge a fee for the copying and shipping of materials outlined in Washington
Administrative Code 357-07-050. No fee will be charged for inspection of files. Requests for
information should be addressed to:

Department of Personnel -
Legal Affairs Division

Aitn: Andy Colvin

PO Box 47500

Olympia, WA 98504-7500

Whether or not any material in a Response is marked “Proprietary” or “Confidential’, Bidders
must complete Attachment C, Summary of Confidential Information, to provide a summary of
the pages or sections it has marked as proprietary or confidential. If Bidder has not marked any
pottions of its Response as proprietary or confidential, Bidder must state so on Attachment C,
Summary of Confidential Information.

3.7 (MUR) Current and Former Washington State Employees

If any officer, employee, or consultant of the Bidder named in any part of the Bidder's Response
is or was an employee of Washington State during the twenty-four (24) months preceding the
Response Due Date, the Bidder must provide the individual's name, employmg agency, job title
while with the-agency, and separation date, if appiicable.

Bidder must attach a copy of a letter from the Executive Ethics Board (EBB) indicating that any
work performed under a Contract resulting from this Acquisition is not a conflict of interest under
chapter 42.52 RCW.

If, following a review of this information, it is determined by DOP that a conflict of interest exists
or may exist; the Bidder, or their proposed consultant, may be disqualified from further
consideration at the sole discretion of DOP,

3.8 Contract Requirements
3.8.1 (MUR) Master Contract Terms and Conditions

The Contract, as set forth in Exhibit A, Master Contract Terms and Conditions, shall be
the terms and conditions that may be awarded pursuant to this Acquisition.

Bidders selected to receive a Master Contract will be expected to enter into the Contract
with DOF that is included with this Acquisition as Exhibit A, Masfer Contract Terms and
Conditions. The selected Bidders' Responses to this Acquisition will be incorporated
into the Contract, if any.

in no event is a Bidder to submit its own standard or boilerplate contract terms and
conditions as a-response to this section.
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Bidder must state its acceptance of the contract terms and conditions in Exhibit A,
Master Contract Terms and Conditions.

3.8.2 (MUR) Required Insurance

All Contractors are required to obtain insurance to protect Washington State should
there be any claims, suits, actions, costs, or damages or expenses arising from any
negligent or intentional act or omission of the Contractor or its Subcontractor(s), or their
agents, while performing work under the terms of any Master Contract resulting from
this Acquisition. Bidders will find a complete description of the specific insurance
requirements in the proposed contract terms in Attachment A, Master Contract Terms
and Conditions, in the section title Insurance.

tn addition to the standard insurance that's required for all Contractors, those
Contractors approved to provide setvices in the Personnel Investigations category must
carry Professional Liability Errors and Omissions as described in Attachment A, Master
Contract Terms and Conditions. )

Bidder must submit a current centificate of insurance showing that the Bidder has the
types and levels of insurance required.

3.9 (MUR) Past Contract Performance

The Bidder must indicate if it has had a contract terminated for default in the past three (3)
years within the United States. “Termination for default” is defined as notice to stop
performance that was delivered to the Bidder due to the Bidder's non-performance or poor
performance and the issue of performance was either (a) not litigated due to inaction on the pa
of the Bidder, or (b) litigated and determined that the Bidder was in default. :

If the Bidder has had a contract terminated for default within the past three (3) years within the
United States, the Bidder must submit full details as well as the other party's name, address,
phons number, and e-mail address. DOP will evaluate the facts and may, at its sole discretion,
reject the Response on the grounds of the Bidder's past experience.

If no such termination exists, the Bidder must state so.

3.10 (MUR) Warranty for Services
Bidder must warrant that Services will be performed in a professional manner and according to
the agreed upon description of tasks, responsibilities, deliverables, schedule and othar pertinent
terms contained in the Master Contract.
Purchaser may withhold acceptance of Services until such time as the conditions of this
provision are performed to the specifications outlined in the Purchaser's Work Order issued
against a Master Contract. ’
Bidder must state its acceptance of this Mandatory Unscored Requirement,
DOP shall have the right to examine Centractor's records associated with purchases under any

Master Contract resulting from this Acquisition in order to ensure compliance with all
requirementis of this Acquisition and the Master Contract.

3+ The remainder of this page intentionally left blank. *****
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4. MANAGEMENT REQUIREMENTS

4.1 Data Sheet

Using the form attached hereto as Attachment A, Data Sheet, Bidders must provide the
following information:

41.1 (MUR) Corporate Information

Bidders must provide the following information pertaining to Bidder company
information;

Company Name: Provide the Bidder's legal business name.
Company DBA Name: Provide the Bidder's "doing business as" (DBA) name.
Company Physical Address: Provide the company's physical address.

Company Mailing Address: Provide the company's mailing address, if different
than physical address.

Company Website URL: If the Bidder has an internet site, provide the URL.

Uniform Business Identification (UBI) Number: Within thirty (30) calendar days
of being identified as an Apparently Successful Bidder, Bidder must be licensed to
conduct business in Washinigton State, including registering with the Washington
State Department of Revenue. The Bidder must collect and report all applicable
taxes. Bidder must identify their Uniform Business Identifier number in Attachment
A, Data Sheet. If the Bidder has not received a formal UBI number at time of
Response, indicate the following “In process” in the appropriate section of
Attachment A, Data Sheet. For more information related to becoming licensed to
conduct business in Washington, visit the following website,
http://dor.wa.gov/content/doingbusiness/registermybusiness/default.aspx. DOP will
verify the licensing status of Apparently Successful Bidders prior to executing any
Master Cantract.

Statewide Vendor Registration and Eiectronic Fund Transfer: Bidders who are
awarded a Master Contract under this RFQQ must register in the Statewide Vendor
Payment Begistration system prior to being awarded a Work QOrder under the
second tier competitive process. The Washington State Office of Financial
Management (OFM) maintains a central contractor registration file for Washington
State agencies to process contractor payments. Washington State agencies cannot
make payments to Contractors until the vendor is registered.

To obtain registration materials go to http:/Awww.ofm.wa.gov/isd/vendors.asp. The
form has two parts; Part 1 is the information required to meet the above mandatory
registration requirement. Part 2 allows the state to pay invoices electronically with
direct deposit. DOP requires all Contractors to sign up for this payment option.
The state of Washington currently makes direct deposit payments using the CCD
(Cash Concentration or Disbursement) format and mails invoice / account
information to vendors two days prior to the date of deposit.

Bidder must identify their Statewide Vendor Registration (SVR) number in
Attachment A, Data Sheetf. If the Bidder has not received a formal SVR number at
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time of Response, indicate the following “In process” in the appropriate section of
Attachment A, Data Sheet.

412 (MUR) Contract Manager Information
The Bidder must ideniify a contract manager (or equivalent) for managing the Contract
between the Bidder and DOP. This individual will be responsible for managing day-to-
day operational issues. The contract manager will be the Contracter's point of contact
to receive all secaond tier competition notices. Bidder must provide the following
information: ) :

« Contract Manager: Provide the Contract Manager's name and title.

» Contract Manager’'s Mailing Address: Provide the Contract Manager's mailing
address, if different than physical address.

s+ Contract Manager's Phone and Fax Numbers: Provide the Contract Manager's
phone and fax numbers.

= Contract Manager's Email Address: Provide the Contract Manager's email
address.

4.1.3 (MSR) Not-to-Exceed Rates
Cantractor's fotal compensation for Services rendered shall be based on the proposed
financial rate for that particular Professional Category. At the second tier competition,
Contractor may only propose rates at or below those contained in their DOP Master
Contract. :
All financial rates are to include all administrative and overhead costs.

The weight factor for the financial rates for each Professional Category is 5 points, for a
possibility of 25 points per Professional Category.

For all 0D Cateqgories, Except Executive Recruitment

Bidder is to propose a not-to-exceed hourly rate for each Professional Category (except
Executive Recruitment) for which the Bidder is responding.

For Executive Hecruitment Only

Bidder is to propose a not-to-exceed percentage of the annual salary for any candidate
hired as the result of an executive recruitment.

42 (MSR) Executive Summary

Responses must include an Executive Summary. This summary must describe, at a high level,
the Bidder's knowledge and expertise. '

At a minimum the Bidder must address the following:
s Core or primary business as it relates o this acquisition {including mission, vision, values,
etc.);
o Aroas of Expertise (leadership, strategic planning, organizational development, etg); and

e Staffing and other rescurces availabls to accomplish the work,
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Scores for this section will be based on, but not limited to, the degree to which Bidder
demonstrates that it understands and can meet the state's needs as stated in this Acquisition,
and the proposed approach is consistent with the objectives of the state of Washington.

The response to this section must not exceed one (1)} typed page.

The weight factor for the Executive Summary is 2 points, for a possibility of 10 total points.

** The remainder of this page intentionally left blank, ******
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5. ORGANIZATIONAL DEVELOPMENT SERVICES CATEGORY REQUIREMENTS

Bidders may submit qualifications for any or all of the Organizational Development Service categories
listed in this RFQQ. Bidders are not required to submit a response to all of the professional
calegories.

5.1

52

5.3

Business Analysis / Process Improvement

Business Analysis / Process Improvement shall include, but is not limited to, services with a
primary focus on business analysis and process improvement. Provide recommendations and
assistance to using data to make better decisions, track progress, and communicate resuits;
make recommendations and assist agencies with organization and functional analysis, business
process redesign, process improvement, and re-engineering; also provide recommendations
and assistance on risk management issues, cost analysis, and aligning/realigning resources to’
achieve desired outcomes.

(MSR) At a minimum the response is to include, but not be limited to:

s Number of years of experience (weight = 2, or a possibility of 10 total points);

» Describe relevant experience in this area {including public sector - no additional peints given
for public sector work, this is for informaticnal purposes only) experience {(weight = 4, ora
possibility of 20 total points);

» Specific certifications and associations, if any experience (weight = 2, or a possibility of 10
total points); and

+ Approach to providing business analysis and process improvement consuiting experience
(weight = 5, or a possibility of 25 total points).

{DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

Coaching

Coaching includes, but is not limited to, mentoring and guiding individuals or groups of
executives, middle managers, supervisors or employees; heip develop specific skills or to
achieve goals, etc.

{MSR) At a minimum the response is to include, but not be limited to:

s Number of years of expetience (weight = 2, or a possihility of 10 total points);

» Describe relevant experience in this area (including public sector - no additional poinis given
for public sector work, this is for informational purposes cnly) (weight = 4, or a possibility of
20 total points),

s Specific cettifications and associations, if any (weighi = 3, or a possibility of 15 total points);
and

« Approach to providing coaching (weight = 4, or a possibility of 20 total points).

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but wiil
not be scored at this tier of competition.

Conferences / Retreats / Forums - Planners

Conferences/Retreais/Forums - Planners shall include, but is not limited to, services in planning
conferences, retreats, forums, meetings or public sessions. It may alse include organizing

lnrgnllnu{' onncinne andAd avasidioa
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{MSR) At a minimum the respanse is to include, but not be limited to:

¢ Number of years of experience (weight = 2, or a possibility of 10 total points);

e Describe relevant experience in this area (weight = 4, or a possibility of 20 total points);

¢ Describe any education in this area (weight = 3, or a possibility of 15 total points); and

* Approach to planning and designing conferences, retreats and forums (weight = 4, or a
possibility of 20 total points)

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.4 Conferences/Retreats / Forums - Speakers

Conferences/Retreats/Forums ~ Speakers shall include, but is not limited to, recruiting and or
serving as keynote speaker(s), or facilitating breakout sessions, executive programs for
conferences, retreats, forums, meetings or public sessions.

{MSR} At a minimum the response is to include, but not be limited to:

» Number of years of experience (weight = 4, or a possibility of 20 total points);

= . Describe topical areas of speaking expertise (weight = 4, or a possibility of 20 total points);
and

¢ Approach to speaking engagements {(weight = 5, or a possibility of 25 total points).

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of compaetition.

5.5 Customer and Stakeholder Management

Customer and -Stakeholder Management shall include, but is not limited to, services with a
primary focus on customer and stakeholder management. Provide recommendations and
assistance to help identify customers and stakeholders and their needs; advise and assist state
agencies to design and administer feedback mechanisms, and interpret customer and
stakeholder feedback. Conducting focus groups, and using other methods of soliciting
customer feedback as it relates to internal operations; provide advice, recommendations, and
assistance in establishing and deploying customer service standards.

{MSR} At a minimum the response is to include, but not be limited to:
* Number of years of experience {weight = 2, or a possibility of 10 fotal points);
» Describe relevant expetience in this.area (including public sector - no additional points given
- for public sector work, this is for informational purposes only) (weight = 4, or a possibility of
20 total poinis);
* Spedific certifications and associations, if any (weight = 2, or a possibility of 10 total points);
and
* Approach to providing customer and stakeholder consulting (weight = 5, or a possibility of
- 25 total points).

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.6 Effective Communication

Effective Communication shall include, but is not limited to, services with a primary focus on
improving oral, non-verbal, and written communications between individuals and groups;
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assistance with using various communications styles; plain talk principles, communicating using
technology such as e-mail etiquette, assisting with projects such as writing policies, rules, and
manuals; designing and delivering effective presentations; preparing executive surmmaries and
other materials.

{MSR) At a minimum the response is to include, but net be fimited to:

« Number of years of experience (weight = 3, or a possibility of 15 total points);

» Describes relevant experience in this area (weight = 5, or a possibility of 25 total points);
« Approach to effective communication (weight = 5, or a possibility of 25 total points).

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

57 Executive Recruitment

Executive Recruitment shall include, but is not limited to, services.to assist agencies with
specialty areas of recruitment such as executive and management level positions.

{(MSR}) Bidder must have a minimum of two (2) years of experience in this field. At a minimum

the response is to include, but not be limited to:

« Number of years of experience (weight = 3, or a possibility of 15 total points);

s Describe relevant experience in this area (including public sector - no additional points given
for public sector work, this is for informational purposes only) (weight = 4, or a possibility of
20 total points);and ' :

+ Approach to providing recruiting services related to executive and management level
positions (weight = 6, or a possibility of 30 total points).

{DO) Bidder may provide any athef information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scared at this tier of competition.

5.8 Facilitation

Faciitation shall include, but is not limited to, services to provide an objective third party to help
design meetings or public sessions, guide discussions, decision making, planning, or
information sharing sessions attended by peaple with differing positions, agendas, etc.

{MSR} At a-minimum the response is 1o include, but not be limited to:

a  Number of years of experience (weight = 3, or a possibility of 15 total poinis); .

s Describe relevant expetience in this area. Include a description of a particular project you
worked on, including the goals and how ouicomes were achieved, group dynamics, the
roles you played as the facilitator, etc. (weight = 5, or a possibility of 25 total points);

« Approach to providing facilitation {weight = 5, or a possibility of 25 total points).

{DO) Bidder may provide any cther information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.9 Leadership

Leadership shall include, but is not limited to, services with a primary focus on leadership theory
and practical application services that provide recommendations and assistance to agency
management on issues such as ieadership versus managemenit roies, siyies, approaches,
behaviors, ethics, and assessment tools.
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(MSR) At a minimum the response is to include, but not be limited to:

*  Number of years of experience (weight = 3, or a possibility of 15 total points);

* Describe experience in this area (including public sector - no additional points given for
public sector work, this is for informational purposes only) (weight =5, or a possibility of 25
total points); and

» Approach to providing leadership consulting (weight = 5, or a possibility of 25 total points).

(DO} Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.10 Organizational Development and Change Management

Organizational Development and Change Management shall include, but is not imited to,
services with a primary focus on organizational development and change management.
Provide recommendations and assistance in organizational assessment, implementing cultural
change efforts, assisting with transition planning and systems thinking; provide assistance in
reviewing and analyzing organizational structures and cultures; help prepare and imptement
findings and recommendations to improve overall organizational effectiveness.

(MSR) At a minimum the response is to include, but not be limited to:

» Number of years of experience (weight = 2, or a possibility of 10 total points);

*» Describe relevant experience in this area {including public sector - no additional points given
for public sector work, this is for informational purposes only) (weight = 4, or a possibility of
20 total points);

*» Specific certifications and associations, if any (weight = 2, or a possibility of 10 total poinis);
and

*  Approach to providing organizational development and change management consulting
(weight = 5, or a possibility of 25 total points). :

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.11 Performance Management

Performance Management shall include, but is not limited o, services with a primary focus on
human resource performance management. Provide recommendations and assistance in
common performance management areas such as establishing and aligning individual and
organizationai objectives, seiting expectations, assessments, designing and improving such
things as discipline processes, feedback mechanisms, recognition programs, and effective
methods of dealing with performance issues.

(MSRY} At a minimum the response is to include, but not be limited to:

» Number of years of experience {weight = 2, or a possibility of 10 total points);

» Describe relevant experience in this area (including public sector - no additional points given
for public sector work, this is for informational purposes only) (weight = 4, or a possibility of
20 total points);

» Specific certifications and associations, if any (weight = 2, or a possibility of 10 total points);
and

e Approach to providing performance management consulting (weight = 5, or a possibility of
25 total points).

Washington State Organizational Development Services
Department of Personnel Page 24 of 37 Request for Qualifications and Quotations #K360

H





(DC) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral pracess, but will
not be scored at this tier of competition.

5.12 Personnel Investigations

Personnel investigations shail include, but is not limited to, services by an attorney or licensed
personnel investigator with a primary focus on conducting personnel investigations on issues
such as sexual harassment, discrimination, hostile work environment, etc; may include the
requirement for computer forensics expertise.

{(MUR) Bidder must for each personnel investigator proposed for this category be either:

» An attorney with an active Washington Bar Association (WBA) membership. Bidder must
include proof of WBA membership; OR _

* Alicensed Private Investigator. Bidder must be in compliance with and follow the rules set
by the Department of Licensing, including, but not limited to chapter 18.165 Revised Code
of Washington (RCW), chapter 18.235 RCW, and chapter 308-17 Washington
Administrative Code. For each personnal investigator proposed, Bidder is-to provide to
DOP a copy of its current Private Investigator's license issued by the Washington State
Department of Licensing with their Response to this section. If any changes occur to the
status of such licensing, Contractor shall notify DOP in writing within ten (10) Business
Days.

(MSR) For each personnel investigator proposed for this category, at a minimum the respense

is to include, but not be limited to: .

s Number of years of experience (weight = 2, or a possibility of 10 total points);

s Describe relevant experience in this area (including, but not limited o, computer forensics,

' etc.) (weight = 4, or a possibility of 20 total points);

» Describe any relevant education and/or training (weight = 2, or a possibility of 10 total
points});

» Other licenses, cettifications, and associations, as approprlate (weight = 1, or a possibility of
5 total points}; and

» Approach to personnel investigations (weight = 4, or a possibility 20 total points).

{DQ) Bidder may provide any other information about its skills, knowledge and experiehCe that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

513 Personnel Issues

Personnel issues shall include, but is not limited to, services with a primary focus on a variety of
specialty areas such as fact finding as it relates to employee conduct, dwersnty, retention,
competencies, and negotiating and mediations, etc.

{MSR) At a minimum the response is fo include, but not be limited to:

+ Number of years of experience (weight = 2, or a possibility of 10 total points);

» Describe relevant experience in this area (including public sector - no additional points given -
for public sector worlg, this is for informational purposes only) (weight = 5, or a possibility oi
25 total points);

» Specific certifications and associations, if any (weight = 1, or a possibility of 5 total points);
and

s Approach to providing consulting related to personnel isstes (we|ght = 5, or a possibility of
25 total points).
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(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.14 Strategic Planning

Strategic Planning shall include, but is not limited to, services with a primary focus on
establishing missions, goals, and objectives; building performance measures and establishing
targets; assistance in developing strategic and business plans and deploying them; using
assessment tools such as Baldrige and others.

(MSR) At a minimum the response is to include, but not be limited to:

*  Number of years of experience (weight = 2, or a possibility of 10 total points);

* Describe experience in this area (including public sector - no additional points given-for
public sector wark, this is for informational purposes only) experience (weight = 5, or a
possibility of 25 total paints); .

*  Specific certifications and associations, if any experience (weight = 1, or a possibility of 5
fotal points); and .

» Approach to providing strategic planning {weight = 5, or a possibility of 25 total points).

(DO) Bidder may provide any other information about its skills, knowledge and experience that it
would like to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

5.15 Team Development

Team Development shall include, but is not limited to, services with a primary focus on
principles of team development, chartering and launching teams; managing and supperting
teams; developing high-performance teams; negotiating and mediations; group dynamics and
the practical approaches to improve team effectiveness.

(MSR) At a minimum the response is to include, but not be limited to:

» Number of years of experience (weight = 3, or a possibility of 15 total points):

» Describe relevant experience in this area (weight = 5, or a possibility of 25 total poinis);
°  Approach to team development {weight = 5, or a possibility of 25 total points).

(DO) Bidder may provide any other information about its skills, knowledge and experience that it

would fike to share with DOP. This information may be used during the referral process, but will
not be scored at this tier of competition.

%% The remainder of this page intentionally left blank. ***+
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6. EVALUATION/SELECTION PROCEDURES

The Evaluation process will be divided into three phases:

1.

6.1

6.2

6.3

Phase 1: Administrative Screening: Covering alf Mandatory Unscored Requirements (MUR) and
Mandatory Scored Requirements (MSR) for compliance.

Phase 2: Professional Evaluations: Covering Section 4, Management Fi’equ:rements and Section
5, Organizational Development Services Categories Requirements.

F_’hase 3: Semi-finalists Interviews: Govering Section 6.4, Semi-finalists Interviews.
Basis for Evaluation

The Administrative Screening and Professicnal Evaluations will be scored on the basis of the
information provided in the Bidders’ Responses. The Semi-finalist Interviews will be evaluated
on the basis of the quality of the Bidder presentation made to the inferview panel and responses
to questions posed during the Interviews.

Evaluation Teams

The Acquisition Coordinator will assist with the evaluation process, and will not evaluate
Responses. The Acquisition Coordinator will-be responsible for ensuring that the proposal
process is conducted in a fair and equitable manner.

Evaluations and interviews will be performed by teams composed of qualified state technical
and management staff. The Acquisition Coocrdinator may contact the Bidder for clarification of
any portion of the Bidder's Response.

6.2.1 Professional Evaluation Team

This team will evaluate the Professional portions of the Response, including Section 4,
Management Requirements, and Section 5, Organizational Development Services
Categories Requirements.

6.2.2 Interview Panel

Responses passing the Administrative Review and Professional Evaluations will be
forwarded to Interview Pariel. This panel will evaluate the Semi-finalist interviews. The
panel may consist of, or include, members from the other evaluation teams.

Evaluation Process
The evaluation process is described below,

6.3.1 Phase 1: Administrative Screening

Hesponses will be reviewed by the Acquisition Cooardinatar to determine if all Mandatory
Unscored Requirements and Mandatory Scored Requirements ars in compliance with
Section 2.5.1, Mandatory Unscored Requirements (MUR) Defined, and Section 2.5.2,
Mandatory Scored Requirements (MSR) Defined. All MURs will be screened on a
passffail basis. The Acquisition Coordinator will determine if all MSRs have been
submitted with the Response and will screen each MSR to ensure that the Bidder has
provided any required infarmation and attachments. :

Only Responses that pass the Administrative Screening will be further evaluated.






6.3.2

If all responding Bidders fail to meet any single Mandatory Unscored or Mandatory
Scored Requirement, DOP reserves the following options:

a) Cancei the procurement;
b) Revise the mandatory item; or
c} Delete the mandatory item.

Responses with all Mandatory Unscored and Mandatory Scored Requirements in

‘compliance will progress to the next step: the Professional Review and Scoring.

Phase 2: Professional Review and Scoring

Responses that satisfactorily complete the Adminisirative Screening will be evaluated
and scored based on responses to the Mandatory Scored Requirements in the
Acquisition. The evaluators will consider how well the Bidder's response to each MSR
meeis the needs of the state of Washington. [t is important that the responses he
clear and complete, so that the evaluators can adequately understand all aspects
of the response. Bidders are not to assume that, because they've done business
with DOP in the past, the evaluators will already know about the Bidder and their
knowledge, skills and services they provide. Bidders will only be evaiuated on .
the information provided in their Response.

The Professional Team will score the Mandatory Scored Requirements as specified in
Section 4, Management Requirements, and Section 5, Organizational Development
Services Categoties Requirements.

6.3.2.1 Evaluation Criteria and Scoring Techniques -

Scoring will use evaluation criteria that will be developed by DOP prior to the

- receipt of Bidder Responses. Using these criteria, each Mandatory Scored
Requirement will be given a score by each evaluator. Evaluation team
members will score independently of one another. Upon completion of
individual scoring, individual scores will be added together and averaged; the
average of the individual scores will become the Bidder's Professional Score.
Professional Scores will be divided in three (3) categories:

* Management Score: Resulting from the scoring of Section 4.2, (MSR)
Executive Summary. This score is worth up to ten percent (10%) of the
total score.

» Financial Score: Resulting from the scoring of Section 4.1.3, (MSR)
Not-to-Exceed Rates. This score is worth up to twenty-five percent
(25%) of the total scare.

* Organizational Development Category Scores: A separate score will
be given for each Organizational Development Category the Bidder
proposes in response to Section 5, Organizational Development Services
Category Requirements. The score for each category is worth up to
sixty-five percent (65%) of the total score for that category.

6.3.2.2 Evaluation Points

Points will be assigned based on the quality of the Bidder's response to each
of the items being scored. A scale of “1” to "5” will be used for scoring
Management and OD category MSRs, where the range is defined as follows:

1 =Poor

3 = Average






5 =Excsllent

Responses that fail to meet the minimum requirements in MSRs, or are
wholly unresponsive to the information required, will be given a NO SCORE.
If the Bidder receives a "NO SCORE" in the response to any of the MSRs in
Section 4, Management Requirements, the Bidder will be disqualified for
further consideration in all categories, If the Bidder receives a "NO SCORE"
in the response to any of the MSRs in Section 5, Organizational Development
Services Category Requirements, the Bidder will be disqualified for further
consideration in that particular category; and the Bidder may continue to be
considered for other categories for which it is proposing.

In addition to the point score assigned, each scored item is assigned a
weighted value factor. The raw score given each item by the evaluators will
be multiplied by the value for that item to give the weighted score.

6.3.2.3 Phase 3: Semi-finalist Selection

The Bidder's Professional score for each Organizaﬁona! Development
Category will be calculated as follows:

+ Management Score (Worth up o 10 points)
+ Financial Score for any Particular Category {Worth up to 25 points)

+ Score for any Patticular Category (Worth up to 65 points)
Total Possible Professional Score of 100 Points Per Category

Bidder Responses receiving seventy {70} or more points of the total available
score for each category will be advanced to the Interview Panel for
evaluation. Bidder Responses recelving less than seventy (70) points of the
total available score for any category will be disqualified from further
consideration in that particular category. It is possible for a Bidder who is
proposing in multiple categories to advance to the Semi-Finalist interview for
evaluation in some categories and not others.

6.4 Semi-finalists Interviews

6.4.1

Semi-Finalist Interview Reguirements

Semi-finalist Bidders may be required to participate in an interview either in Olympia,
Washington, or by teleconference if requested. However, DOP provides a “value
added" referral process for Purchasers by assessing their particular needs and
assisting in the identification of several contractors that have the skill, knowledge and
experience to best meet their particutar situation. To that end, these interviews are
designed to accomplish two things:

1) To identify Bidders that are the "bast fit" for meeting the state's demands for
effective Organizational Development services; and

2) For DOP program staff to become familiar with the Bidder's knowledge, skill set
and service offerings in the categories for which they are applying.

These inferviews will be made on or about the dates specified in Section 2.4,
Acquisition Schedule,

DOFP reserves the right to waive the Semi-finalist inierview for Bidders that are aiready

known to DOP. Bidders whose interviews are waived will automatically receive a
passing score for this portion of the evaluation process. Waivers will be based on a






6.5

6.6

predefined set of criteria, which may include, but is not limited to, custorner feedback on
worked performed under a previous DOP contract.

The Bidder's interview team may consist of no more than two-(2) people.

DOP reserves the right to validate claims made in the Bidder's Response and in the
Semi-Finalist [nterview with references known to DOP.

6.4.1.1 Interview Panel Questions

Members of the intetview panel will address questions to the Bidder's
interview team. All Semi-finalists will be asked a set of standard questions
(outlined below), as well as questions formulated during the presentatlon or
during the evaluation process.

Preset interview Questions

All interviewees will be asked to describe what sets their firm apart from other
firms doing this same work.

For every category, Bidders will be asked:
* To describe successes they've had in doing that particular work; and
« Have they ever had a failure, and if so what did they learn from it.

Bidders are encouraged to prepare answers to these questions in advance of
the Semi-finalist interview.

6.4.1.2 Length of Interview

The Semi-finalist Interview will be approximately thirty (30) minutes in length,
but may vary depending on the number of Professional Categories the Bidder
is being interviewed for. DOP is under no obligation to allow equal time to all
Bidders in the interview portion.

Scoring of Interview

During the interview, interview panel members will individually score the Bidder's response to
questions. Upon conclusion of the interview, the Interview Panel will privately discuss these
preliminary scores and arrive at a single consensus score of "pass” or "fail".

Selection of Apparently Successful Bidder

The evaluation process is designed to award the Contract not necessarily to the Bidder of least
cost, but rather to that Bidder with the best combination of attributes based upon the evaluation

criteria.

Those selected as Apparently Successfut Bidders will receive a Master Contract for signature.
The Apparently Successful Bidders must sign the final Contract within the time periods identified

"on Section 3.8.1, (MUR) Master Contract Terms and Conditions, or DOP, at its sole discretion,

may reject it and disqualify the Apparently Successful Bidder from further consideration in this
Acquisition process.

Notice of intended Contract award will be transmitted to all qualified Bidders via email. Bidders
eliminated from further competition will be notified by DOP as soon as practical.

***#%+ The remainder of this page intentionally left blank. &+






EXHIBIT A
MASTER CONTRACT TERMS AND CONDITIONS

To be provided in three (3) separate electronic documents:
1. The Master Contract Terms and Conditions
2, Contract Attachment A, Work Request Template
3. Contract Attachment B, Work Order Template






RFQQ Attachment A

Master Contract Terms and Conditions






WSD Personnel

DOP CONTRACT NUMBER: K___

~ MASTER CONTRACT FOR
ORGANIZATIONAL DEVELOPMENT PERSONAL SERVICES
BETWEEN
. STATE OF WASHINGTON
DEPARTMENT OF PERSONNEL
AND
[CONTRACTOR’S LEGAL NAME]

PARTIES

This Master Caontract ("Master Contract” or "Contract”) is entered into by and between the state of

~ Washington, acting by and through Department of Personnel (DOP), an agency of Washington State
Government located at 600 S. Franklin, PO Box 47500, Olympia, WA 98504-7530, and [Contractor’s legal
name] (Gontractor), at [Contractor's address], licensed to conduct business in the state of Washington, for
the purpose of providing Management and Organizational Development {OD) Consulting Services, as
described and identified herein.

DOP has determined that DOP resources may not always be available to meet ongoing needs. A Request
for Qualifications and Quotations {RFQQ) (#K360) was conducted to identify qualified contractors to establish
Master Contracts to meet these needs. After the evaluation of RFQQ responses, Contractor was selected as
a qualified responsive Bidder to provide OD Services. The parties agree to the following terms and
conditions: : '

PURPOSE

The purpose of this Master Contract is for the DOP to establish a pool of Contractors to provide OD Services
for the benefit of DOP and its customers. The OD Service categories for which the Contractor has been
approved and the charges are set out in Attachment A, Approved OD Categories and Rates.

in consideration of the terms and conditions contained herein, or attached and incorporated and made a part
hereof, the parties mutually agree as follows:

IN CONSIDERATION of the mutual promises as hereinaiter set forth, the parties agree as follows:

1. DEFINITION OF TERMS
The following terms as used throughout this Contract shall have the meanings set forth below.

“Business Days" or “Business Hours” shall mean Monday through Friday, 8 a.m. to 5 p.m., local
time in Olympia, Washington, excluding Washington State haolidays.

“Confidential Information” shall mean information that may be exempt from disclosurs 1o the
public or other unauthorized persons under either chapter 42.56 RCW or other state or federal
statutes. Confidential Information includes, but is not limited to, names, addresses, Social Security
numbers, e-mail addresses, telephone numbers, financial profiles, credit card information,
payrollflabor data, driver's license numbers, medical data, law enforcement records, agency scurce
code or cbject code, agency security data, and iniormation identifiable to an individual. Purchasers
may identify additional Confidential information in a Work Order. Confidential Information also
includes any Personal Information under the provisions of RCW 19.255.010 and RCW 42.56.590.

"Contractor” shall mean [Contractor's legal name], its employees and agents. Contractor also
includes any firm, provider, organization, individual, or other entity performing business activities
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under this Contract. It shall also include any Subcontractor retalned by Contractor as permltted
under the terms of this Contract.

“Contractor Account Manager” shall mean a representative of Contractor who is assigned as the
primary contact person with whom the DOP Master Contract Administrator shall work with for the
duration of this Contract and as further defined in the Section 28, Contractor Account Manager.

“Contractor Work Order Manager” shall mean a representative of Contractor who is assigned to a
Purchaser Work Order as the coordinator of activities and the primary point of contact for that Work
Order, as further defined in the Section 10, Contractor Work Order Manager.

“DOP” shall mean the Washington State Department of Personnel.

“DOP Master Coniract Administrator” shall mean the person designated by DOP who is assigned
as the primary contact person with whom Contractor's Account Manager shall work for the duration
of this Contract and as further defined in the Section 25, DOP Master Contract Administrator. |

“Effective Date” shall mean the first date this Contract is in full force and effect. It may be a ’
specific date agreed to by the parties; or, if not so specified, the date of the last signature of a party
to this Contract.

“Master Contract” or "Contract” shall mean the RFQQ, the Contractor's Response, this Contract
document, all attachments and exhibits, all Work Orders, and all amendments awarded pursuant to
the RFQQ.

“OFM" shall mean the Washington State Office of Financial Management.

‘Organizational Development Services” shall include, but is not limited to, services with a primary
focus on agency organizational and human resource issues. The term includes services to study,
analyze, or review the organizational structure, framework, or culture of the agency or divisions
within the agency, and/or services implementing the recommendations of such an organizational
study or effort. The term also includes services that result in recommendations to management on
enhanced efficiencies, productivity and process improvements related to employee functions at an
agency and strategic planning within the organization; quality control services related to employee
responsibilities within the organization; services to assist agencies in developing strategies to
improve communication or processes with staff and customers to implement an agency’s mission
and to gain a better understanding of employee issues/concerns; personnel investigations and
mediation; and facilitation services.

“Personal Services” shall mean professional or technical expertise provided by Contractor to
accomplish a specific study, project, task or duties as set forth in this Contract and any OD
Services-related Work Request and/or Work Order. Personal Services shall include but not be
limited to those services specified in the State Administrative and Accounting Manual (SAAM) in
chapter 15 Personal Services located at: htip://www.ofm.wa.gov/policy/15.htm.

“Proprietary Information” shall mean information owned by Contractor to which Contractor claims
a protectable interest under law. Proprietary Information includes, bui is not limited to, information
protected by copyright, patent, trademark, or trade secret laws.

"Purchaser” or "Purchasers” shall mean, with respect to use of this Master Contract, Washington
Stale agencies including but not limited to DOP; institutions of higher education; state hoards and
commissions; and mumc;pal subdivisions (e.g., counties, cities, school districts, and public utility
districts) as set forth in RCW 41.06.080, that purchase Organizational Development Services
through this Master Contracts.
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“Purchaser Work Order Administrator” shall mean that person designated by Purchaser to
administer any Work Order on behalf of Purchaser.

‘Purchaser Work Request Administrator” shall mean that person designated by Purchaser to
administer any Work Request on hehalf of Purchaser.

“Rate” shall mean the not-to-exceed hourly rate(s) bid by Contractor in the categories awarded to
Contractor as set forth in Attachment A, Approved OD Categories and Rates, and shall be paid in
United States dollars. Hourly rates shall include all administrative and overhead costs.

“RCW” shall mean the Revised Code of Washingtbn.

*RFQQ” shall mean the Request for Qualifications and Quotation used as a solicitation document to
establish this Contract, including all its amendments and modifications, Exhibit A, Orgamzanonaf
Development Consulting Services Master Conlract RFQQ (#K360), hereto..

“Response” shall mean Contractor's Response o DOP' RFQQ for Organizational Development
Services, Exhibit B, Contractor's Response, hereto.

“Services” shall mean the Personal Services categories which the Contractor has been approved to
provide under this Master Contract, and as defined in the RFQQ, Exhibit A, Organizational
Development Consulting Services Master Confract RFQQ (#K360).

“Subcontractor” shall mean one not in the employment of Contractor, who is performing all or part
of the business activities under this Contract or any Work Order under a separate contract with
Contractor. The term “Subcontractor” means Subcontractor(s) of any tier.

“Organizationat Development Service Category” shall mean the list of thirteen (13) Service’
categories thai are set forth in the RFQQ, Exhibit A, Organizational Development Consulting
Services Master Coniract RHFQQ (#K360).

“Term” shall mean the period of time specified within a document that the document will be in full
force and effect and includes, e.g., Master Contract Term and Work Order Term, as further defined
in Section 2, Term.

“Work Order” shall mean the contractual document issued by a Purchaser and executed between
Purchaser and the Contractor. Each Work Order shall be the result of a second tier competition. A
Work Order generally contains project objectives, scope and description of work, timeline and
period of performance, compensation and payment, Contractor responsibilities, Purchaser
responsibilities, Purchaser special terms and conditions, signature block, etc. and incorporates this
Contract by reference. A template Work Order is attached to this Contract as Aitachment C, Work
Order Template.

“Work Product” shall mean data and products produced under a Purchaser's Work Order including
but not limited to, discoveries, formulae, ideas, improvements, inventions, methods, models, .
processes, technigues, findings, conclusions, recommendations, reports, designs, plans, diagrams,
drawings, software, databases, documents, pamphlets, advertisements, books, magazines,
surveys, studies, computer programs, films, tapes, and/or sound reproductions, to the extent
provided by law.

“Work Request” shall mean a separate second tier competition document developed and issued by
the Purchaser to acquire Organizational Development Services Contractor(s) to request proposals
relative to a Purchaser’s requirements. The Work Request typically identifies the project objectives,
scope and description of work, timeline and period of performance, compensation and pavment,
Contractor responsibilities, Purchaser responsibilities, Purchaser special terms and conditions,
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instructions to Contractors, etc. A Work Request template is attached to this Contract as
Attachment B, Work Request Template.

MASTER CONTRACT TERM
2. TERM

2.1 TERM OF MASTER CONTRACT
a) Initial Term
Subject to Section 14, Commencement of Work, this Contract’s initial Term shall be

from July 1, 2009 or date of last signature affixed, whichever is later,
through June 30, 2010.

b) Extensions

Subject to Section 14, Commencement of Work, this Contract’s Term may be
extended by up to four (4) additional one (1) year terms.

Transition Term

Subject to Section 14, Commencement of Work, DOP may execute a final extension
period of up to one (1) year with the Contractor that shall be known as the
Transition Term during which no additional Work Orders shall be executed.,
The purpose of the Transition Term is to support completion of active Work
Orders executed prior to the Transition Term.

Notice of Extension

All extensions to this Master Contiract shall be at DOP’s sole option and shall be
effected by DOP giving written notice of its intent to extend this Contract to
Contractor not less than thirty (30} calendar days prior to the then-current
Contract Term’s expiration and Contractor accepting such extension prior to
the then-current Contract Term’s expiration.

Maximum Term

The Term of this Contract, including ail Extensions and the Transition Term, shall
not be extended beyond June 30, 2014. No change in terms and conditions
shall be permitted during these extensions unless specifically agreed to in
writing.

22 °  TERM OF WORK ORDERS
a)  The Term of any Work Order execated pursuant to this Contract shall
be set forth in the Work Order.

b)  Work Orders or renewal Work Orders entered into prior to the
expiration or other termination of this Master Contract may be _
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completed under the Master Contract terms and conditions in effect
when the Work Order or renewal Work Order was entered into.

¢) No New Work Orders or renewal Work Orders shall be entered info
after the
effective date of the Transition Term or the date that the Master
Contract may be otherwise terminated.

d) Work Orders shall not be renewed for a Term beyond the date of the
Maximum Term set forth above.

3.  SURVIVORSHIP :
3.1 All of the terms and conditions contained in this Master Contract shall survive the
expiration or other termination of this Contract for so long as any Work Order entered
into under this Master Contract is still in effect and shall apply to such Work Order.

3.2 The terms, conditions and warranties contained in this Contract that by their sense and
context are intended fo survive the expiration, cancellation or termination of this
Contract shall so sutvive. In addition, the terms of the Sections titled Overpaymentis fo
Contractor; Ownership/Rights in Data; Access to Data; Contractor Commitments, Warranties
and Representations; Protection of Purchaser’s Confidential Information; Section Headings,
Incorporated Documents and Order of Precedence; Subeontractors; Publicity; Heview of
Contractor’s Records; Patent and Copyright indemnification; Insurance; Confractor's
Proprietary Information; Disputes; Limitation of Liability; and Activity Reporting shall survive
the termination of this Contract.

PRICING, INVOICE AND PAYMENT

4.  PRICING
4.1 - Contracior agrees to provide the OD Services in the categories and at the Rate set
forth in Attachment A, Approved OD Categories and Rates. Such Rates may not be
increased during the Initial-Term of this Master Coniract. Rates are considered
maximum or “ceiling” prices only. On a project-by-project basis, Contractor may elect
to provide OD Services to Purchaser for performance of a Work Order at a lower Rate
than that originally established in this Master Contract.

4.2 Consideration
a)  The maximum consideration available to Contractor under this Contract is
3 (US dollars), excluding all expenses, for the Initial Term,
unless amended. '

b)  Consideration for each Work Order will be stated in the Purchaser’s Work Order.
Purchaser shall make payments on Work Order to the Coniractor consistent with
the terms sef out in the Work Order. Funding may be federal, state and/or
private-grant-based depending on the specific program requesting staffing.

4.3 Purchaser shall reimburse Contractor for fravel and other expenses as identified in a
Work Order, or as authorized in writing in advance by Purchaser in accordance with
the then-current rules and regulations set forth in the Washington State Administrative
and Accounting Manual (hitp:/www.ofm.wa.gov/policy/poltoc.hitm). Contractor shall
iieiiize expeises as described in Seciion 7.2,
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4.4 Contractor agrees that all the Rales, terms, warranties, and benefits provided in this
Contract are equal to or better than the terms presently being offered by Contractor to
any other governmental entity purchasing the same Services under similar terms. If
during the Term of this Contract, Coniractor enters into contracts with any other
governmental entity providing greater benefits or more favorable terms than those
provided by this Contract, Contractor shall be obligated to provide the same to DOP
and Purchaser for Organizational Development-related Services purchased
subsequent to effective date of such contraci(s).

4.5 Contractor agrees that Rates provided in this Contract assume that work is performed
during Business Days and Hours. Overtime rates are not allowed unless required by
state or federal law. Further, Rates are to be considered all-inclusive hourly rates to
include all expenses (e.g., overhead, insurance, and administration, except travel (see
Subsection 4.3 above).

5.  ADVANCE PAYMENT PROHIBITED
No advance payment shall be made for Services furnished by Contractor pursuant to this Contract.

6. TAXES
6.1 Purchaser will pay sales and use laxes, !f any, imposed on the Services acquired
hereunder. Contractor must pay all other taxes including, but not limited to,
Washington Business and Occupation Tax, other taxes based on Contraclor’s income
or gross receipts, or personal property taxes levied or assessed on Contractor's
personal property. Purchaser, as an agency of Washington State government, is
. exempt from properly tax.

6.2 Confractor sball complete registration with the Washington State Department of
Revenue and be responsible for payment of all taxes due on payments made under this
Coniract and any related Work Order.

6.3 All taxes accrued on account of payroll, unemployment insurance, or other similar
laxes, insurance, or expenses for Contractor, Contractor’s staff, or Subcontractors,
-shall be Contractor’s sole responsibility.

7. INVOICE AND PAYMENT
7.1 Confractor will submit properly itemized invoices to Purchaser’s Work Order
Administrator for any and all work related to a Purchaser’s Work Order. Invoices shall
provide and itemize, as applicable:

a)  DOP Organizational Development Services Master Contract number K__ :

b)  Purchaser Work Order number;

¢) Contractor name, address, phone number, and Federal Tax Identification
Number;

d) Description of Services provided;

e) Date(s) that Services were provided including number of hours worked.

Note: Number of hours worked would not be applicable for a deliverable-based or fixed
fee Work Order.
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f)  Contractor’s Rates for Services;
g) Net invoice Rates for each Service;
h)  Applicable taxes;

i}  Other applicable charges;

j)  Total invoice Rate; and _
k) Payment terms in_cluding any available prompt payment discounts.

7.2 If travel expenses are allowed under any Work Order and invoiced to Purchaser,
Coniractor must provide a detailed itemization of those expenses that are
reimburseable, including description, amolunts and dates. Any single expense in the
amount of fifty doilars ($50) or more must be accompanied by a receipt in order to
receive reimbursement. (See Subsection 4.3 above.)

7.3 Payments shall be due and payable within thirty (30) calendar days after provision and
accepltance of Services or thirty (30) calendar days after receipt of properly prepared
invoices, whichever is later.

7.4  If the Coniractor is OMWBE Certified, Contractor shall provide with each invoice an
Affidavit of Amounts Paid specifying the amounts paid to each certified MWBE under
the Work Order, as set forth in Section 19, Minority and Women's Business Enterprise
(MWBE) Participation. '

7.5 Incorrect or incomplete invoices will be returned by Purchaser to Contractor for
correction and reissue.

7.6 The Contractor’s DOP Master Contract number and the Purchaser Work Order number
must appear on all bills of lading, packages, and correspondence relating to any Work
Order.

7.7 Purchaser shall not honor drafts, nor accept goods on a sight draft basis.

7.8 If Purchaser fails fo make timely payment, Contractor may invoice Purchaser one
percent (1%) per month on the amouiit overdue or a minimum of one dollar ($1)
{Reference chapter 39.76 RCW). Payment will not be considered late if payiment is
deposited electronically in Contractor’s bank account or if a check or warrant is
postmarked within thirty (30) caleridar days of acceptance of the Services or receipt of
Contractor’s properly prepared invoice, whichever is later.

7.9 As applicable and if ouilined in the Purchaser’s Work QOrder, Purchaser may withhold
ten percent (10%), or other appropriate amount as defined by the Purchaser in the
Work Order, from each payment until acceptance by Purchaser of the final report,
completion of project and/or other appropiate milestone.

7.10 The Washington State Office of Financial Management (OFM) maintains a central
contractor registration file for Washington Slate agencies to process contractor
payments. Contracltor must register for the Statewide Vendor Payment Registration
system before being awarded a Work Order under the second tier competitive process.
Washington State agencies cannot make payments to contractors until it is registered
in the system. Registration materials are available at:
htip:/fwww.ofm.wa.gowaccounting/vendors.asp.
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Additionally, Contractor shall also register for electronic fund transfer via the
Statewide Vendor Payment Registration System so payments can be electronically
deposited into Coniractor's bank account. DOP requires all Contractors to sign up for
this payment option.

8. OVERPAYMENTS TO CONTRACTOR
Contractor shall refund to Purchaser the full amount of any erroneous payment or overpayment
under any Work Order within thirty (30) days’ written notice. If Contractor fails to make timely refund,
Purchaser may charge Contractor one percent (1%} per month on the amount due, until paid in full.

CONTRACTOR’S RESPONSIBILITIES

9. - PURCHASER ELIGIBILITY
In order to be eligible to purchase under this Master Contract, Purchasers must have in place a valid
Customer Service Agreement with DOP. Contractor shall be responsibie for verifying Purchaser
eligibility. Contractor may contact Organizational and Employee Development Services within DOP
at 360-664-1921 to ascertain Purchaser eligibility. )

10. CONTRACTOR WORK ORDER MANAGER
Contractor shall assign a Contractor Work Order Manager for each Purchaser Work Order. The
Contractor Work Order Manager shall be the principal point of contact for Purchaser and shall
coordinate all related Contractor's activities.

11. RFQQ MANDATORY REQUIREMENTS
The RFQQ mandatory requirements are essential substantive terms of this Master Contract.
Services provided under this Master Contract shall meet or exceed all the mandatory requirements
of the RFQQ. ‘

12. WASHINGTON ELECTRONIC BUSINESS SOLUTIONS (WEBS)
Contractor should maintain its vendor profile in the Washington Electronic Business Solutions
(WEBS) application. Failure to do so could result Coniractor not receiving second tier competition
notifications. For more information about WEBS contact webscustomerservice @ ga.wa.qov or 360-
502-7400. :

13. SERVICES AND STATEMENT OF WORK
13.1 All Services shall be performed pursuant to the terms of this Contract and shall be
documented in a Work Order established between Purchaser and Contractor. A Work
Order template is attached as Attachment C, Work Order Template.

13.2 Prior to entering into any Work Order, Purchaser shall conduct a second tier
competition process pursuant to Section 23, Second Tier Competition.

13.3 A Work Order shall at a minimum: ~
a)  Reference this DOP Master Contract number K, and expressly

incorporate all Contract terms and conditions into the Work Order;
b)  Identify Purchaser’s Work Order number;
¢)  Define project or task objectives;
d)  Describe the scope of Services or work to be performed;
e) Identify deliverables; ‘
f)  Specify a timeline and period of performance;

g)  Specify compensation and payment, e.g., the hourly rate and total
Contractor hours to be provided or the fixed price for a deliverable,
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14.

15.

(whichever is applicable), total cost of the project, and any reimbursable
Contractor expenses;

h) Describe Contractor’s roles and responsibilities;

i)  Identify specific Contractor staff, including Contractor Work Order
Manager;

J)  Describe Purchaser’s roles and responsibilities;

k) ' Identify the Purchaser Work Order Manager;

1)  Describe how notices shall be delivered; and

m) Provide signature block for both parties.

13.4 Individual Work Orders may include additional or conflicting terms and conditions as
determined by the Purchaser. In the event of any conflict, the Work Order shall prevail.

COMMENCEMENT OF WORK

14.1 First Tier - Under the provisions of chapter 39.29 RCW, this Contract is required to be
filed with the Office of Financial Management (OFM). No contract, or any amendment
thereto, required to be so filed is effective, and no work shall be commenced nor
payment made, uniil ten (10} working days following the daie of filing and, if required,
until approved by OFM. In the event OFM fails to approve the Coniract or amendment,
the Coniract or amendment, as the case shall be, shall be null and void.

14.2 Second Tier - No work shall be performed by Contractor until a Work Order is executed
by Contractor and Purchaser.

OWNERSHIP/RIGHTS IN DATA ,

Any custom additions and modifications to Contractor's Pre-existing Material {defined below} and all
data and work products produced pursuant to this Master Contract and any Work Order shall
coliectively be called "Work Product.” Purchaser shall have and retain all ownership, right, title,
interest and all intellectual property rights to Work Product. To the extent that any such rights in the
Work Product vest initially with the Contracior by operation of law or for any other reason,

Contractor hereby perpetually and irrevocably assigns, transfers and quitclaims such rights to
Purchaser, Ownership includes the right 1o copyright, patent, register and the ability to transfer these
rights and all information used to formulate such Work Product.

15.1 Contractor warrants that it is the owner of Pre-existing Maierial and that it has qu
rights to assign or license the same fo Purchaser. :

15.2 Work Product includes, but is not limited to, discoveries, formulae, ideas,
improvements, inventions, methods, models, processes, techniques, findings,
conclusions, recommendations, reports, designs, plans, diagrams, drawings, sofiware,
databases, documents, pamphlets, advertisements, books, magazines, surveys,
studies, computer programs, films, fapes, and/or soeund reproditctions, to the extent
provided by law.

15.3 During the Term and any time thereafter, Coniractor shall execute all documenis and
perform such other proper acts as Purchaser may deem necessary to secure for
Purchaser the rights pursuant to this section, and when so obtained or vesited, to
maintain, renew, and restore the same,

15,4 Coantractor shall not use ar in any manner dissaminata any Work Product to any third

party, or represent in any way Contractor ownership in any Work Product. Contractor
shall take all reasonable steps necessary to ensure that its agents, employees, or
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16.

17.

Subcontractors shall not copy, disclose, transmit or perform any Work Product or any
portion thereof, in any form, to any third party.

15.5 Coniractor hereby grants to Purchaser a non-exclusive, royalty-free, irrevocable
license to use, publish, transiate, reproduce, deliver, perform, display, and dispose of
materials and know-how that are delivered under this Contract, but that do not
originate therefrom (“Pre-existing Material”),

15.6 Contractor shall exert best efforts to advise DOP and Purchaser of alf known or
potential infringements of publicity, privacy or of intellectual property rights by the
Pre-existing Material or Work Product furnished under this Contract. DOP and
Purchaser shall receive prompt written notice of each notice or claim of copyright
infringement or infringement of other inteilectual property right worldwide received by
Contractor with respect to any Pre-existing Material or Work Product delivered under
this Contract. Purchaser shall have the right to modify or remove any restrictive
markings placed upon the Pre-existing Material by Contractor.

ACCESS TO DATA

Contractor shall upon written request provide access to data generated under this Contract or any
Work Order to DOP, to Purchaser, to the Joint Legislative Audit and Review Committee, or to the
State Auditor, as requested, at no additional cost. This includes access to all information that
supports the findings, conclusions, and recommendations of Contractors reperts, including
computer models and methadology for thaose modeis.

SECURITY

While on any Purchaser’s premises, Contractor, its agents, employees, and Subcontractors shalt
conform in all respects with any and all of Purchaser's physical, fire, safety, and other secunty
regulations. For purposes of this Section 17, *Purchaser” shall include DOP.

17.1 Facility Access
Contractor understands that Purchaser’s building entrances may be controiled for access. In
the event Contractor performs any work at Purchaser's buildings, Contractor agrees to
become familiar with Purchaser's building and security policies, and further agrees to observe
and comply with all Purchaser’s building and security policies or procedures.

Contractor understands that in order to obtain access to Purchaser's premises, Contractor
may have to be issued a security badge by Purchaser. Contractor shall provide certain
personal information, including valid government-issued photo identification, prior to obtaining
a security badge when required by Purchaser. Contractor further understands that Purchaser
will collect and retain such personal information for so long as the Work Order is in effect and
such individual(s) has access to the premises. Purchaser reserves the right to conduct
background checks and deny an application for a security badge. Failure of Contractor to i
comply with Purchaser's security and safety policies and procedures is sufficient grounds for
revoking, modifying, suspending or terminating access to Purchaser's faciliies. Upon the
earlier of termination of the Work Order, or suspension or termination of access to
Purchaser’s facilities, Contractor shall return all security badges.

17.2 Remote Access fo Network
Contractor understands that in order to obtain remote access to Purchaser's Local Area
Network (LLAN), email, or supported computing environments through a remote access
connection ("Remote Access”), Contractor must comply with Purchaser's Remote Access
policy and any other applicable policies or procedures. Contractor shall, prior to access,
complete and sigrn any applicable agreements or forms. Remote Access is conditioned upon
final approval by Purchaser.
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17.3 System Security
Contractor aknowledges and understands that it may be requirad to access Purchaser's
computer networks in performing a Work Order under this Contract and that in providing such
access to Contractor, Purchaser places special confidence and trust in Contractor.
Contractor acknowledges and understands that any access granted by Purchaser to its
computer networks shall be [imited, restricted and conditioned upon Coniractor's compliance
with certain Department of Information Services (DIS) policies and practices. Contractor
warrants that it will perform alt work for o on behalf of Purchasers in full compliance with
Information Services Beard Security Policy, Standards and Guidelines, the Use of DIS
Networks Peolicy, and any other security decuments and best practices provided by DIS
{("Security Policies”). Contractor agrees that DIS' Security Policies shall serve as the standard
for network security and warrants that it shall exercise its bast efforts to comply with the
Security Policies with respect to 1) any electronic transfer of code or data; 2) prevention of
unauthorized access; and 3) prevention of any and all undisclosed programs, extraneous
code, Self Help code, unauthorized code, or other data that may be reasonably expected to
damage data, code, software, systems or operations of DIS’ network, system or data DIS
pelicies can be found at: hitp://isb.wa.gov/index.aspx.

17.4 Safety
Contractor shall observe and comply with WISHA and QSHA regulations, ali applicable safety
and environmental laws and regulations, and all of Purchaser's rules, guidelines, policies and
procedures relating to safety, workplace conditions, health and the environment, including but
not limited to physical, fire, evacuation, accidents, hazardous materials or situations, or other
safety regulations and policies. :

18. CONTRACTOR COMMITMENTS, WARRANTIES AND REPRESENTATIONS
Any written commitment by Contractor within the scope of this Contract or any Work Order shall be
binding upon Contractor. Failure of Contractor to fulfill such 2 commitment may constitute breach
and shall render Contractor liable for damages under the tarms of this Contract or any Work Order,
as applicable. For purposes of this section, a commitment by Contractor includes: (i) Rates,
discounts, and options committed to remain in force over a specified period of time; and (ii) any
warranty or representation made by Contractor in its Response or contained in any Contractor or
manufacturer publications, written materials, schedules, charts, diagrams, tables, descriptions, other
written representations, and any other communication medium accompanying or referred to in its
Response or used to effect the sale to DOP or Purchaser.
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18.1 Contractor shall use best efforts to ensure that personnel assigned to a Work Order
are available until the completion of that Work Order. Any proposal by Contractor for
changes, replacement, or substitution of Work Order personnel during the Term of the
Work Order shall be submitted to the Purchaser Work Order Adminisirator in writing.
The Purchaser Work Order Administrator shall have the sole discretion to accept or
reject such proposal.

18.2 As a condition to accepting Contractor’s proposal for personnel changes, Purchaser
may require Contractor to compensate Purchaser for any training and administrative
costs incurred by Purchaser in association with such replacement. Such
compensation will be in the form of a credit against Coniractor’s monthly invoice
charges to Purchaser by Contractor (a) not billing Purchaser for hours worked during
the first ten.(10) Business Days replacement personnel begin work, if the method of
compensation agreed to in the Work Order is by hourly rates (time and material); or (b)
crediting Purchaser an amount not to exceed $5,000 per person replaced, if the method
of compensation agreed to in the Work Order is by deliverables (fixed cost).

18.3 If Purchaser does not accept Contractor’s propdsed change and Confractor is unable
to provide acceptable personnel to Purchaser within ten (10) Business Days afier the
originally assigned personnel have left, then Purchaser may terminate the Work Order.

19. MINORITY AND WOMEN’S BUSINESS ENTERPRISE {MWBE) PARTICIPATION
If Contractor is certified by the Office of Minority and Women's Business Enterprise {OMWBE), with
each invoice for payment and within thirty (30) days of Purchaser Contract Administrator's request,
Contractor, shall provide Purchaser an Affidavit of Amounts Paid. The Affidavit of Amounts Paid
shall either state that Contractor still maintains its MWBE certification, or state that its
Subcontractor(s) still maintain(s) its/their MWBE certification(s) and specify the amounts paid to
each certitied MWBE Subcontractor under this Contract. Contractor shall maintain records
supporting the Affidavit of Amounis Paid in accordance with this Contract's Review of Contractor's
Records section. ' '

20. PROTECTION CF PURCHASER’S CONFIDENTIAL INFORMATION
(See Section 52, Contractor's Proprietary Information, for Purchaser’s obligations to protect
Contracter's Proprietary Infarmation.)

20.1 Contractor acknowledges that some of the material and information that may come
into its possession or knowledge in connection with or in performance of this Contract
or a Work Order may consist of Confidential Information. Contractor agrees to hold
Confidential Information in strictest confidence and not to make use of Confidential
Information for any purpose other than the performance of this Contract or any Work
Order, to release it only to authorized employees or Subcontractors requiring such
information for the purposes of carrying out this Contract or any Work Order, and not
to release, divulge, publish, transfer, sell, disclose, or otherwise make the information
known to any other party without Purchaser’s express written consent or as provided
by law. Coniractor agrees to release such information or material only to employees or
Subcontractors who have signed a nondisclosure agreement, the ferms of which have
been previously approved by Purchaser. Contractor agrees to implement physical,
electronic, and managerial safeguards, including but not limited to those prescribed by
the Purchaser, to prevent unauthorized access to Confidential Information.

20.2 Immediately upon expiration or termination of this Contract or any Work Order,
Contractor shall, as applicable, at DOP’s or Purchaser’s option: (i) certify to DOP or
Purchaser that Contractor has destroyed all Confidential Information; or (ii) return alf
Confidential Information to DOP or Purchaser; or (iii} take whatever other sleps DOP or
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Purchaser requires of Contractor to protect DOP’s or Purchaser’s Confidential
Information.

20.3 DOP and Purchasers reserve the right to monitor, audit, or investigate the use of
Confidential Information coflected, used, or acquired by Contractor through this
Contract or any Work Order. The monitoring, auditing, or investigating may mclude
but is not limited to, salting databases.

20.4 In the event of the unauthorized acquisition of computerized data that compromises
the security, confidentiality, or integrity of personal information maintained by the
Purchaser (Data Breach), Contractor agrees to comply with all applicable state and
federal statutory provisions. If a data compromise and/or identity theft occurs and is
found to be the result of Contractor’s acts or omissions, Contractor shall assume
complete responsibility for notification of affected parties, and be liable for all
associated costs incurred by DOP or Purchaser in responding to or recovering from
the Breach.

20.5 Violation of this section by Contractor or its Subcontractors hiay result in termination
of this Contract and any Work Order and demand for return of all Confidential
Information, and/or payment of monetary damages, or penalties.

PURCHASER’S AUTHORITY AND RESPONSIEILITIES

21,

22,

23.

PURCHASER USE OF MASTER CONTRACT

Reference of this Master Contract Number and/or Purchaser 's signature on any related Work
Order document signifies agreement to comply with the terms and conditions of this Master
Contract. Failure to abide by the terms and conditions of this Master Contract may resuit in
Purchaser forfeiting the right to make future purchases under this or other DOP Master
Contracts. Purchaser must incorporate the terms and condition of this Master Contract into
every Work Order executed pursuant to this Master Contract,

PURCHASER WORK CRDER ADMINISTRATOR
Purchaser shall assign a Purchaser Work Order Administrator for each Purchaser Work Order.

- The Purchaser Work Crder Administrator shall be the principal point of contact for the Contractor

Work Qrder Manager and shall provide oversight of Contractor activities and performance
conducted thereunder. Purchaser shall notify the Contractor Work Order Manager in wrltmg, when a
new Purchaser Work Order Administrator is assigned to a Work Order.

SECOND TIER COMPETITION

Purchaser shall conduct a second tier competition based on the specific requirements for individual
projects among the Coniractors with Master Contracts in the pertinent Organizational Development
Service Category. Purchaser shall use the Work Request Template attached hereto as Attachment
B, Work Request Template, or similar document, to facilitate the acquisition process.

Purchaser shall conduct second tier competition of Personal Services consistent with chapter 39.29
RCW and the State Administrative and Accounting Manual (SAAM) chapter 15
(http:#fwww.ofm.wa.gov/policy/15.htm).

MASTER CONTRACT ADMINISTRATION

24.

NOTICES
24.1 Any notice or demand or other communication required or permitted to be given under
this Conrract or apph'cable Iaw shaH be effecﬁve only if it is in writing and signed by

courier service, or deposited with the United States Postal Service as firsi-class mail,
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postage prepaid certified mail, return receipt requested, or by email if digitally signed,
to the parties at the addresses provided in this section. For purposes of complying
with any provision in this Contract or applicable law that requires a “writing,” such
communication, when digitally signed with a Washington State Licensed Certificate,
shall be considered to be “in writing” or “writien” to an extent no less than if it were in
paper form.

To Contractor at:

Contractor Legal Name

Atin: Contractor Account Manager
Contractor Mailing Address
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To DOP at: |
State of Washington Department of Personnel
Attn: DOP Master Contract Administrator

If by US Postal Service If by Overnight Courier
PO Box 47530 ' 600 8. Franklin

Olympia, WA 98504-7530 Olympia, WA 98504-7530
Phone: (360) 664- -~ .

Fax: (360) 664~ __
Email:

or to Purchasers at the address listed on their Work Order.

24.2 Notices shall be effective upon receipt or four (4) Business Days after mailing,
whichever is earlier. The notice address as provided herein may be changed by written
notice given as provided above. :

25. DOP MASTER CONTRACT ADMINISTRATOR
DOP shall appoint a DOF Master Cantract Administrator for the Organizational Development and
Employee Development Services Division whoe will provide oversight of the activities conducted
hereunder. The DOP Master Contract Administrator shall be the principal contact far Contractor
concerning business activilies under this Coniraci. DOP shall notify Contracter Account Manager,
in writing, if and when a new DOP Master Contract Administrator is assigned to this Contract.

26. CONTRACTOR ACCOUNT MANAGER
Contractor shall appoint a Coniractor Account Manager for DOP's account under this Contract. The
Contractor Account Manager will be the principal point of contact for the DOP Master Contract
Adrninistrator for the duration of this Contract and will provide oversight of Contractor activiiies
conducted hereunder. Contractor Account Manager will serve as the contact point for business
matters, performance matters, and administrative activities under this Contract. Contractor shall
notify DOP prompily in writing, when a new Contractor Account Manager is assigned to this
Contract. The Contractor Account Manager information is:

Contractor Account Manager:
Address:

Phone:

Email:
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27. SECTION HEADINGS, INCORPORATED DOCUMENTS AND ORDER OF PRECEDENCE
"27.1 The headings used herein are inserted for convenience only and shall not control or
affect the meaning or construction of any of the sections.

27.2 Each of the documents listed below is, by this reference, incorporated into this
Contract as though fully set forth herein.

a)
b)
c)
d)

Attachment A, Approved OD Categories and Rates;

Attachment B, Work Request Template;

Attachment C, Work Order Template;

Exhibit A, Organizational Development Consulting Services Master Contract
RFQQ (#K360);

Exhibit B, Contractor's Response;

All Contractor or manufacturer publications, written materials and
schedules, charts, diagrams, tables, descriptions, other written
representations and any other supporting materials Contractor made
available toe DOP or Purchaser and used to effect the sale of Services to
Purchaser.

27.3 In the event of any inconsistency in this Contract, the inconsistency shall be resolved
in the following order of precedence:

a)
b)
c)

d)

Applicable federal and state statutes, laws, and regulations;

Sections 1 through 70 of this Coniraci;

Attachment A, Approved OD Categories and Rates, Attachment B,
Work Request Template, and Attachment C, Work Order Template, (as
applicable);

Exhibit A, Organizational Development Consulting Services Master
Contract RFQQ (#K360);

Exhibit B, Contractor's Response; and A

All Contractor or manufacturer publications, written materials and
schedules, charts, diagrams, tables, descriptions, other written
representations and any other supporting materials Contractor made
available to DOP or Purchaser and used to effect the sale of Services
to Purchaser. .

27.4 In the event of any inconsistency beiween the terms of the Work Order and this
Coniract, the Work Order shall prevail. See Section 13.4.

28. ENTIRE AGREEMENT
This Contract, and any written amendments hereto, set forth the entire agreement between the
parties with respect to the subject matter hereof. Any understandings, agreements, representations,
or warranties not contained in this Contract or in a written amendment hereto shall not be binding on
either party except as provided in the section titled Contractor Commitments, Warranties and
Representations. Except as provided herein, no alteration of any of the terms, conditions, delivery,
Rate, quality, or specifications of this Contract will be effective without the written consent of both

parties.
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29. AUTHOCRITY FOR MODIFICATIONS AND AMENDMENTS
29.1 No modification, amendment, alteration, addition, or waiver of any section ar condition of this
Contract shall be effective or hinding uniess it is in writing and signed by DOP and the
Contractor. Only DOP shall have the express, implied, or apparent authority to enter into any
agreement to alter, amend, medify, add, or waive any section or conditicn of this Contract.

29.2 No medification, amendment, alteration, addition, or waiver of any section or condition of any
Work Order under this Contract shall be effective or binding unless it is in writing and signed
by Purchaser's Work Order Administrator and the Contractor.

30. INDEPENDENT STATUS OF CONTRACTOR
In the performance of this Contract and any Work Order, the parties will be acting in their individual,
corporate or governmental capacities and not as agents, employees, pariners, joint venturers, or
-associates of one another. The parties intend that an independent contractor relationship will be -
created by this Contract and any Work Order. The employees or agents of one party shall not be
deemed or construed to be the employees or agents of the other party for any purpose whatsoever.
Contractor shall not make any claim of right, privilege or benefit which would accrue to an employee
under chapter 41.06 RCW or Title 51 RCW for any work conducted under this Contract or any Work
Order.

31. GOVERNING LAW
This Contract and any Work Crder shall be governed in all respects by the law and statutes of the
state of Washington, without reference te conflict of law principles. The jurisdiction for any action
hereunder shall be exclusively in the Superior Court for the state of Washington. The venue of any
action hereunder shall be in the Superior Court for Thurston County or the county in which
Purchaser is located within the state of Washington. :

32. SUBCONTRACTORS _
Contractor may, with prior written permission from Purchaser Work Order Administrator, enter into
subconiracts with third parties for its performance of any part of Contractor’s duties and obligations.
In no event shall the existence of a subcontract operate to release or reduce the liability of
Contractor to Purchaser for any breach in the performance of Contractor's duties. For purposes of
this Contract and any Work Order, Contractor agrees that all Subcontractors shall be held to be
agents of Contractor. Contractor shall be liable for any loss or damage to DOP or Purchasers,
including but not limited to personal injury, physical loss, harassment of DOP or Purchaser's
employees, or viclations of the Patent and Copyright Indemnification, Protection of Purchaser’s
Confidential Information, and Qwnership/Rights in Data sections of this Contract or any Work
Order occasioned by the acts or-omissions of Contractar's Subcontractors, their agents or
employeas. Tha Patent and Copyright Indemnification, Protection of Purchaser’'s Confidential
Information, Ownership/Rights in Data, Publicity and Review of Contractor’'s Records
sections of this Contract and any Waork Order shall apply to all Subcontractors.
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33. ASSIGNMENT :

33.1 With the prior written consent of DOP, which consent shall not be unreasonably
witheld, Contractor may assign this Contract including the proceeds hereof, provided
that such assignment shall not operate to relieve Contractor of any of its duties and
obligations hereunder, nor shall such assignment affect any remedies available to DOP
or Purchasers that may arise from any breach of the sections of this Contract, or
warranties made herein or any Work Order including but not limited to, rights of setoff.

33.2 DOF may assign this Contract to any public agency, commission, board, or the like,
within the political boundaries of the state of Washington, provided that such
assignment shall not operate to relieve DOP or Purchaser of any of its duties and
obligations hereunder.

34. PuUBLICITY
- 34.1 The execution of this Contract or any Work Order with Contractor is not in any way an
endorsement of Contractor or Contractor’s Services by DOP or Purchaser, as
applicable, and shall not be so construed by Contractor i in any advert.-smg or other
pubhc:ty materials.

34.2 Contractor agrees fo submit to DOP or Purchaser, as applicable, all advertising, sales
promotion, and other publicity materials relating to this Contract and Services
furnished by Contractor wherein DOP or Purchaser’s name is mentioned, language is
used, or Internet links are provided from which the connection of DOP or Purchaser’s
name therewith may, in DOP or Purchaser’s judgment, be inferred or implied.
Conlractor further agrees not to publish or use such advertising, sales promotion
materials, publicity or the like through print, voice, the World Wide Web, or any other
comimunication media in existence or hereinafter developed without the express
wntten consent of DOP or Purchaser, as applicable, prior to such use.,

35. REVIEW OF CONTRACTOR’S RECORDS
35.1 Contractor and its Subcontractors shall maintain books, records, documents and other

evidence relating to this Contract, including but not fimited to Minority and Women’s
Business Enterprise participation (if applicable), protection and use of Purchaser’s
Confidential Information, and accounting procedures and practices which sufficiently
and properly reflect all direct and indirect costs of any nature invoiced in the
performance of this Contract. Contractor shall retain all such records for six (6) years
after the expiration or termination of this Contract. Records involving matters in
litigation related to this Contract shall be kept for either one (1) year following the
termination of litigation, including all appeals, or six (6) years from the date of
expiration or termination of this Contract, whichever is later.

35.2 All such records shall be subject at reasonable times and upon prior notice to
examination, inspection, copying, or audit by personnel so authorized by the DOP
Master Contract Administrator, and/or the Office of the State Auditor and federal
officials so authorized by law, rule, regulation or contract, when applicable, at no
additional cost to the State. During this Contract’s Term, Contractor shall provide
access to these items within Thurston County, Washington or the county within
Washington state where Purchaser is located: Contractor shall be responsible for any
audit exceptions or disallowed costs incurred by Contractor or any of its
Subcontractors.

35.3 Contractor shall incorporate in its subcontracts this section’s records retention and
review requirements.
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36.4 It is agreed that books, records, documents, and other evidence of accounting
procedures and practices related to Contractor’s cost structure, including overhead,
general and administrative expenses, and profit factors shall be excluded from
Purchaser’s review unless the cost or any other material issue under this Contract is -
calculated or derived from these factors.

GENERAL PROVISIONS

36. PATENT AND COPYRIGHT INDEMNIFICATION
36.1 Contractor, at its expense, shall defend, indemnify, and save DOP and any Purchaser
harmless from and against any claims against DOP or Purchaser that any Work

Product supplied hereunder, or Purchaset’s use of the Work Product within the terms

of this Contract or any Work Order, infringes any patent, copyright, utility model,

industrial design, mask work, trade secret; trademark, or other similar proprietary right
of a third parly worldwide. Contractor shall pay all costs of such defense and
settlement and any penalties, costs, damages and attorneys’ feés awarded by a court
or incurred by DOP or Purchaser provided that DOP or Purchaser:

a)  Promptly notifies Contractor in writing of the claim, but DOP’s or
Purchaser’s failure fo provide timely notice shall only relieve Contractor
from its indemnification obligations if and to the extent such late notice
prejudiced the defense or resulted in increased expense or foss to

Contractor; and

b) Cooperatés with aid agrees to use its best efforts to encourage the Office of
the Attorney General of Washington to grant Contractor sole control of the
defense and all related settlement negotiations.

36.2 If such ¢laim has occurred, or in Contractor’s opinion is likely to oceur, Purchaser
agrees lo permit Contractor, at its option and expense, either to procure for Purchaser
the right to continue using the Work Product or o replace or modify the same so that
they become noninfringing and functmnally equivalent. If use of the Work Product is
enjoined by a court and Coniractor determ.-nes that none of these alternatives is
reasonably available, Contractor, at its risk and expense, will take back the Work
Product and provide Purchaser a refund equal to the entire amount Purchaser paid to
Contractor for Contractor’s provision of the Work Product.

36.3 Contractor has no liability for any claim of infringement arising solely from:
a)  Contractor compliance with any designs, speaflcatlons or instructions of
Purchaser;

b) Modification of the Work Prdduct by Purchaser or a third party without
the prior knowledge and approval of Contractor; or

¢)  Use of the Work Product in a way not specified by Contractor;

uhless the claim arose against Contractor's Wark Product independently of any of these
specified actions.

37. INDEMNIFICATION AND HOLD HARMLESS
To the fullest extent permitted by law, Contracter shall indemnify, defend, and hold harmless the
state of Washingion, agencies of the state, and all officials, agents, and employees of the state,
from and against all claims for injuries or death arising out of or resulting from the performance of
this Contract. Contractor's obligation to indemnify, defend, and hold harmiless includes any claim by
Contractor's agents, empioyees, representatives, or any Subconiracior, or iis empioyees.
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“Claim,” as used in this Contract, means any financial loss, claim, suit, action, damage, or experise,
including but not limited to attorney’s fees, aitributable for bodily injury, sickness, disease, or death,
or injury to or destruction of tangible property including loss of use resuiting there from. Contractor's
obligations to indemnify, defend, and hold harmless includes any claim by Contractor's agents,
employees, representatives, or any subcontractor or its employees.

Contractor expressiy agrees to indemnify, defend, and hold harmless the state for any claim arising
out of or incident to Contractor’s or any Subcontractor’s performance o failure to perform this
Contract. Contractor’s obligation to indemnify, defend, and hold harmless the state shall not be
eliminated or reduced by any actual or alleged concurrent negligence of state or its agents,
agencies, employees and officials, :

Coniractor waives its immunity under Title 51 RCW to the extent it is required to indemnify, defend
and hold harmless State and its agencies, officials, agents or employees.

38. PRIVACY PROTECTION
Personal information as defined in this section that is collected, used or acquired in connection with
this Contract or any associated Work Order shall be used solely for the purposes of this Contract or
Work Order. Contractor and its Subcontractors agree not to release, divulge, publish, transfer, sell
or otherwise make known to unauthorized persons Personal information without the express written
consent of Purchaser or as provided by law. Contractor agrees to implement physical, electronic
and managerial safeguards to prevent unauthorized access to Personal Information.

Purchaser reserves the right to monitor, audit, or investigate the use of Personal Information
collected, used or acquired by the Contractor through this Contract. The monitoring, auditing or
investigation may include, but is not limited to "salting" by Purchaser. Contractor shall certify the
return or destruction of all Personal nformation upon expiration of this Contract. Salting is the act of
placing a record containing unique but false information in a database that can be used later to
identify inappropriate disclosure of data contained in the database.

Any breach of this provision may result in termination of this Contract and the demand for return of
all Personal Information. The Coniractor agrees to indemnify and hold harmless DOP and
Purchaser for any damages related to the Contractor's unauthorized use of Personal Information.

For purposes of this pravision, Personal Information includes but is not limited to information
identifiable to an individual that relates to a natural person’s health, finances, education, business,
use or receipt of governmental services, or other activities; names, addresses, telephone numbers,
social security numbers, driver license numbers, financial profiles, credit card numbers, financial
identifiers and other identifying numbers or information identifiable to an individual that relates to any
of these types of information.

39. INSURANCE

39.1 Contractor shall, during the Term of this Contract, maintain in full force and effect, the
insurance described in this section. Contractor shall acquire such insurance from an
Insurance carrier or carriers licensed to conduct business in the state of Washington
and having a rating of A-, Class VIl or better, in the most recently published edition of
Best’s Reports. In the event of cancellation, non-renewal, revocation of other
termination of any insurance coverage required by this Contract, Contractor shall
provide written notice of such to DOP within one (1) Business Day of Contractor’'s
receipt of such notice. Failure to buy and maintain the required insurance may, at DOP’

- sole option, result in this Contract’s termination.

39.2 The minimum acceptable limits shall be as indicated below, with no deductible for each
of the following categories:

a)  Commercial General Liability covering the risks of bodily injury (including
death), property damage and personal injury, including coverage for
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contractual liability, with a limit of not less than $1 million per
occurrence/$2 million general aggregate.

b)  Automobile Liability: Contractor must provide proof of automobile
liability insurance. Contractor must furnish DOP with decumentation of
valid automobile liability insurance during the duration this Contract.

¢) Employers Liability insurance covering the risks of Contractor’s
employees’ bodily injury by accident or disease with limits of not less than
$1 million per accident for bodily injury by accident and $1 million per
employee for bodily injury by disease. '

39.3 Purchaser may require Coniractor to provide Professional Liability Errors and
Omissions insurance in their Work Request and subsequent Work Order as foilows:

Professional Liability Errors and Omissions, with a deductible not to exceed $25,000,

and coverage of not less than $1 million per occurrence/$2 million general aggregate.
Contractor will pay for insurance premiums to continue such claims made policies or
to provide fails for two (2) years beyond the expiration or termination of this Contract.

Additionally, Professional Liability Errors and Omissions insurance is required for all
Contractors approved fo provide services in the Personnel Investigations category.

38.4 Purchasers may require additional coverage or terms as included in a Work Request
and subsequent Work Order.

38.5 Contractor shall pay premiums on all insurance policies. The Washington State
Department of Personnel shall be named as an additional insured on all general
liability and automobile liability policies, and Contractor shall provide a copy of the
policy endorsement(s) designating DOP as an additional named insured. Such policies
shall also reference this Contract number K=" and shall have a condition that they not
be revoked by the insurer until forty-five (45) calendar days after nofice of intended
revocation thereof shall have been given to DOP by the insurer.

39.6 All insurance provided by Coniractor shall be primary as to any other insurance or
- self-insurance programs afforded to or maintained by the State and shall include a
severability of interests (cross-liability) provision,

39.7 Contractor shall include all Subcontractors as insureds under all required insurance
policies, or shall furnish separate certificates of insurance and endorsements for each
Subcontractor. Subconiractor(s) shall comply fully with all insurance requirements
stated herein. Failure of Subcontractor(s) to comply with insurance requirements does
not limit Contractor’s.liability or responsibility.

39.8 Contractor shall furnish to DOP copies of certificates and endorsements of all required
insurance within thirty (30) calendar days of this Contract’s Effective Date, and copies
of renewal certificates and endorsements of all required insurance within thirty (30)
calendar days after the renewal dafe. These certificates of insurance must expressly
indicate compliance with each and every insurance requirement specified in this
-section. Failure to provide. evidence of coverage may, af DOP’ sole option, result in this
Contract’s termination.
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39.9 Contractor shall provide insurance certification to the Purchaser under a Work Order
when requested. Failure to provide evidence of coverage may, at Purchaser’s sole
option, resulit in termination of the Work Order.

39.10 By requiring insurance herein, DOP does not represent that coverage and limits will be
adequate to protect Contractor. Such coverage and limits shall not limit Contractor's
liability under the indemnities and reimbursements granted to DOP or any Purchaser in )
this Contract or any Work Order.

40. INDUSTRIAL INSURANCE COVERAGE
Prior to performing work under this Contract, Contractor shall provide or purchase industrial
insurance coverage for its employees, as may be required of an "employer” as defined in Title 51
RCW, and shall maintain full compliance with Title 51 RCW during the course of this Contract. DOP
or Purchaser will not be responsible for payment of industrial insurance premiums or for any other
claim or benefit for Contractor, or any Subcontractor or employee of Contractor that might arise
under the industrial insurance laws during the performance of duties and services under this
Contract.

41. LICENSING STANDARDS
Contractor shall comply with all applicable local, state, and federal licensing, accreditation ahd
registration requirements and standards necessary in the performance of this Contract. (See, for
example, chapter 19.02 RCW for state licensing requirements and definitions.)

42. ASSURANCES.
DOP and the Contractor agree that all activity pursuant to this Contract will be in accordance with ail
applicable current federal, state or local laws, rules and regulations.

43. COMPLIANCE WITH CIVIL RIGHTS LAWS _
During the performance of this Contract and any Work Order, Contractor shall comply with alt
federal and applicable state nondiscrimination laws, including but nat fimited to: Title VII of the Civil
Rights Act, 42 10.S.C. §12101 et seq.; the Americans with Disabilities Act (ADA); and Title 49.60
RCW, Washington Law Against Discrimination. In the event of Contractor's noncompliance or
refusal to comply with any nondiscrimination law, regulation or policy, this Contract may be
rescinded, canceled, or terminated in whole or in part under the Termination for Default section,
and Contractor may be declared ineligible for further contracts with the State.

44. DEBARMENT AND SUSPENSION
By executing this Contract, the Contractor certifies to DOP that neither it nor its principals are
presently debarred, declared ineligible, or voluntarily excluded from pauticipation in any transactions
by any federal agency or department under Executive Order 12549 “Debarment and Suspension.”
The Contractor certifies that it will not contract with a Subcontractor that is debarred or suspended.

45, DISALLOWED COSTS
The Contractor is responsible for any audit exceptions or disallowed costs incurred by its own
organization or that of its Subcontractors,

46. DUPLICATION OF BILLED COSTS
The Contractor shall nat bill DOP or Purchaser for costs if the Contractor is being paid by another
funding source for those same costs.

47. - RIGHT OF INSPECTION
Contractor and its Subcontractors shall provide right of access to its facilitios to DOP or Purchaser,
or any of its authorized officers, or to any other authorized agent of official of the state of
Washington or the federal governmeni at all reasonable times, in order to monitor and evaluate
performance, compliance, and/or quality assurance under this Cantract.
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48. SEVERABILITY
If any term or condition of this Contract or the application thereof is held invalid, such invalidity shali
not affect other terms, conditions, or applications which can be given effect without the invalid term,
_condition, or application; to this end the ferms and conditions of this Contract are declared
severable.

49. WAIVER _
Waiver of any breach of any term or condition of this Contract shall not be desmed a waiver of any
prior or subsequent breach. No ferm or condition of this Contract shall be held to be waived,
modified, or deleted except by a written instrument signed by the parties.

50. TREATMENT OF ASSETS
50.1 Title to all properiy furnished by Purchaser shall remain in Purchaser. Title to all

property furnished by Contractor, for which Contractor is entitled to reimbursement,
other than rental paymentis, under this Confract or any Work Order, shall pass to and
vest in Purchaser pursuant to the Ownership/Rights in Data section. As used in this
section Treatment of Assets, if the “properly” is Contractor’s proprietary, copyrighted,
patented, or trademarked works, only the applicable license, not title, is passed to and
vested in Purchaser, '

50.2 Any Purchaser property furnished to Contractor shall, unless otherwise provided
herein or approved by Purchaser, be used only for the performance of this Contract or
any Work Order. :

50.3 Contractor shall be responsible for any loss of or damage to property of Purchaser that
resufts from Contractor’s negligence or that results from Contractor’s failure to
maintain and administer that property in accordance with sound management
praciices.

50.4 Upon loss or destruction of, or damage to any Purchaser property, Contractor shall
notify Purchaser thereof and shall take all reasonable steps to protect that property
from further damage. ‘

50.5 Contractor shall surrender to Purchaser all Purchaser property upon completion,
termination, or cancellation of any Work Order.

50.6 All reference to Contractor under this section shall also include Contractor’s
employees, agenis, or Subcontractors.

51. CONTRACTOR'S PROPRIETARY INFORMATION '
Contractor acknowledges that DOP and Purchaser are subject to chapter 42.56 RCW and that this
Contract and any Work Orders shall be a public record as defined in chapter 42.56 RCW. Any
specific information that is claimed by Contractor to'be Proprietary Information must be clearly
identified as such by Contractor. To the extent consistent with chapter 42.56 RCW, DOP and
Purchaser shall maintain the confidentiality of all such information marked Proprietary Information in
their possession. If a public disclosure request is made to view Contractor's Proprietary Information,
DOP or Purchaser, as applicable, will notify Contractor of the request and of the date that such
records wili be released to the requester unless Contractor obiains a court order from a court of
competent jurisdiction enjaining that disclosure. If Contractor fails fo obtain the court order enjoining
disclosure, DOP or Purchaser, as applicable, will release the requested information on the date
specified.
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DiSPUTES AND REMEDIES

52. DISPUTES
52.1 In the event a bona fide dispute concerning a question of fact arises between
Contractor and Purchaser and it cannot otherwise be resolved between the parties or
by the DOP Master Contract Administrator, either party may initiate the dlspute
resolution procedure provided herein,

52.2 The initiating party shall reduce its description of the dispute to writing and deliver it to
the responding party. The responding party shall respond in writing within five (5)
Business Days. The initiating party shall then have five (5) Business Days to review the
response. The parties shall then have five (5) Business Days to negotiate in good faith
to resolve the dispute.

a)  If the dispute is not resolved by the parties during this negotiation petriod, either
party may request a Dispute Resolution Panel to be convened by requesting it in
writing and identifying the first panel member. Within five (5) Business Days of
receipt of the request, the other party will designate the second panel member.
Those two panel members will appoint a third individual to the dtspute resolution
panel within the next five (5) Business Days.

b)  The Dispute Resolution Panel will review the written descriptions of the dispute,
gather additional information as needed, and render a decision on the dispute in
the shortest practical time.,

¢)  Each party shall bear the cost for its panel member and its attorneys’ fees and
share equally the cost of the third panel member.

52.3 Both parties agree to exercise good faith in dispute resolution and to settle disputes
prior to using a Dispute Resolution Panel whenever possible. Unless irreparable harm
will result, neither party shall commence litigation against the other before the Dispute
Resolution Panel has been invoked and issued its decision on the matter in dispute.

52.4 Purchaser and Conltractor agree that, the existence of a dispute notwithstanding, they
will continue without delay o carry out all their respective responsibilities under this
Coniract that are not affected by the dispute.

52.5 If the subject of the dispute is the amount due and payable by Purchaser for Services
being provided by Contractor, Contractor shall continue providing Services pending
resolution of the dispute provided Purchaser pays Contractor the amount Purchaser,
in good faith, believes is due and payable, and places in escrow the difference between
such amount and the amount Contracior, in good faith, believes is due and payable.

53. NON-EXCLUSIVE REMEDIES
The remedies provided for in this Contract shall net be exciusive but are in addition to all other
remedies available under law.

54. LIQUIDATED DAMAGES
Liquidated Damages may be applicable under Purchaser Work Orders. Purchaser shall include any
" Liquidated Damages clause in its Work Order.

55. FAILURE TO PERFORM _
If Contractor fails to perform any substantial obligation under this Contract or any Work Order, DOP
and/or Purchaser, as applicable, shall give Contractor writtan notice of such Failure to Perform. If
after thirty (30) calendar days from the date of the written notice Contractor still has not performed,
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then DOP or Purchaser may withhold all monies due and payable to Contractor, without penalty to
DOP or Purchaser, until such Failure to Perform is cured or otherwise resolved.

56. LIMITATION OF LIABILITY )

56.1 The parties agree that Contractor, DOP and Purchaser shall not be liable to each other,
regardiess of the form of action, for consequential, incidental, indirect, or special
damages except a claim related to bodily injury or death, or a claim or demand based
on Breach of the Security of the System, patent, copyright, or other intellectual
property right infringement, in which case liability shall be as set forth elsewhere in
this Contract or in the related Work Order. Except as set forth in this section, any
further limitation of liability shall be only as set forth in Purchaser’s Work Order. This
section does not modify any sections regarding liquidated damages or any other
conditions as are elsewhere agreed to herein between the parties. The damages
specified in the sections titled Termination for Default and Review of Contractor's Records
are not consequential, incidental, indirect, or special damages as that term is used in
this section. '

56.2 Contractor, DOP and Purchaser shall not be liable for damages arising from causes
beyond the reasonable control and without the respective fault or negligence of
Contractor, DOP or Purchaset. Such causes may include, but are not restricted to, acts
of God or of the public enemy, acts of a governmental body other than DOF or
Purchaser acting in either a sovereign or coniractual capacily, war, explosions, fires,
floods, earthquakes, epidemics, quarantine restrictions, sirikes, freight embargoes,
and unusually severe weather; but in every case the delays must be beyond the
reasonable control and without fault or negligence of Contractor, DOP, or Purchaser,
or their respective Subconiractors.

56.3 If delays are caused by a Subcontractor without its fault or negligence, Contractor
shall not be liable for damages for such delays, unless the Services to be performed
were obtainable on comparable terms from other sources in sufficient time to permit
Contraclor fo meet its required performance schedule.

56.4 Contractor, DOP or Purchaser shall not be liable for personal injury to each ottier or
damage lo each other’'s property except personal injury or damage to property
proximately caused by the respective fault or negligence of Contractor, DOP, or
Purchaser.

MASTER CONTRACT TERMINATION

57. TERMINATION FOR DEFAULT ,

57.1 If Contractor violates any material ternt'or condition of this Coniract or any Work
Order, as applicable, or fails to fulfill in a timely and proper manner jts material
obligations under this Contract, or any Work Ortler, as applicable, then the DOP Master
Coniract Administrator or Purchaser shall give Contractor written notice of such failure
or violation, and the failtre or violation shall be corrected by Coniractor within thirty
(30) calendar days or as otherwise agreed. If such breach is not capable of cure within
thirty (30) days, Contractor must commence cure within such thirty (30) day period and
diligently pursue completion of such cure. If Contractor’s failure or violation is not so
corrected, this Contract may be terminated immediately by written notice from DOP to
Contractor, or a Work Order may be terminated immediately by written notice to
Contractor from Purchaser.

57.2 In the event of termination of a Work Order by Purchaser or this Contract by DOP,
Purchaser or DOF shaii have ihe righi io procure the Services that are the subject of
this Coniract on the open market and Contractor shall be liable for all damages,
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58.

- 59.

60.

including, but not limited to: (i) the cost difference between the original Master
Contract price for the Services and the replacement costs of such Services acquired
from another vendor; (i) if applicable, all administrative costs directly related to the
replacement of the Work Order or this Master Coniract, such as costs of competitive
bidding, mailing, advertising, applicable fees, charges or penaities, staff time costs;
and, (iii) any other direct costs to Purchaser or DOP resulting from Contractor’s
breach. DOP and Purchaser shall have the right to deduct from any monies due to
Contractor, or that thereafter become due, an amount for damages that Contractor will
owe DOP or Purchaser for Contractor’s default.

57.3 If either DOP or Purchaser violates any material term or condition of this Contract or
any Work Order, as applicable, or fails to fulfill in a timely and proper manner its
obligations under this Contract or a Work Order, as appliicable, then Contractor shall
give DOP or Purchaser, as appropriate, written notice of such failure, which shall be
corrected by DOP or Purchaser within thirty (30) calendar days, or as otherwise agreed.
If such failure to perform is not so corrected, Purchaser’'s Work Order may be
terminated by written notice from Contractor to Purchaser or, if appropriate, this
Master Contract may be terminated by written notice from Coniractor to DOP.

57.4 If the failure to perform is without the defaulting party’s control, fault, or negligence,
the termination shall be deemed to be a Termination for Convenience.

57.5 This section shall not apply to any failure(s) to perform that results from the willful or
negligent acts or omissions of the aggrieved party.

TERMINATION FOR CONVENIENCE :

58.1 When, at the sole discretion of DOP, it is in the best interest of the Siate, DOP may
ferminate this Contract, in whole or in part, by fourteen (14) calendar days written
nofice fo Confractor. :

58.2 Purchaser may terminate a Work Order upon fourteen (14) calendar days written notice
to Contractor. If a Work Order is so terminated, Purchasers are liable only for payments
for Services received and accepted by Purchaser prior to the effective date of
termination. .

TERMINATION FOR WITHDRAWAL OF AUTHORITY

In the event that DOP's or Purchaser's authority to perform any of its duties is withdrawn, reduced,
or limited in any way after the commencement of this Contract or any Work Order and prior to
normal completion, DOP may terminate this Contract, or Purchaser may terminate its Work
Order(s), by seven (7) calendar days written noticeto Contractor. No penalty shall accrue to DOP or
Purchaser in the event this section shall be exercised. This section shall not be construed to permit
DOP io terminate this Contract, or Purchaser to terminate any Work Order, in order to acquire
similar Services from a third party.

TERMINATION FOR NON-ALLOCATION OF FUNDS

If funds are not ailocated to DOP to continue this Contract, or to Purchaser to continue any Work
Order, in any future period, DOP may terminate this Contract, or Purchaser may terminate any
Work Order by thirty (30) calendar days' written notice to Contractor ar work with Contractor to
artive at a mutually acceptable resolution of the situation. DOP or Purchaser will not be obligated to
pay any further charges for Services including the net remainder of agreed to consecutive periodic
payments remaining unpaid beyond the end of the then-current period(s). DOP or Purchaser agrees
to notify Gontractor in writing of such non-allocation at the earliest possible time. No penaity shall
accrue to DOP or Purchaser in the event this section shall be exercised. This section shall not be
construed to permit DOP to terminate this Contract, or Purchaser to terminate any Work Order, in
order to acquire similar Services from a third party. ,
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61. TERMINATION FOR CONFLICT OF INTEREST
DOP may terminate this Contract, or Purchaser may terminate any Work QOrder, by written notice to
Contractor if DOP or Purchaser determines, after due notice and examination, that any party has
violated chapter 42.52 RCW, Ethics in Public Service, or any other laws regarding ethics in public
acquisitions and procurement and performance of contracts. In the event this Contract or any Work
Order is so terminated, DOF or Purchaser, as applicable, shall be entitled t6 pursue the same
remedies against Gontractor as it could pursue in the event Contractor breaches this Contract or
any Work Order, as applicable.

~ 62. CONFORMANCE
If any provision of this Contract is in conflict with or viclates any statute or rule of law of the state of
Washington, it is considered modified to conform to that statute or rule of law.
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63. TERMINATION PROCEDURE ,

63.1 Upon termination of this Master Contract or any Work Order, DOP or Purchaser, in
addition to any other rights provided in this Master Contract and applicable Work
Order, may require Contractor o deliver to Purchaser any property specifically
produced or acquired for the performance of such part of this Master Contract or Work
Order as has been terminated. The section titled Treaiment of Assets shall apply in such
property transfer.

63.2 Unless otherwise provided herein, Purchaser shall pay to Contractor the agreed-upon
Rate, if separately stated, for the Services received by Purchaser, provided that in no
event shall Purchaser pay to Contractor an amount greater than Contractor would have
been entitled to if this Master Coniract or Work Order had not been terminated. Failure
to agree on such determination shall be a dispute within the meaning of the section of
this Master Contract entitled Disputes. Purchaser may withhold from any amounts due
Contractor such sum as Purchaser determines to be necessary to protect Purchaser
from pofential loss or liability.

63.3 Contractor shall pay any amounts due Purchaser as the result of termination within
thirty (30) calendar days of notice of the amounts due. If Contractor fails to make timely
payment, Purchaser may charge interest on the amounts due at one percent (1%) per
month until paid in full.

64. COVENANT AGAINST CONTINGENT FEES
© 64.1 Coniractor warrants that no person or selling agency has been employed or retained to
solicit or secure this Contract or any Work Order upon any agreement or
understanding for a commission, percentage, brokerage, or contingent fee, except
bona fide emp!oyees or a bona fide established commercial or selling agency of
Contractor.

64.2 In the event Contractor breaches this section, DOP shall have the right to annul this
Contract without liability to DOP, and Purchaser shall have the right to either annul any
Work Order without liability to Purchaser or, in Purchaser’s discretion, deduct from
payments due to Contractor, or otherwise recover from Contractor, the full amount of
such commission, percentage, brokerage, or contingent fee.

- ACTIVITY REPORTING AND PERFORMANCE REPORTING

65. ACTIVITY REPORTING
Upon written request by DOP, Contractor shall submit to the DOP Master Contract
Administrator a summary of all Services purchased under this Master Contract. The details
of the information to be provided will be outlined in the writfen request fo Contractor.

66. PERIODIC CONTRACTOR PERFORMANCE EVALUATION AND REPORT
66.1 Purchasers will periodically evaluate Contractor’s performance in a Contractor
Performance Report. The report is designed to evaluate impacts and outcomes
* achieved as a result of Contractor’s delivery of Services and aid Purchasers in
referrals. Each evaluation will include an assessment of the Contractor’s efforts toward
achieving Purchaser’s objectives.

66.2 DOP will consider such evaluations when determining administrative actions mcludmg
but not limited to any extension to the Term of this Contract.

66.3 If, during the term of this Contract, DOP receives three (3) or more negative Contractor
Performance Reports from Purchasers in a one (1) year period and Contractor fails to
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provide, in DOP’s sole opinion, an adequate response or remedy, this Contract may be
terminated.

MASTER CONTRACT EXECUTION

67. AUTHORITY TO BIND
The signatories to this Contract represent that they have the authority to bind their respective
organizations to this Contract.

68. COUNTERPARTS
This Contract may be executad in counterparts, in a single original, or duplicate originals. As
‘applicable, each counterpart or each duplicate shalt be deemed an original copy of this Contract
signed by each party, for alf purposes.

69. FACSIMILE EXECUTION
The parties agree that this Contract may be executed by facsimile signature, and shall be effective _ ;
as of the date of such facsimile signature. If executed by facsimile, the parties agree to provide
otiginal signature pages within ten (10) business days of facsimile execution.

in Witness Whereof, the parties hereto, having read this Contract in its entirety, including all attachments,
do agree in each and every particular and have thus set their hands hereunto.

Approved Approved
State of Washington Contractor
Department of Personnel

Sinatiie Signatore

Melanie Reynolds :
[—Prmt or Type Name Data - il or Type Name Uate

Program Development and Delivery
Program Direclor
e

T
Approved as to Form Contractor Information
" State of Washington Contractor's UBI Number:
Office of the Attorney General Contractor UBI

APPROVAL AS TO FORM 1S LOCATED IN THE
DOP CONTRACTS QFFICE

Minority or Woman Owned Business Enterprise

Suzanne Shaw | Yes OMWBE Certification # No [
(Certification Number)

Assistant Attorney General 3/9/2009

Title Date

State of Washington ' . Organizational Development Services

Department of Personnel OD Master Contract #K[contract number]





Attachment A
Approved OD Categories and Rates

As of [Effective Date]

for
Master Contract Number i__.
With
[Contractor Name]

Contractor is authorized to provide only the Services in the follow OD categories, and the corresponding
not-to-exceed hourly rate for each category: [Delete those categories for which the contractor is NOT
approved.]

Business Analysis / Process Improvement: §
Coaching: §

Conferences / Retreats / Forums — Planners: §
Conferences / Retreats / Forums — Speakers: §
Customer & Stakeholder Management: §
Effective Cornmunication: $

Executive Recruitment: $

Facilitation: $
Leadership: $
Organizational Development & Change Management: §
Performance Management: §_

Personnel Investigations: §

Personnel Issues: §

Strategic Planning: $

e« Team Development: $

PERSONNEL INVESTIGATORS [use this clause for Contractors approved to provide Personnel
Investigations]

Contractor is to provide the following information for each personnel investigator approved under this

Contract:

» Foreach Attorney: Proof of current Washington State Bar Association (WSBA) membership. (Note:
This Master Contract or a related Wark Order may not be used to engage attorneys to provide
services to state agencies if those services constitute the practice of law.)

« For each Personnel Investigator: Contractor must provide proof of compliance with and follow the
rules set by the Department-of Licensing, including, but not limited to chapter 18.165 Revised Code of
Washington (RCW), chapter 18.235 RCW, and chapter 308-17 Washington Administrative Code. For
each personnel investigator Contractor is to provide to DOP a copy of its current Private Investigator's
license issued by the Washington State Department of Licensing with their Response ta this section.

If any ehanges occur to the status of such licensing, Contractor must notify DOP in writing within ten (10}
business days,

State of Washington Organizational Developrment Services
Department of Personnel OD Master Contract #K[contract numbet]





Attachment B
Work Request Template

A sample of the current DOP second tier Work Request template can be found at

The sample referenced in this Attachment B is illustrative only. DOP reserves the right, at its sole
discretion, to modify this template as DOP deems to be in the best interests of DOP and the Purchasers.
The DOP Master Contract Administrator will make any revisions available to Purchasers and to the
Contractor.

A typical Work Request will contain, but not be limited to, the following items:

Project or Task Objectives

Scope and Description of Work, including Deliverables
Timeline and Period of Performance

Compensation and Payment

Contractor Staff, Roles and R_es'ponsibi[if(ies

Identification and approval of any subcontractors

Retention requirements '

Insurance requirements (beyond what is in Master Contract)
Purchaser Staff, Roles and Responsibilities

Additicnal Purchaser Terms and Conditiens Specific to the Work Request
Evaluation Criteria and Response instructions

State of Washinglon Qrganizational Bevelopment Services
Department of Personnel \ 0D Master Contract #K[contract numbet]





Work Request Template
SAMPLE - FOR ILLUSTRATIVE PURPOSES ONLY

State of Washington Organizational Development Services
Department of Personnel OD Master Contract #K[contract number]





- Attachment C
, Work Order Template
Personal Service Contracts
A sample of the Office of Financial Management’s Personal Service Contract may be found on their
website located at http//www.ofm.wa.gov/contracts/resources/sample_psc.doc. This model is used for
personal service cantracts as defined in RCW 39.29.

Note: Not every model or sample contract section will be required in every Work Order, nor will these
model contracts sections satisfy every Wark Order need. Work Order requirements will be selected from
the most applicable model contraci(s) plus other sources including but not limited to individual Purchaser
terms and conditions, then tailored to meet specific functional and operational needs, i.e., scope of work to
be performed or Services to be provided, and the protections necessary to that respective Work Order's
purpose. DOP has also established a common template to be used by Purchasers for Work Orders under
the Organizational and Employee Development Ser\nces D|v131on A sample of the current DOP Work
Order template can be foundat - - o . The details of the specmc
Services, project or tasks should be negotlated by Purchaser and Gontractor and memorialized in a Work
Order. The Master Contract requires that the Work Order, at a minimum, reference the Master Contract
number and address the following areas:

Project or Task Objectives

Scope and Description of Work, including Deliverables

Timeline and Period of Performance

Compensation and Payment

Incorporation of Master Contract Terms and Conditions

Contractor Staff, Roles and Responsibilities

Purchaser Staff, Roles and Responsibilities

Additional Purchaser Terms and Conditions Specific to the Work Order
Signature Block

State of Washington Organizational Development Services
Department of Personnel OD Master Contract #K[contract number]





Work Order Template
SAMPLE —~ FOR ILLUSTRATIVE PURPOSES ONLY

State of Washington Organizational Development Services
Depattment of Personnel 0D Master Contract #K[contract number]





Exhibit A
Organizational Development Consulting Services
Master Contract Request for Qualifications and Quotations (K#360)

State of Washington Organizational Development Services
Department of Personnel OD Master Contract #K[contract number]





Exhibit B
Contractor's Response to
Organizational Development Consulting Services
Master Contract Request for Qualifications and Quotations (K#360)

State of Washington Organizational Development Services
Department of Personnel OD Master Contract #K[contract number]





EXHIBIT B

SUMMARY OF ACQUISITION REQUIREMENTS

REQUEST FOR QUALIFICATIONS AND QUOTATIONS (#ksso)
for
ORGANIZATIONAL DEVELOPMENT SERVICES

ADMINSTRAT!VE HEQUIHEMENTS -

Sec‘:‘tiion ks ‘_: SRR Sectlon Tlt!e R i MUR or MSR

3.1 Submission Deadiine MUR
3.2 Response Submission and Format MUR
3.3 Bidder's Acquisition Representative ' MUR
34 Organizational Development Categories for which Bidder is Proposing MUR
3.5 Certifications and Assurances MUR
3.6 Proprietary Information, Condidentiality, and Public Disclosure MUR
3.7 Current and Former Washington State Employees MUR
3.8.1 Master Contract Terms and Conditions | MUR
3.8.2 Hegquired Insurance MUR
3.9 Past Contract Performance MUR
3.10 Warranty for Services MUR

MANAGEMENT REQUIREMENTS STl

411 Corborate Information ' - IVIUF{

4.1.2 Contract Manager Information MUR
4.1.3 Not-te-Exceed Hourly Rate _ MSR
4.2 Executive Summary MSRH .

51 Busmess Aﬁélysis/lf’rocesé Irﬁprévénﬁénf ' T - . MSR, DO —

5.2 Coaching ' MSR, DO
53 Conferences / Retreats / Forums - Planners MSR, DO
54 Conferences / Retreals / Forums - Speakers MSR, bO
5.5 Customer and Stakeholder Management MSH, DO
5.6 Effective Communication MSR, DO
57 Executive Recruitment MSR, DO
5.8 Facilitation MSR, DO
5.9 Leadership MSR, DO
5.10 Organizational Development and Change Management MSR, DO
511 Performance Management MSR, DO
512 Personnel Investigations MUR, MSR, DO
513 Personnel lssues MSR, DO
5.14 Strategic Planning MSR, DO
5.15 Team Development MSR, DO
State of Washingion " Organizational Development Services

Department of Personnel OD Master Contract #K[contract number}





EXHIBIT €

PROTEST PROCEDURES

Grounds For Protest

Protests may be made after DOP has announced the selected Bidders and after the protesting Bidder has
had a debriefing conference with DOP, Protests may be made on only these grounds: '

= Arithmetic errors were made in computing the score.

« DOP failed to follow procedures established in this Acquisition document.

» There was bias, discrimination, or conflict of interest on the part of an evaluator.

Protest Process

Protests are initially made to the Acquisition Coordinator. The protest letter must be signed by a person
authorized to bind the Bidder to a contractual relationship. DOP must receive the written protest within five
(6) Business Days after the debriefing conference. DOP shall also postpone further steps in the
acquisition process until the protest has been resolved.

Individuals not involved in the protested acquisition will objectively review the written protest material
submitted by the Bidder and all other relevant facts known to DOP. DOP must deliver its written decision
to the protesting Bidder within five (5) Business Days after receiving the protest, unless more time is
needed. The protesting Bidder will be notified if additional time is necessary.

If the protesting Bidder is not satisfied with DOP’s decision, it may appeal. Appeal is made to the Deputy
Director of DOP. The appeal process is discussed below.

Written notice of appeal to The DOP Deputy Director must be received within five (6) Business Days after
the Bidder receives notification of the agency's decision.

In conducting its review, the DOP Deputy Director will consider all available relevant facts. The DOP
Deputy Director will resolve the appeal in one of the following ways: :
* Find that the protest lacks merit and upholding DOP's action.
- @ Find only Professional or harmiess errors in DOP’s acquisition process, determining DOP to be in
substantial compliance, and rejecting the protest; or
e Find merit in the protest and provide options to DOP, including:
» Cormrecting errors and reevaluating all Responses;
+ Reissuing the solicitation document; or
» Making other findings and determining other courses of action as appropriate.

The DOP Deputy Director will issue a written decision within five (5) Business Days after receipt of the
notice of appeal, unless mare time is needed. The protesting Bidder will be notified if additional time is
necessary. The DOP Deputy Director's determination is final; no further administrative appeal is available.

Formi and Content

A written protest must contain the facts and arguments upon which the protest is based and must be

signed by a person authorized to hind the Bidder to a contractual relationship. At a minimum, this must

include:

» The name of the protesting Bidder, its mailing address and phone number, and the name of the
individual responsible for submission of the protest.

» Information about the acquisition and the acquisition method and name of the issuing agency.

« Specific and complete statement of the agency action(s) protested.

o Specific reference to the grounds for the protest.

« Dascription of the relief or corrective action requested.

= A copy of the agency's written decision on the protest, for appeals to the DOP Deputy Director.

State of Washington ) Organizational Development Services
Department of Personnel 0D Master Contract #K[contract number]





ATTACHMENT A

ORGANIZATIONAL DEVELOPMENT SERVICES
- DATA SHEET
MEAL

ComPANY NAME AND TITLE:

Company DBA NAME (IF DIFFERENT):

COMPANY PHYSICAL ADDRESS:

ComMPANY MAILING ADDRESS (IF DIFFERENT):

WessITE URL:

UBI NUMBER:

STATEWIDE VENDOR REGISTRATION NUMBER:
CONTRACT MANAGER:

MAILING ADDRESS:

PHONE:

E

1. BUSINESS ANALYSIS / PROCESS IMPROVEMENT

2. COACHING

3. CONFERENCES / RETREATS / FORUMS — PLANNERS

4. CONFERENCES / RETREATS / FORUMS — SPEAKERS

5. CUSTOMER AND STAKEHOLDER MANAGEMENT

6. EFFECTIVE COMMUNICATION

& | | 8| e =

7. EXEcUTIVE RECRUITMENT

%

8. FACILITATION

9. LEADERSHIP

10. ORGANIZATIONAL DEVELGPMENT AND CHANGE MANAGEMENT

11. PERFORMANCE MANAGEMENT

12. PERSONNEL INVESTIGATIONS

13. PERSONNEL ISSUES

14. STRATEGIC PLANNING

15. TEAM DEVELOPMENT

| | 8| B8 R | B €5

State of Washington
Deparment of Personnel

Organizational Devslopment Seivices
OD Master Contract #K[contract number]





ATTACHMENT B

CERTIFICATION AND ASSURANCES

Request for Qualifications and Quotations (#K360)
for
Organizational Development Services

We make the following certifications and assurances as a required element of the Response to which it is
attached, affirming the truthfulness of the facts declared here and acknowledging that the continuing
compliance with these statements and all requirements of the Request for Qualifications and Quotations
{(Acquisition) are conditions precedent to the award or continuation of the related Contract.

This Response has been arrived at independently, without, for the purpose of restricting competition, any
consuitation, communication, or agreement with any other bidder or competitor relating to the intention to
submit an offer. No attempt has been made or will be made by the bidder to induce any other concern to
submit or not to submit an offer for the purpose of restricting competition. However, we may freely join
with other persons.-or organizations for the purpose of presenting a single proposal or bid.

The attached Response is a firm offer for a period of 180 calendar days following the Response Due Date
specified in the Acquisition, and it may be accepted by DOP without further negotiation (except where
obviously required by lack of certainty in key terms) at any time within the 180-day period. In the case of
protest, our Response will remain valid for 180 calendar days or uniil the protest is rasolved, whichever is
later.

In preparing this Response, we have not been assisted by any current or former employee of the ‘state of
Washington whose duties relate (or did relate) to the State's solicitation, or prospective Contract, and who
was assisting in other than his or her official, public capacity. Neither does such a person nor any member
of his or her immediate family have any financial interest in the outcome of this Response. Any exceptions
to these assurances are described in full detail on a separate page and attached to this document.

We understand that the State will not reimburse’us for any costs incurred in the preparation of this
Response. All Responses become the property of the State, and we claim no proprietary right to the.
ideas, writings, items or samples unless so stated in the Response. Submission of the attached
Response constitutes an acceptance of the evaluation criteria and an agreement to abide by the
procedures and all other administrative requirements described in the solicitation document.

We understand that any Contracts awarded as a result of this Response will incorporate all the solicitation
requirements. Submission of a Response and execution of this Certifications and Assurances document
certify our willingness to comply with the Contracts terms and conditions appearing in Exhibit A, Master
Contract Terms and Conditions, or substantially similar terms, if selected as a Contractor. It is further
understood that our standard contract will not be considered as a replacement for the terms and
conditions appearing in Exhibit A, Master Contract Terms and Conditions, of this solicitation.

Bidder Signature Bidder Company Name

Title ' Date
State of Washington Organizational Development Services

Department of Personnel OD Mastsr Contract #K[contract number]





ATTACHMENT C
SUMMARY OF CONFIDENTIAL INFORMATION

REQUEST FOR QUALIFICATIONS AND QUOTATIONS (#K360)
for
ORGANIZATICNAL DEVELOPMENT SERVICES

Bidder Name:

Bidder must provide a summary of all portions of their Acquisition Response as “proprietary” or
“confidential” in nature in accordance with Section 3.85, (MUR) Proprietary Information, Confidentiality,
and FPublic Disclosure. If Bidder has not marked any portions of their response as proprietary, state so.

. Summary of Proptietary Information (list Section name and number, and page number);

| Section Number and Title "

State of Washington Organizational Development Services
Department of Personnel OD Master Contract #K[contract number]






