APPENDIX C

BID SUBMISSION CHECKLIST

BID SUBMISSION CHECKLIST

	New York State Vendor ID#
	
	

	Company Name:
	
	

	
	
	

	Address:
	
	

	
	
	

	
	
	

	Contact:
	
	
	Phone Number:
	

	E-mail Address:
	
	


This Bid Submission Checklist must be completed and submitted with each Bidder’s submission. It is intended to acquaint the Bidder with all items of information that must be submitted with the bid.  Failure to respond to and submit requirements as stated in the Bid submission Checklist may render the bid non-responsive. 

Per Section 1.15, Bids must contain the email transmission of all bid documents or the original and three copies of each of the following documents, which must be signed by an official authorized to bind the Bidder. If the bid is emailed, an original copy of each of the following documents must be submitted.

1. Information Sheet located on page 2 of this IFB;

2. Required Bid Forms located in Appendixes B and Z of this IFB;

3. Bid Submission Checklist located in this Appendix C

4. Price Schedule and Bid Submission located in Appendix D

Bid Deviations - Bidders must submit bids in strict accordance with bid submission instructions and the Appendix D bid submission instructions for the quantities, frequency and number of pages as provided. Alterations in the bid submission format will not be accepted and may result in rejection of the bid submission. Submission of Bid Deviations must be in addition to the required Appendix D bid submission, provide an explanation of any deviation from the specifications or qualifications and be submitted separately from the Appendix D bid submission, on an additional sheet.

	
	Bidder must confirm or comment by initialing or responding in the space following each item, and provided in the column labeled “Bidder’s Response”.
	

	IFB Reference
	Item
	Bidder’s Response

	Information Sheet pg. 2
	Company Name, Vendor ID and Signature of an Official Authorized to bind the bidder
	 

	Information Sheet pg. 2
	Do you have a NYS 10 digit vendor ID number? If not, did you complete and submit the OSC Substitute W-9 Form to the OTDA prior to submitting this bid document?
	 

	1.6.5
	If requested by the OTDA, please confirm that you can furnish evidence that you have maintained an organization capable of performing the work described, in continuous operation for at least the past three (3) years, prepared not more than six months prior to the Bid Proposal Due Date (Dun & Bradstreet Report or other evidence)?
	 


	         1.6.4

	Each Bidder must provide a minimum of three references.  References shall demonstrate the ability of the Bidder to perform jobs similar in scope to the size, nature and complexity of the outlined bid. 

Please provide references below: 


	 

	Reference 1 

	Company Name:
	 
	 

	Address:
	 
	 

	 
	 
	 

	Contact:
	 
	 

	Phone No.:
	 
	 

	E-mail: 
	 
	 

	 
	 
	 

	Reference 2 

	Company Name:
	 
	 

	Address:
	 
	 

	 
	 
	 

	Contact:
	 
	 

	Phone No.:
	 
	 

	E-mail: 
	 
	 

	 
	 
	 

	Reference 3 

	Company Name:
	 
	 

	Address:
	 
	 

	 
	 
	 

	Contact:
	 
	 

	Phone No.:
	 
	 

	E-mail: 
	
	

	2.17.2
	Did you provide proof of required insurance, or if proof of insurance was not provided, do you agree to supply insurance upon notification of tentative award?
	 

	
	Contractors who have received New York State Certification as a Minority or a Woman Owned Business may apply their certification toward the participation goals of the contract resulting from this award, however the OTDA requires good faith efforts from the contractor toward meeting the utilization goals of the type of NYS Certification that they do not possess. Dually certified businesses can only apply one type of certification to the contract goals, and provide utilization goals for the other type of certified business.
	

	3.9
	Do you agree to meet the reporting requirements?
	 

	2.15
	By submission of this bid, and upon award of a Contract, do you agree to comply with applicable Federal, State and Local requirements concerning Equal Employment Opportunity and opportunities for Minority and Women Business Enterprises, including but not limited to the Statute and its implementing regulations as promulgated by the New York State Division of Minority and Women's Business Development (DMWBD) and set forth at 5 NYCRR Parts 140-144), and as more fully set forth in paragraph twelve of Appendix A. As a successful Contractor, will you agree to comply with OTDA’s Appendix Z, attached and incorporated herein, for the specific EEO/M/WBE requirements and associated forms.
	

	1.6.1
	The contractor will guarantee a ninety-nine and a half percent (99.5%) accuracy rate for Alternate Format Dynamic Notices produced by the Contractor and sent out to beneficiaries during the term of the contract.  This conversion rate of accuracy also applies to all Static Documents converted to Alternate Format under the terms of the contract.  
	 

	1.6.2
	The Contractor agrees, to the extent possible that all lithographic inks used in the production of New York State printing requirements must contain the following minimum percentages of vegetable oil: News Inks – 40%; Sheet Fed Inks – 20%; Forms Inks – 20% Heat Set Inks – 10%.
	

	1.6.6
	The Contractor acknowledges that subcontracting of the printing, production and mailing functions is not permissible under the contract requirements with the exception of subcontracting for language translation.  In all cases, the OTDA shall consider the selected Bidder for both Lots, to be the sole responsible entity with regard to all provisions of the contract resulting from this IFB.
	______________

	1.9
	The bidder will not permit illegal drug use of any type or consumption of alcoholic beverages by employees or other personnel while performing any phase of work associated with the Contract resulting from this IFB. 
	 

	1.14.3
	Did the Bidder consider the information contained in this IFB, the OTDA’s Responses to Questions, any Purchasing Memos or Addendum provided by the OTDA and made a part of this IFB when calculating the rates for bid submission? 
	 

	1.15.4
	The Bid package contains the necessary information required for delivery to the OTDA? 
	 

	1.16
	
Confirm that the bid will remain valid for a minimum of 180 days from the “Bid Due Date, by initialing the space to the right of this item.
	 

	2.2.7.2
	Confirm that the Bidder has authority to do business in New York State by initialing the space to the right.
	 

	2.5.2
	
Confirm that the pricing submitted by bidders for each item listed on the Appendix D Price Schedule, once approved by the OTDA and the Office of the State Comptroller, are fixed for the entire term of the project and are not subject to change other than as permitted in 2.6 and 2.7 of this IFB.
	 

	2.9.1
	Does the Bidder agree to submit a completed and notarized original of the ST-220-CA and 3 copies included at the request of the OTDA?
	 

	2.9.
	Has the ST-220-TD been filed with the NYS Department of Tax?
	 

	2.12
	Have you provided a statement informing the OTDA if your agency has or has not been suspended or debarred from entering into Federally funded contracts pursuant to U.S. Executive Order 12549 and/or 41 CFR Part 105-68, or if there is any information known to the Bidder or its agents that there has been any activity or investigation that could result in its suspension or debarment; OR The Contractor understands that it must comply with federal Executive Order 11246, the Copeland "Anti-Kickback Act" (18 USC 874), Section 306 of the federal Clean Air Act, Section 306 of the federal Clean Water Act, and that it must certify that neither it nor its principals are debarred or suspended from federal financial assistance programs and activities and to complete and return in pursuit of such certification any appropriate form required by OTDA (see federal Executive Order 12549 and 7 CFR Part 3017).
	 

	2.14.2
	Did you file a NYS STANDARD VENDOR RESPONSIBILITY QUESTIONNAIRE with the Office of the State Comptroller (OSC)? If yes, please enter the Last Certification Date in the space provided to the right.
	 

	2.14.2
	If you have not filed electronically, is an updated copy of the Vendor Responsibility Questionnaire included with the bid submission?
	 

	2.17.2
	Does the bidder agree to provide proof of Compliance with Workers’ Compensation Coverage Requirements as specified in WORKERS’ COMPENSATION INSURANCE AND DISABILITY BENEFITS REQUIREMENTS, upon request of the OTDA? 
	 

	2.18
	Upon request by the OTDA, the Bidder agrees to provide financial statements documenting the Bidder's financial stability sufficient for the scope of this IFB. 
	 

	2.8.2
	If prompt payment or guaranteed postage  discounts are offered, the bidder agrees to include the terms of the discount on all invoices, the amounts which are due if the OTDA meets the terms, and the date for which the prompt payment discount(s) expires.
	

	3.1.26
	The Contractor acknowledges that failure to complete full transition of Alternate Format Dynamic Notices as identified by the OTDA contract manager by July 1, 2016 as set forth in Section 3.1.26 of this IFB will result in liquid damages as follows:

Amount per business day $5,000


Example 1 day delay = 1 x $5,000



    5 day delay = 5 x $5,000

Additionally, OTDA shall be entitled to compensation for all actual damages, in excess of the liquidated damages cited above, incurred by the State as a result of the contractors failure to complete full transition of Alternate Format Dynamic Notices as identified by the OTDA contract manager by July 1, 2016 as set forth in Section 3.1.26 of this IFB.
	

	3.4.1.1
	The Contractor may choose to maintain a disaster recovery site located in an area not adjacent to the main production facility at no additional cost to OTDA or
	

	3.4.2
	In the event that no disaster recovery site is maintained, within one month after the Contractor and the OTDA have signed the Agreement resulting from this IFB, the Contractor will provide the OTDA with an irrevocable Letter of Credit, drawn upon a financial institution approved or accepted by the OTDA, the terms of which shall be subject to approval by the OTDA, in an amount equating to 10% of the contract amount.
	

	3.10.1
	The Contractor agrees to develop a quality control sampling methodology approved by the OTDA and will guarantee a ninety-nine and a half percent (99.5%) accuracy rate for Dynamic Notice insertion, during the term of the contract.  
	

	3.10.2
	The Contractor agrees to implement a quality assurance process approved by the OTDA to ensure that Alternate Format Dynamic Notices produced by the contractor and sent out to beneficiaries are accurate in terms of the information being provided and free of translation, typographical and grammatical errors.  The contractor will guarantee a ninety-nine and a half percent (99.5%) accuracy rate for alternative Dynamic Notices produced by the Contractor and sent out to beneficiaries during the term of the contract.  
	

	
	
	

	3.10.4
	The Contractor acknowledges that all batches received for Alternate Format Dynamic Notice conversion will be completely processed and mailed within the next US Postal Service business day from receipt, Monday through Sunday except as referenced in Section 3.6.2, each day will be subject to 24 hour mailing by the Contractor.  The Contractor acknowledges that any failure by the Contractor to deliver mail by the next US Postal Service Business day from receipt of batch would be a material breach of this Agreement, and further agrees that, in addition to any other rights the OTDA may have as to such breach, the OTDA, in its own discretion, may assess liquidated damages against the Contractor in an amount up to 350% of the cost for each individual piece of mail (including postage) that was not subject to 24 mailing.
	

	3.10.5
	The Contractor recognizes that OTDA will have Special runs batches that run on Saturdays or Sundays as opposed to weekdays and generate weekly, monthly and yearly Dynamic Notices.  The Contractor assures the OTDA that if 100% of all Dynamic Notices for special runs are available to be printed by the Contractor by 6 p.m. Saturday or Sunday, the Contractor will ensure mailing at the next available US Postal Service business day.  The OTDA Contract Manager will notify the Contractor when special runs are planned to be processed, no later than by close of business the previous Wednesday.  The Contractor acknowledges that any failure by the Contractor to meet and maintain this next US Postal Service business day mailing assurance would be a material breach of this Agreement, and further agrees that, in addition to any other rights the OTDA may have as to such breach, the OTDA, in its own discretion, may assess liquidated damages against the Contractor in an amount up to 350% of the cost for each individual piece of mail (including postage) that was not subject to next US Postal Service business day mailing.
	______________

	Section 4, General
	Confirm that the Bidder agrees to comply with the requirements, specifications, terms and conditions stated throughout this IFB.
	______________

	Article 16
	Contractor agrees to non-disclosure of confidential agreement and is willing to require all employees to sign a NDA, provided by OTDA, to demonstrate understanding of the confidential nature of information obtained in the performance of their duties under this contract.
	______________

	
	
	

	Appendix B
	Indicate that each of the following forms have been included in the Bidder’s bid submission by initialing the space to the right of each form.
	

	
	Appendix Z related forms:
	

	
	1. Equal Employment Opportunity (EEO) Staffing Plan
	 

	
	2. EEO Work Force Employment Utilization/Compliance Report
	 

	
	3. M/WBE Subcontractor Utilization Plan
	 

	
	4. M/WBE Subcontractors and/or Suppliers Letter of Intent to Participate
	 

	
	5. M/WBE/EE0 Policy Statement
	 

	
	6. M/WBE Contractor Quarterly Compliance Report
	

	
	7. M/WBE Certification of Good Faith efforts
	

	
	Exhibit A, Standard Response Forms:
	

	
	8. Contract Signature Page (5 original signed copies)
	

	
	9. Proof of Workers Compensation Insurance
	

	
	10. Proof of Disability Benefits
	

	
	11. MacBride Fair Employment Principles 
	

	
	12. Disclosure of Prior Non-Responsibility Determinations (PLA)
	

	
	13. Non-Collusive Bidding Certification
	

	
	14. Procurement Lobbying Act - Bidder’s Affirmation of Understanding of and Agreement pursuant to State Finance Law §139-j (3) and §139-j (6) (b) 
	

	
	15. Certification Regarding Drug-Free Workplace Requirements
	

	
	16. Contractor Disclosure of Contacts Form
	

	
	17. Non-Disclosure Agreement
	

	
	18. New York State Consultant Services Contractor’s Planned Employment Form (Form A)
	

	
	19. Contractor’s Annual Employment Report (Form B)
	

	
	20. Subcontractor and Supplier Identification Form
	

	
	
	

	
	21. NYS Department of Taxation and Finance ST-220-CA (separate attachment)
	

	
	22. NYS Department of Taxation and Finance ST-220-TD (to be sent to NYS DOT) (separate attachment)
	

	
	
	

	
	23. Vendor Responsibility Questionnaire Updated Certification and Information within six (6) months prior to October 4th, 2014.  Information and options are available at: 
	

	
	http://www.osc.state.ny.us/vendrep/forms_vendor.htm  
	

	Appendix Z
	Indicate that your bid contains completed forms provided in Appendix Z and that quarterly utilization reports will be submitted throughout the contract period; bid includes information regarding subcontract or secondary services with a New York State Certified Minority or Women owned business.  
	 

	
	Provide contact information for person or persons to contact in the event of an emergency occurring after business hours or on weekend/ USPS holidays;
	

	Emergency Contact 1

	Name:
	 
	

	Title:
	 
	

	Telephone No.:
	 
	

	Fax No.:
	 
	

	Toll Free No. :
	 
	

	E-mail Address:
	 
	

	
	
	

	Emergency Contact 2

	Name:
	 
	

	Title:
	 
	

	Telephone No.:
	 
	

	Fax No.:
	 
	

	Toll Free No. :
	 
	

	E-mail Address:
	 
	

	
	
	

	
	
	

	
	
	

	

	Provide a listing of those officials authorized to bind the Bidder; and the signature of an official authorized to bind the Bidder.

	Officials Authorized to bind the Bidder:
	

	Name:
	
	

	
	 
	

	Title:
	
	

	
	
	

	Signature of an Official Authorized to bind the Bidder:
	

	
	
	

	
	 
	

	
	

	Name:
	
	

	
	 
	

	Title:
	
	

	
	
	

	Signature of an Official Authorized to bind the Bidder:

	
	
	

	
	 
	


