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About Framingham State University

Overview

Framingham State University prepares students for a productive life, enhanced by learning and
leadership that will contribute to the culturally diverse wotld of the twenty-first century.

Established by Horace Mann in 1839 as America’s first public teacher preparation school,
Framingham State University today offers undergraduate and graduate programs encompassing the
arts and sciences and professional studies.

At Framingham State University teaching is the primary role of the faculty, who engage in their
disciplines through instruction, scholarship and service on campus and in their professional
communities. The University serves as an important educational and cultural center in the
MetroWest region of Massachusetts.

A Framingham State University education cultivates thoughtful, responsible local and global citizens,
prepares students for a career, and positons them for success.

Framingham State University, located just 20 miles west of Boston, is a vibrant comprehensive
liberal arts institution offering 30 undergraduate degree programs in arts, humanities, science, social
sciences, and professional fields. More than 6,000 students attend Framingham State, including
2,000 graduate students. Framingham State University offers graduate degrees in 28 fields, including
an extensive graduate program for teachers at international schools. The University takes pride in its
36,000 alumni, most of who live and work in Massachusetts. The University is just the right size —
small enough for learning to be personal and collaborative, yet large and diverse enough to broaden
students’ understanding of their world. This broadening of perspectives and appreciation of
diversity is one of the hallmarks of a first-rate undergraduate education.

The John C. Stalker Institute of Food and Nutrition, located on the campus of Framingham State
University, is a partnership between the Massachusetts Department of Elementary and Secondary
Education and Framingham State Univessity. As the premier provider of professional development
for child nutrition programs, the Institute is the creative entity and force to lead Massachusetts
school and child nutrition professionals in forward thinking, growth, education, and development to
address the needs of the whole child. The John C. Stalker Institute uses current research and
technology to educate and inform Massachusetts professionals concerned with child nutrition and
healthy nutrition environments. With funding from a Team Nutrition Training Grant, the Institute
is creating a series of online training modules for eatly childhood care providers to meet their
learning needs on meal pattern requirements and seeks an Instructional Designer for this project.
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Scope

Create, modify, pilot, implement, and revise five, high quality, professional, interactive one-
hour online modules in Adobe Captivate for early childhood educators using given subject
matter under the direction of the MassCAMPS project manager, project coordinator, and
subject matter experts.

Integrate visual imagery and color palette appropriate to project and audience under advice
of project members.

Create, modify, pilot, implement, and revise all modules within the project timeline and with
all final revisions completed by May 1, 2017.

Build continuous, engaging, audience-specific interactives into each module, including but
not limited to audio, video, simulations, role plays, games, and quizzes.

Coordinate with all project members to ensure the module design, interactives and
assessment tools are appropriate and enhance learning retention and transfer of knowledge
for the end user.

Communication and updates with the project members on a weekly basis throughout the
project in its entirety.

Quality Requirements

Seeking a professional, experienced Instructional Designer to develop five, high-quality,
professional, interactive, one-hour online learning modules in content areas specific to the audience
to support their acquisition of knowledge, skills and competencies. The target audience is adult
learners working in early child care programs in Massachusetts. The quality requirements for this
position are as follows:

Possesses a bachelor degree; preferably in instructional design, education technology, or
similar.

Submission of at least two samples of otiginal creative instructional design work, to
demonstrate competency and skill to meet project needs.

2+ years of experience with Adobe Captivate.

Basic HTML and Flash programming experience.

Evidence of ability to create storyboards with highly effective visual design.

Evidence of ability to write effective copy, instructional text, audio scripts/video scripts.
Achieve all project requirements within a total budget of less than or equal to $39,000.
Release all rights and access to the five online modules and all associated features and
content exclusively to the John C. Stalker Institute of Food and Nuttition at Framingham
State University.
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Comparative Criteria

The following qualifications are preferred:

“* DPossesses a Master’s degree; preferably in instructional design.

* Demonstrates competency and skill level needed for project, as evidenced by at least two
original samples of high quality, interactive, and professionally developed online modules for
adult learners.

® Experienced and knowledgeable in existing e-learning platforms, including Adobe Captivate
and Blackboard Course sites.

* Ability to work independently as well as a team member, prioritize wotkload, problem solve
and meet project timeline and deadlines.

® Self-motivated, creative, and detail-oriented.

" Experienced and familiar with Child and Adult Care Food Programs, specifically child care.

* Comfortable in the atmosphere of a dynamic field where standards are changing.

® Strong written and oral communication skills.

* Ability to recommend software add-on purchases, as appropriate.

Expression of Interest

If your company is considering submitting a proposal in response to this RFP, please email
jbudron(@framingham.cdu of your intent to participate. Please include in your email:

Name

Title

Company Name
Telephone number
Emai] address

Fax number

Submission of your interest is not a prerequisite for submitting a proposal, but it is necessary to
ensure future communication regarding this RFP.

Selection Process

A Selection Committee of University Personnel will meet to review the Proposals submitted in
response to this Request for Proposal. Each Proposal submitted must be signed by an official of the
institution who is authorized to bind the offer. Based on a Team Nutrition grant awarded to the
John Stalker Institute at Framingham State University, the maximum allowance for this project is
$39,000. The solicitation for proposals does not commit Framingham State University to award a
contract to pay any cost incurred in the preparation of the proposal. The University reserves the
right to select any proposal it deems in its best interest. Further, the University may accept ot reject
any or all proposals received and waive any formalities in the evaluation process.
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Criteria to be used in the evaluation process include, but are not limited to the following:

Compliance with RFP Requirements
Financial Condition, Experience, and References
Customer Service and Creative Solutions

A rating system of highly advantageous, advantageous, not advantageous and unacceptable will be
utilized in reviewing TECHNICAL PROPOSALS. PRICING PROPOSALS will be opened after
the review and rating of the TECHNICAL PRPOSALS is completed. The University will select the
company offering the best value to the University.

The University, at its discretion, may request responding vendors to make oral presentations. The
University will schedule the time and location if presentation is deemed necessary.

Contract

The contract term shall be for 1 year. The implementation date shall be as soon as practical. The
University may negotiate such additions, deletions or changes as may be necessitated by law or
changed circumstances. The successful respondent is encouraged to present new or enhanced
products and services for consideration by the University during the life of the Agreement.

The University reserves the right, in its sole discretion; to terminate the contract that results from
this RFP with thirty (30) days written notice to the successful company should the Agreement no
longer be deemed beneficial to the University.

State law prohibits the University from agreeing to indemnification of the contracted party.
Additionally, it is mandatory that the Commonwealth of Massachusetts laws apply to the
performance of the contract and that jurisdiction and venue be in Boston, Massachusetts for State
and Federal courts.

All other public state universities and colleges shall have the right to piggy-back on the contract

resulting from this RFP. Framingham State University shall have no financial or other responsibility
for any such arrangement.

Process Schedule

Issuance of Request for Proposal July 5, 2016

Submission of Questions July 11, 2016

Response to Questions July 15, 2016

Submission of Written Proposal July 22, 2016 at 2:00 PM EST
Final Selection July 28, 2916
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Submission of Proposals

Completed proposals, both Technical Proposal and Pricing Proposal, must be delivered by 2:00 PM
EST, July 22, 2016 to:

John Budron

Director of Procurement and Contracts
Framingham State University

Dwight Hall Room 201

100 State Street

Framingham, MA 01701

Any responses received after this time shall be considered non-responsive.

You will submit two separate proposals, one (1) Technical Proposal and a separate Pricing Proposal.
These proposals must be clearly identified as such on the outside of the envelope containing each
document. Failure to follow these instruction could result in a proposal deemed non-responsive.

Technical Proposal

Please provide one original paper response and 3 copies to facilitate our evaluation process
as well as an electronic copy on one flash drive (separate from the Pricing Proposal).

Pricing Proposal
Please provide one original paper response and 3 copies to facilitate our evaluation process
as well as an electronic copy on one flash drive (separate from the Technical Proposal).

This RFP is being advertised on COMMBUYS, the statewide electronic marketplace, strictly for the
benefit of trying to reach the widest possible audience. All communication involving this RFP
should be directed to Framingham State University as noted in this RFP.

Any and all communication regarding this Request for Proposal shall be directed to John Budron,
Director of Procutement and Contract Management. John can be reached at

ibudron@framingham.cdu. Failure to follow this instruction shall result in immediate
disqualification of the interested party.

Questions and inquiries should be mailed to ibudron@framingham.cdu and must be submitted by
July 11, 2016. The subject line should be: Instructional Designed RFP-FSU-17-01. Any oral
communication shall be considered unofficial and non-binding on the University. Written responses
will be copied to all respondents submitting an expression of interest.
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Required Proposal Information and Format

Technical Proposal
1. Brief transmittal letter.
2. Statement of Qualifications
3. Description of Services and Miscellaneous Information
4. Technical Proposal must be thirty-five (35) pages or less.

Pricing Proposal
1. Cost of each service
2. Statement of Ongoing Fees
3. Other Pricing Information
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Exhibit A
Required Forms

Please complete the required attached forms. These forms are required by the
Commonwealth of Massachusetts Operational Services Department. Failure to submit
completed forms along with your TECHNICAL PRPOSAL may result in your proposal
being deemed non-responsive. The Commonwealth Standard Agreement and Terms and
Conditions cannot be negotiated.

B|Page



COMMONWEALTH OF MASSACHUSETTS ~ STANDARD CONTRACT FORM
This form is Jolntly issued and published by the Executive Qffice for Adminisiration and Finance {ANF), the Qffice of the Comptroller (CTR) and the

as the default contract for all Commonwealth Depariments when another form is not prescribed by regulation or palicy. Any changes Io the official
void. Additional non-conflicting terms may be added by Attachment. Contractors may not require any additional agreements, engagement letters,
terms as part of this Contract without prior Department approval, Click on hyperinks for definitions, instructions and legal requirements that are incorporated by reference into this
Contract. An electronic copy of this form is availablg at Www.mass.qovlosc under Guidance For Vendors - Forms of WWW.mass.goviosd under QSD Forms.

Operational Services Division (0SD)
printed language of this form shall be

CONTRACTOR LEGAL NAME; COMMONWEALTH DEPARTMENT NAME:
{and dib/a): MMARS Department Code:

Legal Address: (W-9, W-4,T&C); Business Mailing Address:

Contract Manager: Billing Address {if different);

E-Mait: Contract Manager:

Phone: |Fax: E-Mail:

Contractor Vendor Code: Phone; l Fax:
Vendor Code Address ID (e.g. “AD0OD1™): AD__, MMARS Dogc ID{s):

{Note: The Address Id Must be set up for EET payments.) RFRIProcurement or Other ID Number:

__ NEW CONTRACT
PROCUREMENT OR EXCEPTION TYPE: (Check one option only)
Statewide Contract {OSD or an OSD-designated Department)
— Collactive Purchase (Attach OSD approval, scope, budget)

— Department Procurement (inciudes State or Federal grants 815 CMR 2.00)
(Attach RFR and Response or other procurement supporting documentation)
— Emergency Contract {Attach justification for emergency, scope, budget)
— Contract Employee {Attach Employment Status Form, scope, budget)
— Ledislative/l eqal or Other: (Attach authorizing languagefjustification, scope and
budget) scope and budget)

The following COMMONWEALTH TERMS AND CONDITIONS {T&C) has been executed, filed with CTR and is incorporated by reference Into this Contract,
— Commonwealth Terms and Gonditions __ Commonwealth Terms and Conditions For Human and Social Services

COMPENSATION: {Check ONE option): The Department certifies that payments for authorized performance accep
in the state accounting system by sufficient appropriations or other non-appropriated funds, subject to intercept for
— Rate Contract {No Maximum Obligation. Attach details of all rates, units, calculations, conditions or terms and

— Maxjmum Obligation Contract Enter Total Maximum Obligation for tolal duration of this Contract {or new To

PROMPT PAYMENT DISCOUNTS (PPD): Commonwealth payments are issued through EFT 45 days from invoice recefpt. Contraclors requesting accelerated payments must

identify a PPD as follows: Payment issued within 10 days _% PPD; Paymenl issued within 15 days __ % PPD; Payment issued within 20 days __ % PPD; Payment issued within

30 days __% PPD. If PPD percentages are left blank, identfy reason: __agree to standard 45 day cycle _ stalutorylegal or Ready Payments (G.L. c. 29, § 23A); __ only initial
ment (subsequent payments scheduled to support standard EFT 45 day payment cycle. See Prompt Pa Discounts Palicy.

— CONTRACT AMENDMENT
Enter Current Contract End Date Prior to Amendment: —_2 .
Enter Amendment Amount: $ . {or *no change’)
AMENDMENT TYPE: {Check one option only. Attach details of Amendment changes.)
— Amendment to Scope or Budget {Attach updated scope and budget)
— Interim Contract (Attach justification for Interim Contract and updated scope/budget)
- Contract Employee (Attach any updates to scope or budget)
— Legislative/Legal or Other; {Attach authorizing language/justification and updated

ted in accordance with the terms of this Contract will be supporied
Commonweatth owed debts under 815 CMR 9.00.
any changes if rates or tlerms are being amended.}

tal if Contract is being amended). $ .

BRIEF DESCRIPTION OF CONTRACT PERFORMANCE or REASON FOR AMENDMENT: (Enter the Conlract title, purpose, fiscal year(s) and a detailed description of the scope
of performance or what is being amended for a Conlract Amendment, Attach al supporting documentation and justifications.)

ANTICIPATED START DATE: (Complete ONE option only) The Department and Contractor certify for this Contract, or Contract Amendment, that Conlract obligations:
— 1. may be incurred as of the Effective Date (latest signature date below) and no abligations have been incurred prior 1o the Effective Date.
— 2. may be incurred as of »20___, adate LATER than the Effective Date below and no obligations have been incurred ptior to the Effective Date.

3. were incurred as of »20__, adate PRIOR to the Effective Date below, and the parties agree thal payments for any obligations incumed prior lo the Effective Date are
authorized to be made either as settiement payments or as authorized reimbursement payments, and that the details and circumstances of all obligations under this Contract are
altached and incorporated info this Contract. Acceptance of paymends forever releases the Commonwealth from further claims related to these obligations.

CONTRACT END DATE: Contract performance shall terminate as of » 20___, with no new obligations baing incurred after this data unless the Conlract is properly

amended, provided that the terms of this Confract and performance expectations and obliga
completing any negotiated lerms and waranties, o allow any close out of transition performa

tions shall survive its termination for the purpose of resolving any claim or dispute, for

nce, reporting, invoicing or final payments, or during any lapse between amendments.

CERTIFICATIONS: Notwithstanding verbal or other representations by the parties, the

“Effective Date” of this Contract or Amendment shall be the latest dats that this Contract or

Amendment has been executed by an authorized signatory of the Contractor, the Depa
approvals. The Conlractor makes all certifications required under the attached Cont
penalies of perjury, agrees to provide any required documentation upon request fo sy

riment, or & laler Contract or Amendment Start Date specified above, subject to any required
ractor Certifications (incorporated by reference if not attached hereto) under the pains and
pport compliance, and agrees that all terms goveming performance of this Contract and doing
business in Massachusetis are attached or incorporated by reference herain according to ihe following hierarchy of document precedence, the applicable Commonwealth Terms and
Conditions, this Standard Contract Form including the Instructions and Contractor Cerifications, the Request for Response (RFR) or ofher solicitation, the Contraclor's Response,
and additional negotialed terms, provided that additional negotiated terms will lake precedence over the relevanl terms in the RFR and the Contraclor's Response only if made using
the process outlined in 801 CMR 21.07, incorporated herein, provided that any amended RFR or Response terms result in best valug, lower costs, or a more ¢ost effective Contract.

AUTHORIZING SIGNATURE FOR THE CONTRACTOR:

AUTHORIZING SIGNATURE FOR THE COMMONWEALTH:

X . Date: . X: . Date: .
(Signature and Date Must Be Handwritten At Time of Signatura) {Signature and Date Must Be Handwritten At Time of Signaturs)

Print Name: Print Name:

Print Title: Print Title:
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COMMONWEALTH OF MASSACHUSETTS ~ STANDARD CONTRACT FORM

INSTRUCTIONS AND CONTRACTOR CERTIFICATIONS

The following instructions and terms are incorporated by reference and apply to this
Standard Contract Form. Text that appears underlined indicales a "hyperlink” to an Intemet
or bookmarked site and are unofficial versions of these documents and Departments and
Contractors should consult with their legal counsel to ensure compliance with all legal
requirements. Using the Web Toolbar will make navigation between the form and the
hyperinks easier. Please note that not all applicable laws have been cited

CONTRACTOR LEGAL NAME (AND D/B/AY. Enfer the Full Legal Name of the
Coniractor's business as it appears on the Contractors W-§ or W-4 Form {Contract
Employses only) and the applicable Commonwealth Yerms and Conditions If Contractor
also has a “doing business as” (d/bfa) name, BOTH the legal name and the “d/b/a” name
must appear in this section.

Contractor Legal Address: Enter the Legal Address of the Contracior as it appears on
the Contractors W-9 or W-4 Form (Contract Employees only} and the applicable
Commonwealth Terms and Conditions, which must match the legal address on the 1099I
table in MMARS {or the Legal Address in HR/CMS for Contract Employee).

Contractor Contract Manager: Enter the authorized Contract Manager who will be
responsible for managing the Contract. The Caonfract Manager should be an Authorized
Signalory or, al a minimum, a person designated by the Contractor fo represent the
Contractor, receive legal notices and negotiale ongoing Contract issues. The Contract
Manager is considered “Key Personnel” and may not be changed without the prior written
approval of the Depariment. If the Contract is posted on COMMBUYS, the name of the
Contract Manager must be included in the Contract on COMMBLYS.

Contractor E-Mail Address/Phone/Fax: Enler the electronic mail (e-mail) address,
phane and fax number of the Contractor Contract Manager. This information must be kept
current by the Contractor to ensure that the Depariment can contact the Contractor and
provide any required legal notices. Nolice received by the Contract Manager {with
confirmation of actual receipt) through the listed address, fax number{s) or electronic mail
address will meet any written legal notice requirements.

Contractor Vendor Code: The Department must enter the MMARS Vendor Code
assigned by the Commonwealth. If a Vendor Code has not yet been assigned, leave this
space blank and the Department will complete this section when a Vendor Code has been
assigned. The Depariment is responsible under the Vendor File and W-9s Policy for
verifying with authorized signatories of the Contractor, as part of contract execution, that
the legal name, address and Federal Tax Identification Number (TIN) in the Contract
documents match the state accounting system,

Vendor Code Address ID: {e.g., "AD001") The Deparment must enler the MMARS
Vendor Code Address Id identifying the payment remittance address for Contract
payments, which MUST be sel up for EFT payments PRIOR to the first payment under the
Contract in accordance with the Bil Paying and Vendor File and W-9 policies.
COMMONWEALTH DEPARTMENT NAME: Enter the full Depariment name with the
authority to obligate funds encumbered for the Contract

Cotnmonwealth MMARS Alpha Department Code: Enter the three (3) letler MMARS
Code assigned to this Commonwealth Department in the stale accounting system.
Department Business Mailing Address: Enler the address where all formal
corespondence fo the Depariment must be sent Unless otherwise specified in the
Conlract, legal notice sent or received by the Deparment's Contract Manager (with
confirmation of actual receipt) through the listed address, fax number(s) or electronic mail
address for the Contract Manager will meet any requirements for legal notice.

Department Billing Address: Enter the Biling Address or email address if invoices must
be sent lo a different location. Billing or confirmation of delivery of performance issues
should be resolved through the listed Contract Managers.

Department Contract Manager: (dentify the authorized Contraci Manager who will be
responsible for managing the Contract, who should be an authorized signatory or an
employee designated by the Depariment to represent the Department to receive legal
nolices and negotiate ongoing Contract Issues.

Department E-Mail AddressiPhonefFax: Enter the electronic mail {s-mail) address,
phone and fax number of the Department Contract Manager. Unless otherwise specified in
the Contrac, legal notice sent or received by the Contract Manager (with confinmation of
aclual receipl) through the listed address, fax numbes(s} or electronic mail address will
meet any requirements for writen notica under the Contract,

MMARS Document ID{s): Enter the MMARS 20 characler encumbrance transaction
number associated with this Contract which must remain the same for the life of the
Contract. If multiple numbers exist for this Contract, identify all Doc Ids.

RFR{Procurement or Other 1D Number or Name: Enfer the Request for Response
(RFR) or other Procurement Reference number, Contract ID Number or other
referencefiracking number for this Contract or Amendment and will be enlered into the
Board Award Field in the MMARS encumbrance transaction for this Contract,

Complets this section ONLY if this Contract is brand new. (Complete the
CONTRACT AMENDMENT section for any material changes to an existing or an
expired Contract, and for exercising options to renew or annual contracts under a
multi-year procurement or grant program.)

PROCUREMENT OR EXCEPTION TYPE: Check the appropriate type of procurement gr
excaplion for this Contract. Only one option can be selected. See State Finance Law and
General Requirements, Acquisition Policy and Fixed Assels, the Commodities and
Services Policy and the Procurement Information Center {Department Contract Guidance
for details.

Statewide Contract (OSD or an OSD-designated Department). Check this option for a
Statewide Contract under OSD, or by an OSD-designated Depariment.

Collective Purchase approved by 0SD. Check this option for Contracts approved by
OSD for collestive purchases through federal, state, local govemment or other entities.
Department Contract Procurement. Check this option for a Depariment procurement
including state grants and federal sub-grants under 815 CMR 2.00 and State Grants and
Federal Subarants Policy, Departmental Master Agreements {(M4). If multi-Depariment
user Contrac, identify mutti-Depariment use is allowable in Brief Description,

Emergency Contract. Check this option when the Depariment has determined that an
unloreseen crisis or incident has arisen which requires or mandales immediate purchases
to avoid subslanlial harm to the functioning of govemment or the provision of necessary or
mandated services or whenever the health, welfare or safely of clients or other persons or
serious damage o property is threatened,

Contract Employee. Check this option when the Depariment requires the performance of
an |ndividual Contractor, and when the planned Contract performance with an Individual
has been classified using the Emplovment Status Form (prior to the Conlractor's selection)
as wotk of a Contract Employee and not that of an Independent Contractor,
Legislative/Legal or Other. Check this oplion when legislation, an existing legal
obligation, prohibition or other circumstance exempts or prohibits a Contract from being
compelilively procured, or identify any other procurement exception not already listed.
Legislative "earmarks™ exempt the Contract solely from procurement requirements, and all
other Contract and state finance laws and policies apply. Supporting documentation must
be attached to explain and justify the exemption,

CONTRACT AMENDMENT (Right Side of Form)

NEW CONTRACTS (left side of Form):

Complete this section for any Contract being renewed, amended or to continue a lapsed
Conlract. All Contracts with available options to renew must be amended referencing the
original procurement and Conlract doc ids, since all continuing contracts must be
maintained in the same Contract file (even if the underlying appropriation changes sach
fiscal year.) “See Amendments, Suspensions, and Terminalion Policy.)

Enter Current Contract End Date: Enter the termination date of the Current Conlract
being amended, even if this dale has already passed. (Note: Cument Start Date is nol
requested since this date does not change and is already recorded in MMARS.)

Enter Amendment Amount: Enter the amount of the Amendment increase or decrease to
a Maximum Obligation Contract. Enler "no change” for Rate Contracts or if no change.

AMENDMENT TYPE: Identify the type of Amendment being done. Documentation
supporting the updales o performance and budget must be attached. Amendment to
Scope or Budget. Check this option when renewing a Contract or execuling any
Amendment ("material change® in Contract terms) even if the Contract has lapsed. The
parties may negotiate a change in any element of Contract performance or cost identified
in the RFR or the Conlraclor's response which results in lower costs, or 2 mora cosl-
effective or better value performance than was presented in the original selected response,
provided the negotiation results in a befter valus within the scope of the RFR than whal
was proposed by the Contractor in the original selected response. Any *material” change
in the Contract terms must be memorialized in a formal Amendment even if a
comesponding MMARS transaction is not needed to support the change. Additional
negofiated terms will fake precedence over the relevant terms in the RFR and the
Contractors Response only if made using the process outiined in 801 CMR 21,07,
incorporated herein, provided that any amended RFR or Response {ems result in best
value, lower costs, or a more cost effective Conltract

Interim Contracts. Check this option for an Interim Contract to prevent a lapse of Contract
performance whenever an existing Contract is being re-procured but the new procurement
has not been completed, to bridge the gap during implementation between an expiring and
a new procurement, or o contract with an interim Contractor when a current Contractor is
unable to complete full performance under a Contract.

Contract Employee, Check this opiion when the Depariment requires a renewal or ather
amendment to the performance of a Contract Employee.

Legislative/Legal or Other. Check this option when legislation, an existing legal
obligation, prohibition or other circumstance exempts or prohibits a Contract from being
competitively procured, or identify any other procurement exception not already listed.
Legislative “earmarks" exempt the Contract solely from procurement requirements, and all
other Contract and state finance laws and policies apply. Attach supporling documentation
to explain and justify the exemplion and whether Contractor selection has been publicly
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COMMONWEALTH OF MASSACHUSETTS ~ STANDARD CONTRACT FORM

posted.

COMMONWEALTH TERMS AND CONDITIONS

Identily which Commonwealth Terms and Conditions the Contractor has executed and is
incorporated by reference into this Contract. Thig Form is signed only once and recorded
on the Vendor Customer Fite (VCUST). See Vendor File and W-8s Policy.

COMPENSATION

Identify if the Contract is a Rate Contract (with no stated Maximum Obligation) or a
Maximum Obligation Contract (with a stated Maximum Obligation) and identify the
Maximum Obligation. If the Contract is being amended, enter the new Maximum
Obligation based upon the increase or decreasing Amendment. The Total Maximum
Obligation must reflect the folal funding for the dates of service under the contract,
including the Amendment amount if the Contract Is being amended. The Maximum
Obligation must match the MMARS encumbrance. Funding and allotments must be
verified as available and encumbered prior to incurring obligations. If a Contract includes
both a Maximum Obiigation component and Rate Contract component, check off both,
specific Maximum Obligation amounts or amended amounts and Attachments must clearly
autline the Contract breakdown to match the encumbrance.

CONTRACT END DATE

The Depariment must enter the date that Contract performance will teminate, I the
Contract is being amended and the Contract End Date is not changing, this date
must be re-entered again here. A Contract must be signed for al least the inilial duration
but not longer than the period of procurement listed In the RFR, or other solicitation
document {if applicable). No new performance is allowable bayond the end date without
an amendment, but the Depariment may allow a Contractor to complete minimal close out
performance obligations if substantial peformance has been made prior ta the lermination
date of the Contract and prior 1o the end of the fiscal year in which payments are
appropriated, provided that any close out performance Is subject to appropriation and
funding limits under state finance law, and CTR may adjust encumbrances and payments
in the slate accounting system to enable final close out payments. Performanca dates are

subject 0 GL c4,§9.

PAYMENTS AND PROMPT PAY DISCOUNTS

Payments are processed within a 45 day payment cycle through EFT in accordance with
the Commonwealth Bifl Paying Policy for investment and cash flow purposes,
Departments may NOT negotiate accelerated payments and Payees are NOT entitied 1o
accelerated payments UNLESS a prompt payment discount (PPD) is provided to support
the Commonwealth's loss of investment eamings for this earfier payment, or unless a
payments Is legally mandated to be made [n less than 45 days (eq.. construction
contracts, Ready Paymenis under G.L. c. 29, s. 23A). See Prompt Pay Discounls Policy.
PPD are identified as a parcentage discount which will be automatically deducted when an
accelerated payment is made. Reduced contracts rates may not be negotiated o replace a
PPD. If PPD fields are left biank please identify that the Contractor agrees to the standard
45 day cycle; a statutoryflegal exemption such as Ready Payments {G.L. ¢. 29, § 23A); or
only an inilial accelerated payment for relmbursements or start up costs for a grant, with
subsequent payments scheduled lo support standard EFT 45 day payment cycle. Financial
hardship is not a sulficient justification to accelerate cash flow for alf payments under a
Contract. Initia! grant or contract payments may be accelerated for the first invoice or initial
grant installment, but subsequent periodic instaliments or invoice payments should be
scheduled to support the Payee cash flow needs and the standard 45 day EFT payment
cycle in accordance with the BF Paying Policy. Any accelerated payment that does not
provide for @ PPD must have a legal justification in Contract file for audit purposes
explaining why accelerated payments were allowable without a PPD.

CERTIFICATIONS AND EXECUTION

See Department Head Signature Authorization Policy and the Contractor Authorized
Signatory Listing for policies on Contractor and Department signatures.

Authorizing Signature for Contractor/Date: The Authorized Contractor Signatory must
{in thelr own handwriting and in ink) sign AND enter the date the Contract is signed. See
section above under “Anticipated Contract Start Date”. Acceptance of payment by the
Contractor shall waive any right of the Conlractor to claim the Contract/Amendment is not
valid and the Contracior may not void the Contract. Rubber stamps, typed or other
Iages are not acceptable. Proof of Contractor signature authorization on a Contractor
Authorized Signatory Listing may be required by the Department if not already on file.
Contractor Name /Title: The Contractor Authorized Signatory's name and file must

appear legibly as it appears on the Contractor Authorized Signatory Listing.
Authorizing Signature For Commonwsalth/Date: The Authorized Department Sianatory
must (in their own handwriting and in ink) sign AND enter the date the Contract is signed.
See section above under "Anticipated Start Date®. Rubber stamps, typed or other
images are not accepted. The Authorized Signalory must be an employae within the
Department legally responsible for the Contract See Department Head Sinnature
Authorizalion, The Department must have the legislative funding appropriated for all the
costs of this Contract or funding allocated under an aporoved Interdepartmental Service
Agreement (ISA). A Department may not contract for performance o be delivered fo or by
another state depariment without specific legisiative authorization (unless this Contract is a
Statewide Contract). For Contracts requiring Secretariat signoff, evidence of Secretariat
signoff must be included in the Contract file,

Department Name [Title: Enter the Authorized Signalory’s name and titis legibly.

BRIEF DESCRIPTION OF CONTRACT PERFORMANCE

CONTRACTOR CERTIFICATIONS AND LEGAL REFERENCES

Enter a brief description of the Conlract performance, project name andfor other identifying
information for the Contract to specifically identity the Contract performance, match the
Contract with attachments, datermine the appropriate expenditure code (as listed in the
Expenditure Classification Handboak) or to idenlify or clarify important information related
to the Contract such as the Fiscal Year(s) of performance (ex, “‘FY2012* or "FY2012-14").
Identify seflements or other exceplions and atiach more detailed justification and
supporting documents. Enter *Multi-Department Use” if other Depariments can access
procurement. For Amendments, identify the purpose and what llems are being amended.
Merely stating “see altached" or referencing attachmenis without a narrative description of
performance is insufficient,

ANTICIPATED START DATE

The Department and Contracior must ceriify WHEN obligations under this
Contract’Amendment may be incurred. Option 1 i5 the default option when perormance
may begin as of the Effective Dale (latest signature dale and any required approvals). If
the parties want a new Contract or renewal to begin as of the upcoming fiscal year then Fist
the fiscal year(s) (ex. “FY2092" or "FY2012-14%) in the Brie{ Description section.
Performance starts and encumbrances reflect the default Effective Date (if no FY is listed)
or the later FY start date {if 2 FY is listed). Use Oplion 2 only when the Contract will be
signed well in advance of the start date and identify a specific fulure start date. Do notuse
Option 2 for & fiscal year start unless it is certain that the Contract will be signed priar to
fiscal year. Option 3 is used in lieu of the Setlement and Release Fotm when the
ContraclAmendment is signed late, and obligations have already been incured by the
Contractor prior to the Effective Date for which the Department has either requesied,
accepted or deemed legally eligible for reimbursement, and the Contract includes
supporting documents justifying the performance or proof of eligibifity, and approximate
costs. Any obligations incurred outside the scope of the Efiective Dale under any Option
listed, even if the incomrect Option is selected, shall be automatically deemed a settiement
included under the terms of the Conlract and upon payment fo the Conlractor will releage
the Commonweatth from further obligations for the identified perfommance. All setiement
payments require justification and must be under same encumbrance and object codes as
the Contract payments. Performance dales are subjectto G.L. ¢4, §9.

Notwithstanding verbal or other representalions by the parties, the “Effective Date” of this
Contract or Amendment shall be the lalest date that this Contract or Amendment has been
executed by an authorized signalory of the Contraclor, the Department, or a later Contract
or Amendment Start Date specified, subject to any required approvals. The Coniractor
makes all certifications required under this Contract under the pains and penaliies of
perjury, and agrees to provide any required documentation upon request to support
compliance, and agrees thal all lerms governing perlormance of this Contract and doing
business in Massachusetts are attached or incorporated by reference herein:

Commonwealth and Contractor Ownership Rights. The Contractor certifies and agrees
that the Commonwealth is entiled to ownership and possession of all "defiverables”
purchased or developed with Conlract funds. A Department may not relinquish
Commonwealth rights to deliverables nor may Contractors sell products developed with
Commonwealth resources without just compensation. The Contract should detal all
Commonwealth deliverables and ownership rights and any Conlractor proprietary rights.
Qualifications. The Contractor certifies it is qualified and shall at all imes remain qualified
to perform this Contract; that performance shall be timely and mest or exceed industry
standards for the performance required, including obtaining requisite licenses,
registrations, permits, resources for performance, and sufficient professional, liability; and
other appropriate insurance to cover the periormance. If the Contractor is a business, the
Contractor certifies that it is listed under the Secretary of State’s website as licensed lo do
business in Massachusetts, as required by law.

Business Ethics and Fraud, Waste and Abuse Prevention. The Contracior certifies that
periormance under this Contract, in agdition to meeting the terms of the Condract, will be
made using ethical business standards and good stewardship of taxpayer and cther public
funding and resources to prevent fraud, waste and abuse.

Collusion. The Contractor certifies thal this Contract has been offered in good faith and
without collusion, fraud or unfair trade practices with any other person, that any actions to
avoid or frustrate fair and open competition are prohibited by law, and shall be grounds for
rejection or disqualification of a Response or termination of this Contract,

Public Records and Access The Contractor shall provide full access to records related fo
performance and compliance to the Department and officials listed under Executive Order
195 and GL. ¢ 11, 5.12 seven (7) years beginning on the first day after the final payment
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under this Contract or such longer period necessary for the resolution of any litigation,
¢laim, negotiation, audit or other inquiry invalving this Contract. Access to view Contractor
records related o any breach or allegation of fraud, waste andfor abuse may not be denied
and Cantractor can not clalm confidentiality or trade secret protections solely for viewing
but not retaining documents. Rouine Confract perormance compliance reports or
documents related {0 any alleged breach or allegalion of non-compliance, fraud, waste,
abuse or collusion may be provided electronically and shall be provided at Contractor's
own expense. Reasonable costs for capies of non-routine Contract related records shall
not exceed the rates for public records under 950 C.M.R. 32.00.

Debarment. The Conlraclor certifies that neither it nor any of its subcontractors are
cumently debamed or suspended by the lederal or state govemment under any law or
regulation including, Executive Order 147; GL. . 20, 5. 29F G.L ¢.30, § 39R, G.L. c.149, §
27C,G.L.¢149,§44C, GL.c149 §148BandG.L. ¢ 152 5. 25C.

Applicable Laws. The Contractor shall comply with all applicable state laws and
regulations including but not limited to the applicable Massachusetis General Laws; the
Official Code of Massachusefts Regulations; Code of Massachusetts Requlations
{unofficial), 801 CMR 21.00 (Procurement of Commodity and Service Procurements,
Including Human and Social Services); 815 CMR 2.00 (Grants and Subsidies); 808 CMR
100 (Compliance, Reporting and Auditing for Human And Social Services); AICPA
Standards; confidentialty of Department records under GL. ¢ 66A; and the
Massachusetts Constitution Arlicle XVIll if applicable.

Invoices. The Contractor must submit invoices in accordance with the terms of the
Contract and the Commonwealth Bill Paying Policy. Contractors must be able to reconcile
and properly attibute concurrent payments from multiple Depariments. Final involces in
any fiscal year must be submitted no later than August 15 for performance made and
received (goods delivered, services completed) prior to June 30, in order fo make
payment for thal performance prior to the close of the fiscal year to prevent reversion of
appropriated funds. Fallure to submit timely invaices by August 15% or other date listed in
the Contract shall authorize the Depariment to issue an estimated payment based upon
the Department's determination of performance delivered and accepted. The Conlractor's
acceplance of this estimated payment releases the Commonwealth from further claims for
these invoices. If budgetary funds revert due to the Conlractor's failure fo submit timely
final involces, or for disputing an estimated payment, the Depariment may deduct a penalty
up to 10% from any final payment in the nex! fiscal year for failure to submit imely invoices.
Payments Subject To Appropriation. Pursuant to G.L. c. 29 § 26, § 27 and § 29,
Depariments are required to expend funds only for the purposes set forth by the
Legislature and within the funding limits established through appropriation, aliotment and
subsidiary, including mandated allotment reductions triggered by G.L. ¢. 28, § 9C. A
Department cannot authorize or accept performance in excess of an exisling appropriation
and allotment, or sufficient non-appropriated available funds. Any oral or written
representations, commilments, or assurances made by the Depariment or any other
Commonwealth representative are not binding. The Commonwealth has no legal
obligation fo compensate a Contractor for periormance that is not requested and is
intentionally delivered by a Contractor outside the scope of a Contract. Contractors shoukd
verify funding pricr to beginning performance.

Intercept. Contractors may be registered as Customers in the Vendor file if the Gontractor
owes a Commonwealth debt, Unresolved and undispuled debts, and overpayments of
Contract payments that are nol reimbursed timely shall be subject to intercept pursuant to
GL.c 7A.s. 3and 815 CMR 9.00. Contract overpayments will be subject to immediate
intercept or payment offset. The Contractor may not penalize any slate Department or
assess late fees, cancel a Contract or other services if amounts are intercepted or offset
due to recoupment of an overpayment, outstanding taxes, child support, other averdus
debts or Contract overpayments,

Tax Law Compliance. The Contractor cerlifies under the pains and penaties of perjury
tax compliance with Federal lax laws; state tax laws including but not limited to G.L ¢. 62C,
Gl ¢ 62C s 494 compliance with all state lax laws, reporting of employees and
cantractors, withholding and remitting of tax withholdings and child support and is in good
standing with respect to all state taxes and retums due; reporting of employess and
confractors under G.L. ¢ 62E, withholding and remitting child support including G.L. c.
1194, . 12; TIR 05-11; New Independent Contractor Provisions and applicable TiRs.

Bankruplcy, Judgments, Potential Structural Changes, Pending Legal Matters and
Conflicts. The Contractor certifies il has not been in bankruptcy and/or recelvership within
the last three calendar years, and the Contractor cerlifies that it will immediately notify the
Department in wriling at least 45 days prior (o filing for bankruptcy andfor receivership,
any polential structural change in its organization, or i there is any risk to the solvency of
the Contractor that may impact the Contractor's ability to timely fulfil the terms of this
Contract or Amendment. The Contracior certifies that at any time during the period of the
Contract the Contractor Is required to affirmatively disclose in writing to the Depariment
Contract Manager the detalls of any judgment, criminal conviction, investigation or litigation
pending against the Contraclor or any of its officers, directors, employees, agents, or
subcontractors, inciuding any potential conflicts of Interest of which the Contractor has
knowledge, or leams of during the Contract term. Law firms or Attomeys providing legal

LR

services are fequired to identify any potential confiict with representation of any
Department client in accordance with Massachusetts Board of Bar Overseers {BBO) rules.
Federal Anti-Lobbying and Other Federal Requirements. If receiving federal funds, the
Contractor cerifies compliance with federal anti-obbying requirements including 31 USC
1352; other federal requirements; Executive Order 11246; Air Pollution Act; Federal Water
Pollution Conirol Act and Federal Employment Laws.
Protection of Personal Data and Information, The Contractor certifies that all steps wil
be taken 1o ensure the security and confidentiality of all Commenwealth data for which the
Contractor becomes a holder, either as part of performance or inadverently during
performance, with special attention to restricting access, use and disbursement of personal
data and information under GL. ¢. §3H and ¢. 66A and Executive Crder 504 The
Contractor is required to comply with G.L. c. 931 for the proper disposal of all paper and
electronic media, backups or systems containing personal data and information, provided
further that the Contractor is required fo ensure that any personal data or information
transmitted electronically or through a portable device be properly encrypted using {at a
minimum) Information Technology Division (ITD) Protection of Sensitive Information,
provided further that any Contractor having access to credit card or banking information of
Commonwealth customers certifies that the Contractor is PC compliant in accordance with
the Payment Card Industry Council Standzrds and shall provide confirmation compliance
during the Contract, provide further that the Contractor shall immediately notify the
Department in the event of any security breach including the unauthorized access,
disbursement, use or disposal of personal data or information, and in the event of a
security breach, the Contractor shall cooperate fully with the Commonweaith and provide
aceess 1o any information necessary for the Commonwealth (o respond o the security
breach and shall be fully responsible for any damages associated with the Contractors
breach including but not limited to G.L. c. 214, 5. 3B.

Corporate and Business Filings and Reports. The Contracior certifies compliance with
any certification, filing, reporting and senvice of process requirements of the Secretary of
the Commonwealth, the Ofiice of the Attomey Genera! or other Depariments as related lo
its conduct of business in the Commonwealth; and with its incorporating state (or foreign
entity).

Employer Requirements. Contraclors thal are employers certify compliance with
applicable state and federal employment laws or regulations, including but not limited to
G.L.¢. 5 5. 1 (Prevailing Wages for Printing and Distribution of Public Documents), GL. ¢
7, s 22 (Prevailing Wages for Contracts for Meat Products and Clothing and Apparel ;
minimum wages and prevailing wage programs and payments; unemployment insurance
and contributions; workers' compensation and insurance, child labor laws, AGO fair labar
praclices; G.L. c. 149 (Labor and Industries); G.L. ¢. 1504 (Labor Relations); G.L. c. 151
and 455 CMR 2 00 {Minimum Fair Wagesk; G.L. ¢. 1514 (Employment and Training}; G. L.
¢_1518 (Unlawful Discrimination); G.L. ¢ $51F (Business Discrimination); G.L. ¢ 152
(Workers' Compensation); G.L. ¢.153 {Liability for injuries); 20 USC c. 8 (Federal Fair
Labor Slandards); 28 USC ¢ 28 and the Federal Family and Medical Leave Act.

Federal And State Laws And Regulations Prohibiting Discrimination including but not

limited fo the Federal Equal Employment Oppurtunity (EEQ) Laws the Americans with
Disabilities Act,; 42 U.S,C Sec. 12101, el seq., the Rehabilitation Act, 29 USCc. 165 794;
28 USC ¢ 16. 5. 701; 29 USC ¢ 14, 623; the 42 USC c. 45; (Federal Fair Housing Act); G.

L. c. 151B (Unlawful Discrimination); G.L. c. 151E (Business Discrimination); the Public
Accommodations Law G.L. c. 272, s 92A; G.L. c. 272 s 98 and 98A, Massachuselis
Constitution_Article CXIV and G.L. ¢. 93, s. 103 47 USC ¢. 5. sc. Il,_Par Il, 5. 255
(Telecommunication Act; Chapler 149, Seclion 105D, G.L. ¢. 181C, GL. ¢ 272, Section
92A, Section 98 and Section 984, and G.L. c. 111, Section 1994, and Massachusetis
Disab¥ty-Based Non-Discrimination Standards For Executive Branch Entities, and related
Standards and Guidance, authorized under Massachusets Execulive Order or any
disability-based protection arising from state or federal faw or precedent. Ses also MCAD
and MCAD links and Resources.

Small Business Purchasing Program (SBPP). A Contracter may be eligible to
participate in the SBPP, cresated pursuant to Executive Order 523, if qualified through the
SBPP COMMBUYS subscription process at: www.commbuys.com and with acceptance of
the terms of the SBPP participation agreement.

Limitation of Liability for Information Technology Contracts (and ather Contracts as
Authorized). The Information Technology Mandatory Specifications and the IT Acquisition
Accessibility Contract Lanquage are incorporated by reference info Information Technology
Contracts. The following language will apply to information Technology contracts in the
U1, U0z, U03, Uo4, U05, UG, U7, UDB, U9, U10, U75, U9 object codes in the
Expenditure Classification Handback or other Contracts as approved by CTR or OSD
Pursuant o Section 11. Indemnification of the Commonwealth Terms and Conditions, the
term “other damages® shall include, but shall not be fimited to, the reasonable costs the
Commonwealth incurs to repair, relum, replace or seek cover {purchase of comparable
substitute commodities and services) under a Contract. "Other damages” shall not include
damages to the Commonwealth as a result of third party claims, provided, however, that
the foregoing In no way limits the Commonwealth's right of recovery for personal injury or
property damages or patent and copyright infringement under Section 11 nor the
Commonwealth's ability {0 join the contractor as a third party defendant Further, the lerm
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“other damages® shall not Include, and in no event shall the contractor be liable for,
damages for the Commonwealth's use of contracior provided products or services, loss of
Commonwealth records, or data (or other intangible property), loss of use of equipment,
lost revenue, lost savings or lost profits of the Commonwealth. In no event shall “other
damages® exceed the grealer of $100,000, or two times the value of the product or service
{as defined in the Contract scope of work} that is the subject of the claim, Section 11 sats
forth the contractor's entire liability under a Contrac, Nothing in this section shall limit the
Commonwealth's abillty fo negotiate higher limitations of liabiity in a particular Contract,
provided that any such iimitation must specifically reference Section 11 of the
Commonwealth Terms and Condiions. In the event the limitation of liabllity conflicts with
accounting standards which mandate that there can be no cap of damages, the limitation
shall be considered waived for that audit engagement. These terms may be applied 1o
other Contracts only with prior written confirmation from the Operational Services Division
or the Office of the Complroller. Tha terms In this Clarification may not ba modified.
Northern Ireland Certification. Pursuant to G.L. ¢, 7 5. 22C for state agencies, state
authorities, the House of Representatives or the state Senate, by signing this Contract the
Conlractor certifles that it does not employ ten or more employees in an office or other
facllity in Northem Ireland and if the Contractor employs fen or more employees in an office
or cther facilty located in Northem ireland the Contractor cerifies that it does not
discriminate in employment, compensation, or the terms, condilions and privileges of
employment on account of religious or political befief: and it promotes refigious tolerance
within the work place, and the eradication of any manifestations of refigious and other
legal discrimination; and the Contraclor is not engaged in the manufacture, distribution or
sale of firearms, munitions, including rubber or plastic bullets, tear gas, amored vehicles or
military aircraft for use or deployment in any activity in Northern Iretand,

Pandemic, Disaster or Emergency Performance. In the event of a serious emergency,
pandemic or disaster outside the control of the Depariment, the Depariment may negotiate
emergency parformance from the Conlractor {o address the immediate needs of the
Commonwealth even if not contemplated under the original Conlract or procurement.
Payments are subject to appropriation and other payment terms.

Consultant Contractor Cerfifications (For Consultant Contracts *HH' and “NN" and
*U05" object codes subject i G.L. Chapler 29, s. 294). Contractors must make required
disclosures as part of the RFR Response or using the Consultant Conlracior Mandatory
Subrmission Form,

Attomeys. Attomeys or firms providing legal sevices or representing Commonwealth
Departments may be subject lo G.L. ¢. 30, s. 65, and If providing litigation services must be
approved by the Office of the Attorney General to appear on behalf of a Department, and
shall have a confinuing obligation to nolify the Commonwealth of any confiicts of interest
arising under the Contract.

Subcontractor Performance. The Contractor certifies full responsibility for Contract
perdormance, Including subcontraclors, and that comparable Contract terms will be
included in subcontracts, and that the Department will not be required (o direclly or
indirectly manage subcontraciors or have any payment obligations to subcontractors. .

EXECUTIVE ORDERS

For covered Execulive stale Depariments, the Contraclor certifies compliance with
applicable Executive Qrders (see also Massachusetts Execulive Orders}, including but not
limited to the spacific ordars listed below. A breach during period of a Contract may be
considered a material breach and subject Conlractor to appropriate monetary or Contract
sanctions.

Exacutive Order 481. Prohibiling the Use of Undocumented Warkers on Slate Contracts.
For all state agencies in the Executive Branch, including all execulive offices, boards,
commissions, agencies, Depariments, divisions, counclls, bureaus, and offices, now
existing and hereafter established, by signing this Contract the Contractor ceriifies under
the pains and penalties of perjury that they shali not knowingly use undocumented workers
in connection with the performance of this Contract; hal, pursuant to federal requirements,
shall verify the immigration status of workers assigned to a Contract without engaging in
unlawful discrimination; and shall nat knowingly or recklessly aier, falsify, or accepl allered
or falsified documents from any such worker

Execylive Order 130, Anti-Boycott The Contractor wamants, represents and agrees that
during the tima this Conlract is in effect, neither it nor any affiliated company, as hereafter
defined, pariicipates in or cooperales with an international boycott (See IRC_§ 999(b)(3)-
{4), and RS Audit Guidelines Boycotts) o engages in conduct declared to be unlawful by
GL. ¢ 151 s 2. A breach in the wamanty, representation, and agreement contained in
this paragraph, without fimiling such other rights as i may have, the Commonwealth shall
be entilled to rescind this Contract. As used herein, an affliated company shall be any
business entity of which at least 5% of the ownership interests are directly or indirectly
owned by the Contractor or by a person or persons or business entity or entities directly or
Indirectly owning at least 51% of the ownership inferests of the Contractor, or which directly
or indirectly owns at least 51% of the ownership interests of the Contractor.

Executive Order 346. Hiring of State Employees By State Contractors Contractor certifies
compliance with both the conflict of interest law G.L. c. 2684 specificatly s. 5 {f) and this
order; and includes limilations regarding the hiing of stale employees by private
companies contracting with the Commonwealth. A privatization contract shall be deemed

to include a specific prohibition against the hiring at any time during the term of Contract,
and for any pasition in the Contractor's company, any state management employee who is,
was, or will be involved in the preparation of the RFP, the negotiations leading to the
awarding of the Conlract, the decision to award the Contract, and/or the supervision or
oversight of performance under the Contract.

Executive Order 444, Di re of Family Relationships With Other State Employees.
Each person applying for employment (including Contract work) within the Executive
Branch under the Govemor must disclose in wiiting the names of all Immediate famity
refated to immediate family by mamiage who serve as employees or elected officials of the
Commonwealth. Al disclosures made by applicants hired by the Execulive Branch under
the Goveror shall be made available for public inspection to the exlent permissible by law
by the official with whom such disclosure has been filed.

Executive Order 504. Reoarding the Security and Confidentiality of P rsonal Information.
For all Contracts involving the Contractor's access o personal information, as defined in
GlL. c_93H, and personal data, as defined In GL. c. 66A, owned o controlled by
Executive Depariment agencies, or access to agency systems containing such information
or data (herein collectively “personal information®), Contractor certifies under the pains and
penalties of perjury thal the Contractor (1) has read Commonwealth of Massachusetis
Executive Order 504 and agrees to protect any and all persanal information; and (2) has
reviewed all of the Commonwealth Information Technology Division's Security
Policies. Notwithstanding any contractual provision to the contrary, in connaction with the
Conlractor's performance under this Contract, for all stats agencies in the Executive
Department, including all executive offices, boards, commissions, agencies, departments,
divisions, councils, bureaus, and offices, now exisling and hereafter established, the
Contractor shall: {1) obtain a copy, review, and comply with the conlracting agency's
Information Security Program (ISP} and any pertinent security quidefines, standards, and
policies; (2) comply with all of the Commonwealth of Massachuselts Inforration
Technology Division's “Security Policies”) {3} communicate and enforce the conlracting
agency's ISP and such Security Policies against all employees (whether such employees
are diracl or contracled) and subcontractors; (4) implement and maintain any ofher
reasonable appropriate security procedures and practices necessary to protect personal
information to which the Contraclor is given access by the contracting agency from the
unauthorized access, deslruction, use, modification, disclosure or loss: {5) be responsible
for the full or partial breach of any of these tenms by its employees (whether such
employees are direct or contracted) or subconlraclors during or after the term of this
Contract, and any breach of these terms may be regarded as a material breach of this
Contract; (6) in the event of any unauthorized access, destuction, use, modification,
disclosura or loss of the personal information {collectively referred to as the "unauthorized
use’): (a) immediately notify the contracting agency if the Contractor becomes aware of the
unauthorized use; (b) provide full cooperation and access to information necessary for the
contracling agency to determine the scope of the unauthorized use; and (¢} provide full
cooperation and access o information necessary for the contracting agency and the
Cantractor to futfil any notification requirements. Breach of these terms may be regarded
as a material breach of this Contract, such that the Commonwealth may exercise any and
all contraciual rights and remedies, including without limitation indemnification under
Section 11 of the Commonwealth's Terms and Conditions, withholding of payments,
Contract suspension, or termination, In addition, the Contractor may be subject to
applicable statutory or regulatory penalties, including and without iimitation, those imposed
pursuant to G.L. c. 93H and under G.L. c. 214, § 3B for violations under M.G.L ¢, 66A.
Execulive Orders 523, 524 and 526. Execulive Order 526 {Order Regarding Non-
Discrimination, Diversity, Equal Opportunity and Affirmative Action which supersedes
Executive Order 478). Executive Order 524 (Establishing the Massachusetis Supplier
Diversity Program which supersedes Executive Order 380). Executive Order 523
(Establishing the Massachusetls Small Business Purchasing Program)) All programs,
aclivities, and services provided, performed, licensed, chartered, funded, requlated, or
contracted for by the stale shall be conducted without unlawiul discrimination based an
race, color, age, gender, ethnicity, sexual orientation, gender idenltity or expression,
refigion, creed, ancestry, national origin, disability, veteran's status (including Vietnam-era
velerans), or background. The Contractor and any subcontractors may nol engage in
discriminatory employment practices; and the Contraclor certifies compliance with
applicable federal and state laws, rules, and regulations goveming fair labor and
employment practices; and the Contractor commits to purchase supplies and services from
certified minority or women-owned businesses, small businesses, or businesses owned by
socially or economicaliy disadvantaged persons or persons with disabilities. These
provisions shall be enforced through the contracting agency, OSD, andfor the
Massachusetts Commission Against Discrimination. Any breach shall be regarded as a
material breach of the contract thal may subject the conlractor to appropriate sanctions,
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This Commonwealth Terms and Conditions form is
jointly issued by the Executive Office for
Administration and Finance (ANF), the Office of the
Compteoller (CTR) and the Operational Services
Division (OSD) for usc by all Commonwealth of
Massachusetis (“State™) Departments and Centractors. Any changes or
electronic alterations by either the Department or the Contractor (o the
officlat version of this form, as jointly published by ANF, CTR and asD,
shall be void. Upon execution of these Commonwealth Terms and Conditions
by the Contractor and filing as prescribed by the Office of the Caomptroller,
these Commonwealth Terms and Conditions will be incorporated by reference
into any Contract for Commoditics and Services executed by the Contractor
and any State Depariment, in the absence of a superseding law or regulation
requiring o different Contract form. Performance shall include services
rendercd, obligations due, costs incurred, commodities and deliverables
provided and accepted by the Department, programs provided or other
commitments authorized under a Contract. A deliverable shall include any
tangible product to be delivered as on element of performance under a
Contract. The Commonwealth is entitled to ownership and possession of all
deliverables purchased or developed with State funds. Contract shall mean the
Standard Contract Form issued jointly by ANF, CTR and OSD.

. Contract Effective Stgrt Date.  Notwithstanding verbal or other
representations by the partics, or an earlier stant date indicated in a Contract,
the effective stert date of performance under a Contract shall be the date a
Contract has been executed by an authorized signatory of the Contractor, the
Department, & later date specified in the Contract or the date of any approvals
required by law or regulation, whichever is later.

2, Payments And Compensation. The Contractor shall only be compensated
for performance delivered and nccepted by the Department in accordance with
the specific terms and conditions of a Contract, All Contract payments are
subject to appropriation pursuant to M.G.L. C. 29, §26, or the availability of
sufficient non-appropriated funds for the purposes of a Contract, and shall be
subject to intercept pursuant 1o M.G.L. C. 7A, §3 and 815 CMR 9.00,
Overpayments shall be reimbursed by the Contractor or may be offset by the
Department from future payments in accordance with state finance law.
Acceptance by the Contractor of any payment or partial payment, without any
wrilten objection by the Contractor, shall in each instance operate as a release
and discharge of the State from all claims, liabilities or other obligations
relating to the performance of a Contract.

3. Contractor Payment Mechanism, All Contractors will be paid using the
Payment Voucher System unless a different payment mechanism is required.
The Contractor shall timely submit inveices (Payment Vouchers - Form PV)
and supporting documentation as prescribed in a Contract. The Department
shall review and return rejected invoices within fifteen (15) days of receipt
with a writien explanation for rejection. Payments shall be made in
accordance with the bill paying policy issued by the Office of the Comptroller
and 815 CMR 4.00, provided that payment perieds listed in a Contract of less
than forty-five (45} days from the date of receipt of an invoice shall be
effective only to enable a Department to take advantage of early payment
incentives and shall not subject any payment made within the forty-five (45)
day period fo a penalty. The Contractor Payroll System, shall be used only for
"Individual Contractors”™ who have been determined to be “Contrnet
Emplayees” as a result of the Department's completion of an Intemal Revenue
Service S5-8 form in accordance with the Omnibus Budget Reconciliation Act
(OBRA) 1990, and shall automatically process all state and federal mandated
payroll, tax and retirement deductions.

4. Contract Termination Or Suspensipn. A Contract shell terminate on the
dote specified in a Contract, unless this dote is properly amended in
accordance with all applicable laws and regulations prior to this date, or unless
terminated or suspended under this Section upon prior writlen notice to the
Contractor. The Department may terminate o Contract without cause and
without penalty, er may terminate or suspend & Contract if the Contractor
breaches any material term or condition or fhils to perform or fulfill any
material obligation required by a Contract, or in the event of an elimination of
an appropriation or availability of sufficient funds for the purposes of a
Contract, or in the event of an unforeseen public emergency mandating
immediate Department action. Upon immediate notification to the other party,
neither the Department nor the Contractor shall be deemed 1o be in breach for
failure or delay in performance due to Acts of God or other causes factually
beyond their control and without their fault or negligence, Subcontractor

COMMONWEALTH TERMS AND CONDITIONS

failure to perform or pricc increases due to market fluctuations or product
availability will not be decmed factually beyond the Conteactor's control.

5. Written Notice. Any notice shall be deemed detivered and received when
submitied in writing in person or when delivered by any other appropriate
method evidencing actual receipt by the Department or the Contragtor. Any
written notice of termination or suspension delivered to the Contractor shall
state the effective date and period of the notice, the reasons for the termination
or suspension, if applicable, any alleged breach or failure to perform, a
reasonable pericd to cure any alleged breach or filure to perform, if
applicable, and any instructions or restrictions conceming allowable activities,
costs or expenditures by the Contractor during the notice period,

6. Confidentiality. The Contractor shall comply with M.G.L. C. 66A if the
Contractor becomes a "holder” of "personal data®. The Contractor shall also
protect the physical security and restrict any access to personal or other
Department data in the Contractor's possession, or used by the Contractor in
the performance of a Contract, which shall include, but is not limited to the
Department’s public records, documents, files, software, equipment or systems,
1. Record-keeping And Retention, Inspection Of Records. The Contractor
shall maintain records, books, files and other data as specified in a Contract
and in such detail as shall properly substantiate c¢laims for payment under a
Contract, for o minimum retention period of seven (7) years beginning on the
first day afier the final payment under a Coniract, or such longer period as is
necessary for the resolution of any litigation, claim, negotiation, audit or other
inquiry involving a Contract, The Department shall have access, as well as any
partics identified under Exccutive Order 195, during the Contractor's regular
business hours and upon reasenable prior notice, 10 such records, including on-
site reviews and reproduction of such recerds at a reasonable expense.

8. Agsipmment. The Contractor may not assign or delegate, in whole or in
part, or otherwise transfer any liability, responsibility, obligation, duty or
inferest under a Contract, with the exception that the Comtractor shall be
authorized to assign present and prospective claims for money due to the
Contraclor pursuant to a Contract in accordance with M.G.L. C. 106, §9-318.
The Contraclor must provide sufficient notice of assignment and supporting
documentation to enable the Department to verify and implernent the
assignment. Payments to third party assignees will be processed as if such
payments were being made directly to the Contractor and these payments will
be subject to intercept, offset, counter claims or any other Department rights
which are available to the Department or the State against the Contractor.

9. Subcontracting By Contractor. Any subcontract entered into by the
Contractor for the purposes of fulfilling the obligations under a Contract must
be in writing, authorized in advance by the Department and shall be consistent
with and subject to the provisions of these Commonwealth Terms and
Conditions and a Contract. Subcontracts will not relieve or discharge the
Contractor from any duty, abligation, responsibility or liability arising under a
Contract. The Department is entitled to copies of all subcontracts and shall not
be bound by any provisions contained in a subcontract to which it is not a
party.

10. Affirmative Action, Nen-Discrimination In Hiring And Emplovment.
The Contractor shall comply with all federal and state Jaws, rules and
regulations promoting fair employment practices or prohibiting employment
discrimination and unfair labor practices and shall not discriminate in the
hiring of any applicant for employment nor shall any qualified employee be
demoted, discharged or otherwise subject to discrimination in the tenure,
position, promolional opportunities, wages, benefits or terms and conditions of
their employment because of race, color, national otigin, ancestry, age, sex,
religion, disability, hondicap, sexual oricntation or for exercising any rights
afforded by law. The Contraglor commits to purchasing supplies and services
from certified minority or women-owned businesses, small businesses or
businesses owned by socially or economically disadvantaged persons or
persons with disabilities.

1V, Indemnification. Unless otherwise exempted by law, the Contractor shall
indemnify and hold harmless the State, including the Department, its agents,
officers and employees against any and all claims, liabilities and costs for any
personal injury ot property damages, patent or copyright infringement or other
damages that the State may sustain which arise out of or in connection with the
Contractor's performance of a Contract, including but not limited to the
negligence, reckless or intentional conduct of the Contractor, its agenls,
officers, employees or subconitactors. The Contractor shall ot no time be
considered an agent ot representative of the Department or the State. Afier
peompt notification of a claim by the State, the Contractor shall have an
opportunily to participate in the defense of such claim and any negoliated
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scitlement agreement or judgment. The State shall not
be liable for any costs incurred by the Contractor arising
under this paragraph. Any indemnification of the
Contractor shall be subject to appropriation and
applicable law.

12 Waivers. Forbearance or indulgence in any form or manncr by a party
shall not be construed as a waiver, nor in any way limit the legal or equitable
remedies available to that party. No waiver by cither party of any default or
breach shall constitute a waiver of any subsequent default or breach,

13. Risk Of Loss. The Contractor shall bear the risk of loss for any Contractor
materials used for a Contract and for all detiverables, Department personal or
other data which is in the possession of the Contractor or used by the
Contractor in the performance of a Contract until possession, ownership and
full legal tille to the detiverables are transferred 1o and accepted by the
Department.

14, Forum, Choice of Law And Medigtion. Any actions arising out of a
Contract shall be governed by the laws of Massachusetts, and shall be brought
and maintained in a Statc or federal court in Massachusetts which shall have
exclusive jurisdiction thereof The Department, with the approval of the
Attomey General's Office, and the Contraclor may agree 1o voluntary
mediation through the Massachusetts Office of Dispute Resolution (MODR) of
any Contract dispute and will share the costs of such mediation. No legal or
cquitable rights of the parties shall be limited by this Section.

5. Conract Bollerplate Interpretation, Severability, Conflices With Law,
Integration. Any amendment or attachment 1o any Contract which contains
conflicting language or has the affect of a deleting, replacing or modifying any
printed language of these Commonwealth Terms and Conditions, as officially

CONTRACTOR AUTHORIZED SIGNATORY:

COMMONWEALTH TERMS AND CONDITIONS

published by ANF, CTR and OSD, shall be interpreted as superseded by the
official printed language. If any provision of a Contract is found to be
supcrseded by state or federal law or regulation, in whole or in part, then both
partics shall be relieved of all obligations under that provision only to the
extent necessary to comply wilth the superseding law, provided however, that
the remaining provisions of the Contract, or portions thereof, shall be enforced
(o the fullest extent permitied by law. All amendments must be exccuted by
the parties in accordance with Section 1. of these Commonwealth Terms and
Conditions and filed with the original record copy of a Contract as prescribed
by CTR. The printed language of the Standard Contract Form, as officially
published by ANF, CTR and OSD, which incorporates by reference these
Commonwealth Terms and Conditions, shall supersede any conflicting verbal
or written agreements relating to the performance of a Contract, or altached
thereto, including contract forms, purchase orders or invoices of the
Contractor. The order of priotity of documents to interpret a Contract shall be
as follows: the printed language of the Commonwealth Terms and Conditions,
the Standard Contract Form, the Department's Request for Response (RFR)
solicitation document and the Contractor’s Response to the RFR solicitation,
excluding any language stricken by a Department a5 unaccepiable and
including any negotiated terms and conditions allowable pursuant to law or
regulation.

IN WITNESS WHEREOF, The Contractor certify under the pains and
penalties of perjury that it shall comply with these Commonwealth Terms
and Conditions for any applicable Contract cxecuted with the
Commonwealth as certified by their authorized signatory below:

Print Name:
Title:

Date:

(Check One): ___ Organization ____Individual
Full Legal Organization or Individual Name:

Deing Business As: Name (If Different):

Tax Identification Number:

Address:

Telephone: FAX:

(signature)

INSTRUCTIONS FOR FILING THE COMMONWEALTH TERMS AND CONDITIONS

A "Request for Verification of Taxalion Reporting Information™ form (Massachusetts Substitute W-9 Format), that contains the Contractor's
correct TIN, name and legal address information, must be on file with the Qffice of the Comptroller. If the Contractor has not previously
filed this form with the Comptroller, or if the information contained on a previously filed form has changed, please fill out a W-9 form and
return it attached to the executed COMMONWEALTH TERMS AND CONDITIONS.

If the Contractor is responding to a Request for Response (RFR), the COMMONWEALTH TERMS AND CONDITIONS must be submitted
with the Response to RFR or as specified in the RFR. Otherwise, Departments or Contractors must timely submit the completed and
properly executed COMMONWEALTH TERMS AND CONDITIONS (and the W-9 form if applicable) to the: Payee and Payments Unit,
Office of the Comptroller, 9th Floor, One Ashburton Place, Boston, MA (2108 in order to record the filing of this form on the MMARS
Vendor File. Contractors are required to execute and file this form only once.
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Please print or type

rom V=9

{Massachusetts Substitute W-9 Form)
Rev. April 2009

Request for Taxpayer
Identification Number and Certification

Completed form should be
given to the requesting
department or the department
you are currently doing
business with.

Name ( List legal name, if joint names, list first & circle the name of the person whose TIN you enter in Part I-See Specific Instruction on page 2)

Business nama, if different from above. (See Specific Instruction on page 2)

O Partnership [J Other b

Remittance Address: If different from legal address number, street, and apL. or
suite no.

Check the appropriate box: [l Individval/Sole proprietor O Corporation

Legal Address: number, street, and apt. or suite no.

City, state and ZIP code City, state and ZIP code

Phone # ( ) Fax #( )
Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. For individuals, this is your social
security number (SSN). However, for a resident alien, sole proprietor, or
disragarded entity, see the Part | instruction on
page 2. For cther entities, it is your employer identification number (EIN). I
you do not have a number, see How to get a TIN on page 2.
Note: If the account is in more than one name, see the chart on page 2 for
guidelines on whose number to enler.

Email address:

Social security number

Uo0-00-0000
Employer Idengf?cation number

UO0-L1000000

DUNS
000000000

Vandors:
Dunn and Bradstreet Universal Numbering System {(DUNS)

Certification

Under penalties of perjury, | certify that:
1. The number shown on this form is my comrect taxpayer identification number (or | am waiting for a number to be issued to me), and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or {b) | have not been notified by the Internal Revenue
Services (IRS) that | am subject to backup withholding as a result of a faiture to report all interest or dividends, or {c) the IRS has notified me that
I am ne longer subject to backup withholding, and

3. laman U.S. person {including an U.S. resident alien).

4. | am currently a Commonwealth of Massachusetis's state employee: (check one): No Yes

Commission requirermnents.

If yes, in compliance with the Stale Ethics

Certification instructions: You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estale transaclions, item 2 does not apply.

Sign
Here

Authorized Signature »

Date »

Purpose of Form

A person who is required to file an information
return with the IRS must get your comrect
faxpayer identification number (TIN) to report, for
example, income paid to you, real estale
transactions, morigage interest you paid,
acquisition or debt, or contributions you made to
an IRA.

Use Form W-9 only If you are a U.S, person
(including a resident alien), to give your comect
TiN to the person raquesting it (the requester)
and , when applicable, to:

1. Certify the TIN you are giving is correct (or
you are waiting for a number to be issued).

2. Certify you are not subject lo backup
withholding

If you are a forelgn parson, use the
appropriate Form W-8. See Pub 515,
Withholding of Tax on Nonresident Aliens and
Foreign Corporations.

What Is backup withholding? Persons making
cerfain payments to you must withhold a
designated percentage, currently 28% and pay to
the IRS of such payments under certain

ceonditions. This is called *backup withholding.”
Payments that may be subject to backup
withhelding Include interest, dividends, broker and
barter exchange transactions, rents, royallies,
nonemployee pay, and certain payments from
fishing boat operators. Real estale transactions
are not subject to backup withholding.

If you give the requester your comrect TIN, make
the proper certifications, and report all your
taxable interest and dividends on your tax retumn,
payments you receive will not be subject to
backup withholding. Payments you receive will
be subject to backup withholding If:

1. You do not funish your TIN fo the
requesier, or

2, You do not certify your TIN when required
(see the Part Il instructions on page 2 for
details), or

3. The IRS telis the requester thal you furnished
an incorrect TIN, or

4. The IRS tells you that you are subject to
backup withholding because you did not
report all your interest and dividends only), or

5. You do not certify to the requester that you are
not subject o backup withholding under 4 above
{for reportable interest and dividend accounts
opened after 1983 only).

Cerlain payees and payments are exempt from
backup wilhholding. See the Part |l instructions
on page 2,

Penalties

Failure to furnish TIN. If you fail to fumnish your
correct TIN to a requester, you are subjectto a
penally of $50 for each such failure unless your
failure is due to reasonable cause and not to
willful neglect,

Clvil penalty for false information with respect
to withholding. If you make a false statement
with no reasonable basis that resulls in no backup
withholding, you are subjeci to a $500 penalty.

Criminal penalty for falsifylng information.
Willfully falsifying certifications or affirmations
may subject you io criminal penatties including
fings and/or imprisonment.

Misuse of TINs. If the requester discloses ar uses
TINs in violation of Federal law, the requester may
be subject to civil and criminal penallies.

Form MA- W-8 (Rev. April 2009)



Specific Instructions

Name. If you are an individual, you must
generally enter the name shown on your social

How to get a TIN. if you do not have a
TIN, apply for one immediately. To apply for an
SSN, get Form §S-5, Application for a Social

What Name and Number to
Give the Requester

securily card. However, if you have changed Security Card, from your local Social Security For this type of account: Glve name and SSN of:
your last name, for instance, due to mamiage Administration office. Get Form W-7, Application 1. Individual The individua!
without informing the Social Security for IRS Individual Taxpayer Identification Number, 2. Two or more The actual owner of the
Administration of the name change, enter your to apply for an ITIN or Form SS-4, Application for individuals (joint account or, if combined
first name, the last name shown on your social Employer Identification Number, to apply for an account) funds, the first
securily card, and your new las! name. EIN. You can get Forms W-7 and $5-4 from the individual on the

IRS by calling 1-800-TAX-FORM (1-800-829- account !
If the account is in joint names, list first and 3676) or from the IRS's Intemet Web Site 3. Custodian accountof | The minor 2

then circle the name of the person or entity
whose number you enter in Part | of the form.

a minor {Uniform Gift

. to Minors Act)
Sole propristor. Enler your individual name ::‘you do “f°' '::VET?NT"‘:. Wl‘lled dAPtplif: Ffl:u" in y 4. 2. The usual The grantor-trustes '
as shown on your social security card on the ie si;tlatlcemor e e 5%" ain 7 a ? ?:I :m:g a d revocable savings
“Name" line. You may enter your business, give ots e rgqueﬂs :er. ClLL ?sres 3" “':' _ trust (grantor is
trade, or “doing business as (DBA)" name on payments, and certain payments made wi also trustee)
the "Business name" line. respet.:t to readily tradable instruments, gengrally b. So-called trust The actual owner !
you will have 60 days to get a TIN and give it to account that is not
Limited lability company {LLC). I you are a the requester before you are subject to backup a legal or valid
single-member LLC (including a foreign LLC withholding on paymenis. trust under siate
with a domestic owner) that s disregarded as faw
an entity separate from its owner under The 60-day rule does not apply to other types of 6.  Sole proprictorship | The owner 3
Treasury regulations section 301.7701-3, enter payments. You will be subject fo backup
the owner's name on the “Name™ line. Enter withhalding on ali such payments until you
the LLC's name on the “Business name” line. provide your TIN to the requester. For this type of account: | Give name and EIN of;
Cautlon: A disregarded domestic entily that Note: Wiiting “Applied For” means that you have 8.  Sole proprielorship The owner *
has a forsign owner must use the appropriate already applied for a TIN or that you intend fo 7. Avalid trust, eslate, or | Lepal entity 4
Form W-8. apply for one soon. pension trust
. 8. Comorate The corporation
Other entities. Enter your business name as Ul - Certification 9.  Association, club, The orgrg?'lization
shown on required Federal tax documents on ] . . religious, charitable,
the "Name” line. This name should match the To establish to the paying agent that your TIN is educational, or other
name shown on the charter or alher legal cormecl or you are a U.S. person, or resident tax-exempl organization
document creating the entity. You may enter allen, sign Form W-9. 10. Parinership The parinership
any I]Juslness. lrz:d_e. or DBA name on the For a joint account, only the person whole TIN is 1. A brpker orregistered | The braker or nominee
Business name” line. shown in Part | should sign (when required). Uit .
12. Account with the The public entity
- Taxpayer Identification Real estate transactions. You must sign the Department of

Number (TIN)

Enter your TIN in the appropriate
box.

If you are a resident allen and you do not
have and are not eligible to get an SSN, your
TIN is your IRS individual taxpayer
identification number (ITIN). Enter it in the

cerlification. You may cross out item 2 of the
certification.

Dunn and Bradstreat Universal Numbering
System (DUNS) number requirameant —

The United States Office of Management and Budget
(OMB}) requires all vendors thal receive federal grant
funds have their DUNS number recorded with and
subsequently reported to the granting agency. If a
contractor has multiple DUNS numbers the

Agriculture in the name
of a public entity (such
as a slate or local
government, school
district, or prison) that
recelves agricultural
program payments

social security number box. if you do not have

1 List first and circle the name of the person whose
an ITIN, see How to get a TIN below.

number you furnish. If only one person on a joint
account has an SSN, that person's number must be
furnished.

contractor should provide the primary number listed
with the Federal government's Central Contractor
Registration (CCR) at fwww.ccr.gov . Any entity that
does not have a DUNS number can apply for ane on-

line at hitp:fiwww.dnb.comius/
under the DNB D-U-N Number Tab.

If you are a sole proprietor and you have an
EIN, you may enter elther your SSN or EIN.
However, the IRS prefers that you use your
SSN,

If you are an LLC that Is disregarded as an
entity separate from its owner (see Limited
lability company (LLC) above), and are
owned by an individual, enter your SSN (or
“pre-LLC" EIN, if desired). Ifthe ownerofa
disregarded LLC is a corporalion, parinership,
etc., enter the owner's EIN,

2 Circle the minor's name and fumish the minor's SSN.

3 You must show your individual name, but you may
also enter your business or “DBA” name. You may
use gither your SSN or EIN (if you have one).

Privacy Act Notice

Section 6109 of the Internal Revenue Code
requires you to give your correct TIN lo persons
who must file information retums with the IRS to
repont inlerest, dividends, and certain other
incomne paid to you, morgage interest you paid,
the acquisition or abandonmant of secured
propenrty, cancellation of debt, or contributlons
you made to an IRA or MSA. The IRS uses the
numbers for identification purposes and to help
verify the accuracy of your tax return. The IRS
may also provide this information {0 the
Department of Justice for civil and criminal
litigation, and to cilies, stales, and the District of
Columbia {o carry out their tax laws

4. List first and circle the name of the legal trust, estate,
or pension trust. {Do nol furnish the TIN of the
personal representative or trustee unless the legal
enlity itself is not designated in the account title.)

Note: If no name is circled when mare than one name
is listed, the number will be considered fo be that of
the first name fisted.

Note: See the chart on this page for further
clerification of name and TIN combinations.

If you have questions on complieting this form,
please contact the Office of the State Comptroller.
(617) 973-2468.

Upon completion of this form, please
send it to the Commonwealth of
Massachusetts Department you are
doing business with.

You must pravide your TIN whether or not you
are required to file a fax retum. Payers must
generally withhold a designated percentage,
currently 28% of taxable interest, dividend, and
certain other payments to a payee who does not
give a TIN to a payer. Certain penatties may also
apply.

Page 2
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Issued May

COMMONWEALTH OF MASSACHUSETTS 2004
CONTRACTOR AUTHORIZED SIGNATORY LISTING

CONTRACTOR LEGAL NAME :
CONTRACTOR VENDOR/CUSTOMER CODE:

INSTRUCTIONS: Any Contractor (other than a sole-proprietor or an individual contractor) must provide a
listing of individuals who are authorized as legal representatives of the Contractor who can sign contracts and
other legally binding documents related to the contract on the Contractor’s behalf. In addition to this listing, any
state department may require additional proof of authority to sign contracts on behalf of the Contractor, or proof
of authenticity of signature (a notarized signature that the Department can use to verify that the signature and
date that appear on the Contract or other legal document was actually made by the Contractor’s authorized
signatory, and not by a representative, designee or other individual.)

NOTICE: Acceptance of any payment under a Contract or Grant shall operate as a waiver of any defense by
the Contractor challenging the existence of a valid Contract due to an alleged lack of actual authority to
execute the document by the signatory.

For privacy purposes DO NOT ATTACH any documentation containing personal information, such as bank
account numbers, social security numbers, driver’s licenses, home addresses, social security cards or any other
personally identifiable information that you do not want released as part of a public record. The Commonwealth
reserves the right to publish the names and titles of authorized signatories of contractors.

AUTHORIZED SIGNATORY NAME TITLE

I certify that I am the President, Chief Executive Officer, Chief Fiscal Officer, Corporate Clerk or Legal Counsel
for the Contractor and as an authorized officer of the Contractor 1 certify that the names of the individuals
identified on this listing are current as of the date of execution below and that these individuals are authorized to
sign contracts and other legally binding documents related to contracts with the Commonwealth of
Massachusetts on behalf of the Contractor. 1 understand and agree that the Contractor has a duty to ensure that
this listing is immediately updated and communicated to any state department with which the Contractor does
business whenever the authorized signatories above retire, are otherwise terminated from the Contractor’s
employ, have their responsibilities changed resulting in their no longer being authorized to sign contracts with
the Commonweaith or whenever new signatories are designated.

Date:

Signature
Title: Telephone:
Fax: Email:

[Listing can not be accepted without all of this information completed.]
A copy of this listing must be attached to the “record copy” of a contract filed with the department.



Issued May

COMMONWEALTH OF MASSACHUSETTS 2004
CONTRACTOR AUTHORIZED SIGNATORY LISTING

CONTRACTOR LEGAL NAME :
CONTRACTOR VENDOR/CUSTOMER CODE:

PROOF OF AUTHENTICATION OF SIGNATURE

This page is optional and is available for a department to authenticate contract signatures.
It is recommended that Departments obtain authentication of signature for the signatory
who submits the Contractor Authorized Listing.

This Section MUST be completed by the Contractor Authorized Signatory in presence of notary.
Signatory's full legal name (print or type):

Title:

X

Signature as it will appear on contract or other document (Complete only in presence of notary):

AUTHENTICATED BY NOTARY OR CORPORATE CLERK (PICK ONLY ONE) AS FOLLOWS:

I, (NOTARY) as a notary public certify that I witnessed
the signature of the aforementioned signatory above and | verified the individual's identity on this date:
, 20
My commission expires on:
AFFIX NOTARY SEAL
I, (CORPORATE CLERK) certify that [ witnessed the

signature of the aforementioned signatory above, that 1 verified the individual’s identity and confirm the individual’s
authority as an authorized signatory for the Contractor on this date:

, 20

AFFIX CORPORATE SEAL



Supplier Diversity Program (SDP) Plan Commitment

SDP Plan Form #1
(To be submitted with Bid Response)

Contract/RFR Document Number:

Instructions: Completing all parts of this form is mandatory. Please read instructions in the SDP section of the
solicitation. Complete one form and submit with Bid.

Bidder/Contractor Information (Required)

Business Name: Contact Name: Phone # ( ) - Email address:

[ZT0 Financial Commitment (Required)

Provide a specific percentage committed {as a percentage of Bidder/Contractor sales derived from this contract for the
life of the contract) to be spent with all certified SDP Partners that the Bidder will propose if awarded a Contract. Please
note that prime bidders who are SDO-certified must also submit an SDP Plan Form.

SDP Percentage Committed in Bid Response for Life of Contract: %

Supplier Diversity Program (SDP) Resources:

+ Resources available to assist Prime Bidders in finding potential Minority Business Enterprises (MBE) and
Women Business Enterprises (WBE) partners can be found on the Supplier Diversity Program Webpage
{(www.mass.gov/sdp).

* Resources available to assist Prime Bidders in finding potential Service-Disabled Veteran-Owned Business
Enterprise (SDVOBE) partners can be found on the Supplier Diversity Office Webpage (www.mass.gov/sdo).

» The Supplier Diversity Program offers training on the SDP Plan requirements. The dates of upcoming
trainings can be found on the OSD Training Courses Webpage. In addition, the SDP Webinar can be located

on the Supplier Diversity Program Webpage (www.mass.gov/sdp).

Revised: March 12, 2015



Supplier Diversity Program (SDP) Plan - Declaration of SDP Partner(s)

SDP Plan Form #2
(Must be submitted by Contractor within a period of up to 30 days (or as stated in RFR) of Contract Execution)

Contract/RFR Document Number:

Instructions: Completing all parts of this form is mandatory. Please read instructions in the SDP section of the
solicitation. Complete one form and submit within a period of up to 30 days (or as stated in RFR) of Contract
Execution. See SDP and SDVOBE Resource information below to assist in partnering with certified businesses.

T3] Contractor Information (Required)

Business Name: | Contact Name: | Phone # ( ) - l Email address:

| Please note that prime bidders who are SDO-certified must also submit an SDP Plan Form and may not list themselves as an
SDP Partner. Check any of the following that are applicable to the Bidder:

(] Minority-owned Business Enterprise (MBE): Certification Expiration Date (If applicable): / !
(J Women-owned Business Enterprise (WBE); Certification Expiration Date (If applicable); / /
] Non-Profit Organization (NPO); Cerlification Expiration Date {If applicable): / /
[ Service-Disabled Veteran-owned Business Enterprise {SDVOBE); Cetification Expiration Date (If applicable): / /
ldentify Business Opportunities for SDP Partners (Optional):
Final SDP Percentage Committed for Life of Contract; %
Contractor’s SDP Partners (Required) (Fill in Applicable Lines; insert Additional Rows as Needed)
Planned SDP Partner's Company Name Planned SDP Partner's Contact Person's Email Check Planned SDP
Address* Pariner's Certification(s)™
LI MBE
0 wee
_— —@__ O MNPOANPOMWNPO
[ SDvOBE
MBE
] wWBe
e —e ] MNPOMNPOMMWNPO
[] SDVOBE
[J MBE
O wee
S —e___ CJ MNPOMNPOMWNPO
[l SDVOBE
1 MBE
0 wee
—@_____ £) MNPOMNPO/MAWNPO
[] SDVOBE
Alternative to Contractor Providing List of SDP Partners (above): If specifically
authorized in the Request for Response (RFR) to utilize this option, by checking the box at
right, Contractor acknowledges that they do not yet have any SDP Partners but will meet the [:l
percentage commitment in Part | {above) and all other contract requirements and wiil work
with the SDO to identify and establish business relationships with SDO Partners:

Under the pains and penalties of perjury | certify that the information provided on this form is accurate.
{Required)

Name: Title: Signature: Date: ! !

(May be feft blank if submitted etectronically)

*The Supplier Diversity Office and contracting Department reserve the right to contact SDP Partners at any time to request that they attest to the amounts
reported to have been paid to them by the Contractor.

** SOP Partner Certification Acronyms: MBE = Minority-owned Business Enlerprise; WBE = Women-owned Business Enterprise; SDVOBE = Service-Disabled
Veteran-owned Business Enlerprise.

™ Certification Status can be checked on the Supplier Diversity Program Webpage {(www.mass.gov/sdp)

Supplier Diversity Program (SDP} Resources:
*  Resources available to assist Prime Bidders in finding potential Minority Business Enterprises {MBE) and Women Business Enterprises
(WBE) partners can be found on the Supplier Diversity Program Webpage (www.mass.gov/sdp).
*  Resources available to assist Prime Bidders in finding potential Service-Disabled Veteran-Owned Business Enterprise (SDVOBE) partners
can be found on the Supplier Diversity Office Webpage (www.mass.gov/sdo).
e  The Supplier Diversity Program offers training on the SDP Plan requirements. The dates of upcaming trainings can be found on the OSD
Training Courses Webpage. In addition, the SDP Webinar can be located on the Supplier Diversity Program Webpage (www.mass.gov/sdp).

Revised: March 12, 2015



ops/A0T SSELI MMM JB PBYIBLD Bq UBD (SUBUNIEH d(S JO) SNIBIS UONEIIHI) 44

1012e5U0D A Aq way) o3 pred

usaq aaey 03 papodas sjunowe ayl 03 15e1E Ay Jey) 35anbal o) aw) Aue Je suBulEgd daS 19E1U0D 03 WBI 3Y) saARsal Juawbedap 3undenuod pue sy Alsiaaig s3ddns ayy,,
‘uopeRodau yInosyl paysi|qeiss Jo asucdsay pig JNoA U panugns afejuadiad JuawLIIoD ueld 4as S,Auedwod 1noA s1siyj,

[ ieq)
| ssudiaiug ssaujsng pauma-uesaiaa pajqesiq-a21as - 38OADS [AEIMONI|P PATLIGNS J1 3B 133] 3G :z.ﬁ
uopezjuefip 1Yosd-uoN UBWOM S0 AIOUIA - OdNMW/OINM/OdNIN ainyeusd|s pazuoyiny!
as|1dsa3u3 SSBUISNE UBWOAM pue AJLOUA - IMIN |few3
@spd13)u3 SSBUISNY UBLIOM - IBM auoyg
aspdraiug ssauisng AUou|n - I8N apul
'swAvoy uopedyua) Aysiaalg a)jddng uEmz_

*ajesnade sy podas siyy uy papiaoad uopewsojul ayy eyl Ajisad | Anfiad jo sapjeuad pue suied ayy sapun

Jusunituwod Sugpuads [enuue 3yl Ytim duelidwod o) Aueduwod inoA Bupiq 0} UBNE] B4 [[IM SUORDE JEYM pre Aym uje|txs aseald ‘anue)dwod u) Jou
= S {auy spj a8ueyd Jou og) yoayd dduejdwo) ajeg-0l-Jeas
: s
£ s
o $
= $
a $
a $
{Ajjeanewioine (og/9-1/t) (te/e-1/1) {TEfzT-T/0T) (0E/6-T/L)
sajend|ea) jeyo) v Joueny £ 12uenp Z Jauenp T Joyend {aup asooy)) Jwen
Jeaj [easld {shawmied Assana Je)iddng yyum Sujpuads Apaviend ese2dA) UONEIYRIDD| 4 SSAUPPY fewI|  Auedwo) (shauned das
(papaau se sauy| euolippe Wasu|) (pa1nbay) uopewou JdulIed nnm!
3 ]
(Mreapewone (0€/5-T/t) {Te/e-T/1) (tefzr-t/ot) (o€/6-1/2)
sajema|ed) jelo) ¥ 1ouend € JauenD g Joyend T Japenp «% jusuRruWo) Juipuads wep
183 @IS s3jes Penuo) Aisazend Aussanq s9)ddns jejoy JWeN 12e3u0) Auveduwo) Jopenuo)

(paninbay) uopewuoyu) sonenvod GG

*Jafeuryl 1IRAUOT YER2MUOWILIO) 03 s331enk yoea Jo pud 2y Jo SABP St uIytm
paiywgns pue pajajdwod ag 1snw pue (slauued {das) wesdosd Ansizaig s ddng anoA yum ujpuads s Auedwiod JnoA uo uoREWICIU] DPRIU| ISHIL LWI0) SIYL SUCHINIISY)

_ _ 1dWeN /Jaquunn ucwE:uon_
£# wuog ue|d 4as
poday 3ujpuads (dqs) wesSoad Adsiaalq Jayddng

910z/9t/9 :1p3 15€]



BUSINESS REFERENCE FORM

Bidder:
RFR Name/Title:
RFR Number:

The bidder must provide (indicate a number) business references.

Reference name: Contact;
Address: Phone: #( )

Fax/Internet address:

Description and date(s) of commodities and services provided:

Reference name: Contact:
Address: Phone: #( )
Fax/Internet address:

Description and date(s) of commodities and services provided:

Reference name: Contact:
Address: Phone: #( )
Fax/Internet address:

Description and date(s) of commodities and services provided:

References will be contacted to confirm the bidder’s abilities and qualifications as stated in the bidder’s response. The
department may deem the bidder’s response unresponsive if a reference is not obtainable from a listed reference afier
reasonable attempts.

Sensitivity level - low



COMMONWEALTH OF MASSACHUSETTS

Prompt Pay Discount Form
(Invoice discounts for receiving fast payments)

Revised 3/9/07
Bidder Name: .
Vendor Code (VCUST): .
Contract/RFR Number(s): .

Prompt Payment Discounts (PPD). All contractors/vendors doing business with the Commonwealth must
provide a Prompt Payment Discount (PPD) for receiving early payments unless the Contractor/vendor can
provide compelling proof that providing a prompt pay discount would be unduly burdensome. Contractors
benefit from PPD by increased, usable cash flow as a result of fast and efficient payments for commodities
or services rendered. Contractors who agree to accept Electronic Funds Transfer (EFT) increase the prompt
pay benefit by ensuring that funds are paid directly to their designated bank accounts, thus eliminating the
delay of check clearance policies and traditional mail lead time. Payments processed through the state
accounting system (MMARS) can be tracked and verified through the Comptroller’s Vendor Web system
using the Vendor/Customer Code assigned to you by a Commonwealth department.

The Commonwealth benefits because contractors reduce the cost of products and services through the
applied discount. While Bidders/Contractors have flexibility in determining the actual % discount(s) offered
to the Commonwealth, the discount(s) must be identified for 10, 15, 20 and/or 30 days for payment
issuance in the column entitled "% Discount Off Proposed Price” below. The Commonwealth may use the
prompt pay discounts submitted as a basis for selection and may negotiate discounts as deemed in the best
interest of the Commonwealth. The requirement to offer PPD discounts may be waived by the
Commonwealth on a case-by-case basis if participation in the program would be unduly burdensome,
provided the specific reason for the hardship is outlined below.

All discounts offered will be taken in cases where the payment issue date is within the specified number
of days listed below and in accordance with the Commonwealth’s Bill Paying Policy. Payment days will be
measured from the date goods are received and accepted / performance was completed OR the date an
invoice is received by the Commonwealth, whichever is later to the date the payment is issued as an EFT
{preferred method) or mailed by the State Treasurer, The date of payment “issue” is the date a payment
is considered “paid” not the date a payment is “received” by a Contractor.

If internal Bidder/Contractor systems require an alternate method of measuring payment issue dates, the
Bidder/Contractor must note the issues below or on an attached page if necessary to be considered by
the PMT. In cases where the Bidder/Contractor considers that offering a Prompt Payment Discount would
be a hardship, the Bidder must clearly define the issues and reasons for said hardship. Providing volume
discounts or other discounts on prices is not considered a hardship, since the PPD provides the additional
benefit of early cash flow for the Contractor.

Enter the Prompt Payment Discount percentage (%) off the invoice payment, for each of the payment
issue dates listed, if the payment is issued within the specified Payment Issue days. For example:
5% - 10 bays
4% - 15 Days
3% - 20 Days
2% - 30 Days
If no discount is offered enter 0%

Prompt Payment Discount % Payment Issue Date w/in
% 10 Days
% 15 Days
% 20 Days
% 30 Days

The Contractor is unable to provide a prompt payment discount due to the following hardship:

Contractor/Bidder Authorized Signature Date:

Contractor/ Bidder Authorized Signatory Print Name and Title:




Certificate of Good Faith

The undersigned certifies under penalties of perjury that this bid or proposal has been made
and submitted in good faith and without collusion or fraud with any other person. As used in
this certification, the word “person” shall mean any natural person, business, partnership,
corporation, union, committee, club or other organization, entity, or group of individuals.

Signature of individual submitting this proposal Date

Printed name Name of Business



