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RFP Due Date: 	Friday, October 13, 2017 	
RFP Due Time: 	12 noon
	
REQUEST FOR PROPOSALS
FOR MARKETING, PUBLIC EDUCATION, AND COMMUNICATIONS SERVICES
NORTHEAST MARYLAND WASTE DISPOSAL AUTHORITY

The Northeast Maryland Waste Disposal Authority (the “Authority”), an instrumentality of the State of Maryland, is requesting proposals for marketing, public education, and communications services.

The Authority was established as a public corporation by Chapter 871, Acts of 1980 to assist its participating political subdivisions of Maryland and other public entities in providing adequate solid waste disposal facilities, including facilities for the generation of steam, electricity or fuels and recovery of materials that are derived from or are otherwise related to waste disposal.  Participating jurisdictions include Baltimore City and Anne Arundel, Baltimore, Carroll, Frederick, Harford, Howard and Montgomery Counties.  Maryland Environmental Service, also an instrumentality of the State of Maryland, is an ex-officio member.  The Authority acts as a coordinating agency and a financing vehicle for solid waste management projects.  The Authority is a tax-exempt agency.

REQUIRED SUBMITTALS

Please submit your firm’s qualifications and specific examples.

Proposals should contain the following information:

1.	Name, address, telephone number and all locations of firm, specifically identifying the office that would be assigned to Authority work.
2.	A brief service profile of firm or individual.
3.  	Résumés of key personnel.
4.	A description of experience with services requested in Section 3.2, especially noting any waste management communications projects (include examples).
5.	Your edited version of draft newsletter article entitled “Utility Restructuring, Green Power, Clean Power, Renewable Energy” (see Attachment B).
6.	Proposed rates and charges (must use Attachment A).  However, if you identify other costs for each item, please describe and add on a separate sheet.
7.	A list of three client references, including name, address and telephone number (must use Attachment C).
8.	A list of any subcontractors to be used (other than printers), including name, address and telephone number (must use Attachment D).
9.	Agreement or comments on the time schedule for production of Authority’s quarterly newsletter (see Attachment A, Item 3 and Attachment E).
10.  Completed Attachment L - Experience with software.
11.  Outline for a public education ad campaign (see Section 3.2 (E) of the RFP). 
12.	Outline for an advanced social media training class (see Section 3.2(G) of the RFP).  Please include a proposed budget and the amount of time suggested for the session.
13.	Names of printing firms you work with (must use Attachment H).

Chris Skaggs, Executive Director

REQUEST FOR PROPOSALS

Offerors are invited to submit proposals in conformance with the requirements described below:                                  
[bookmark: _Toc319331895]
PART I - PROPOSAL INFORMATION                                      

[bookmark: _Toc319331896]1.1	PURPOSE: 

The purpose of this Request for Proposals (“RFP”) is to receive proposals from firms with experience in marketing, public education, and communications services. 

[bookmark: _Toc319331897]1.2	CONTACT PERSON: 

Communications with representatives of the Authority and the Counties, concerning this request by you, or on your behalf, are not appropriate and will not be permitted during the submission and selection processes. Any such communication or solicitation shall be grounds for immediate disqualification of the offeror at the sole discretion of the Authority.  All communications should be directed exclusively to the Authority at procurement@nmwda.org.  Any questions are due by noon, Friday, September 1, 2017 via email to procurement@nmwda.org.  

Only those firms that complete the “Proposer’s Contact Information Form” (Attachment M) by Friday, September 1, 2017 will receive future correspondence related to this RFP.  Please send the completed form to procurement@nmwda.org. 

[bookmark: _Toc319331898]1.3	PRE-PROPOSAL CONFERENCE: 

There will be no pre-proposal conference.

[bookmark: _Toc319331899]1.4	WRITTEN QUESTIONS: 

Prospective Offerors may submit written questions.  The Authority will endeavor to respond in writing via email to requests for information submitted by Tuesday, September 5, 2017; however, the Authority makes no assurance that written responses will be tendered if, in the opinion of the Authority, such information is evident in the RFP or goes beyond the intended scope of this solicitation.  Any written responses to questions made shall be provided to all prospective Offerors who complete and submit Attachment M.

[bookmark: _Toc319331900]1.5	AMENDMENT OR CANCELLATION OF THIS RFP: 

If this RFP requires amendment, written notice of the amendment will be given to all prospective Offerors identified in Section 1.4.  Receipt of amendments must be acknowledged in writing by prospective Offerors to procurement@nmwda.org.  


Acknowledgment by facsimile, mail or email is permitted.  The Authority reserves the right to modify, amend or cancel this RFP if the Authority determines, in its sole discretion that it is in the best interest of the Authority to do so.

[bookmark: _Toc319331901]1.6	SUBMISSION REQUIREMENTS: 

Five copies of the Proposals must be submitted no later than 12 noon on Friday, October 13, 2017 (the “Closing Date”).  Proposals must include the “Required Submittals” listed on page one of this RFP, and shall be submitted to:

	Attention: Procurement
	Northeast Maryland Waste Disposal Authority
	100 S. Charles Street, Tower II – Suite 402
	Baltimore, MD 21201

	Ms. Kristin Lagana 
	Marketing Coordinator
	Anne Arundel County, Waste Management Services
	Watershed Protection & Restoration Program 
	2662 Riva Road, Suite 450
	Annapolis, MD 21401

	Ms. Eileen Kao
	Chief, Waste Reduction and Recycling Section
	Montgomery County Department of Environmental Protection
	Division of Solid Waste Services
	101 Monroe Street
	Rockville, MD  20850

	Ms. Ellen Kobler 				Mr. Alan Wilcom
	Communications Specialist			Chief, Recycling Division
	Baltimore County				Howard County
	Office of Communications			6751 Columbia Gateway Drive
	400 Washington Avenue 2M02		Columbia, MD  21046
	Towson, MD 21204
	
	
[bookmark: _Toc319331902]1.7	DISCLOSURE: 

Proposals submitted in response to this RFP are subject to disclosure pursuant to the Maryland Public Information Act, Section 10-611 et seq. of the State Government Article of the Annotated Code of Maryland.  Offerors must identify specifically those portions of their proposals, if any, which they deem contain confidential or proprietary information or trade secrets and must provide justification why such materials should not, upon request, be disclosed under the Maryland Public Information Act.

[bookmark: _Toc319331903]
1.8	INCURRED EXPENSES: 

The Authority is not responsible for any expenses, which Offerors may incur in preparing and submitting proposals.

[bookmark: _Toc319331904]1.9	ACCEPTANCE OF TERMS AND CONDITIONS:

By submitting a proposal in response to this RFP, the Offeror accepts all of the terms and conditions set forth in this RFP and the contract provisions in Attachment I.

1.10	The Authority may conduct interviews during mid-late September.

1.11	PRELIMINARY SCHEDULE
	
	Request for Proposals Issued
	Friday, August 25, 2017

	Proposers Contact Information Form Due
	Friday, September 1, 2017

	Questions Submitted
	Tuesday, September 5, 2017 by Noon

	Responses to Questions Due
	Thursday, September 7, 2017

	Proposal Due                                                     
	Friday, October 13, 2017 by Noon

	Interviews, if necessary
	October 2017

	Anticipated Selection
	Anticipated by End of November 2017



[bookmark: _Toc319331905]1.12 	PROCUREMENT REGULATIONS: 

This RFP, and any contract entered into as a result thereof, is not subject to the provisions of the State Finance and Procurement Article, but is governed by Section 3-921 of the Natural Resources Article of the Annotated Code of Maryland and COMAR 14.13.01.01 et seq.
[bookmark: _Toc319331906]
PART II - CONTRACT INFORMATION AND PROPOSED CONTRACT PROVISIONS

[bookmark: _Toc319331907]2.1	PARTIES TO THE CONTRACT: 

The Contract and all exhibits thereto to be entered into as a result of this RFP (the “Contract”) shall be by and between the Offeror as Contractor (the “Contractor”) and the Authority.

[bookmark: _Toc319331908]2.2	CONTRACT TERM: 

It is anticipated that the Contract term will commence on or about January 1, 2018 and end December 31, 2021, with two, one-year extensions at the Authority’s option, unless sooner terminated in accordance with the contract.   

[bookmark: _Toc319331909]2.3	COMPENSATION AND METHOD OF PAYMENT: 

The Contractor will be compensated in accordance with the contract provisions set forth in Attachment I.
[bookmark: _Toc319331910]
PART III - SCOPE OF SERVICES REQUIRED

[bookmark: _Toc319331911]3.1	PURPOSE: 

The Authority is seeking an innovative and creative marketing, public education and communications firm to assist in developing a coordinated approach to keeping its publications and websites updated and producing its quarterly newsletter.  
[bookmark: _Toc319331912]
3.2	SERVICES (Rates and charges to be submitted on Attachment A) – please add any known, potential rates that may not have been specifically requested:

A.	WasteWatch - The Authority needs assistance with the publication of its quarterly newsletter, WasteWatch.  This work entails developing layouts for a four to eight page quarterly newsletter, including graphic designs (see sample newsletter - Attachment G); and  

		1)	editing copy; 
		2)	writing some articles from material provided by the Authority; 
		3) 	writing headlines; 
		4) 	selecting pullouts; 
		5) 	writing photo and graphic captions; and 
		6) 	layout and other editorial stylistic elements.

		A draft production schedule is attached.  Please comment on the draft schedule (Attachment E) in your proposal.  

B.	Printers - Please provide contact information for three printing companies, who you would be able to get estimates from for any printing projects, which may be needed (Attachment H).

C.	Authority Brochure - The current brochure is attached for your review (Attachment F). This brochure is printed in small quantities by the Authority as needed using the Authority’s digital color copier.  The brochure is edited by Authority staff (i.e. changing photographs and updating text).  Complicated changes may require Contractor’s assistance.  The software used is Microsoft Word 2013.

D.	Websites:  nmwda.org - The Authority’s website; and mdrecycles.org - This is the cornerstone of the commercial recycling program. 

		1)	Contractor must be experienced in the program currently used and be able to handle complicated updates to the above websites.  The Authority currently uses WordPress to make edits to the two sites.

		2)	Contractor should have experience developing websites that are mobile friendly.

		3)	Authority may want to be able to monitor outside use without obvious counters on the sites.
E.	Development of new ads when requested.  Assisting with the placement of ads may also be needed.  The Authority is considering a multi-year approach to providing information about commercial recycling to businesses within the Authority’s Member Jurisdictions.  

On a separate sheet, outline how the Authority could effectively reach businesses, i.e. types of media assuming a potential budget of $50,000-$60,000.  This would be a public education campaign to reach businesses and provide measurable results over a two and one-half year period.

F.	Development of educational/informational flyers.

G.	Assistance with the development of an advanced social media training seminar.  See Attachment N for a description of the social media presentation sponsored by the Authority.  Note:  The initial presentation lasted 1-1/2 hours.

H.	As other assistance such as developing and conducting telephone surveys, focus group research, direct marketing, email marketing services and production of short videos suitable for social media may be needed, please provide your hourly rates on Attachment A.	

[bookmark: _Toc319331913]3.3	IRREVOCABILITY OF PRICE PROPOSAL:	

The proposed rates will be irrevocable for a period of ninety (90) days from the Proposal Closing date, or, if the hourly rates are modified during negotiations pursuant to Section 4.3, for a period of ninety (90) days from the date such modified rates are proposed by the Offeror. 

[bookmark: _Toc319331914]PART IV - EVALUATION PROCEDURE

[bookmark: _Toc319331915]4.1	EVALUATION COMMITTEE: 

The Authority shall appoint an evaluation committee (the “Evaluation Committee”) to be composed of Authority staff and representatives from Authority Member Jurisdictions.

[bookmark: _Toc319331916]4.2	DISCRETION IN DETERMINING DEVIATIONS AND COMPLIANCE: 

The Authority reserves and assigns to the Executive Director the right to determine which of the Offerors have met the minimum qualifications of this RFP.  The Executive Director shall have the sole right to determine whether any deviation from the requirements of this RFP is substantive in nature, and the Executive Director may reject proposals that are not reasonably susceptible of being selected for Contract award.  In addition, the Executive Director may reject in whole or in part any and all proposals, may waive minor irregularities in proposals, may allow an Offeror to correct minor irregularities and may negotiate with responsible Offerors in any manner deemed necessary to serve the best interests of the Authority.

[bookmark: _Toc319331917]
4.3	MULTI-STEP COMPETITIVE SEALED NEGOTIATION: 

[bookmark: _Toc319331918]The Evaluation Committee may employ a procedure of multi-step competitive negotiations.  If the Executive Director determines that further negotiation is in the best interest of the Authority, presentations may be requested of two or more Offerors deemed by the Authority to be the best suited among those submitting proposals on the basis of the selection criteria.  The Executive Director will advise these Offerors how such negotiations will be conducted.  Upon completion of all negotiations, and upon receipt of “best and final offers” submitted as a result of such negotiations, the Evaluation Committee shall make a recommendation to the Authority Members regarding the award of a Contract(s).  The Authority Members will then take action upon the recommendation.  Offerors whose proposals are not accepted will be so notified in writing.

4.4	EVALUATION OF OFFERORS:

The Evaluation Committee will evaluate the proposals based on the following criteria, listed in order of importance:

A.	Response to the scope of services in a comprehensive manner including a realistic project schedule for publication of quarterly e-newsletter.

B.	Experience with software currently used by the Authority for its brochure and websites.

C.	Experience with the services set forth in Section 3.2 of this RFP -- include work products and evidence of positive results if available.

D.	Evaluation of the editing of the draft newsletter article.

E.	Experience and qualifications of the firm and key personnel.

F.	Experience with waste disposal, recycling or related energy and environmental issues.

G.	Exceptions to the Authority’s proposed contract language (see Attachment I).

H.	References

I.	Degree of completeness of response to the RFP and degree to which the Offeror followed instructions for submittal.

J.	Preference will be given to firms who have proposed key individuals that are local because of resulting lower travel costs.

K.	Benefit to Maryland Economy:  Consideration will be given to the economic benefit to Maryland’s economy resulting from the selection.

L.	Public education campaign proposal outline.

M.	Social media presentation outline

N.	Price


4.5	After consideration of the factors set forth in this RFP, the committee will recommend award to the Offeror whose proposal is most advantageous to the Authority.

4.6	This RFP will result in the submission of “proposals” (not bids), and the evaluation and award process will be based on both technical and price responses, not just price.  Therefore, the Authority may enter into negotiations with selected Offerors and invite “best and final offers” as deemed to be in the best interest of the Authority.  Negotiations may be in the form of face-to-face telephone, facsimile or written communications, or any combination thereof, at the Authority’s sole discretion.  The Authority may in its discretion, establish a competitive range of proposals, and conduct discussions and request best and final offers from only those whose firms that it determines fall within that range. 

4.7	Offerors are strongly advised not to prepare their proposal submissions based on any assumption or understanding that negotiations will take place.  Offerors are advised to respond to this RFP fully and with forth-rightness at the time of proposal submission.

4.8	Non-acceptance of an individual offer may mean that one or more other proposals were more advantageous, or that all were rejected.

[bookmark: _Toc319331919]PART V – ESTIMATED CONTRACT VALUE

The estimated value for this three-year Contract is between $75,000 and $100,000; subject to annual appropriation.  This is a three year Contract with up to two, one-year renewal terms and the annual awards will be based on the work to be undertaken each fiscal year.

(Note: Because the Authority’s Member Jurisdictions may request services under the resulting contract, the value of the contract may be higher.  For example, the Authority expended $250,000 over the past four years on marketing and communications services). 

[bookmark: _Toc319331920]PART VI – CONTRACT APPROVAL

6.1	The Board of the Authority must approve the contract resulting from this solicitation.  A sample standard contract is attached for review as part of this solicitation.  Exceptions; if any, to the Authority’s standard contract (Attachment I) must be noted in your proposal submission to be considered during the evaluation.  Exceptions may result in rejection of your proposal.

6.2	Do not fill in or sign the sample contract enclosed.  The Authority will prepare a formal contract specific to this solicitation for execution by the successful contractor.

[bookmark: _Toc319331921]PART VII - ADA COMPLIANCE

[bookmark: _Toc319331922]7.1	ALTERNATIVE FORMS: 

Alternative forms of this RFP will be provided upon request.

[bookmark: _Toc319331923]
Request for Proposals
Marketing, Public Education, and Communications Services
August 25, 2017
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ATTACHMENT A
[bookmark: _Toc319331924]PROPOSED RATES AND CHARGES

OFFEROR’S FIRM NAME:  ____________________________________________________  

For option years CY 2023 and 2024, please provide a percentage increase that would be applicable to all categories.

	CY 2023 ________%		CY 2024 ________%

A.	WasteWatch

	1. 	Edit and layout copy for a four-to-eight page quarterly e-newsletter; write photo and graphics captions, headlines, pull-outs and other editorial stylistic elements; work with Authority staff members on story development and meet (or conference call) with Authority staff periodically for editorial direction; develop and manage graphics and production.  Occasionally, the Contractor will be asked to write an article from material provided by staff.  Final copy will be submitted to the Authority in a PDF format for website posting and printing.  Please indicate a range, as editing and writing complexity varies with each issue.

                                    	         CY 2018		                CY 2019	                      CY 2020
		4-page issue: 	$______ to $______	   $________ to $_______	$______ to $______ 
		6-page issue:	$______ to $______ 	   $________ to $_______	$______ to $______
     		8-page issue:	$______ to $______	   $________ to $_______	$______ to $______
		stock photos	$______ / photo	$________ / photo	

                                    	         CY 2021	                	    CY 2022	                    						4-page issue: 	$______ to $______	   $________ to $_______	 
		6-page issue:	$______ to $______ 	   $________ to $_______	
     		8-page issue:	$______ to $______	   $________ to $_______	

	2.	Provide a time schedule if different from the one set forth in Attachment E.

	Time schedule is acceptable                Yes                     No  

	If no, attach an alternate proposed schedule.

NOTE:	

	1)	For all requested services, please describe any other rates or charges the Authority would incur for your firm to do this work on a separate sheet and attach.	
 

ATTACHMENT A (continued)

B.	Cost for hosting the following four websites.

	nmwda.org   		$			 / month    (Created/Edited with WordPress)
	mdrecycles.org   		$			 / month    (Created/Edited with WordPress)
	swana-midatl.org		$			 / month    (Created/Edited with Contribute)
	recyclemoreoften.com		$_________________ / month	(Created/Edited with Flash - may
				be migrated to WordPress)
		
	Identify any on-going costs: 										
	
C.	Cost of migrating websites to Proposer’s computer system.

	nmwda.org   			$			 	
	mdrecycles.org   		$			 
	swana-midatl.org		$			 
	recyclemoreoften.com		$_________________ 

D.	Layout and Design Cost for Camera Ready Trifold Flyers/Brochures (see sample --Attachment K)

	CY 2018
	CY 2019
	CY 2020
	CY 2021
	CY 2022

	$____________

	$____________
	$____________
	$____________
	$____________



E.	Camera Ready Ads

a.	Ad development for mdrecycles.org, commercial recycling or other efforts (sample ads are in Attachment J). 

	CY 2018
	CY 2019
	CY 2020
	CY 2021
	CY 2022

	$_________/hr.

	$_________/hr.
	$_________/hr.
	$_________/hr.
	$_________/hr.



b.	Arranging placement in appropriate publications.  The Authority has limited funds for advertising -- propose as a percentage of ad placement cost or describe the cost in a separate attachment.

	CY 2018
	CY 2019
	CY 2020
	CY 2021
	CY 2022

	_________%

	_________%.
	_________%
	_________%
	_________%



F.	The Authority is considering the use of an Offeror for additional Authority activities such as editing conference papers and magazine articles, developing and/or updating brochures, writing news releases and developing other educational programs and publications.

ATTACHMENT A (continued)

OFFEROR’S FIRM NAME:  ____________________________________________________

Please submit fixed rates for the following services:

   					    CY 2018	     CY 2019	      CY 2020	    CY 2021	    CY 2022       

a.  General Communications Consult.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.  $_______/hr.

b.  Editorial Consultation	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

c.  Editing	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

d.  Writing	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

e.  Production Management	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

f.  Outreach/Educational Services	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	

g.  Media Relations	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

h.  Website Programming	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

i.  Website Hosting	$_______/mo.	$_______/mo.	$_______/mo.	$______/mo.	$______/mo.

j.  Graphic Design	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

k.  Media Planning	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

l.  Photography	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.	$_______/hr.

m.  Website Monitoring (monthly)	$_______/mo.  $______/mo. $_______/mo.	$______/mo.   $______/mo.

Please identify any other costs/services

n.  __________________________	$_______/hr.	$_______/hr.	$_______/hr.  $_______/hr.  $_______/hr.

o.  __________________________	$_______/hr.	$_______/hr.	$_______/hr.  $_______/hr.  $_______/hr.

p.  _________________________	$_______/hr.	$_______/hr.	$_______/hr.  $_______/hr.  $_______/hr.

NOTE:	Additional work requested under the contract will be authorized using fixed price work orders, as follows:  1.) Authority staff describes work to be performed; 2.) Contractor responds with a cost proposal based on the hourly rates set forth above; and 3.) Upon agreement on cost, a fixed price work order will be issued.

A-3

[bookmark: _Toc319331925]		ATTACHMENT B
[bookmark: _Toc319331926]DRAFT NEWSLETTER ARTICLE

Utility Restructuring, Green Power, Clean Power, Renewable Energy


Do you remember when long distance telephone service was deregulated?  Now the same is happening to the electricity industry.  On July 1, captive customers of the local utility became consumers with an array of choices.

You may be asking, "So what is restructuring and why do we need it?”  The utility restructuring within Maryland will "break-up" the utility monopolies that exist today allowing for competition and (hopefully) lower prices to consumers.  Prior to open competition, your utility generated electricity at its own plants, transmitted that electricity over its own wires and was paid a rate approved by the Public Service Commission to cover their costs and allow for a fixed profit margin.  Restructuring will allow many electricity producers, from within the region and from outside the region, to compete to sell their power to businesses and residences in Maryland.  The regulated utility companies will continue to operate and maintain the power lines.

As the market place develops, the producers of electricity have been looking at ways of distinguishing their products.  One of these ways is to provide electricity that is "friendly" to the environment.  Studies show that consumers who have an interest in the environment will shop for cleaner, greener power.  Many federal, state and local agencies require a mix of renewable fuels in their purchase contracts.  Certain types of electric generation produce less air pollution use non-fossil fuels or conserve waterways.  There have been many names given to describe these types of generation including "Clean Power," Green Power" and "Renewable Energy.”  Unfortunately, the definitions for these teens vary from State to State.

The State of Maryland has defined Renewable Energy as:

"Renewable Energy Resource" means one or more of the following sources of energy, energy technology, or related credit: (1) Solar; (2) Wind; (3) Tidal; (4) Geothermal; (5) Biomass, including waste-to-energy and landfill gas recovery; (6) Hydroelectric facilities; (7) Digester Gas; and (8) A manufacturing or commercial waste-to-energy system or facility.  (Public Utility Companies article of the Annotated Code of Maryland Section 1-101(Z).)

Maryland's Law requires electricity providers to disclose the amount of pollutants emitted on a pound per megawatt-hour basis.  This disclosure, found on the generator's website, helps the consumer to compare different generation technologies.  For example, Waste-to-Energy facilities produce less sulfur dioxide (causes acid rain), nitrogen oxides (precursor to ground level smog), particulate matter and dioxins per megawatt-hour basis than coal fired plants.  Specific data can be found on the Authority's website (www.nmwda.org).

If you have any questions regarding waste-to-energy's role in the new electricity market, please contact Chris Skaggs at the Authority.
Request for Proposals
Marketing, Public Education, and Communications Services
August 25, 2017
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[bookmark: _Toc319331927]ATTACHMENT C
[bookmark: _Toc319331928]CLIENT REFERENCES


Offeror:  												

Address:  												

Contact Person:  											 

Telephone No.:  					   Fax No.:  					   

Email:	  												

Date:  							 


Client References:  (list three)


1.	Company Name:  											

	Address:  												   

Contact Person:  						  Telephone: 				


2. 	Company Name:  											

	Address:  												   

Contact Person:  						  Telephone: 				


3.	Company Name:  											

	Address:  												   

Contact Person:  						  Telephone: 				
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[bookmark: _Toc319331929]ATTACHMENT D
[bookmark: _Toc319331930]PROPOSED SUBCONTRACTOR INFORMATION (if any)


Offeror’s Firm Name: __________________________________________________________

1.	Subcontractor’s Firm Name: 									

	Type of service(s) to be provided: 								

	Address: 											

	Contact Person: 										

	Telephone: 					Fax: 						

	Email: 												 

	Date: 						

2.	Subcontractor’s Firm Name: 									

	Type of service(s) to be provided: 								

	Address: 											

	Contact Person: 										

	Telephone: 					Fax: 						

	Email: 												 

	Date: 						

3.	Subcontractor’s Firm Name: 									

	Type of service(s) to be provided: 								

	Address: 											

	Contact Person: 										

	Telephone: 					Fax: 						

	Email: 												 

	Date: 						
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[bookmark: _Toc319331931]ATTACHMENT E
[bookmark: _Toc319331932]DRAFT NEWSLETTER PRODUCTION SCHEDULE

Quarterly electronic distributions generally take place at the end of January, April, July and October each year.  A typical schedule is set forth below:

Summer 2017 Issue

Copy Deadline (for staff)					June 2

Copy to Editor							June 4

Edited Copy to Authority					June 18

Final Copy to Editor						June 22

Layout with Graphics to Authority				June 24

Authority edits back to Editor					June 25

Second/third Revisions					July 9-10

Final layout and PDF to Authority				July 12
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[bookmark: _Toc319331933]ATTACHMENT F
[bookmark: _Toc319331934]CURRENT AUTHORITY BROCHURE





Attached
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[bookmark: _Toc319331935]ATTACHMENT G
[bookmark: _Toc319331936]SAMPLE AUTHORITY NEWSLETTER



Attached 
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ATTACHMENT H

PRINTING FIRMS


Offeror’s Firm Name: __________________________________________________________


1.	Printing Firm Name: 										

	Address: 											

	Contact Person: 										

	Telephone: 					Fax: 						

	E-mail: 											 

	Date: 						


2.	Printing Firm Name: 										

	Address: 											

	Contact Person: 										

	Telephone: 					Fax: 						

	E-mail: 											 

	Date: 						


3.	Printing Firm Name: 										

	Address: 											

	Contact Person: 										

	Telephone: 					Fax: 						

	E-mail: 											 

	Date: 						
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ATTACHMENT I
[bookmark: _Toc319331940]AUTHORITY CONTRACT
Control#_____________
Contract#____________

CONSULTANT AGREEMENT BETWEEN
NORTHEAST MARYLAND WASTE DISPOSAL AUTHORITY
AND


This  Consultant  Agreement  ("Agreement") dated this           day of _______2017, by and between the Northeast Maryland Waste Disposal Authority, a body politic and corporate constituting an instrumentality of the State of Maryland (the "Authority") and (the "Consultant"), an entity incorporated under the laws of __________________, with offices at_________________________

RECITALS

WHEREAS, the Authority is a body politic and corporate and a public instrumentality of the State of Maryland created and existing under Subtitle 9 of Title 3 of the Natural Resources Article of the Annotated Code of Maryland.

WHEREAS, the Authority has determined, by Resolution, that it is necessary and desirable to retain the Consultant, on the terms and conditions set forth in this Agreement, to assist the Authority and its staff in carrying out the purposes of the Authority, all as more particularly set forth herein.

NOW, THEREFORE, in consideration of the mutual covenants and agreements herein set forth, and the undertakings of each party to the other, the Authority and the Consultant, acting as aforesaid, and each binding itself, its successors and assigns, do mutually covenant, promise and agree as follows:

ARTICLE 1. SCOPE OF WORK

Section 101.  The Consultant is being retained to:  [Describe scope of work; may be described with reference to RFP and Consultant's Proposal.]

Section 102.  The parties' contract consists of the following documents, in order of precedence: this Agreement, any Work Order issued under this Agreement for specific services, the Request for Proposals dated __________, and the Consultant’s Technical and Price Proposals dated_________                    [and any other relevant documents.]

Section 103.  The following individuals are considered to be key personnel under this Agreement, and will be made available by the Consultant upon the Authority's request to perform any tasks requested by the Authority under the Agreement:                                                . The Consultant may not substitute any other personnel to perform the Authority's work without the written consent of the Authority.

Section 104.   In   accordance   with   the   Consultant’s proposal,   the   Consultant   may   team with                                                                                  . The Consultant may not subcontract any part of the services to be provided without the written consent of the Authority.

Section 105.  M. Catherine Coble shall be the Contract Officer for the Authority until such time as the Executive Director may appoint a successor Contract Officer by notice in writing to the Consultant.  The Executive Director may also appoint an additional or alternate Contract Officer by notice in writing to the Consultant.  Unless the Executive Director otherwise directs, the Contract Officer shall be responsible for the direct administration of all matters pertaining to this Agreement.

Section 106.  The Contract Officer may from time to time give the Consultant a directive, oral or written, notifying the Consultant of work to be performed under this Agreement.  If requested to do so, the Consultant shall promptly upon the receipt of such a directive furnish to the Contract Officer a  preliminary  written  description  of  the  work  that  the  Consultant  proposes  to  undertake  in     implementing the directive which shall include an estimate of the total cost to the Authority for the Consultant to perform the work and (if requested by the Contract Officer) the date by which the work will be completed.  Following such consultations as the Contract Officer or the Executive Director may deem appropriate, the Consultant, if requested to do so, shall submit to the Contract Officer a final written description of the work to be undertaken which shall include (1) identification of the key personnel who will perform the work, (2) identification of any subcontractors to be used in performing the work, and (3) a statement specifying the total maximum cost of the work and a breakdown of compensation to be earned by the Consultant and its subcontractors in performing the work and (if requested by the Contract Officer) the latest date by which the work will be completed. Upon its written approval by the Executive Director, such a final written description shall constitute a Work Order which shall be binding upon the Consultant and shall be subject to modification, amendment or withdrawal by the Consultant only with the express written consent of the Executive Director.   The Consultant shall not charge the Authority for the development of this written description.

For work which must begin immediately, is of short duration (up to 45 days), or is anticipated to cost under $5,000, verbal Work Orders may be issued by the Contract Officer with the concurrence of the Executive Director.  The Contract Officer shall prepare a memo describing the verbal Work Order to be filed with this Agreement.

Section 107.  The Consultant shall not be obligated to perform, and the Authority shall not be obligated to compensate the Consultant for, any work which is outside the scope of the Agreement as set forth in Section 101, or the scope of a Work Order as set forth in Section 106.

Section 108.	The Consultant shall, from time to time and as frequently as the Contract Officer may request, apprise the Contract Officer of the status and progress of the work being performed by the Consultant pursuant to this Agreement.  The Consultant shall maintain in a neat and orderly manner all documents and records relating to work performed pursuant to this Agreement and each Work Order and shall, at the end of the project and before the final invoice for work, turn over to the Authority all information, data, documents, records, reports, drawings, and the like prepared in the course of work hereunder (including, without limitation, the names and addresses of any persons, firms, or agencies dealt with by the Consultant in the performance of such work).  All materials prepared by Consultant in connection with this Agreement, including but not limited to records, drawings, and reports, shall be the sole and absolute property of the Authority.  The Authority reserves the right to use any such material in any manner.  Any use, reuse or modification of the documents shall be at the Authority's and other's sole risk without liability or legal exposure to Consultant unless approved in writing by Consultant prior to such reuse or modification.

Section 109.  The Consultant shall provide, at the Consultant's own expense, all personnel needed to perform any work required under this Agreement.  All such personnel shall be qualified and authorized under applicable law to perform their respective functions.  The Consultant shall ensure that none of the Consultant's employees has any direct or indirect interest which would conflict in any manner with the performance of the Consultant's work under this Agreement.  The Consultant shall be responsible for any withholding taxes and social security payments due as a result of payment made by the Authority pursuant to this Agreement.

ARTICLE 2.  TERM AND COMPENSATION

Section 201. This Agreement shall be effective upon execution hereof by both parties, and, unless sooner terminated or renewed as herein provided, shall expire on:                                         

This Agreement may be renewed, at the Authority's sole option, for two one-year terms.

Section 202. The Consultant shall be compensated for work performed and expenses incurred pursuant to this Agreement generally as provided in the "Rate Schedule" being attached hereto as Exhibit  "A"  [to  be  based  on  proposed  rates]  and  constituting  an  integral  part  hereof,  as consideration  for the performance  of work which complies with an oral or written request of the Contract Officer and which is within the general duties described in Section 101.  Payment to the Consultant will be based upon a reasonable number of actual hours expended by the Consultant in performance of services under a Work Order.

The Consultant warrants that its rates and charges for the term of this Agreement are not higher than the standard rates and charges for the same services provided under the same circumstances to member jurisdictions of the Authority or to the Maryland Environmental Service.

Section 203. The Authority shall in no event be obligated to make any payment to the Consultant for work performed and expenses incurred pursuant to this Agreement if the amount of such payment, together with all other payments theretofore made to the Consultant under this Agreement, would exceed, in the aggregate, Dollars ($                           , unless and until the Authority amends this Agreement to increase such limit.

Section 204. The Consultant shall submit invoices to the Authority on a periodic basis, but not more frequently than monthly.  Each invoice shall specify:  (a) the number assigned to this Agreement by the Authority; (b) the total amount of payments received by the Consultant, through the closing date of the invoice period, under this Agreement; (c) the opening and closing dates of the invoice period; and (d) a description of the work performed and itemization of reimbursable expenses incurred during the invoice period.  The Consultant shall submit with each invoice such supporting documentation, including receipts and invoices for work performed by subcontractors to the consultant.

The Authority shall render payment within 45 days after receipt of an acceptable invoice from Consultant.  Notification of non-acceptance of an invoice shall be made within 30 days of receipt of Consultant's invoice.

The Consultant must notify the Authority in writing when 50% and 75% of the total contract amount has been expended.  When the Consultant reaches the 75% expenditure amount, the Authority must give the Consultant written notice before work can proceed with the remaining scope.  Before notice to proceed is given, the Authority will review the work completed to date and determine if the remaining work can be completed within the contract amount.  If the remaining scope cannot be completed with the remaining budget, a joint determination on how to proceed will   be made and agreed to in writing by the Authority and the Consultant.
Section 205. The Consultant shall maintain, and make available for inspection by the Contract Officer, detailed records of time spent, and receipts for reimbursable expenses incurred in the performance of work undertaken pursuant to this Agreement.

Section 206.  The Consultant shall not undertake work until the Authority Contract Officer or designee has provided written approval.

ARTICLE 3.  DISPUTES

Section 301.  Except as otherwise provided in this Agreement, any dispute concerning a question of fact arising under this Agreement which cannot be resolved by informal agreement between the parties shall be decided by the Contract Officer.  The Contract Officer shall render written decisions within 15 days from receipt of a written request therefore from the Consultant.  Upon rendering a decision, the Contract Officer shall promptly deliver or mail it to the Consultant.  The written decision of the Contract Officer shall be final and conclusive unless, within 30 days after the date of receipt of such written decision, the Consultant delivers to the Contract Officer a written appeal addressed to the Executive Director of the Authority.  The Consultant, prior to decision by the Executive Director, shall be afforded an opportunity to be heard and to offer evidence in support of the appeal.  Within 30 days after the date of receipt by the Contract Officer of such written appeal, the Executive Director shall decide the dispute relating thereto, reduce such decision to writing, and deliver or mail it to the Consultant.  The decision of the Executive Director shall be final and conclusive, and the Consultant hereby waives any right which it may have, now or in the future, to sue the Authority regarding a question of fact arising under this Agreement, unless such issue of fact has been raised in the aforementioned written appeal and unless the Executive Director's decision is arbitrary, capricious, or unreasonable.  Nothing herein contained shall preclude consideration by the Contract Officer or Executive Director of questions of law relating to any dispute arising under this Agreement, but no decision of the Contract Officer or the Executive Director shall be final or conclusive on any question of law.  In the event of any dispute arising under this Agreement, the Consultant shall commence or continue to perform diligently all services described herein pending resolution of such dispute.
ARTICLE 4. GENERAL PROVISIONS

Section 401.  The Consultant shall comply with all applicable legal and regulatory requirements in the performance of work under this Agreement, and the Consultant shall provide, at the Consultant's own expense, any licenses, permits or insurance needed to comply with such requirements.

Section 402. The Consultant warrants that the Consultant has not employed or retained any person, partnership, or corporation, other than a bona fide employee or agent working for the Consultant, to solicit or secure this Agreement, and that the Consultant has not paid or agreed to pay any person, partnership, or corporation, other than a bona fide employee or agent, any fee, or any other consideration, contingent upon the making of this Agreement.  For the breach or violation of this Section, the Authority or its successor may terminate this Agreement without liability and/or, at its option, deduct from any amount otherwise due the Consultant hereunder, or otherwise recover, the full amount of such fee or consideration.  Upon termination of this Agreement pursuant to this Section, the Consultant shall refund any and all profits realized under this Agreement.  The rights and remedies set forth herein shall be in addition to, and the exercise thereof shall in no way be considered and construed as a waiver of, any other legal or equitable rights of the Authority.

Section 403.

a. Upon the occurrence of one or more of the following conditions, the Authority may terminate this Agreement without liability on the part of the Authority: (1) the Consultant materially fails, or refuses, to comply with any of the terms of this Agreement or with a directive issued by the Contract Officer; (2) the Consultant, or any of the Consultant's officers, partners, principals, or employees, is convicted of a crime arising out of, or in connection  with, the procurement of work to be done or payment  to  be  made  under  this  Agreement;  or  (3)  the  Consultant  is  adjudged bankrupt, or a petition for the appointment of a receiver is filed, or an assignment for the benefit of creditors is made, or the Consultant becomes insolvent during the term of this Agreement. Upon termination of this Agreement pursuant to this Section 403(a), the Consultant shall be paid only the earned value of work satisfactorily performed to the date of termination, determined by the Authority. If this Agreement is terminated because the Consultant, or any of the Consultant's officers, partners, principals, or employees is convicted of a crime arising out of, or in connection with, the procurement of work to be done or payment to be made under this Agreement, then the Consultant shall refund any and all profits realized under this Agreement. The rights and remedies set forth herein shall be in addition to, and the exercise thereof shall in no way be considered and construed as a waiver of, any other legal or equitable rights of the Authority.

b. The Authority may, without liability, terminate this Agreement or any part (or all) of any Work Order for its own convenience upon written notice to the Consultant not less than 30 days prior to the effective date for such termination.  In the event of any such termination, the Consultant shall be entitled to compensation for work satisfactorily performed until the termination, plus reasonable costs incurred as a result of the termination.

Section 404.  Neither this Agreement or any right or duty hereunder shall be assigned, delegated, or otherwise disposed of by the Consultant, except with the prior written consent of the Authority.  Any assignment, delegation or other disposal in violation of this Section shall be null and void.

Section 405. Consultant  shall comply with all applicable federal, State and local laws, rules and regulations  involving  nondiscrimination  on the basis of race, color, creed, political or religious opinion or affiliation, marital status, sexual orientation, national origin, ancestry, age, gender or disability.

Section 406.  This Agreement shall be governed in accordance with the laws of the State of Maryland.

Section 407.  If any provision of this Agreement shall for any reason be held to be invalid or unenforceable, the validity or unenforceability of such provision shall not affect any of the remaining provisions hereof, and this Agreement shall be construed and enforced as if such invalid and unenforceable provision had not been contained herein.

Section 408.  Except as provided in Section 102, this Agreement merges and supersedes all prior negotiations, representations, and agreements between the parties hereto relating to the subject matter hereof and constitutes the entire agreement between the parties hereto in respect thereof.

Section 409. This Agreement may be amended by written instrument, duly authorized and executed by the parties hereto.  Oral statements purporting to amend this Agreement shall be null and void.

Section 410. The Consultant shall conduct itself in a manner consistent with its status as a consultant of the Authority under the terms of this Agreement and shall neither hold itself out as, nor claim to be, an officer or employee of the Authority by reason hereof, and shall not by reason hereof make any claim, demand or application to or for any right or privilege applicable to an officer or employee of the Authority.  Nothing herein shall be construed as authorizing the Consultant to enter into any contract or agreement, or to incur any obligation whatsoever, on behalf of the Authority.

Section 411.  

a.	The Contractor shall defend, indemnify and hold harmless the Authority and its governing board, member jurisdictions, officers, agents and employees (collectively the “Indemnified Parties”), from and against all claims, suits, judgments, expenses, damages and costs (including reasonable attorneys fees) arising out of or resulting from the Contractor’s negligence or other misconduct in the performance or failure to perform the services of the Contractor  under this Agreement. 

b.	Except for claims for payment for work performed, the Contractor will limit any and all claims it may have under this Agreement by the Contractor against the Authority, its members, officers, staff and employees to an amount not to exceed amounts paid to or on behalf of the Authority as the proceeds of any applicable insurance to pay such claims.  The Authority shall not assume any obligation to indemnify, hold harmless, or pay attorney’s fees to Contractor for any claims that may arise from or be associated with the performance of this Agreement.

c.	In the event of any payment of any kind by or on behalf of either party to this Agreement under the provisions of this Section to or on behalf of the other party, the paying party shall be subrogated to the extent of the amount of such payment to all rights and remedies of the other party against any third party regarding any matter to which such payment is pertinent.

Section 412.  The Contractor shall procure, as necessary, and maintain until the termination of this Agreement, the following minimum insurance:

a.	General Insurance Requirements.  The Contractor shall not commence services hereunder until the Contractor has obtained, at its own cost and expense, all of the insurance required under this Agreement.  All such insurance shall be maintained throughout the term of this Agreement and shall be evidenced by original certificates of insurance signed by authorized representatives of the insurers, which certificates the Contractor shall provide to the Contract Officer.    
	b.	Insurer Requirements.  All insurers underwriting the insurance required hereunder must be allowed to do business in Maryland and otherwise acceptable to Authority.  The insurers must have financial strength rating of "A-" or better, and a financial size category of “Class VII" or higher in the latest evaluation by A.M. Best Company, unless the Authority grants, in its sole discretion, prior written approval for an exception.
	c.	Policy Requirements. The Contractor agrees to maintain in full force and effect during the term of this Agreement professional liability insurance in an aggregate amount of not less than $1,000,000, which media or professional liability insurance shall include coverage for practice in the services to be performed under the Agreement.  The Contractor agrees that thereafter it shall maintain professional liability insurance in the same amount for the entire period (taking into account any applicable statute of limitations) in which it and each of the attorneys providing services under this Agreement may incur any professional liability in connection with the performance or failure to perform services under the Agreement.  
Section 413.  The  Consultant  shall  not  release,  other  than  to  the  Authority,  or  publish  any information,  reports, or documents relating to work performed under this Agreement without the express written consent of the Contract Officer, except for information, reports or documents already in the public domain, already in possession of the Consultant,   received from a third party with a right to disclose such information, or required to be disclosed by operation of law.

The Consultant has a special duty to the Authority to maintain confidentiality of documents, information and records that come under the Consultant's control.  The Consultant shall refer to the Contract Officer any and all requests for information from persons other than employees of the Consultant, the Authority members, or employees of the Authority.

Section 414.  The Consultant shall not charge for internal copies of documents, or the mailing of internal documents, without the previous approval of the Contract Officer.  When directed by the Contract Officer, the Consultant will prepare all documents, spreadsheets, and presentation material in a format that allows for electronic review.

Section 415. The Consultant acknowledges that the Authority may award more than one contract to perform the services in Section 101.  The Consultant understands and acknowledges that it has no assurance or guarantee of any minimum amount or type of work under this Agreement.  The Authority shall have the sole discretion to determine which firm shall be designated to handle a particular matter.


Section 416.  The Consultant hereby warrants and represents that:

A. It is qualified to do business in the State of Maryland and will take such action necessary to remain so qualified.

B.  It is not in arrears with respect to the payment of any moneys due and owing the State, including, but not limited to, the payment of taxes and employee benefits, and it will not become so in arrears during the term of this Agreement.

C.  It shall comply with all federal, State and local laws, ordinances, rules and regulations applicable to its activities and obligations under this Agreement.

D.  It shall obtain, at its expense, all licenses, permits, insurance and governmental approvals, if any, necessary to the performance of its obligations under this Agreement.




SIGNATURES APPEAR ON NEXT PAGE
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be executed on this
 	 day of  	2017.




Attest:							NORTHEAST MARYLAND WASTE
							DISPOSAL AUTHORITY

____________________________									
							Christopher W. Skaggs
							Executive Director	





Attest:							(Selected Contractor)



________________________________		By:							 
				
												                (Please print or type name)

		Title: 						 											 											   (Please print or type title)
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Request for Proposals
Marketing, Public Education, and Communications Services
August 25, 2017
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[bookmark: _Toc319331945]ATTACHMENT L
[bookmark: _Toc319331948]EXPERIENCE WITH SOFTWARE


	Software Application
	Experience
	Reference Provided

	
	Yes
	No
	Yes
	No

	WordPress
	
	
	
	

	Adobe Contribute CS5
	
	
	
	

	Publisher 2013
	
	
	
	

	Word 2013
	
	
	
	

	Adobe Creative Suite
	
	
	
	



Please submit client software references below:

Company Name: 											

Address: 												

Contact Name: 						Telephone: 				

Email: 													

Software Applications: 										

													

													


Company Name: 											

Address: 												

Contact Name: 						Telephone: 				

Email: 													

Software Applications: 										
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ATTACHMENT M

PROPOSER’S CONTACT INFORMATION FORM


(1st) Contact Name: 											

Title: 													

(2nd) Contact Name: 											
(optional)
Title: 													
(optional)

Firm:  													

Address: 												

												

Telephone Number: 											
 
Fax Number: 												

E-mail (1st): 												

E-mail (2nd): 												


I / we prefer to be contacted by:  (circle one) U.S. Mail, telephone, fax, e-mail

I / we prefer correspondence to be sent by:  (circle one) fax, e-mail


Please fax, e-mail or mail completed form to:

Northeast Maryland Waste Disposal Authority
Tower II – Suite 402
100 South Charles Street
Baltimore, MD 21201-2705
Fax (410) 333-2721
procurement@nmwda.org 
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ATTACHMENT N

SAMPLE AUTHORITY SOCIAL MEDIA PRESENTATION


Attached
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