STATE OF NEW YORK
JUDICIARY

—REQUEST FOR BID—

(This is not an order)
BID MUST BE MADE ON THIS SHEET
OR AS OTHERWISE SPECIFIED

Bid Number:
OCA/AS-208B

Commaodity Group:

Opening Date: 03/26/2015
Time: 3:00 pm
Issue Date: 03/05/2015

Commodity Name:
State Courts’ Response
to Human Trafficking
2015 Summit

NYS OFFICE OF COURT ADMINISTRATION
Contract & Procurement Unit

25 Beaver Street, R-850

New York, NY 10004

(Agency Name and Address)

Direct Inquiries to: Marie-Claude Ceppi
E-mail: mceppi@nycourts.gov

Price to include delivery to (describe exact location and method
of delivery) All prices to be net and inclusive of all services
specified herein unless otherwise specified.

OFFICE OF GENERAL SERVICES “GENERAL SPECIFICATIONS” (DECEMBER 1998) ARE FULLY INCORPORATED HEREIN.

Agency’s Specification of item(s) Required
(include quantities)

UCS ATTACHMENT [, Ill, and IV ATTACHED &
INCORPORATED HEREIN.

Bidder’s Quotation and Specific Description
of Item Offered

ALL BID RESPONSES MUST BE ENTERED ON THE
ENCLOSED BID RESPONSE FORM UNLESS SPECIFIED
OTHERWISE HEREIN.

NOTICE TO BIDDERS

Pursuant to the Rules and Regulations of the Chief Administrator I
for the Courts, sealed bids for furnishing the item(s) in this Request

for Bid will be received at the above address. When submitting a

bid, you must:

1. Complete this form in its entirety using ink or typewriter and
return with all other documents.

2. Explain any deviations or qualifications if your bid deviates from
the specifications. If necessary, attach a separate sheet setting
forth such explanations.

3. Sign the bid. The bid must be completed in the name of the
bidder (corporate or other) and must be fully and properly executed
by an authorized person.

4. INDICATE THE BID NUMBER, THE BID OPENING DATE AND
TIME ON THE ENVELOPE CONTAINING THE SEALED BID.

5. Mail the bid to the above agency address in sufficient time for it
to be received before the specified bid opening. LATE BIDS WILL
BE REJECTED.

BIDDER HEREBY CERTIFIES THAT THE ABOVE QUOTED (OR OTHERWISE NOTED) PRICES ARE APPLICABLE TO ALL CUSTOMERS

FOR COMPARABLE QUANTITIES, QUALITY, STYLES OR SERVICES.

BIDS MUST BE SIGNED

Bidder's Firm Name:

Employer’s Federal Identification Number

Address
Street City State Zip
Bidder’s Signature Official Title
Printed or Typed Copy of Signature Area Code/
Telephone Number
E-mail:

rfb1.frm 7/99
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DOCUMENT ENCLOSURE CHECKLIST

Bid Response Formust be fully executed and includedn biddets proposal. Failure to
do so will immediately disqualify biddsrresponse.

The following documents must be fully executed arofuded in biddes proposal. Failure to do so
may disqualify biddés response:

UCS Request for Bid/Proposal Form with origsignature
Attachment | - Standard Request for Bid Clauds&orms
Op.3 - Non-Collusive Bidding Certificate
Op.4 - Corporate Acknowledgment
Attachment Il - Not Applicable
Attachment 11l - Vendor Responsibility Questiaire
O questionnaire filed online via OSC VendRep Sysaémah certified within 6 months of
the bid opening due date, or
O paper questionnaire
Attachment IV - Procurement Lobbying forms
O Disclosure of Prior Non-Responsibility DetermiaatiUCS 420)
OAffirmation of Understanding and Agreement (UCS §#21
OTermination Clause (UCS 423)
Certificates of NYS Worker's Compensation &5 Disability Benefits Insurance, or
Certificate of Attestation of Exemption. Please paragraph “Insurance Requirements
for a list of accepted forms.
Copies of bidder’s certificate(s) of insurancether adequate proof evidencing the
insurance coverages required by the bid specificati
Menus and Price Lists
Original bid response + three (3) completaeop
If bidder decides not to submit a proposalhéll send a “No-Bid” letter to OCA.
Signed Documents Enclosure Checklist

To be complete, a bidde's bid response must include ALL the above documents

All documents requiring an original signature mustbear the BLUE INK signature of the
same authorized individual.

Signatory notarization must be that of the person Wwose signature is affixed to all required
documents.
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|. DETAILED SPECIFICATIONS
Purpose and Scope

The New York State Unified Court System (heredft8£S”) Office of Court Administration
(hereafter “OCA”) is soliciting sealed bids to pide hotel accommodations and conference
services for attendees atveo (2) -day seminar to be held on Octob@add 9", 2015 in
Manhattan, New York City. Hotels may bid on:

1. Lodging, catering and conference servicegyraite, within their own facilities, or;

2. Lodging only.

Term of Award

Wednesday, October 7 to Friday, October 9, 2015

Quality of Facility

The facility’s location, design, furnishings, feads, organization of space, cleanliness and
professionalism of staff must be of the quality rampiate for professionals at the top corporate
executive level.

Site Visits

The UCS/OCA may conduct a site visit as part oéitaluation of bid responses to verify that
bidders hotel/facility meets all the requirements statetthe general and detailed specifications.

The UCS/OCA may also conduct one or more sites/tsithe awarded vendor(s) between the
award of the purchase order(s) and the beginnirtigeoprogram to ensure that the quality of
services and the physical condition of the hoteilitst shall be the same or better at the time of
performance as at the date of award.

Right of Cancellation

The UCS/OCA reserves the right not to hold the mogat the awarded vendohotel/facility if
UCS/OCA determines that the quality of facility lteteriorated between the award of the
purchase order and the beginning of the program.

Purchase Order/Agreement

The purchase order/agreement issued to the awaetheldr is subject to the approval of the

NYS Office of the Comptroller.
4
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Rates and Charges

All rates are to be quoted on a per unit basis anohclude any service charge Bidder may
guote for single or double occupancy guest roonferdsoth; however the rate for a single
occupancy room and a double occupancy room mustebgame. Bidder shall quote one rate
per meal. Bidder shall quote one rate for the teasftall meeting space (Large Meeting Room
and breakout rooms) and one rate for audio-vise@ices for the duration of the program.
Please see Bid Response Form. Rates must be tagesfas the UCS is tax exempt. If there is
no charge for any specified items, bidder shalicat“no chargéor “N/C”. The rates that

bidder provides on the bid response form must aelail charges associated with the applicable
service. No additional charges will be permitted.

Menus and Price Lists

Bidder must attach to the Bid Response Form tHéoial menus and price lists reflecting the
same rates/prices as those quoted on the Bid Respanm to the extent that bidder is not
extending to the UCS a discount off these prices.

Method of Award

A single purchase order will be issued to the ldwiedlar cost, responsible bidder(s). The UCS
will make an award to:

1) The lowest dollar cost, responsible bidder wéo provide all the lodging, catering and
conference services onsite, within its facilitywest dollar cost is defined as “Total Cost of
Seminar” on the Bid Response Form.

2) In the event that no responsible bidder canigeoall the services as required in these
specifications onsite, the UCS shall make one awatlde lowest dollar cost, responsible bidder
who can provide Lodging only

In case of bidder's mathematical error, unit pigk prevail. Classification of a bidder as
“responsible” bidder shall be determined by thedbits compliance with these specifications,
past performance history, and any other criteri@agary and reasonable to establish the
bidder’s responsibility (see also Ill. General Sfieations, paragraph “Responsible Bidder.”)

Payments

The awarded vendor(s) must provide a master bilhflaccharges. Payment will be made by
direct bill with payment due thirty (30) businessyd, not including legal holidays, from receipt
of invoice. No payment or deposit of any kind via# made in advance of the event. UCS will
not consider any bid responses that require advaayg®ment or a deposit. In the event of late
payment by UCS, vendor shall be entitled to inteassspecified in Article XI-A of the State
Finance Law.
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Questions

Any and all questions bidders may have in connaatith this solicitation are to be directed by
email only to:
Marie-Claude Ceppi
mceppi@nycourts.gov

Please indicate in "Subject"” field: RFB# OCA/AS-B08Question(s)

The deadline to submit questions is March 17, 26f6re 5:00 pm. No questions will be
entertained after this deadline. A written Quawi& Answers (Q&A) listing all questions
received and their answers will be posted on th& W&bsite at www.nycourts.gov/admin/bids
in the Addenda column for the appropriate solimtatind mailed to the bidders list promptly
after this deadline.

IMPORTANT: All questions regarding this solicitationust be in writing and directed solely to
the attention of the above-designated person. €bhyeany prospective bidder, or any
representative thereof, with any other personnéh@®fUCS in connection with this RFB/RFP
may violate the Procurement Lobbying Act of 200&e(&ttachment 1V), will jeopardize the
respective bidder's standing and may cause refecfids proposal.

Packaging, ldentifying and Delivering of Bids/Propsals
Bids/Proposals must mearly addressed and submittedo:

Marie-Claude Ceppi
NYS Office of Court Administration
25 Beaver Street, R-850
New York, NY 10004

All envelopes/cartons must also be labeled withfdéflewing information on two sides:
“Deliver immediately to Marie-Claude Ceppi R-850"
“Sealed bid - Do not open”
"RFB# OCA/AS-208B due March 26, 2015, at 3:00 p.m.”

Failure to seal and mark the bid/proposal as pitesttimay result in non-delivery and/or
rejection of the bid/proposal. Please note thdé/proposals must be received by the above-
named OCA-designated person on March 26, 283,00 pm at the latest or bids will be
declared a “late bid” and they will be disqualifiedt is recommended that bidders allow several
extra days for shipping in order to meet the deadli
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No-Bid Letters

Bidders are requested to send a no-bid letter t&,@@n: Marie-Claude Ceppi, at the above
address, should they decide not to answer thisisdion. The envelope shall be clearly marked
in the lower left corner as follows: RFB# OCA/ASSR)

Il. TECHNICAL SPECIFICATIONS
Location

The hotel and conference facility must be locateManhattan, New York City, South of 87
Street.

Summary of services required

10/7 10/8 10/9

Lodging- rooms 22¢ 22k NO

Breakfas - ppl na 250 250

Lunck - ppl na 25( No

AM coffee brea - ppl na 250 250

PM coffee brea - ppl na 250 No

One largemeetingmealsroom (30(ppl) (may b¢ | na 1 full day 1 am

subdivided into breakout rooms, if necessary) only,
before and
after
breakout
sessions

Five breal-out rooms (50 ppl eac which may na nc 5 amonly

include one large meeting/meals room (300 ppl

subdivided into breakout rooms

Office (1) Yes Yes Yesam
only

Storag (lockable and secui Yes Yes Yesam
only

Photocopyin service Yes Yes Yesam
only

Printinc Yes Yes Yesam
only

Audio-visua equipment and servic No Yes Yes am
only

Free internet/wi (including inmeeting room: Yes Yes Yes
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Lodging
Single/double occupancy rooms are required ondhewing dates:

October 7, 2015 225rooms
October 8, 2015 225 rooms

Room Overflow

Bidder shall hold the guest room block exclusivielythe UCS Judicial Seminar up to any
agreed-upon reservation cut-off date. InterneésEenust be available in all guest rooms at no
charge._If the bidder cannot accommodate 100%eéstimated number of guests specified in
this RFB, or if the actual number of overnight gees<ceeds the estimated number of guests
specified in this RFB and bidder cannot providegiad for the additional overnight guests,
bidder shall explain how it will deal with the oflew of guests. See paragraph “Room
Overflow.”

Any overflow hotel shall be subject to the prioitten approval of UCS. The overflow facility
shall be within the bid zone as defined in paralgrdmcation.” Any rooms at an overflow hotel
shall be at the same terms and conditions, inctudriting, as bid on the RFB=s pricing sheets.

Catering

Bidder shall serve full breakfast, morning and rait@n coffee breaks and lunch. Breakfast and
lunch must offer a choice of hot and cold buffeplated lunch/dinner, as well as vegetarian and
kosher dishes, and include beverages and des3éresmorning coffee break, each day, will
consist of assorted breakfast breads, sliced fraffee, tea, and brewed decaf cofféa

afternoon break will also be served on Octobeosly and will consist of hot and cold
beverages as well as an assortment of cookiesraind f

Meeting Space

The meeting space (the Large Meeting Room andréekbut rooms) must be available for the
full day on October8and for half a day (until 2:00 pm) on October 9tith exclusive access to
the UCS judges, personnel, and invited guests.

a) Bidder shall provide one large meeting room/balngfLarge Meeting Room”) with
sufficient space to comfortably hold three hundi@@D) people for a general session and
two hundred and fifty (250) to three hundred (3p8pple for breakfast and lunch. For
the general session, the Large Meeting Room sbkakbin 3/4 rounds or % rectangular
podsand it shall provide space for a dais and a perdoca area. It shall provide enough
space for a panel of six (6) to ten (10) presente®y equipment and services shall be

8
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provided during the general session as well asiguunch. There will also be audio-
visual setups including flipcharts and tables i Itlack of the room(s) to display seminar
materials.

b) A public space outside the Large Meeting Room rbastvailable for a registration set
up of six (6) six-foot (6 ft.) tables and ten (IBgirs; This registration table set-up must
be available on October 7th from 2:00 p.m. to 60 on October 8th from 8:00 am to
6:00 pm, and on October 9th from 7:30 am to 2:00 [plexibility is possible in regard to
the location of the registration set-up tables @h @ since there is no program scheduled
that day.

c) Bidder shallprovide five (5) separate breakout rooms holdimgr@mum of fifty (50)
people in the morning of Octobef Bnly from 7:30 am to 2:00 pm. No separate
registration table set-ups are needed outsiderthakiput rooms. The five (5) breakout
rooms may include the Large Meeting Room as a lmgakhe Large Meeting Room, if
subdivided into breakouts, shall be re-joined e full room for a final plenary
session. The breakout rooms may be set eithédiro8nds or in full rounds.

d) Walls and folding dividers between meeting roamall provide sound suppression.

e) Free internet access must be available at retyest and in all meeting rooms.

f) Facilities shall be accessible to people witbatilities.

Program Coordination

Bidder shall designate one professional from theltsoconvention services department to handle
and oversee all aspects of the program. Biddédrgtmvide radio contact with the convention
services department professional or designee titredk during the program. Bidder shall

provide a banquet order to confirm arrangementsveeks in advance of the seminars.

Pre-Event Meeting

A pre-event meeting will be held prior to the seani{date TBD) and must include the heads of
all appropriate hotel departments that would belved in the program.

Printing

Bidder shall provide large volume printiicgpying services on an emergency basis. Bidddr sha
guote its printing rate on a per copy basis.

Office Space

Bidder shall provide the UCS/OCA with an officesuifficient size to accommodateenty (20)
people from 10/7 to 10/9, for the duration of tlegram.

Storage

Bidder shall provide the UCS/OCA with the exclusiige of a lockable and secure storage space
9
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for storing and sorting of seminar materials amdisg any equipment one full day in advance of
the program, that is on 10/7, and on 10/8 and BW®5, for the duration of the program. This
storage space shall be at least 100 square feet.

Audio-visual Equipment and Services

Bidder shall provide audio-visual equipment and/ises as follows:

Number of Days

For the large meeting room:

1 podium with mic per day 1.5
1 projection package per day 1.5
1 standard wireless mic system

per day 1.5
12 handheld mics per day 1.5
36 wireless lavalier mics per day 15
Technician(s), sound system,

patches, and mixers, per day 1.5

For the five (5) breakout rooms:

5 podiums with mics 0.5
5 standard wireless mic systems 0.5
5 projection packages 0.5

Technician(s), sound system,
patches, and mixers in each
breakout room 0.5

Bidder shall provide:

» A total of thirty-six (36) wireless lavalier mics be used across all meeting rooms (Up
to thirty (30) of which will be dedicated to theda room during plenaries and shared
across rooms during breakout sessions)

» Atotal of twelve (12) handheld wireless mics toused across all meeting rooms (Up to
six (6) of which will be dedicated to the large mduring plenaries and shared across
rooms during breakout sessions)

* Flip charts with easels in each meeting room: amum of two (2) flip charts per room.

* Audio-visual services at lunch during the first rireg day.

» Bidder and/or the audio-visual provider shall alldve UCS to move the microphones
from meeting room to meeting room as needed.

Security
Awarded vendor shall provide access to UCS secpétgonnel before and during the program.

10
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[ll. The RFB/RFP PROCESS: GENERAL SPECIFICATIONS

Note to Bidders
1. Attachment | - Standard Request for Bid Clause& Forms and Attachment 1V-
Procurement Lobbying Law required forms

In addition to such other specifications and cigt@s are presented herein, the NYS Unified
Court System Attachment | - Standard Request fdr@Bauses & Forms , and Attachment IV -
Disclosure of Prior Non-Responsibility Determinati@CS 420) as well as Affirmation of
Understanding and Agreement (UCS 421) and Ternon&iause (UCS 423) pursuant to the
Procurement Lobbying Act, which must be downloadegrinted from the UCS Contract &
Procurement website und&ddendd for the appropriate solicitation, are incorpodaéad
made a part of this solicitation.

2. Attachment Il - Vendor Responsibility Questionaire

The NYS Unified Court System (UCS) is required emduct a review of a prospective
contractor to provide reasonable assurances teatethdor is responsible. The required Vendor
Responsibility Questionnaire is designed to prowdermation to assist UCS in assessing a

vendots responsibility prior to entering into a contradth the vendor. Vendor responsibility is
determined by a review of each prospective cordrackegal authority to do business in New
York State, business integrity, financial and otigational resources, and performance history
(including references).

The UCS recommends that vendors file the requirenlddr Responsibility Questionnaire online
via the New York State VendRep System. Howeverdeesimay choose to complete a paper
guestionnaire and submit it with their proposal.

Online Questionnaire: To enroll in and use the Nk State VendRep System, see the
VendRep System Instructions available at http://wege.state.ny.us/vendrep/vendor_index.htm
or go directly to the VendRep System online atdittportal.osc.state.ny.us. Vendors must
provide their New York State Vendor Identificatibloumber when enrolling (see paragraph
headedNew York State Vendor File Registratidor instructions on obtaining a Vendor
Identification Number.) For VendRep System asaistacontact the Office of the State
Comptrollets Help Desk at 866-370-4672 or 518-408-4672 orrbgikat
ciohelpdesk@osc.state.ny.us.

Bidders who file the Vendor Responsibility Questiaite online via the OSC VendRep System
are requested to checkmark the appropriate bok@Dbcument Enclosure Checklist. Please
note that online submissions must be certified@atéd/updated not more than six (6) months

11
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prior to the bid opening date of this RFB/RFP. Bidtlauthorized signature of the RFB/RFP
form will serve as confirmation that bidders haveWkingly filed their questionnaire online if
the paper questionnaire is not included with thielbts submission.

Paper Questionnaire: Vendors opting to completesaibhit a paper questionnaire can obtain
the appropriate questionnaire from the VendRep ikelsvw.osc.state.ny.us/vendrep or may
contact the UCS or the Office of the State Comfersl Help Desk for a copy of the paper form.

3. New York State Vendor File Registration

Prior to being awarded a contract pursuant todbiiitation, the bidder(s) must be registered in
the New York State Vendor File (Vendor File) adrsiared by the OSC. This is a central
registry for all vendors who do business with Neark/'State agencies and the registration must
be initiated by a State agency. Following the ahitegistration, a unique New York State ten-
digit vendor identification number (Vendor ID) wile assigned to vendors for usage on all
future transactions with New York State. Additidgathe Vendor File enables vendors to use
the Vendor Self-Service application to manage gextandor information in one central location
for all transactions related to the State of Newkyo

If the bidder is already registered in the Vendor He, the vendor must enter the vendden-
digit Vendor ID on the first page of this bid docemt.

If the bidder is not currently registered in the Vendor File, upon award of a contract the
Bidder must complete the OSC Substitute W-9 Form
(http://www.osc.state.ny.us/vendors/forms/ac323pd® and submit the form to UCShe

UCS will initiate the vendor registration processfor the awarded contractor. Once the process
is initiated, awarded contractor will receive amat identifying their unique ten-digit Vendor

ID and instructions on how to enroll in the onlvMendor Self-Service application. For more
information on the Vendor File please visit thddaling website:
http://www.osc.state.ny.us/vendor_management/.

Online RFB/RFP Package : Disclaimer

Bidders accessing any UCS/OCA solicitations andteel documents from the New York State
UCS website www.nycourts.gov/admin/bids und€urrent Solicitations shall remain solely
and wholly responsible for reviewing the respectwécitation & bid documents on the internet
regularly, up to the scheduled date and time of ldit#proposal due date, to ensure their
knowledge of any amendments, addenda, modificatmm®ther information affecting the
solicitation or bid documents in question.

12
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Bid Response/Proposal: Original and Copies

Bidders shall submit all the following requirediginal RFB/RFP documents: Bid/Proposal,
Executed RFB/RFP Form; Attachment | - pages 3, 4,1@ Attachment Il - Vendor
Responsibility Questionnaire (questionnaire mayilee electronically with OSC); Attachment
IV - Disclosure of Prior Non-Responsibility Detemations UCS 420, Affirmation of
Understanding and Agreement UCS 421as well as hatron Clause UCS 423; proof of
Workers Compensation and  Disability Benefits insurancevecage (See‘“Insurance
Requirementy; and any other required documentation, brochwets, listed on the Document
Enclosure Checklist. Complete the paperwork orfdhms provided with this solicitation unless
otherwise requested. Do not retype or amend aryopoof this solicitation. Failure to provide
all original documents and the requested numberopfes may result in disqualification of a
bidders response.

Binding Nature of Bid/Proposal on Bidders

All bids/proposals shall remain binding on bidderttil such time as OCA provides written
notification of its intent to award the contractacspecific bidder or until the bidder withdraws
its bid/proposal in writing, whichever occurs first

Estimated Quantities

Any quantities specified in this solicitation cahge estimates only, and accordingly no
commitment or guarantee to reach any specifiedmelaf business is made or implied.

Compliance with Laws

Awarded contractor(s) must comply with all applieatederal, state and local laws, rules and
regulations, including but not limited to, fire,dith and safety codes, prior to and during the
provision of all services under the contract resglfrom this RFB/RFP.

Independent Contractor Status

It is expressly understood and agreed that thedmtlazontractds status shall be that of an
independent provider of services and that no affiemployee, servant or subcontractor of the
contractor is an employee of the UCS, OCA or Statdew York. The awarded contractor shall
be solely responsible for the work, assignment,ggmsation, benefits and personal conduct and
standards of all such persons assigned to thegioovof services. Nothing herein shall be
construed to impose any liability or duty on the&J©CA or State of New York to persons,
firms, consultants or corporations employed or gedaby the awarded contractor either directly
or indirectly in any capacity whatsoever, nor shiadl UCS, OCA or State of New York be liable
for any acts, omissions, liabilities, obligationstaxes of any nature including, but not limited to
unemployment and Workér€ompensation insurance of the awarded contractany of its
employees or subcontractors.

13
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Rejected and Unacceptable Bids/Proposals

UCS reserves the right to reject any and all prajsosr bids submitted in response to this
solicitation. In addition, UCS may reject any Bisposals from any bidders who are in arrears
to the State of New York upon any debt or perforoeanf any contract; or who have previously
defaulted on any contractual obligations, (as @mting party, surety or otherwise), or on any
obligation to the State of New York; or who havembeleclared not responsible or disqualified
by any agency of the State of New York, who hawe@oceeding pending against them relating
to the responsibility or qualification of the biddeo receive public contractshose proposal is
incomplete or otherwise non-responsive in any materspector who are found to be non-
responsible based on any of the criteria specifigtle section headéResponsible Biddér

UCS also reserves the right to reject any biddewtfose facilities and/or resources are, in the
opinion of OCA, inadequate, too remote from theSUGcations to render services in a timely
manner in accordance with all requirements of salicitation; (i) who does not provide
references in accordance with the bid specification whose references report significant
failure to comply with specifications; or (iii) whare otherwise, in the opinion of OCA, unable
to meet specifications.

Responsible Bidder

A bidder shall be defined dsesponsibléin accordance with, but not limited to, referengesst
performance history, financial stability, the critgeset forth in paragraph 2 of the General
Specifications (Attachment IlI-Vendor ResponsiilQuestionnaire), and the criteria set forth in
the paragraph headé@ejected and Unacceptable Bids/Propdsadswell as any other criteria
necessary and reasonable to establish the tsd@sponsibility.

Clarification/Correction of Bids/Proposals

In addition to any rights articulated elsewheréhis solicitation, UCS reserves the right to
require clarification at any time during the pramment process and/or require correction of
arithmetic or other apparent errors for the purpgfsessuring a full and complete understanding
of a biddets proposal and/or to determine a bidsleompliance with the requirements of this
solicitation. This clarifying information, if requgd in writing by UCS, must be submitted by the
bidder, in accordance with formats as prescribed®% at the time said information is
requested and, if received by the due date sdt fiot/ CSs request for clarification, shall be
included as a formal part of the biddeproposal. Clarifying information, if any, whether
provided orally, visually or in writing will be caidered in the evaluation process. Failure to
provide required information by its associated dat may result in rejection of the bidder
proposal. Nothing in the foregoing shall mean gplyrthat it is obligatory upon UCS to seek or
allow clarifications or corrections as provided Farein.
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Indemnity

Awarded contractor shall indemnify, defend and Hadmless UCS, its officers and employees
from and against any and all claims, causes obactiamages, costs, liabilities and expenses of
any kind (including reasonable attorrefees and the cost of legal defense) which UCS may
incur by reason of: (i) awarded contrattdsreach of any term, provision, covenant,
representation or warranty contained in the cohtra@arded as a result of this bid; (ii) any act,
omission, negligence or intentional misconductwéaed contractor or its employees,
subcontractors, agents, volunteers or of othemopsrander its direction and control; (iii)
awarded contractts performance or failure to perform under the @mwttrand (iv) enforcement
by UCS of the awarded contract or any provisioesdof.

Insurance Requirements

Awarded contractor shall be required to maintainrduthe term of the contract, including any
renewal terms, at their own cost and expense:

1. Workerscompensation and disability benefit insurance cage as required under NYS law
Each vendor must provide with its proposal proof ofsuch workers compensation and
disability benefits insurance coverage or, if it idegally exempt from such coverage, proof of
exemption. Vendor must obtain the appropriate Workers Comgtéms Board forms from its
insurance carrier or licensed agent, or must folllogvprocedures set forth by the Workers
Compensation Board for obtaining an exemption fomverage. See WorkéSompensation
Board website dtttp://www.wcb.ny.gownder‘Forms for a manual listing required forms and
proceduresAny questions regarding workémpensation coverage requirements or
debarments should be directed to:
Workers Compensation Board
Bureau of Compliance
(518) 462-8882
(866) 298-7830

Only the following forms will be accepted:
Proof of WorkersCompensation Coverage

. Form C-105.2- Certificate of WorkersCompensation Insurance issued by private
insurance carriers; or

o Form U-26.3issued by the State Insurance Fund; or

. Form SI-12 - Certificate of WorkersCompensation Self-Insurance; or

Form GSI-105.2- Certificate of Participation in Workér€ompensation Group Self-
Insurance; or

J Form CE-200 -Certificate of Attestation of Exemption from NYS Wers
Compensation and/or Disability Benefits Coverage.

Proof of Disability Benefits Coverage
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J Form DB-120.1- Certificate of Disability Benefits Insurance, or
Form DB-155 - Certificate of Disability Benefits Self-Insurana®;

o Form CE-200 -Certificate of Attestation of Exemption from NYS Wers
Compensation and/or Disability Benefits Coverage.

On forms that have a space for a certificate hdilée listed, the carrier must enter:
NYS Unified Court System
Office of Court Administration
25 Beaver Street, Room 850
New York, NY 10004

The insurance carrier will notit¥ the certificateltter if a policy is canceled.
Please note: An ACORD Certificate of Insuranceasactceptable proof of NYS workers
compensation or disability benefits insurance cager

For additional information regarding workecompensation and disability benefits
requirements, please refer to the New York Statekdfrd Compensation Board website at:
http://www.wcb.ny.gownder‘Employers/Businessés.

2. Commercial General Liability Insurance (bodijury and property damage on an
occurrence basis), contractual and products/coetplgperations liability coverage, and auto
liability with minimum limits as follows:

Bodily Injury and Property $1 million, per occurrence,

Damage $2million, aggregate
Personal Injury and $1 million aggregate
Advertising:

Contractual and Products/ $2 million aggregate
Completed Operations

Auto Liability, $1 million
Combined single limits

Commercial General Liability insurance coveragdldieobtained from commercial insurance
carriers licensed to do business in the State of Xerk.

Confidential/Proprietary Information :

If applicable, bidders should specifically identifyose portions of the proposal deemed to contain
confidential or proprietary information or tradecssts, and must provide justification why such
material, upon request, should not be disclosgrhttes other than UCSRidders are advised that
any material deemed confidential by bidder may Iséilsubject to disclosure in connection with
any governmental or judicial proceeding or inquiryas may be required by applicable law,
including but not limited to Article 6 of the Nework Public Officers Law (Freedom of
Information Law) Such confidential/proprietary information must lasiéy separable from the
non-confidential sections of the proposal.
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Termination

Early termination of the contract for cause mawlhtes, among other consequences, all remedies
available to UCS and New York State, the awardedraotor both being declared non-responsible
by the UCS/OCA, pursuant to the UCS and Officehef $tate Comptrollés guidelines on vendor
responsibility and in the contract®removal from the UCS/OC#bidders list for future
solicitations.

Implied Requirements

Products and services that are not specificallyested in this solicitation, but which are necegsar

to provide the functional capabilities proposedhwy bidder, shall be included in the offer except a

specified herein.

Silence of the Specifications

The apparent silence of the specifications conthasepart of this package as to any detail oreo th

apparent omission of a detailed description conograny point, shall be regarded as meaning that

only the best commercial practices are to prevall.interpretations of these specifications sl
made on the basis of this statement.
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BID RESPONSE FORM Page 1 of 2

Bidder may bid on the entire package, or on “Lodtionly. If a bidder does not bid on both I. and
Il. Please indicate “No-Bid” under II.

Rates, except for Meeting Space and Audio-visual Egpment and Services, must be quoted

on a per unit basis. All rates must include anyesvice charge UCS is tax exempt. When
bidder does not charge for any specified itemhdtlsndicate‘N/C” or “No chargé on the
appropriate line. The UCS will not pay for any ajes that are not included in bididerate. Unit
price will prevail.

I. Lodging
Unit rate Cost
Lodging:
Single/double occupancy
10/7 $ X 225 rooms = $
10/8 $ X 225 rooms = $
I. Total Cost for Lodging: = $

II. Conference Services - Conference services inde all meeting space, audio-visual
services, and catering for breakfast, morning and ffernoon breaks as well as lunch.

Meeting Space(1 Large Meeting Room + breakout rooms, as desdrib these bid specifications)

$ for the duration of the conferé¢hcé day)

Audio-visual Equipment and Services

$ for the duration of the conferéhcéé day)
Catering
Full breakfast
10/8 $ X 250 ppl = $
10/9 $_ x 250ppl = 3
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BID RESPONSE FORM
AM coffee break
10/8 $
10/9 $
PM coffee break
10/8 $

Hot and cold buffet lunch

10/8 Regular $
Kosher $
Vegetarian/gluten free $

Miscellaneous

One (1) office $
Storage $
Photocopying $
Printing $

Il. Total Cost for Conference Services

Total Cost of Seminar
(Sumof . +11.)

Hotel/Conference Facility Name :

BID OPENING: March 26, 2015

3:00 PM
Page 2 of 2
X 250 ppl = $
X 250 ppl = $
X 250 ppl = $
X 200 ppl = $
x 25 ppl = $
X @5p = $
X 3 = $_
x 3 = $
/copy X 1,000 = $
/copy X 1,000 = $
= $
= $

Authorized Officets Name and Title:

Signature :

Date:
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