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NOTICE TO OFFERORS
SMALL BUSINESS RESERVE PROCUREMENT

This is a Small Business Reserve Procurement for which award will be limited to certified small
business vendors. Only businesses that meet the statutory requirements set forth in State Finance and
Procurement Article, 8§14-501 —14-505, Annotated Code of Maryland, and that are certified by the
Governor’s Office of Small, Minority & Women Business Affairs (GOSBA) Small Business Reserve
Program are eligible for award of a contract.
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A Prospective Offeror that has received this document from a source other than eMarylandMarketplace
(eMMA) https://procurement.maryland.gov should register on eMMA. See Section 4.2.

MINORITY BUSINESS ENTERPRISES ARE ENCOURAGED TO
RESPOND TO THIS SOLICITATION.
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VENDOR FEEDBACK FORM

To help us improve the quality of State solicitations, and to make our procurement process more
responsive and business friendly, please provide comments and suggestions regarding this solicitation.
Please return your comments with your response. If you have chosen not to respond to this solicitation,
please email or fax this completed form to the attention of the Procurement Officer (see Key
Information Summary Sheet below for contact information).

Title: Maryland WIC Branding and Publication Design
Solicitation No: MDH-OCMP-21-19190

1. If you have chosen not to respond to this solicitation, please indicate the reason(s) below:
[] Other commitments preclude our participation at this time
[J The subject of the solicitation is not something we ordinarily provide
{1 We are inexperienced in the work/commaodities required
[] Specifications are unclear, too restrictive, etc. (Explain in REMARKS section)
[] The scope of work is beyond our present capacity
[1 Doing business with the State is simply too complicated. (Explain in REMARKS section)
{1 We cannot be competitive. (Explain in REMARKS section)
[J Time allotted for completion of the Proposal is insufficient
[] Start-up time is insufficient
1 Bonding/Insurance requirements are restrictive (Explain in REMARKS section)
[1 Proposal requirements (other than specifications) are unreasonable or too risky (Explain in
REMARKS section)
MBE or VSBE requirements (Explain in REMARKS section)
Prior State of Maryland contract experience was unprofitable or otherwise unsatisfactory.
(Explain in REMARKS section)
[1 Payment schedule too slow
[1 Other:
2. If you have submitted a response to this solicitation, but wish to offer suggestions or express
concerns, please use the REMARKS section below. (Attach additional pages as needed.)
REMARKS:
Vendor Name: Date:
Contact Person: Phone ( ) -
Address:

E-mail Address:
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STATE OF MARYLAND

MARYLAND DEPARTMENT OF HEALTH (MDH)
KEY INFORMATION SUMMARY SHEET

Request for Proposals

Services- Maryland WIC Branding and Publication Design

Solicitation Number:

MDH-OCMP-21-19190

RFP Issue Date:

March 29, 2022

RFP Issuing Office:

MARYLAND DEPARTMENT OF HEALTH (MDH or the
"Department')

Procurement Officer:

e-mail:
Office Phone:

Jim Beauchamp

Office of Contract Management and Procurement (OCMP)
201 W. Preston Street, Room 416A

Baltimore, MD 21201

mdh.solicitationquestions@maryland.gov
(410) 767-5335

Contract Monitor:

Mary Royer, Chief, Finance and Contract Management
MDH-Maryland WIC Program
201 W. Preston Street, Baltimore, Maryland 21201

e-mail: | mary.royerl@maryland.gov
Office Phone: | 410-767-5238
Contract Officer: | Calvin T. Johnson
Office of Contract Management and Procurement
e-mail: | (OCMP)mdh.solicitationquestions@maryland.gov

Proposals are to be sent to:

Maryland Department of Health

Office of Contract Management and Procurement
201 W. Preston Street, Room 416D-4

Baltimore, MD 21201

Attention: Calvin T. Johnson

Submitted Via Emma

Pre-Proposal Conference:

April 14,2022 at 1:00 PM Local Time
Google Hangeout: meet.google.com/fud-vrmf-hzx
See Attachment A for directions and instructions.

Questions Due Date and Time | May 9, 2:00 PM Local Time

Proposal Due (Closing) Date
and Time:

May 16, 2022 at 2:00 PM Local Time

Offerors are reminded that at completed Feedback Form is requested
inf no bid decision is made (see page ii). (see page iv).
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MBE Subcontracting Goal: 0%
VSBE Subcontracting Goal: 0%
Contract Type: Time and Material Contracts
COMAR 21.06.03.05.A.2
Contract Duration: Five (5) year base period with no option periods
Primary Place of As Proposed by Offeror
Performance:
SBR Designation: Yes
Federal Funding: Yes
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Minimum Qualifications

There are no Offeror Minimum Qualifications for this procurement.

THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK.
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Contractor Requirements: Scope of Work

2.1 Summary Statement

2.1.1

2.1.2

2.1.3

214

2.1.5

The Maryland Department of Health (MDH or the "Department™) is issuing this Request for
Proposals (RFP) in order to obtain a Contractor to provide graphic design services for creating
and updating Women, Infants, and Children (WIC) Program publications and outreach materials.

It is the State’s intention to obtain goods and services, as specified in this RFP, from a Contract
between the selected Offeror and the State.

The Department intends to make a single award as a result of this RFP. See RFP Section 4.9
Award Basis for more Contract award information.

An Offeror, either directly or through its subcontractor(s), must be able to provide all goods and
services and meet all of the requirements requested in this solicitation and the successful Offeror
(the Contractor) shall remain responsible for Contract performance regardless of subcontractor
participation in the work.

A Contract award does not ensure a Contractor will receive all or any State business under the
Contract.

2.2 Background, Purpose and Goals

221

2.2.2

2.2.3

224

The Maryland WIC Program is a federally funded program through the United States
Department of Agriculture (USDA) that provides healthy supplemental foods and nutrition
education for pregnant women, new mothers, infants, and children under age five. The WIC
Program is not an entitlement program, and there are limited funds allocated to serve the WIC
population. The Maryland WIC Program serves approximately 125,000 women, infants, and
children, and has approximately 554 authorized vendors who accept and redeem electronic WIC
benefits (eWIC). Maryland WIC also has authorized Farmers’ Markets that accept and redeem
eWIC benefits issued for fruits and vegetables.

The Maryland WIC brand is a set of values, attributes, and artwork that reflects the spirit,
mission and vision of the program. The Maryland WIC Branding Guidelines are based on the
National WIC Association (NWA) branding guidelines. Using the National WIC Association
(NWA) branding guidelines to express the WIC brand consistently reinforces that WIC is a
premier public health nutrition program and makes the Maryland WIC Program recognizable to
participants who move from other parts of the country. It reinforces the existing and potential
WIC population’s recognition of the Maryland WIC Program.

The Maryland WIC Program uses graphic design services to create, update, and finalize many
publications and advertisements. The Maryland WIC Program is dedicated to educating and
informing current and potential participants through multiple mediums. The Program’s goals are
to reach the new, potential WIC population about services that WIC provides, as well as engage
current participants with informative and creative nutrition and breastfeeding materials as
required by USDA.

Previous projects include but are not limited to the following: the Maryland WIC Farmers’
Market Cookbook, the Authorized Foods List, Help Me Be Healthy brochure series, Maryland
WIC Guides for Pregnant and Post-Partum Women, and numerous brochures, individual flyers,
postcards, advertisements, promotional items, banners, and outreach materials for the Maryland
WIC Program. Many of the above-mentioned materials are available to be viewed on our
website: www.mdwic.org, and will continue to be updated, as well as new materials will be
created to meet the ongoing needs of the program.

RFP for Maryland Department of Health Page 2 of 128


http://www.mdwic.org/

Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

2.2.5 The Maryland Department of Health’s (MDH) Office of Communications released branding and
visual identity guidelines in February 2018. As a result, Maryland WIC is making incremental
updates to all publications and outreach materials to align with the National WIC Association
visual identity standards. These have been used to revise the Maryland WIC Branding Guidelines
(Appendix 5). The Maryland WIC Branding Guidelines (Appendix 5) has been approved to be
used by the Maryland WIC Program by the MDH Office of Communications.

2.2.6  The Maryland WIC Program is responsible for the following:

2.2.6.1 Clearly and accurately communicating the objectives, direction, deliverables
and deadline requirements for each project. Depending on the project, collaboration
with the Contractor may occur to come up with the best solution for conveying the
message from the Maryland WIC Program.

2.2.6.2 Coordinating the delivery of all items necessary for the Contractor to complete
the projects on time and without extensive changes, corrections or other alterations.

2.2.6.3 The purchase, correct use, and management of rights-protected or royalty-free
stock photography and illustrations. Maryland WIC understands that rights protected
images may require additional cost for future printings of original use or additional
usage rights for other projects. Maryland WIC understands that rights-protected or
royalty-free images are not exclusive and may appear in marketing materials of other
organizations.

2.2.6.4 Discovering and adhering to any permissions and copyrights, both in the public
sector and for U.S. Government publications and websites with reference to materials
used. Maryland WIC shall provide all appropriate language for copyright notice and
credit line requirements.

2.2.6.5 Translation of text into other languages and final proofreading for all translated
documents.

2.2.6.6 Proofing and approval for all stages of production, with full understanding of
deadlines needed to meet the projects’ final deadlines.

2.2.6.7 Providing the most recent visual identity guidelines.

2.2.6.8 After reviewing proofs, providing all design alterations, corrections, and
additions in writing to the Contractor.

2.2.6.9 Working cooperatively with the Contractor if changes are needed in the scope
of a project due to extensive changes. Accepting and approving in writing, if
appropriate, requests from the Contractor for deadline extensions.

2.2.6.100nce the job is approved for release to the production agency or vendor,
assuming responsibility for mistakes made in further work.

2.2.6.11Holding the copyright, if appropriate, for the products.

2.3 Responsibilities and Tasks

2.3.1 Required Policies, Regulations, and Guidelines

2.3.1.1 The Contractor must adhere to all local, State, and Federal law, regulations,
policies, and operating procedures, including all applicable existing regulations,
policies, and operating procedures affecting the Maryland WIC Program, as well as
any subsequently enacted as a result of State or Federal legislation or regulation.

RFP for Maryland Department of Health Page 3 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

Offeror is required to review all applicable documents/links provided below and state
compliance in its response.
23.1.1.1 7 CFR 246 Federal Regulations 7 CFR;
23.1.1.2 COMAR 10.54.03Maryland COMAR,;
2.3.1.1.3 United States Department of Agriculture, Food and Nutrition
Services (FNS) guidelines WIC Laws and Regulations; and
23.1.1.4 MD WIC Branding Guidelines (Appendix 5. — WIC Branding
Guidelines)

2.3.1.2 Ensure no discrimination against persons on the grounds of race, sex, color,
creed, political beliefs, national origin, marital status, sexual orientation, genetic
information, religion, disability, or age.

2.3.2 General Requirements
The Contractor shall:

2.3.2.1 Supervise and manage the assigned projects, as well as the overall Contract.
This includes communication with the Department and coordination of all phases of
planning and production through delivery of final and print-ready artworks.

2.3.2.2 Work cooperatively with Maryland WIC to keep projects on track. If changes
are needed in scope of work due to extensive revisions, additions, or schedule delays,
the Contract Monitor will determine if additional time is necessary to complete the
work and provide a revised deadline.

2.3.2.3 Be able to perform under pressure, meet deadlines and complete assignments
in a short period of time.

2.3.23.1 Deadlines will be at the direction the Contract Monitor at the
onset of each project. Timeframes for updates to the publication graphics
vary from 2 Business days to 4 weeks depending on the project priority.

2.3.3  Scope of Work

2.3.3.1 Each project to be performed under this Contract will be assigned as a Work
Order and as such will be governed by the requirements and procedures contained in
Section 3.14. Each Project may vary in complication, and some will require a Project
Design Meeting. This may occur in person at the WIC State Office or virtually at the
discretion of the Contract Monitor. The Contractor shall provide an initial draft for
projects based on the original job description and project specifications as provided by
the Contract Monitor. Project deadlines will be determined by the Contract Monitor
with input from the Contractor based on project complication and other competing
WIC project deadlines.

2.3.3.2 The Contractor shall:
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2.3.3.2.1 Be responsible for comprehensive development, including
interpretation of design direction, paper selection and production knowledge.
2.3.3.2.2 Provide graphic design and consultation services, including

but not limited to: graphic identity, design for display, publication, on-air and
interactive design, including illustration, typography design, art direction,
photography, and suggested text edit to enhance the final product.

2.3.3.2.3 Work with outside agencies to clarify artwork specifications
and may be directed by the Contract Monitor to submit artwork directly to
such agencies.

23324 Make changes and corrections, as required in writing by the
Contract Monitor, after each review of proofs. Corrections and alterations
due to Contractor error must be made with no charge to Maryland WIC.

2.3.3.25 Provide guideline specifications for purchase of outside
resources, including printing and those that require usage rights management,
i.e. stock photography.

2.3.3.3 Contractor Provided Artwork.
The Contractor shall;

2.3.33.1 Provide artwork, billed as materials as described in Sections
2.3.4.5 and 3.3.2.C, for additional creative services not available through the
Maryland WIC, government, or online resources, i.e. writing, photography,
etc.

2.3.3.3.1.1 An example of this is providing the photography of recipes for the
Maryland WIC Farmers Market Cookbook. The Contractor will
take the recipes provided by the Maryland WIC Program and create
and photograph the recipe to provide the proper artwork.

2.3.3.3.2 Be able to photograph human subjects for use in publications
or marketing materials. The Contract Monitor will be responsible for
contacting and scheduling the subjects for the photoshoot.

2.3.3.3.3 Proofread written content and provide suggestions to ensure
projects read at a 5" grade reading level.

2.3.3.34 Provide printed or digital proofs at the direction of the
Contract Monitor.

2.3.3.35 Provide a complete package of print-ready artwork, along with
print specifications for Maryland WIC’s own procurement of printing. The
Contractor shall provide specific requirements for artwork so that this
artwork can be prepared correctly for printing.

2.3.3.3.6 No further use can be made of designs and artwork completed
for Maryland WIC unless express permission is given by the Department,
including design sketches, mock-ups, samples and proofs created for the
development of specific collateral or branding deliverables that are NOT
approved for use by Maryland WIC.

2.3.3.3.7 Promptly transfer the copyright to the State of completed
artwork produced for and accepted by the WIC Program, since such artwork
shall become the sole property of the Maryland WIC Program and State of
Maryland.

2.3.3.4 The Contractor will not be held responsible for discovering and adherence to
any permissions and copyrights, for any assets provided or suggested by Maryland
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WIC, including rights-protected or royalty-free photographic images, graphic
illustrations, logos, or trademark items.

2.3.3.5 All printed nutritional messages must be in line with USDA Dietary Guidelines
(2020-Present)

2.3.3.6 All printed material must be customized to include the Maryland WIC Program
Logo as defined by MD WIC Branding Guidelines (Appendix 5).

2.3.3.7 The Contractor must become intimately knowledgeable of the WIC Program
and its specific units (breastfeeding, nutrition, and vendors) so that it is better able to
design and produce materials and publications for a low literacy audience including
publications that must be bilingual (English and Spanish).

2.3.3.8 The Contractor shall be familiar with the protocol and procedures of the State
Printing and Production Facility (Maryland Correctional Enterprises).

2.3.3.9 The Contractor shall submit proofs to the Contract Monitor prior to production
in Adobe InDesign as well as Adobe Acrobat.

2.3.3.10The Contractor shall provide final print-ready formatted files after a proof has
been submitted for review and is approved for finalization by the Contract Monitor.

2.3.3.10.1 Final print files shall be formatted and submitted in Adobe
InDesign as well as Adobe Acrobat.

2.3.3.10.2 All proofs and final formats shall be approved by the Contract
Monitor in writing.

2.3.3.11At a minimum, the Contractor shall meet with the Contract Monitor monthly
and be available for additional meetings either in person or virtually, as needed, to
coordinate with WIC personnel to achieve the objectives of the required printed
materials.

23.3.11.1 The Contract Monitor will schedule meetings with the
Contractor, as needed, in writing, a minimum of 2 Business Days in advance.

2.3.4 Contractor Supplied Hardware, Software, and Materials

2.3.4.1 The Contractor is responsible for the acquisition and operation of all hardware,
software and network support related to the services being provided and shall keep all
software current at no cost to the State.

2.3.4.2 The Contractor is responsible for a digital file sharing system for all proofs and
finals.

2.3.4.3 The Contractor shall have a tracking system for projects. Upon request from
the Contract Monitor, the Contractor shall provide a status update for all active projects
within one (1) Business Day.

2.3.4.4 By responding to this RFP and accepting a Contract award, the Offeror
specifically agrees that for any software, hardware or hosting service that it proposes,
the State will have the right to purchase such item(s) from another source, instead of
from the selected Offeror.
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2.3.4.5 If the Contractor is required by the Contract Monitor to obtain some material,
such as providing the photography of recipes or of human subjects as described in
Section 2.3.3.3.1, to enhance or fulfill a project assigned under the Contract, the
Contractor shall obtain the material. The Contractor will be reimbursed the actual cost
of the material.

23451 If the Contractor believes the material it is directed to obtain is
inappropriate or if it will incur what it considers to be undue difficulty with
obtaining the material, it should timely so to inform the Contract Monitor,
along with its justification for this belief. “Timely” in this regard means
within a timeframe that permits the Contract Monitor to make a
determination concerning whether the Contractor should continue to obtain
the material without causing a delay in the completion of the project for
which the material is to be obtained.

2.3.45.2 If the Contract Monitor determines that the Contractor should
continue to obtain the material, the Contractor shall do so.

2.3.45.3 If the Contract Monitor agrees that the Contractor would incur
undue difficulty in obtaining the material, the Contract Monitor can approve
the use of additional labor hours by the Contractor beyond those previously
approved for the completion of the project for which the material is to be
obtained.

2.3.4.6 If the Contractor is not directed by the Contract Monitor to obtain a particular
material for a project, but when submitting its project plan response believes it is
appropriate for it to do so, the Contractor shall provide two (2) project plans, one (1)
including the material and one (1) without. The project plan that includes the material
must be accompanied by the actual or estimated cost of the material and the rationale
for the inclusion. The Contract Monitor will inform the Contractor of which project
plan, if any, is accepted. If the Contract Monitor approves the Contractor’s project plan
that includes the material, the procedures described in Section 2.3.4.5 shall apply.

2.3.4.7 If the Contractor is not directed by the Contract Monitor to obtain a particular
material and does not include the material in its plan for a given project (if Sections
2.3.4.5 or 6 do not apply), but later decides it is appropriate to add some material to the
fulfillment of a project, the Contractor shall provide the Contract Monitor with its
rationale for obtaining the material and the actual or estimated material cost and
request the approval of the Contract Monitor to obtain the material. If the Contract
Monitor approves the Contractor’s request, the procedures described in Section 2.3.4.5
shall apply.

2.3.5 Work Hours
Unless otherwise specified, the following work hours requirements are applicable:
2.3.6  Business Hours: Contractor shall be available to the Contract Monitor to provide services
during Normal State Business Hours (see definition in Appendix 1), Monday through
Friday except for State holidays
2.4 Deliverables

2.4.1 Deliverable Submission
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24.2

243

2.4.1.1 For every deliverable, the Contractor shall request the Contract Monitor
confirm receipt of that deliverable by sending an e-mail identifying the deliverable
name and date of receipt.

2.4.1.2 Deliverable shall be submitted in both Adobe InDesign and Adobe Acrobat or
similar approved software.

2.4.1.3 A standard deliverable review cycle will be elaborated and agreed-upon
between the State and the Contractor at the Kickoff Meeting. If mutual agreement is
not agreed upon at the kickoff meeting, the contract monitor will dictate the process to
be followed within five (5) Business Days after the Kickoff Meeting. This review
process is entered into when the Contractor completes a deliverable.

2.4.1.4 For each deliverable a draft proof will be provided to the Contract Monitor for
any final adjustments. The draft version of the deliverable will comply with the
minimum deliverable quality criteria listed in Section 2.4.3 Minimum Deliverable

Quality

Deliverable Acceptance

2.4.2.1 The Contract Monitor shall review a final deliverable to determine compliance
with the acceptance criteria as defined for that deliverable at the project initiation. The
Contract Monitor is responsible for coordinating comments and input from various
team members and stakeholders. The Contract Monitor is responsible for providing
clear guidance and direction to the Contractor in the event of divergent feedback from
various team members.

2.4.2.2 The Contract Monitor will issue to the Contractor a notice of acceptance or
rejection of the deliverable in writing. Following the acceptance by the Contract
Monitor, the Contractor shall submit a proper invoice in accordance with the
procedures in Section 3.3.

2.4.2.3 In the event of a required revision, the Contract Monitor will formally
communicate in writing any deliverable deficiencies or non-conformities to the
Contractor, describing in those deficiencies what shall be corrected prior to acceptance
of the deliverable in sufficient detail for the Contractor to address the deficiencies. The
Contractor shall correct deficiencies and resubmit the corrected deliverable for
acceptance within the agreed-upon time period for correction.

Minimum Deliverable Quality

The Contractor shall subject each deliverable to its internal quality-control process prior to submitting the
deliverable to the State.

Each deliverable shall meet the following minimum acceptance criteria:

A.

B
C.
D

Be presented in a format appropriate for the subject matter.
Be organized in a manner that presents a logical flow of the deliverable’s content.
Represent factual information reasonably expected to have been known at the time of submittal.

Contain content and presentation consistent with industry best practices in terms of deliverable
completeness, clarity, and quality.

Meets the acceptance criteria applicable to that deliverable as defined at the Project Design
Meeting.
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F. Contains no structural errors such as poor grammar, misspellings, or incorrect punctuation.

Must contain the date, author, and page numbers. When applicable for a deliverable, a revision
table must be included.

H. A draft written deliverable may contain limited structural errors such as incorrect punctuation and
shall represent a significant level of completeness toward the associated final written deliverable.
The draft written deliverable shall otherwise comply with minimum deliverable quality criteria
above.

2.4.4  Deliverable Descriptions/Acceptance Criteria

In addition to the items identified in the table below, the Contractor may suggest other subtasks, artifacts, or
deliverables to improve the quality and success of the assigned tasks.

Deliverables Summary Table*

ID # Deliverable Acceptance Criteria Due Date / Frequency
Description
RFP 3.1 Kickoff Meeting Meeting occurs within

Held within ten (10)
Business Days after the
NTP Date of the
Contract itself.

ten (10) Business Days
after the NTP Date for
the Contract itself

e aoeeamen | witin e ) Buines
g Days after the Kickoff
Plan .
Meeting
RFP 2.3.3 Design F_’rOJect !Draft Designs will be_ agreed Determined at the
and Design Project upon at the Project Proiect Desian Meetin
Final Submission Design Meeting. J g g

Acceptance will be
based on discussion at

the meeting.
RFP 3.2 (T(;?Jr;sg:gn)Plan Ma?t \;\éﬁ;c:eiot%ument 60 Business Days in
going c : . advance of the Contract
requirements in Section
394 End Date

*The deliverables summary table may not list every contractually-required deliverable. Offerors and
Contractors should read the RFP thoroughly for all Contract requirements and deliverables.

2.5 Optional Features or Services, Future Work
THIS SECTION IS INAPPLICABLE TO THIS RFP.

2.6 Service Level Agreement (SLA)
THIS SECTION IS INAPPLICABLE TO THIS RFP.
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Contractor Requirements: General

3.1 Contract Initiation Requirements

A. Contractor shall schedule and hold a kickoff meeting within ten (10) Business Days after the NTP
of the Contract. At the kickoff, the Contract Monitor and Contractor will review the expectations
of the RFP. The Contract Monitor will assign the first projects and the timelines expected for
completion.

B. The Contractor shall provide a transition plan (incoming) to the Contract Monitor 15 Business
Days after the Kickoff Meeting.

1)

Incoming transition plan may include taking over unfinished design projects from the
previous Contract. All initial design projects will be discussed at the kickoff meeting.

3.2 End of Contract Transition

3.2.1  The Contractor shall provide transition assistance as requested by the State to facilitate the
orderly transfer of services to the State or a follow-on contractor, for a period up to 60 days prior
to Contract end date, or the termination thereof. Such transition efforts shall consist, not by way
of limitation, of:

A. Provide additional services and support as requested to successfully complete the transition;

B. Maintain the services called for by the Contract at the required level of proficiency; and

C. Provide current operating procedures (as appropriate).

3.2.2  The Contractor shall work toward a prompt and timely transition, proceeding in accordance with
the directions of the Contract Monitor. The Contract Monitor may provide the Contractor with
additional instructions to meet specific transition requirements prior to the end of the Contract.

3.2.3  The Contractor shall ensure that all necessary knowledge and materials for the tasks completed
are transferred to the custody of State personnel or a third party, as directed by the Contract
Monitor.

3.2.4  The Contractor shall support end-of-Contract transition efforts with technical and project support
to include but not be limited to:

A. The Contractor shall provide a draft Transition-Out Plan 60 Business Days in advance of Contract
end date.

B. The Transition-Out Plan shall address at a minimum the following areas:

1)
2)

3)

4)
5)
6)

Any staffing concerns/issues related to the closeout of the Contract;

Communications and reporting process between the Contractor, the Department and the
Contract Monitor;

Any hardware/software inventory or licensing including transfer of any point-of-contact for
required software licenses to the Department or a designee;

Any final training/orientation of Department staff;
Plans to complete projects, tasks and any unfinished work items; and

Identify any projects that will not be fully completed before the Contract ends and current
status of the project.
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3.3

Invoicing

3.3.1
A

3.3.2

General

The Contractor shall e-mail the original of each invoice and signed authorization to invoice to the
Contract Monitor, the WIC Billing at e-mail address: md.wic.billing@maryland.gov, and Mary
Royer at e-mail address: mary.royerl@maryland.gov.

All invoices for services shall be verified by the Contractor as accurate at the time of submission.

An invoice not satisfying the requirements of a Proper Invoice (as defined at COMAR 21.06.09.01
and .02) cannot be processed for payment. To be considered a Proper Invoice, invoices must
include the following information, without error:

1)  Contractor name and address;

2) Remittance address;

3) Federal taxpayer identification (FEIN) number, social security number, as appropriate;
4) Invoice period (i.e. time period during which services covered by invoice were performed);
5) Invoice date;

6) Invoice number;

7)  State assigned Contract number;

8)  State assigned (Blanket) Purchase Order number(s);

9)  Goods or services provided (indicating specific projects);

10) Amount due; and

11) Any additional documentation required by regulation or the Contract.

Invoices that contain both fixed price and time and material items shall clearly identify each item
as either fixed price or time and material billing.

The Department reserves the right to reduce or withhold Contract payment in the event the
Contractor does not provide the Department with all required deliverables within the time frame
specified in the Contract or otherwise breaches the terms and conditions of the Contract until such
time as the Contractor brings itself into full compliance with the Contract.

Any action on the part of the Department, or dispute of action by the Contractor, shall be in
accordance with the provisions of Md. Code Ann., State Finance and Procurement Article 88§ 15-
215 through 15-223 and with COMAR 21.10.04.

The State is generally exempt from federal excise taxes, Maryland sales and use taxes, District of
Columbia sales taxes and transportation taxes. The Contractor; however, is not exempt from such
sales and use taxes and may be liable for the same.

Invoices for final payment shall be clearly marked as “FINAL” and submitted when all work
requirements have been completed and no further charges are to be incurred under the Contract. In
no event shall any invoice be submitted later than 60 calendar days from the Contract termination
date.

Invoice Submission Schedule and Time and Materials Invoicing Requirements

The Contractor shall submit invoices in accordance with the following requirements.

A.

Invoice Submission Schedule.

All invoices for goods and services shall be submitted no later than the 15" day of the month
following the month in which the goods and services were provided.
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B. Time Invoicing Requirements

For Labor Hours work, payments for services shall be made based on invoices of actual hours
worked at rates specified in the Contractor’s Attachment B-3 Price Form (Financial Proposal) for
that category of personnel and appropriate Period the work was performed. Labor Hours shall be
billed in quarter hour increments, as follows:

1. Any time that is less than one (1) hour shall only be paid if it is at least ten (10) minutes. E.g.,
A person working 8 minutes in a given month shall not be billed at all.

2. Whereas the work time of each individual Contractor Personnel is to be separately identified
by work time, the Contractor shall submit an invoice that aggregates all such work times.

3. Any aggregated time that is less than five (5) minutes over an exact hour shall be billed as the
lower exact hour.

4. Except as described in 3.3.2.B. 3, any aggregated time in excess of exactly 15 minutes shall be
billed at the next increment level. E.g., 13 minutes shall be billed as 15 minutes; 38 minutes
shall be billed as 45 minutes; 52 minutes shall be billed as the next higher exact hour.

5. As Contractor Personnel perform work related to WIC Branding and Publication, the
Contractor should keep track of the actual time each person performs such work under the
Contract in 15-minute increments. As described in Section 3.3.2 B, each month the
Contractor may invoice for the cumulative value of such work. Each invoice should be
itemized by the actual time worked by each individual, the individual’s labor
classification/category and the Contractor’s Fully Loaded hourly rate for that labor
classification/ category for each respective Contract Period as quoted on the B-3 Price Form in
its Financial Proposal. There should also be a general narrative of what each individual
worked-on and accomplished during the reported timeframe.

C. Materials Invoicing Requirements

Any materials approved by the Contract Monitor to be provided under the Contract must be
invoiced at actual cost, without any markup by the Contractor. To receive payment for such
approved materials, the Contractor must submit a copy of an invoice from the entity providing the
material, showing the cost that entity has invoiced the Contractor. The amount invoiced to the
Department must be the same as the amount invoiced to the Contractor by the providing entity.

3.3.3  For the purposes of the Contract an amount will not be deemed due and payable if:
A. The amount invoiced is inconsistent with the Contract;
B. The proper invoice has not been received by the party or office specified in the Contract;

C. The invoice or performance is in dispute or the Contractor has failed to otherwise comply with the
provisions of the Contract;

The item or services have not been accepted,;
The quantity of items delivered is less than the quantity ordered;

The items or services do not meet the quality requirements of the Contract;

® mmo

If the Contract provides for progress payments, the proper invoice for the progress payment has
not been submitted pursuant to the schedule;

H. If the Contract provides for withholding a retainage and the invoice is for the retainage, all
stipulated conditions for release of the retainage have not been met; or

I.  The Contractor has not submitted satisfactory documentation or other evidence reasonably
required by the Procurement Officer or by the Contract concerning performance under the
Contract and compliance with its provisions.
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3.3.4 Travel Reimbursement

Travel will not be reimbursed under this RFP.

3.4 Liquidated Damages
3.4.1 MBE Liquidated Damages
Inapplicable because there is no MBE goal for this RFP.
3.4.2 Liquidated Damages other than MBE
THIS SECTION IS INAPPLICABLE TO THIS RFP.

3.5 Disaster Recovery and Data
The following requirements apply to the Contract:
3.5.1 Disaster Recovery

A. Unless specified otherwise in the RFP, Contractor shall maintain or cause to be maintained
disaster avoidance procedures designed to safeguard State projects and other confidential
information, Contractor’s processing capability and the availability of hosted services, in each
case throughout the Contract term. Any force majeure provisions of the Contract do not limit the
Contractor’s obligations under this provision.

B. The Contractor shall have contingency and disaster recovery (DR) plans in place to ensure that the
services provided under the Contract will be maintained in the event of disruption to the
Contractor/subcontractor’s operations, however caused.

3.5.2 Project Export/Import

A. The Contractor shall, at no additional cost or charge to the State, in an industry standard/non-
proprietary format:

1)  perform a full or partial import/export of projects within 24 hours of a request; or

2) provide to the State the ability to import/export data at will and provide the State with any
access and instructions which are needed for the State to import or export.

B. Any import or export shall be in a secure format per the Security Requirements.

3.5.3  Provisions in Sections 3.5.1 — 3.5.3 shall survive expiration or termination of the Contract.
Additionally, the Contractor shall flow down the provisions of Sections 3.5.1-3.5.3 (or the
substance thereof) in all subcontracts.

3.6 Insurance Requirements

The Contractor shall maintain, at a minimum, the insurance coverages outlined below, or any minimum
requirements established by law if higher, for the duration of the Contract, including option periods, if
exercised:

3.6.1 The following type(s) of insurance and minimum amount(s) of coverage are required:

A. Commercial General Liability - of $1,000,000 combined single limit per occurrence for bodily
injury, property damage, and personal and advertising injury and $3,000,000 annual aggregate.
The minimum limits required herein may be satisfied through any combination of primary and
umbrella/excess liability policies.

B. Errors and Omissions/Professional Liability - $1,000,000 per combined single limit per claim and
$3,000,000 annual aggregate.
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Crime Insurance/Employee Theft Insurance - to cover employee theft with a minimum single loss
limit of $1,000,000 per loss, and a minimum single loss retention not to exceed $10,000. The
State of Maryland and the Department should be added as a “loss payee.”

Worker’s Compensation - The Contractor shall maintain such insurance as necessary or as
required under Workers’ Compensation Acts, the Longshore and Harbor Workers’ Compensation
Act, and the Federal Employers’ Liability Act, to not be less than one million dollars ($1,000,000)
per occurrence (unless a state’s law requires a greater amount of coverage). Coverage must be
valid in all states where work is performed.

3.6.2 The State shall be listed as an additional insured on the faces of the certificates associated with

the coverages listed above, including umbrella policies, excluding Workers” Compensation
Insurance and professional liability.

3.6.3  All insurance policies shall be endorsed to include a clause requiring the insurance carrier

provide the Procurement Officer, by certified mail, not less than 30 days’ advance notice of any
non-renewal, cancellation, or expiration. The Contractor shall notify the Procurement Officer in
writing, if policies are cancelled or not renewed within five (5) days of learning of such
cancellation or nonrenewal. The Contractor shall provide evidence of replacement insurance
coverage to the Procurement Officer at least 15 days prior to the expiration of the insurance
policy then in effect.

3.6.4  Any insurance furnished as a condition of the Contract shall be issued by a company authorized

to do business in the State.

3.6.5 The recommended awardee must provide current certificate(s) of insurance with the prescribed

coverages, limits and requirements set forth in this section within five (5) Business Days from
notice of recommended award. During the period of performance for multi-year contracts, the
Contractor shall provide certificates of insurance annually, or as otherwise directed by the
Contract Monitor.

3.6.6  Subcontractor Insurance

The Contractor shall require any subcontractors to obtain and maintain comparable levels of
coverage and shall provide the Contract Monitor with the same documentation as is required of the
Contractor.

3.7 Security Requirements

The following requirements are applicable to the Contract:

3.7.1 Employee Identification

A. Contractor Personnel shall display his or her company ID badge in a visible location at all times

D.

while on State premises. Upon request of authorized State personnel, each Contractor Personnel
shall provide additional photo identification.

Contractor Personnel shall cooperate with State site requirements, including but not limited to,
being prepared to be escorted at all times, and providing information for State badge issuance.

Contractor shall remove any Contractor Personnel from working on the Contract where the State
determines, in its sole discretion, that Contractor Personnel has not adhered to the Security
requirements specified herein.

The State reserves the right to request that the Contractor submit proof of employment
authorization of non-United States Citizens, prior to commencement of work under the Contract.

3.7.2  Security Clearance / Criminal Background Check

A security clearance is not required for Contractor Personnel assigned to the Contract.
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3.7.3  On-Site Security Requirement(s)

A. For the conditions noted below, Contractor Personnel may be barred from entrance or leaving any
site until such time that the State’s conditions and queries are satisfied.

1)  Contractor Personnel may be subject to random security checks when entering and leaving
State secured areas. The State reserves the right to require Contractor Personnel to be
accompanied while in secured premises.

2)  Some State sites, especially those premises of the Department of Public Safety and
Correctional Services, require each person entering the premises to document and
inventory items (such as tools and equipment) brought onto the site, and to submit to a
physical search of his or her person. Therefore, Contractor Personnel shall always have
available an inventory list of tools being brought onto a site and be prepared to present the
inventory list to the State staff or an officer upon arrival for review, as well as present the
tools or equipment for inspection. Before leaving the site, the Contractor Personnel will
again present the inventory list and the tools or equipment for inspection. Upon both
entering the site and leaving the site, State staff or a correctional or police officer may
search Contractor Personnel. Depending upon facility rules, specific tools or personal items
may be prohibited from being brought into the facility.

B. Any Contractor Personnel who enters the premises of a facility under the jurisdiction of the
Department may be searched, fingerprinted (for the purpose of a criminal history background
check), photographed and required to wear an identification card issued by the Department.

C. Further, Contractor Personnel shall not violate Md. Code Ann., Criminal Law Art. Section 9-410
through 9-417 and such other security policies of the agency that controls the facility to which the
Contractor Personnel seeks access. The failure of any of the Contractor Personnel to comply with
any provision of the Contract is sufficient grounds for the State to immediately terminate the
Contract for default.

3.7.4 Information Technology

This section is not applicable to the Contract.
3.7.5 Data Protection and Controls

This section is not applicable to the Contract.
3.7.6  Security Logs and Reports Access

This section is not applicable to the Contract.
3.7.7  Security Plan

This section is not applicable to the Contract.
3.7.8 PCI Compliance [[Review for applicability.]]

This section is not applicable to the Contract.
3.7.9  Security Incident Response

This section is not applicable to the Contract.
3.7.10 Data Breach Responsibilities

This section is not applicable to the Contract.

3.8 Problem Escalation Procedure

3.8.1 The Contractor must provide and maintain a Problem Escalation Procedure (PEP) for both
routine and emergency situations. The PEP must state how the Contractor will address problem
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3.8.2

3.8.3

w

G.
3.84

situations as they occur during the performance of the Contract, especially problems that are not
resolved to the satisfaction of the State within appropriate timeframes.

The Contractor shall provide contact information to the Contract Monitor, as well as to other
State personnel as directed should the Contract Monitor not be available.

The Contractor must provide the PEP no later than ten (10) Business Days after notice of
recommended award. The PEP, including any revisions thereto, must also be provided within ten
(10) Business Days after the start of each Contract year and within ten (10) Business Days after
any change in circumstance which changes the PEP. The PEP shall detail how problems with
work under the Contract will be escalated in order to resolve any issues in a timely manner. The
PEP shall include:

The process for establishing the existence of a problem;

Names, titles, and contact information for progressively higher levels of personnel in the
Contractor’s organization who would become involved in resolving a problem;

For each individual listed in the Contractor’s PEP, the maximum amount of time a problem will
remain unresolved with that individual before the problem escalates to the next contact person
listed in the Contractor’s PEP;

Expedited escalation procedures and any circumstances that would trigger expediting them;

The method of providing feedback on resolution progress, including the frequency of feedback to
be provided to the State;

Contact information for persons responsible for resolving issues after normal business hours (e.g.,
evenings, weekends, holidays) and on an emergency basis; and

A process for updating and notifying the Contract Monitor of any changes to the PEP.

Nothing in this section shall be construed to limit any rights of the Contract Monitor or the State
which may be allowed by the Contract or applicable law.

3.9 SOC 2 Type 2 Audit Report
A SOC 2 Type 2 Report is not a Contractor requirement for this Contract.

3.10 Experience and Personnel

3.10.1 Offeror Experience

Ideally, Offerors will have the following experience concerning branding and publication design
activities. Nevertheless as requested by 5.3.2.H, Offerors should describe whatever experience
they have concerning branding and publication design activities for the Maryland WIC Program.
Offeror with more extensive branding and publication design experience will be rated more highly
under evaluation criterion 6.2.3, Offeror Qualifications and Capabilities, including proposed
subcontractors. The following experience is expected and will be evaluated as part of the
Technical Proposal (see the Offeror experience, capability, and references evaluation factor from
Section 6.2)

The Offeror shall have two (2) years of experience creating and updating professional
publications. As proof of meeting this requirement, the Offeror shall provide with its Proposal
three (3) references from the past two years able to attest to the Offeror’s experience in providing
professional graphic design services. For each reference, the Offeror shall submit a portfolio of
projects completed.
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D.
E.

F.

The Offeror shall have two (2) years of experience in projects that include design, illustration
development, artwork, typography, photography, creative thinking, photo or illustration
retouching, and creating professional publications.

The Department prefers an Offeror with prior experience working with public health programs and
state printing facilities.

The Department prefers an Offeror with prior experience in brand development.
The Department prefers an Offeror with prior photography experience.
The Department prefers an Offeror with prior project management experience.

3.10.2 Key Personnel Experience

Ideally the individuals proposed by Offerors as Lead Graphic Designers will have the following experience
concerning branding and publication design activities. Nevertheless as requested by Section 5.3.2.G, Offerors
should describe the experience their higher-level staff have concerning branding and publication design
activities. Individuals must possess the minimum requirements listed in Section 3.10.2. Offerors proposing
Key Personnel with more extensive branding and publication design experience will be rated more highly
under evaluation criterion 6.2.1, Experience and Capabilities of Proposed Staff.

A.

D.
E.

A Bachelor’s degree in graphic design or comparable field (five (5) years of graphic design
experience may be substituted for a Bachelor’s degree).

Two (2) years of professional graphic design experience.

Five (5) years of experience with Adobe. Demonstrated knowledge of Adobe Creative Suite,
including but not limited to InDesign, Photoshop, and Illustrator.

One (1) year experience in brand development.

Two (2) years’ experience in illustration development, photo or illustration retouching.

3.10.3 Number of Personnel to Propose

As part of the Proposal evaluation, Offerors shall propose personnel who are expected to be available as
of the start date specified in the Notice to Proceed (NTP Date). Offerors shall describe in a Staffing
Plan how additional resources shall be acquired to meet the needs of the Department. Offerors may
generally describe planned positions in a Staffing Plan. Such planned positions may not be used as
evidence of fulfilling personnel minimum qualifications.

3.10.4 Key Personnel Identified

For the Contract, the following positions to be identified in the Technical Proposal will be considered Key
Personnel, and shall be required to meet the qualifications stated in Section 3.10 and Appendix 3.

Lead Graphic Designer

3.11 Substitution of Personnel

3.11.1 Continuous Performance of Key Personnel

When Key Personnel are identified for the Contract, the following apply:

A.

Key Personnel shall be available to perform Contract requirements as of the NTP Date. Unless
explicitly authorized by the Contract Monitor or specified in the Contract, Key Personnel shall be
assigned to the State of Maryland as a dedicated resource.
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C.

Key Personnel shall perform continuously for the duration of the Contract, or such lesser duration
as specified in the Technical Proposal. Key Personnel may not be removed by the Contractor from
working under the Contract without the prior written approval of the Contract Monitor.

The provisions of this section apply to Key Personnel identified in any Task Order proposal and
agreement, if issued, and any Work Order Request and Work Order, if issued.

3.11.2 Definitions
For the purposes of this section, the following definitions apply:

A.

Extraordinary Personal Event — means any of: leave under the Family Medical Leave Act; an
Incapacitating injury or Incapacitating illness; or other circumstances that in the sole discretion of
the State warrant an extended leave of absence, such as extended jury duty or extended military
service that precludes the individual from performing his/her job duties under the Contract.

Incapacitating — means any health circumstance that substantially impairs the ability of an
individual to perform the job duties described for that individual’s position in the RFP or the
Contractor’s Technical Proposal.

3.11.3 Contractor Personnel General Substitution Provisions

The following provisions apply to all of the circumstances of Contractor Personnel substitution described in
Section 3.11.4.

A.

The Contractor shall demonstrate to the Contract Monitor’s satisfaction that the proposed
substitute has qualifications at least equal to those of the Contractor Personnel proposed to be
replaced.

The Contractor shall provide the Contract Monitor via email with a substitution request two (2)
weeks prior to the substitution that shall include:

1) A detailed explanation of the reason(s) for the substitution request;

2) The resume of the proposed substitute, signed by the substituting individual and his/her
formal supervisor;

3) The official resume of the current personnel for comparison purposes; and
4) Evidence of any required credentials.

The Contract Monitor may request additional information concerning the proposed substitution
and may interview the proposed substitute personnel prior to deciding whether to approve the
substitution request.

The Contract Monitor will notify the Contractor in writing of: (i) the acceptance or denial, or (ii)
contingent or temporary approval for a specified time limit, of the requested substitution. The
Contract Monitor will not unreasonably withhold approval of a proposed Contractor Personnel
replacement.

3.11.4 Replacement Circumstances

A.

Directed Personnel Replacement

1) The Contract Monitor may direct the Contractor to replace any Contractor Personnel who,
in the sole discretion of the Contract Monitor, are perceived as being unqualified, non-
productive, unable to fully perform the job duties, disruptive, or known to or reasonably
believed to have committed a major infraction(s) of law, Department policies, or Contract
requirements. Normally, a directed personnel replacement will occur only after prior
notification of problems with requested remediation, as described in paragraph
3.11.4.A2.
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2)

3)

4)

5)

6)

If deemed appropriate in the discretion of the Contract Monitor, the Contract Monitor
may give written notice of any Contractor Personnel performance issues to the
Contractor, describing the problem and delineating the remediation requirement(s). The
Contractor shall provide a written response to the remediation requirements in a
Remediation Plan within ten (10) Business days of the date of the notice and shall
immediately implement the Remediation Plan upon written acceptance by the Contract
Monitor. If the Contract Monitor rejects the Remediation Plan, the Contractor shall revise
and resubmit the plan to the Contract Monitor within five (5) Business days, or in the
timeframe set forth by the Contract Monitor in writing.

Should performance issues persist despite an approved Remediation Plan, the Contract
Monitor may give written notice of the continuing performance issues and either request a
new Remediation Plan within a specified time limit or direct the substitution of
Contractor Personnel whose performance is at issue with a qualified substitute, including
requiring the immediate removal of the Contractor Personnel at issue.

Replacement or substitution of Contractor Personnel under this section shall be in
addition to, and not in lieu of, the State’s remedies under the Contract or which otherwise
may be available at law or in equity.

If the Contract Monitor determines to direct substitution under 3.11.4.A.1, if at all
possible, at least fifteen (15) Business days advance notice shall be given to the
Contractor. However, if the Contract Monitor deems it necessary and in the State’s best
interests to remove the Contractor Personnel with less than fifteen (15) Business days’
notice, the Contract Monitor may direct the removal in a timeframe of less than fifteen
(15) Business days , including immediate removal.

In circumstances of directed removal, the Contractor shall, in accordance with paragraph
3.11.4.A.1 of this section, provide a suitable replacement for approval within fifteen (15)
Business days of the notification of the need for removal, or the actual removal,
whichever occurs first.

B. Key Personnel Replacement

1)

2)

3)

To replace any Key Personnel in a circumstance other than as described in 3.11.4.B,
including transfers and promotions, the Contractor shall submit a substitution request as
described in Section 3.11.3 to the Contract Monitor at least fifteen (15) Business days prior
to the intended date of change. A substitution may not occur unless and until the Contract
Monitor approves the substitution in writing.

Key Personnel Replacement Due to Sudden Vacancy

a) The Contractor shall replace Key Personnel whenever a sudden vacancy occurs
(e.g., Extraordinary Personal Event, death, resignation, termination). A termination
or resignation with thirty (30) Business days or more advance notice shall be
treated as a replacement under Section 3.11.4.B.1.

b) Under any of the circumstances set forth in this paragraph B, the Contractor shall
identify a suitable replacement and provide the same information and items
required under Section 3.11.3 within fifteen (15) Business days of the actual
vacancy occurrence or from when the Contractor first knew or should have known
that the vacancy would be occurring, whichever is earlier.

Key Personnel Replacement Due to an Indeterminate Absence

a) If any Key Personnel has been absent from his/her job for a period of ten (10)
Business days and it is not known or reasonably anticipated that the individual will
be returning to work within the next twenty (20) days to fully resume all job duties,
before the 25th day of continuous absence, the Contractor shall identify a suitable
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replacement and provide the same information and items to the Contract Monitor
as required under Section 3.11.3.

b) However, if this person is available to return to work and fully perform all job
duties before a replacement has been authorized by the Contract Monitor the
Contract Monitor may, at his/her sole discretion, authorize the original personnel to
continue to work under the Contract, or authorize the replacement personnel to
replace the original personnel, notwithstanding the original personnel’s ability to
return.

3.11.5 Substitution Prior to and Within 30 Days After Contract Execution

Prior to Contract execution or within thirty (30) Business days after Contract execution, the Offeror may not
substitute proposed Key Personnel except under the following circumstances (a) for actual full-time personnel
employed directly by the Offeror: the vacancy occurs due to the sudden termination, resignation, or approved
leave of absence due to an Extraordinary Personal Event, or the death of such personnel; and (b) for any
temporary staff, subcontractors or 1099 contractors: the vacancy occurs due to an Incapacitating event or the
death of such personnel. To qualify for such substitution, the Offeror must demonstrate to the State's
satisfaction the event necessitating substitution. Proposed substitutions shall be of equal caliber or higher, in
the State's sole discretion. Proposed substitutes deemed by the State to be less qualified than the originally
proposed individual may be grounds for pre-award disqualification or post-award termination.

3.12 Minority Business Enterprise (MBE) Reports
If this solicitation includes an MBE Goal (see Section 4.26), the Contractor shall:

A. Submit the following reports by the 10th of each month to the Contract Monitor and the
Department’s MBE Liaison Officer:

1) A Prime Contractor Paid/Unpaid MBE Invoice Report (Attachment D-4A) listing any
unpaid invoices, over 45 days old, received from any certified MBE subcontractor, the
amount of each invoice and the reason payment has not been made; and

2) (If Applicable) An MBE Prime Contractor Report (Attachment D-4B) identifying an MBE
prime’s self-performing work to be counted towards the MBE participation goals.

B. Include in its agreements with its certified MBE subcontractors a requirement that those
subcontractors submit an MBE Subcontractor Paid/Unpaid Invoice Report (Attachment D-5) by
the 10th of each month to the Contract Monitor and the Department’s MBE Liaison Officer that
identifies the Contract and lists all payments to the MBE subcontractor received from the
Contractor in the preceding reporting period month, as well as any outstanding invoices, and the
amounts of those invoices.

C. Maintain such records as are necessary to confirm compliance with its MBE participation
obligations. These records must indicate the identity of certified minority and non-minority
subcontractors employed on the Contract, type of work performed by each, and actual dollar value
of work performed. Subcontract agreements documenting the work performed by all MBE
participants must be retained by the Contractor and furnished to the Procurement Officer on
request.

D. Consent to provide such documentation as reasonably requested and to provide right-of-entry at
reasonable times for purposes of the State’s representatives verifying compliance with the MBE
participation obligations. Contractor must retain all records concerning MBE participation and
make them available for State inspection for three years after final completion of the Contract.

E. Upon completion of the Contract and before final payment and release of retainage, submit a final
report in affidavit form and under penalty of perjury, of all payments made to, or withheld from
MBE subcontractors.
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3.13 Veteran Small Business Enterprise (VSBE) Reports
If this solicitation includes a VSBE Goal (see Section 4.27), the Contractor shall:

A. Submit the following reports by the 10" of the month following the reporting period to the
Contract Monitor and the Department VSBE representative:

1)  VSBE Participation Prime Contractor Paid/Unpaid VSBE Invoice Report (Attachment E-3)
listing any unpaid invoices, over 45 days old, received from any VSBE subcontractor, the
amount of each invoice and the reason payment has not been made; and

2)  Attachment E-4, the VSBE Participation Subcontractor Paid/Unpaid VSBE Invoice Report
by the 10th of the month following the reporting period to the Contract Monitor and the
VSBE Liaison Officer.

B. Include in its agreements with its VSBE subcontractors a requirement that those subcontractors
submit monthly by the 10th of the month following the reporting period to the Contract Monitor
and Department VSBE representative a report that identifies the prime contract and lists all
payments received from Contractor in the preceding reporting period month, as well as any
outstanding invoices, and the amount of those invoices (Attachment E-4).

C. Maintain such records as are necessary to confirm compliance with its VSBE participation
obligations. These records must indicate the identity of VSBE and non-VSBE subcontractors
employed on the contract, the type of work performed by each, and the actual dollar value of work
performed. The subcontract agreement documenting the work performed by all VSBE participants
must be retained by the Contractor and furnished to the Procurement Officer on request.

D. Consent to provide such documentation as reasonably requested and to provide right-of-entry at
reasonable times for purposes of the State’s representatives verifying compliance with the VSBE
participation obligations. The Contractor must retain all records concerning VSBE participation
and make them available for State inspection for three years after final completion of the Contract.

E. At the option of the Department, upon completion of the Contract and before final payment and
release of retainage, submit a final report in affidavit form and under penalty of perjury, of all
payments made to, or withheld from VSBE subcontractors.

3.14 Work Orders

A. Services will be provided via a Work Order process. Work shall not begin in advance of a
fully executed Work Order. A Work Order may be issued for time and materials (T&M).
T&M Work Orders will be issued in accordance with pre-approved Labor Categories with the
fully loaded rates proposed in Attachment B.

B. Some Work Orders will result from discussions at Project Design Meetings. Many Work
Orders will result via project emails from the Contract Monitor. Project design meetings and
project emails will cover project deliverables, deliverable acceptance standards, delivery
dates, new project plan, estimated number of hours and total cost. Projects discussed cannot
be turned down if within the scope of work in this RFP.

C. The Contractor shall e-mail a response to the Contract Monitor within the specified time and
include at a minimum:

1)  Avresponse that details the Contractor’s understanding of the work;
2)  Anestimated amount of time needed to complete the Word Order Request.

3)  Adescription of proposed resources required to perform the requested tasks, with
labor categories listed in accordance with Attachment B.
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4)  An explanation of how tasks shall be completed. This description shall include
proposed subcontractors and related tasks.

5)  The proposed personnel resources, including any subcontractor personnel, to
complete the task.

D. ForaT&M Work Order, the Contract Monitor will review the response and will confirm the
proposed labor rates are consistent with this RFP. For Work Orders, the Contract Monitor
will review the response and will confirm the proposed prices are acceptable.

E. The Contract Monitor may contact the Contractor to obtain additional information,
clarification or revision to the Work Order.

F. Proposed personnel on any type of Work Order shall be subject to Department approval. The
Contract Monitor may request resumes of proposed personnel specifying the labor
category(ies) proposed. The Contract Monitor shall have the option to interview the proposed
personnel and, in the event of an interview or not, shall notify the Contractor of acceptance or
denial of the personnel.

G. Performance of services under a Work Order shall commence consistent with an NTP issued
by the Contract Monitor for such Work Order.

3.15 Additional Clauses
3.15.1 Purchasing and Recycling Electronic Products

This section does not apply to this solicitation.

3.15.2 The State of Maryland’s Commitment to Purchasing Environmentally
Preferred Products and Services (EPPS)

Maryland’s State Finance & Procurement Article §14-410 defines environmentally
preferable purchasing as “the procurement or acquisition of goods and services that have
a lesser or reduced effect on human health and the environment when compared with
competing goods or services that serve the same purpose.” Accordingly, Bidders are
strongly encouraged to offer EPPs to fulfill this contract, to the greatest extent
practicable.

3.15.3 No-Cost Extensions

In accordance with BPW Advisory 1995-1 item 7.b, in the event there are unspent funds
remaining on the Contract, prior to the Contract's expiration date the Procurement Officer may
modify the Contract to extend the Contract beyond its expiration date for a period up to, but not
exceeding, one-third of the base term of the Contract (e.g., eight-month extension on a two-year
contract) for the performance of work within the Contract's scope of work. Notwithstanding
anything to the contrary, no funds may be added to the Contract in connection with any such
extension.
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Procurement Instructions

4.1 Pre-Proposal Conference

411

412

413

41.4

A pre-Proposal conference (Conference) will be held at the date, time, and location indicated on
the Key Information Summary Sheet.

Attendance at the Conference is not mandatory, but all interested parties are encouraged to attend
in order to facilitate better preparation of their Proposals. If the solicitation includes an MBE
goal, failure to attend the Conference will be taken into consideration as part of the evaluation of
an offeror’s good faith efforts if there is a waiver request.

It is highly recommended that ALL Prime Contractors bring their intended subcontractors to the
Conference/Site Visit to ensure that all parties understand the requirements of the contract and
the MBE Goal.

MBE subcontractors are encouraged to attend the Conference to market their participation to
potential prime contractors.

4.2 eMaryland Marketplace Advantage (eMMA)

421

422

eMMA is the electronic commerce system for the State of Maryland. The RFP, Conference
summary and attendance sheet, Offerors’ questions and the Procurement Officer’s responses,
addenda, and other solicitation-related information will be made available via eMMA.

In order to receive a contract award, a vendor must be registered on eMMA. Registration is free.
Go to emma.maryland.gov, click on “New Vendor? Register Now” to begin the process, and
then follow the prompts.

4.3 Questions

431

432

4.3.3

All questions, including concerns regarding any applicable MBE or VSBE participation goals,
shall identify in the subject line the Solicitation Number and Title (MDH-OCMP-21-19190 -
Maryland WIC Branding and Publication Design), and shall be submitted in writing via e-mail to
the Procurement Officer: at least five (5) days prior to the Proposal due date no later than the
date and time specified the Key Information Summary Sheet. The Procurement Officer, based on
the availability of time to research and communicate an answer, shall decide whether an answer
can be given before the Proposal due date.

Answers to all questions that are not clearly specific only to the requestor will be distributed via
the same mechanism as for RFP amendments, and posted on eMMA.

The statements and interpretations contained in responses to any questions, whether responded to
verbally or in writing, are not binding on the Department unless it issues an amendment in
writing.

4.4 Procurement Method

A Contract will be awarded in accordance with the Competitive Sealed Proposals method under COMAR

21.05.08.

4.5 Proposal Due (Closing) Date and Time

451

452

Proposals, in the number and form set forth in Section 5 Proposal Format, must be received by
the Procurement Officer no later than the Proposal due date and time indicated on the Key
Information Summary Sheet in order to be considered.

Requests for extension of this date or time shall not be granted.
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453

454

455

4.5.6
457

Offerors submitting Proposals should allow sufficient delivery time to ensure timely receipt by
the Procurement Officer. Except as provided in COMAR 21.05.03.02.F and 21.05.02.10,
Proposals received after the due date and time listed in the Key Information Summary Sheet will
not be considered.

The date and time of an e-mail submission is determined by the date and time of arrival in the e-
mail address indicated on the Key Information Summary Sheet.

Proposals may be modified or withdrawn by written notice received by the Procurement Officer
before the time and date set forth in the Key Information Summary Sheet for receipt of
Proposals.

Proposals may not be submitted by e-mail or facsimile. Proposals will not be opened publicly.

Potential Offerors not responding to this solicitation are requested to submit the “Notice to
Vendors” form, which includes company information and the reason for not responding (e.g., too
busy, cannot meet mandatory requirements).

4.6 Multiple or Alternate Proposals

Multiple or alternate Proposals will not be accepted.

4.7 Economy of Preparation

Proposals should be prepared simply and economically and provide a straightforward and concise description
of the Offeror’s Proposal to meet the requirements of this RFP.

4.8 Public Information Act Notice

48.1

4.8.2

The Offeror should give specific attention to the clear identification of those portions of its
Proposal that it considers confidential and/or proprietary commercial information or trade
secrets, and provide justification why such materials, upon request, should not be disclosed by
the State under the Public Information Act, Md. Code Ann., General Provisions Article, Title 4
(See also RFP Section 5.3.2.B “Claim of Confidentiality”). This information should be identified
by page and section number and placed after the Title Page and before the Table of Contents in
the Technical Proposal and if applicable, separately in the Financial Proposal.

Offerors are advised that, upon request for this information from a third party, the Procurement
Officer is required to make an independent determination whether the information must be
disclosed.

4.9 Award Basis

A Contract shall be awarded to the responsible Offeror(s) submitting the Proposal that has been determined to
be the most advantageous to the State, considering price and evaluation factors set forth in this RFP (see
COMAR 21.05.03.03F), for providing the goods and services as specified in this RFP. See RFP Section 6 for
further award information.

4.10 Oral Presentation

Offerors may be required to make oral presentations to State representatives. Oral presentations are
considered part of the Technical Proposal. Offerors must confirm in writing any substantive oral clarification
of, or change in, their Proposals made in the course of discussions. Any such written clarifications or changes
then become part of the Offeror’s Proposal. The Procurement Officer will notify Offerors of the time and
place of oral presentations.
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4.11 Duration of Proposal

Proposals submitted in response to this RFP are irrevocable for the latest of the following: 120 days following
the Proposal due date and time, best and final offers if requested (see Section 6.5.2), or the date any protest
concerning this RFP is finally resolved. This period may be extended at the Procurement Officer’s request
only with the Offeror’s written agreement.

4.12 Revisions to the RFP

4.13

4121

412.2

4.12.3

412.4

4.12.5

If the RFP is revised before the due date for Proposals, the Department shall post any addenda to
the RFP on eMMA and shall endeavor to provide such addenda to all prospective Offerors that
were sent this RFP or are otherwise known by the Procurement Officer to have obtained this
RFP. It remains the responsibility of all prospective Offerors to check eMMA for any addenda
issued prior to the submission of Proposals.

Acknowledgment of the receipt of all addenda to this RFP issued before the Proposal due date
shall be included in the Transmittal Letter accompanying the Offeror’s Technical Proposal.

Addenda made after the due date for Proposals will be sent only to those Offerors that remain
under award consideration as of the issuance date of the addenda.

Acknowledgement of the receipt of addenda to the RFP issued after the Proposal due date shall
be in the manner specified in the addendum notice.

Failure to acknowledge receipt of an addendum does not relieve the Offeror from complying
with the terms, additions, deletions, or corrections set forth in the addendum, and may cause the
Proposal to be deemed not reasonably susceptible of being selected for award.

Cancellations

413.1

4.13.2

4.13.3

4134

The State reserves the right to cancel this RFP, accept or reject any and all Proposals, in whole or
in part, received in response to this RFP, waive or permit the cure of minor irregularities, and
conduct discussions with all qualified or potentially qualified Offerors in any manner necessary
to serve the best interests of the State.

The State reserves the right, in its sole discretion, to award a Contract based upon the written
Proposals received without discussions or negotiations.

In the event a government entity proposes and receives the recommendation for award, the
procurement may be cancelled and the award processed in accordance with COMAR
21.01.03.01.A(4).

If the services that are the subject of the RFP are currently being provided under an interagency
agreement with a public institution of higher education and the State determines that the services
can be provided more cost effectively by the public institution of higher education, then the RFP
may be cancelled in accordance with Md. Code Ann., State Finance and Procurement Art., § 3-
207(b)(2).

4.14 Incurred Expenses

The State will not be responsible for any costs incurred by any Offeror in preparing and submitting a
Proposal, in making an oral presentation, providing a demonstration, or performing any other activities related
to submitting a Proposal in response to this solicitation.

4.15 Protest/Disputes

Any protest or dispute related to this solicitation or the Contract award shall be subject to the provisions of
COMAR 21.10 (Administrative and Civil Remedies).
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4.16 Offeror Responsibilities

4.16.1 Offerors must be able to provide all goods and services and meet all of the requirements
requested in this solicitation and the successful Offeror shall be responsible for Contract
performance including any subcontractor participation.

4.16.2 All subcontractors shall be identified and a complete description of their role relative to the
Proposal shall be included in the Offeror’s Proposal. If applicable, subcontractors utilized in
meeting the established MBE or VSBE participation goal(s) for this solicitation shall be
identified as provided in the appropriate Attachment(s) to this RFP (see Section 4.26 “Minority
Participation Goal” and Section 4.27 “VSBE Goal”).

4.16.3 If the Offeror is the subsidiary of another entity, all information submitted by the Offeror,
including but not limited to references, financial reports, or experience and documentation (e.g.
insurance policies, bonds, letters of credit) used to meet minimum qualifications, if any, shall
pertain exclusively to the Offeror, unless the parent organization will guarantee the performance
of the subsidiary. If applicable, the Offeror’s Proposal shall contain an explicit statement, signed
by an authorized representative of the parent organization, stating that the parent organization
will guarantee the performance of the subsidiary.

4.16.4 A parental guarantee of the performance of the Offeror under this Section will not automatically
result in crediting the Offeror with the experience or qualifications of the parent under any
evaluation criteria pertaining to the actual Offeror’s experience and qualifications. Instead, the
Offeror will be evaluated on the extent to which the State determines that the experience and
qualifications of the parent are applicable to and shared with the Offeror, any stated intent by the
parent to be directly involved in the performance of the Contract, and the value of the parent’s
participation as determined by the State.

4.17 Acceptance of Terms and Conditions

By submitting a Proposal in response to this RFP, the Offeror, if selected for award, shall be deemed to have
accepted the terms and conditions of this RFP and the Contract, attached hereto as Attachment M. Any
exceptions to this RFP or the Contract shall be clearly identified in the Executive Summary of the Technical
Proposal. All exceptions will be taken into consideration when evaluating the Offeror’s Proposal. The
Department reserves the right to accept or reject any exceptions.

4.18 Proposal Affidavit

A Proposal submitted by the Offeror must be accompanied by a completed Proposal Affidavit. A copy of this
Affidavit is included as Attachment C of this RFP.

4.19 Contract Affidavit

All Offerors are advised that if a Contract is awarded as a result of this solicitation, the successful Offeror will
be required to complete a Contract Affidavit. A copy of this Affidavit is included for informational purposes
as Attachment N of this RFP. This Affidavit must be provided within five (5) Business Days of notification
of recommended award. For purposes of completing Section “B” of this Affidavit (Certification of
Registration or Qualification with the State Department of Assessments and Taxation), a business entity that
is organized outside of the State of Maryland is considered a “foreign” business.

4.20 Compliance with Laws/Arrearages

By submitting a Proposal in response to this RFP, the Offeror, if selected for award, agrees that it will comply
with all federal, State, and local laws applicable to its activities and obligations under the Contract.
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By submitting a response to this solicitation, each Offeror represents that it is not in arrears in the payment of
any obligations due and owing the State, including the payment of taxes and employee benefits, and shall not
become so in arrears during the term of the Contract if selected for Contract award.

4.21 Verification of Registration and Tax Payment

Before a business entity can do business in the State, it must be registered with the State Department of
Assessments and Taxation (SDAT). SDAT is located at State Office Building, Room 803, 301 West Preston
Street, Baltimore, Maryland 21201. For registration information, visit
https://businessexpress.maryland.gov/start/register-a-business-in-maryland .

It is strongly recommended that any potential Offeror complete registration prior to the Proposal due date and
time. The Offeror’s failure to complete registration with SDAT may disqualify an otherwise successful
Offeror from final consideration and recommendation for Contract award.

4.22 False Statements

Offerors are advised that Md. Code Ann., State Finance and Procurement Article, § 11-205.1 provides as
follows:

4.22.1 In connection with a procurement contract a person may not willfully:
Falsify, conceal, or suppress a material fact by any scheme or device.
B. Make a false or fraudulent statement or representation of a material fact.

C. Use a false writing or document that contains a false or fraudulent statement or entry of a
material fact.

4.22.2 A person may not aid or conspire with another person to commit an act under Section 4.22.1.

4.22.3 A person who violates any provision of this section is guilty of a felony and on conviction is
subject to a fine not exceeding $20,000 or imprisonment not exceeding five (5) years or both.

4.23 Payments by Electronic Funds Transfer
By submitting a Proposal in response to this solicitation, the Offeror, if selected for award:

4.23.1 Agrees to accept payments by electronic funds transfer (EFT) unless the State Comptroller’s
Office grants an exemption. Payment by EFT is mandatory for contracts exceeding $200,000.
The successful Offeror shall register using the COT/GAD X-10 Vendor Electronic Funds (EFT)
Registration Request Form.

4.23.2 Any request for exemption must be submitted to the State Comptroller’s Office for approval at
the address specified on the COT/GAD X-10 form, must include the business identification
information as stated on the form, and must include the reason for the exemption. The
COT/GAD X-10 form may be downloaded from the Comptroller’s website at:
https://www.marylandtaxes.gov/divisions/gad/eft-program.php

4.24 Prompt Payment Policy

This procurement and the Contract(s) to be awarded pursuant to this solicitation are subject to the Prompt
Payment Policy Directive issued by the Governor’s Office of Small, Minority & Women Business Affairs
(GOSBA) and dated August 1, 2008. Promulgated pursuant to Md. Code Ann., State Finance and
Procurement Article, 8§ 11-201, 13-205(a), and Title 14, Subtitle 3, and COMAR 21.01.01.03 and
21.11.03.01, the Directive seeks to ensure the prompt payment of all subcontractors on non-construction
procurement contracts. The Contractor shall comply with the prompt payment requirements outlined in the
Contract, Section 31 “Prompt Pay Requirements” (see Attachment M). Additional information is available
on GOSBA’s website at: https://gomdsmallbiz.maryland.gov/Pages/L egislation-and-Policy.aspx
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4.25 Electronic Procurements Authorized

4251

4.25.2

4.25.3

4.25.4

4.25.5

Under COMAR 21.03.05, unless otherwise prohibited by law, the Department may conduct
procurement transactions by electronic means, including the solicitation, proposing, award,
execution, and administration of a contract, as provided in Md. Code Ann., Maryland Uniform
Electronic Transactions Act, Commercial Law Avrticle, Title 21.

Participation in the solicitation process on a procurement contract for which electronic means has
been authorized shall constitute consent by the Offeror to conduct by electronic means all
elements of the procurement of that Contract which are specifically authorized under the
solicitation or Contract. In the case of electronic transactions authorized by this RFP, electronic
records and signatures by an authorized representative satisfy a requirement for written
submission and signatures.

“Electronic means” refers to exchanges or communications using electronic, digital, magnetic,
wireless, optical, electromagnetic, or other means of electronically conducting transactions.
Electronic means includes e-mail, internet-based communications, electronic funds transfer,
specific electronic bidding platforms (e.g., https://procurement.maryland.gov), and electronic
data interchange.

In addition to specific electronic transactions specifically authorized in other sections of this
solicitation (e.g., RFP § 4.23 describing payments by Electronic Funds Transfer), the following
transactions are authorized to be conducted by electronic means on the terms as authorized in
COMAR 21.03.05:

A. The Procurement Officer may conduct the procurement using eMMA or e-mail to issue:
1)  The RFP;
2)  Any amendments and requests for best and final offers;
3) Pre-Proposal conference documents;
4)  Questions and responses;

5)  Communications regarding the solicitation or Proposal to any Offeror or potential
Offeror;

6) Notices of award selection or non-selection; and

7)  The Procurement Officer’s decision on any Proposal protest or Contract claim.
B. The Offeror or potential Offeror may use eMMA to:

1)  Submit Proposals;

2)  Ask questions regarding the solicitation;

3) Reply to any material received from the Procurement Officer by electronic means
that includes a Procurement Officer’s request or direction to reply by e-mail or
through eMMA, but only on the terms specifically approved and directed by the
Procurement Officer and,;

4)  Submit a "No Proposal Response" to the RFP.

C. The Procurement Officer, the Contract Monitor, and the Contractor may conduct day-to-day
Contract administration, except as outlined in Section 4.25.5 of this subsection, utilizing e-
mail or other electronic means if authorized by the Procurement Officer or Contract Monitor.

The following transactions related to this procurement and any Contract awarded pursuant to it
are not authorized to be conducted by electronic means:

A. Submission of initial Proposals, except through eMMA
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B. Filing of protests;

C. Filing of Contract claims;

D. Submission of documents determined by the Department to require original signatures (e.g.,
Contract execution, Contract modifications); or

E. Any transaction, submission, or communication where the Procurement Officer has specifically
directed that a response from the Contractor or Offeror be provided in writing or hard copy.

4.25.6 Any e-mail transmission is only authorized to the e-mail addresses for the identified person as
provided in the solicitation, the Contract, or in the direction from the Procurement Officer or
Contract Monitor.

4.26 MBE Participation Goal

There is no MBE subcontractor participation goal for this procurement.

4.27 VSBE Goal

There is no VSBE participation goal for this procurement.

4.28 Living Wage Requirements

A. Maryland law requires that contractors meeting certain conditions pay a living wage to covered
employees on State service contracts over $100,000. Maryland Code Ann., State Finance and
Procurement Article, § 18-101 et al. The Commissioner of Labor and Industry at the Maryland
Department of Labor requires that a contractor subject to the Living Wage law submit payroll
records for covered employees and a signed statement indicating that it paid a living wage to
covered employees; or receive a waiver from Living Wage reporting requirements. See COMAR
21.11.10.05.

B. If subject to the Living Wage law, Contractor agrees that it will abide by all Living Wage law
requirements, including but not limited to reporting requirements in COMAR 21.11.10.05.
Contractor understands that failure of Contractor to provide such documents is a material breach of
the terms and conditions and may result in Contract termination, disqualification by the State from
participating in State contracts, and other sanctions. Information pertaining to reporting obligations
may be found by going to the Maryland Department of Labor website
http://www.dlIr.state.md.us/labor/prev/livingwage.shtml.

C. Additional information regarding the State’s living wage requirement is contained in Attachment
F. Offerors must complete and submit the Maryland Living Wage Requirements Affidavit of
Agreement (Attachment F-1) with their Proposals. If the Offeror fails to complete and submit the
required documentation, the State may determine the Offeror to not be responsible under State law.

D. Contractors and subcontractors subject to the Living Wage Law shall pay each covered employee at
least the minimum amount set by law for the applicable Tier area. The specific living wage rate is
determined by whether a majority of services take place in a Tier 1 Area or a Tier 2 Area of the
State. The specific Living Wage rate is determined by whether a majority of services take place in a
Tier 1 Area or Tier 2 Area of the State.

1)  The Tier 1 Area includes Montgomery, Prince George’s, Howard, Anne Arundel and
Baltimore Counties, and Baltimore City. The Tier 2 Area includes any county in the State
not included in the Tier 1 Area. In the event that the employees who perform the services are
not located in the State, the head of the unit responsible for a State Contract pursuant to §18-
102(d) of the State Finance and Procurement Article shall assign the tier based upon where
the recipients of the services are located. If the Contractor provides more than 50% of the
services from an out-of-State location, the State agency determines the wage tier based on
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2)

3)

4)

where the majority of the service recipients are located. In this circumstance, the Contract
will be determined to be a Tier (enter “1” or “2,” depending on where the majority of the
service recipients are located) Contract.

The Contract will be determined to be a Tier 1 Contract or a Tier 2 Contract depending on the
location(s) from which the Contractor provides 50% or more of the services. The Offeror
must identify in its Proposal the location(s) from which services will be provided, including
the location(s) from which 50% or more of the Contract services will be provided.

If the Contractor provides 50% or more of the services from a location(s) in a Tier 1
jurisdiction(s) the Contract will be a Tier 1 Contract.

If the Contractor provides 50% or more of the services from a location(s) in a Tier 2
jurisdiction(s), the Contract will be a Tier 2 Contract.

E. If the Contractor provides more than 50% of the services from an out-of-State location, the State
agency determines the wage tier based on where the majority of the service recipients are located.
See COMAR 21.11.10.07.

F. The Offeror shall identify in the Proposal the location from which services will be provided.

G. NOTE: Whereas the Living Wage may change annually, the Contract price will not change
because of a Living Wage change or a change in the State minimum wage.

4.29 Federal Funding Acknowledgement

4.30

4.20.1

4.29.2

4.29.3

There are programmatic conditions that apply to the Contract due to federal funding (see
Attachment G).

The total amount of federal funds allocated for the Prevention and Health Administration is
$219,362,549 in Maryland State fiscal year 2021. This represents 51.75% of all funds budgeted
for the unit in that fiscal year. This does not necessarily represent the amount of funding
available for any particular grant, contract, or solicitation.

The Contract contains federal funds. The source of these federal funds is: United States
Department of Agriculture, Food and Nutrition Services. The CFDA number is: 10.557. The
conditions that apply to all federal funds awarded by the Department are contained in Federal
Funds Attachment G. Any additional conditions that apply to this particular federally-funded
contract are contained as supplements to Federal Funds Attachment G and Offerors are to
complete and submit these Attachments with their Proposals as instructed in the Attachments.
Acceptance of this agreement indicates the Offeror’s intent to comply with all conditions, which
are part of the Contract.

Conflict of Interest Affidavit and Disclosure

4.30.1

4.30.2

4.30.3

4.30.4

The Offeror shall complete and sign the Conflict of Interest Affidavit and Disclosure
(Attachment H) and submit it with its Proposal.

By submitting a Conflict of Interest Affidavit and Disclosure, the Contractor shall be construed
as certifying all Contractor Personnel and subcontractors are also without a conflict of interest as
defined in COMAR 21.05.08.08A.

Additionally, a Contractor has an ongoing obligation to ensure that all Contractor Personnel are
without conflicts of interest prior to providing services << under OR individual Task Orders
issued under >> the Contract. For policies and procedures applying specifically to Conflict of
Interests, the Contract is governed by COMAR 21.05.08.08.

Participation in Drafting of Specifications: Disqualifying Event: Offerors are advised that Md.
Code Ann. State Finance and Procurement Article 813-212.1(a) provides generally that “an
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individual who assists an executive unit in the drafting of specifications, an invitation for bids, a
request for proposals for a procurement, or the selection or award made in response to an
invitation for bids or a request for proposals, or a person that employs the individual, may not:
(1) submit a bid or proposal for that procurement; or (2) assist or represent another person,
directly or indirectly, who is submitting a bid or proposal for that procurement.” Any Offeror
submitting a Proposal in violation of this provision shall be classified as “not responsible.” See
COMAR 21.05.03.03.

4.31 Non-Disclosure Agreement
4.31.1 Non-Disclosure Agreement (Offeror)
A Non-Disclosure Agreement (Offeror) is not required for this procurement.
4.31.2 Non-Disclosure Agreement (Contractor)

All Offerors are advised that this solicitation and any Contract(s) are subject to the terms of the Non-
Disclosure Agreement (NDA) contained in this solicitation as Attachment I. This Agreement must be
provided within five (5) Business Days of notification of recommended award; however, to expedite
processing, it is suggested that this document be completed and submitted with the Proposal.

4.32 HIPAA - Business Associate Agreement

A HIPAA Business Associate Agreement is not required for this procurement.

4.33 Nonvisual Access

This solicitation does not contain Information Technology (IT) provisions requiring Nonvisual Access.

4.34 Mercury and Products That Contain Mercury
This solicitation does not include the procurement of products known to likely include mercury as a
component.

4.35 Location of the Performance of Services Disclosure

This solicitation does not require a Location of the Performance of Services Disclosure.

4.36 Department of Human Services (DHS) Hiring Agreement

This solicitation does not require a DHS Hiring Agreement.

4.37 Small Business Reserve (SBR) Procurement

4.37.1 This is a Small Business Reserve Procurement for which award will be limited to certified small
business vendors. Only businesses that meet the statutory requirements set forth in State Finance
and Procurement Article, §§14-501—14-505, Annotated Code of Maryland, and that are certified
by GOSBA Small Business Reserve Program are eligible for award of a contract.

4.37.2 For the purposes of a Small Business Reserve Procurement, a small business is a for-profit
business, other than a broker, that meets the following criteria:

A. ltis independently owned and operated:;
B. Itis not a subsidiary of another business;
C. Itisnot dominant in its field of operation; and

1)  With respect to employees, in its most recently completed three (3) fiscal years:
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4.37.3

4.37.4

a) Its wholesale operations did not employ more than 50 persons;

b) Its retail operations did not employ more than 25 persons;

C) Its manufacturing operations did not employ more than 100 persons;
d) Its service operations did not employ more than 100 persons;

e) Its construction operations did not employ more than 50 persons; and

f) The architectural and engineering services of the business did not employ more
than 100 persons; or

2)  With respect to gross sales, in its most recently completed three (3) fiscal years:

a) The gross sales of its wholesale operations did not exceed an average of
$4,000,000;

b)  The gross sales of its retail operations did not exceed an average of $3,000,000;

C) The gross sales of its manufacturing operations did not exceed an average of
$2,000,000;

d)  The gross sales of its service operations did not exceed an average of
$10,000,000;

e) The gross sales of its construction operations did not exceed an average of
$7,000,000; and

f) The gross sales of its architectural and engineering operations did not exceed an
average of $4,500,000.

Note: If a business has not existed for three (3) years, the employment and gross sales average
or averages shall be the average for each year or part of a year during which the business has
been in existence.

Further information on the certification process is available at eMaryland Marketplace
Advantage.

Ineligible Proposals. Under a small business reserve procurement, a business that is not a
certified small business is ineligible for award of a contract.

Before awarding a contract under a procurement designated as a small business reserve
procurement, the Procurement Officer shall verify that the apparent awardee is certified by the
Governor’s Office of Small, Minority & Women Business Affairs as a small business. A
procurement contract award under a small business reserve may not be made to a business that
has not been SBR certified.

4.38 Maryland Healthy Working Families Act Requirements

On February 11, 2018, the Maryland Healthy Working Families Act went into effect. All offerors should be
aware of how this Act could affect your potential contract award with the State of Maryland. See the
Department of Labor, Licensing and Regulations web site for Maryland Healthy Working Families Act
Information: http://dllr.maryland.gov/paidleave/.

4.39 No Guarantee of Work

4.39.1

No Contractor is guaranteed any minimum amount of work or compensation
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Proposal Format

5.1 Two Part Submission
Offerors shall submit Proposals in separate volumes (or envelopes):

o Volume I —Technical Proposal
o Volume Il - Financial Proposal

5.2 Proposal Delivery and Packaging

521
5.2.2

5.2.3

5.24

5.25

5.2.6

5.2.7

5.2.8

Proposals delivered by facsimile <<and e-mail>> shall not be considered.

Provide no pricing information in the Technical Proposal. Provide no pricing information on the
media submitted in the Technical Proposal.

Offerors may submit Proposals through the State’s internet based electronic procurement system,
eMMA.

The Procurement Officer must receive all electronic Proposal material by the RPF due date and
time specified in the Key Information Summary Sheet. Requests for extension of this date or
time will not be granted. Except as provided in COMAR 21.05.03.02F, Proposals received by the
Procurement Officer after the due date will not be considered.

Offerors shall provide their Proposals in two separate envelopes through eMMA following the
Quick Reference Guides (QRG) labelled “5 - eMMA QRG Responding to Solicitations
(RFP)” for double envelope submissions.

Two Part (Double Envelope) Submission:
Technical Proposal consisting of:

1)  Technical Proposal and all supporting material in Microsoft Word format, version 2007
or greater,

2)  Technical Proposal in searchable Adobe PDF format,

3)  asecond searchable Adobe copy of the Technical Proposal, with confidential and
proprietary information redacted (see Section 4.8), and

Financial Proposal consisting of:

1) Financial Proposal entered into the price form spreadsheet within eMMA and all
supporting material in Excel format,

2)  Financial Proposal in searchable Adobe PDF format,

3)  asecond searchable Adobe copy of the Financial Proposal, with confidential and
proprietary information removed (see Section 4.8).

The Procurement Officer must receive all Proposal material by the RFP due date and time
specified in the Key Information Summary Sheet. Requests for extension of this date or time will
not be granted. Except as provided in COMAR 21.05.03.02F, Proposals received by the
Procurement Officer after the due date will not be considered.

Offerors shall provide their Proposals in two separately sealed and labeled packages as follows:

A. Volume | - Technical Proposal consisting of:

1) One (1) original executed Technical Proposal and all supporting material marked and
sealed,

2) One (1)>> duplicate copies of the above separately marked and sealed,
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3)  anelectronic version of the Technical Proposal in Microsoft Word format, version 2007
or greater,

4)  the Technical Proposal in searchable Adobe PDF format, and

5)  asecond searchable Adobe PDF copy of the Technical Proposal with confidential and
proprietary information redacted (see Section 4.8).

B. Volume Il - Financial Proposal consisting of:

1) One (1) original executed Financial Proposal and all supporting material marked and
sealed,

2) One (1) duplicate copies of the above separately marked and sealed,
3)  Anelectronic version of the Financial Proposal in searchable Adobe PDF format, and
4) 3) An electronic version of the Financial Proposal in Excel format.

5)  Asecond searchable Adobe pdf copy of the Financial Proposal, with confidential and
proprietary information redacted (see Section 4.8).

5.2.9 Affix the following to the outside of each sealed Proposal. Include the name, email address, and
telephone number of a contact person for the Offeror be included on the outside of the packaging
for each volume. Unless the resulting package will be too unwieldy, the State’s preference is for
the separately sealed Technical and Financial Proposals to be submitted together in a single
package to the Procurement Officer and including a label bearing:

o RFP title and number,
o Name and address of the Offeror, and
o Closing date and time for receipt of Proposals

5.2.10 Offerors may submit Proposals by electronic means as described.

A. Electronic means eMMA to the Procurement Officer address listed on the Key Information
Summary Sheet.

5.2.11 eMMA submissions

A. The Procurement Officer will not accept submissions after the date and exact time stated in the
Key Information Summary Sheet. The date and time of submission is determined by the date
and time of arrival in the Procurement Officer’s e-mail box. Time stamps on outgoing email
from Contractors shall not be accepted. Requests for extension of this date or time will not be
granted. Except as provided in COMAR 21.05.03.02F, Proposals received by the Procurement
Officer after the due date will not be considered.

B. The State has established the following procedure to restrict access to Proposals received
electronically: all Proposal documents must be password protected, and the password for the
Technical Proposal must be different from the password for the Financial Proposal. Offerors will
provide these two passwords to MDH upon request or their Proposal will be deemed not
susceptible for award. Subsequent submissions of Proposal content will not be allowed.

C. The Procurement Officer will only contact those Offerors with Proposals that are reasonably
susceptible for award.

D. The e-mail submission subject line shall state the RFP MDH-OCMP-21-19190 and either
“Technical” or “Financial.”

5.2.12 Two Part Submission:
A. Technical Proposal consisting of:
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1)  Technical Proposal and all supporting material in Microsoft Word format, version 2007
or greater,

2)  Technical Proposal in searchable Adobe PDF format,

3)  asecond searchable Adobe copy of the Technical Proposal, with confidential and
proprietary information redacted (see Section 4.8), and

B. Financial Proposal consisting of:
1) Financial Proposal and all supporting material in Excel format,
2) Financial Proposal in searchable Adobe PDF format,

3)  asecond searchable Adobe copy of the Financial Proposal, with confidential and
proprietary information removed (see Section 4.8).

5.3 Volume I - Technical Proposal

NOTE: Omit all pricing information from the Technical Proposal (Volume I). Include pricing
information only in the Financial Proposal (\Volume I1).

5.3.1 Inaddition to the instructions below, responses in the Offeror’s Technical Proposal shall
reference the organization and numbering of Sections in the RFP (e.g., “Section 2.2.1 Response .
. .; “Section 2.2.2 Response . . .,”). All pages of both Proposal volumes shall be consecutively
numbered from beginning (Page 1) to end (Page “x”).

5.3.2 The Technical Proposal shall include the following documents and information in the order
specified as follows. Each section of the Technical Proposal shall be separated by a TAB as
detailed below:

A. Title Page and Table of Contents (Submit under TAB A)

The Technical Proposal should begin with a Title Page bearing the name and address of the Offeror
and the name and number of this RFP. A Table of Contents shall follow the Title Page for the
Technical Proposal, organized by section, subsection, and page number.

B. Claim of Confidentiality (If applicable, submit under TAB A-1)

Any information which is claimed to be confidential and/or proprietary information should be
identified by page and section number and placed after the Title Page and before the Table of
Contents in the Technical Proposal, and if applicable, separately in the Financial Proposal. An
explanation for each claim of confidentiality shall be included (see Section 4.8 “Public
Information Act Notice”). The entire Proposal cannot be given a blanket confidentiality
designation - any confidentiality designation must apply to specific sections, pages, or portions of
pages of the Proposal and an explanation for each claim shall be included.

C. Offeror Information Sheet and Transmittal Letter (Submit under TAB B)

The Offeror Information Sheet (see Appendix 2) and a Transmittal Letter shall accompany the
Technical Proposal. The purpose of the Transmittal Letter is to transmit the Proposal and
acknowledge the receipt of any addenda to this RFP issued before the Proposal due date and time.
Transmittal Letter should be brief, be signed by an individual who is authorized to commit the
Offeror to its Proposal and the requirements as stated in this RFP.

D. Executive Summary (Submit under TAB C)

The Offeror shall condense and highlight the contents of the Technical Proposal in a separate
section titled “Executive Summary.”

In addition, the Summary shall indicate whether the Offeror is the subsidiary of another entity, and
if so, whether all information submitted by the Offeror pertains exclusively to the Offeror. If not, the
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subsidiary Offeror shall include a guarantee of performance from its parent organization as part of
its Executive Summary (see Section 4.16 “Offeror Responsibilities”).

The Executive Summary shall also identify any exceptions the Offeror has taken to the requirements
of this RFP, the Contract (Attachment M), or any other exhibits or attachments. Acceptance or
rejection of exceptions is within the sole discretion of the State. Exceptions to terms and
conditions, including requirements, may result in having the Proposal deemed unacceptable or
classified as not reasonably susceptible of being selected for award.

E.

Minimum Qualifications Documentation (If applicable, Submit under TAB D)

The Offeror shall submit any Minimum Qualifications documentation that may be required, as set
forth in RFP Section 1. If references are required in RFP Section 1, those references shall be
submitted in this section and shall contain the information described in both Section 1 and Section
5.3.2.1.

F.

1)

2)

3)

4)

5)
6)

Offeror Technical Response to RFP Requirements and Proposed Work Plan (Submit under TAB

The Offeror shall address each RFP requirement (RFP Section 2 and Section 3) in its
Technical Proposal with a cross reference to the requirement and describe how its proposed
goods and services, including the goods and services of any proposed subcontractor(s), will
meet or exceed the requirement(s). If the State is seeking Offeror agreement to any
requirement(s), the Offeror shall state its agreement or disagreement. Any paragraph in the
Technical Proposal that responds to an RFP requirement shall include an explanation of how
the work will be performed. The response shall address each requirement in Section 2 and
Section 3 in order, and shall contain a cross reference to the requirement.

Any exception to a requirement, term, or condition may result in having the Proposal
classified as not reasonably susceptible of being selected for award or the Offeror deemed not
responsible.

The Offeror must review the documents referenced in Sections 2.3.1.1.1, 2.3.1.1.2, 2.3.1.1.3,
and 2.3.1.1.4 and specifically state in their proposals that they will comply with the contents
and requirements contained therein.

The Offeror shall give a definitive section-by-section description of the proposed plan to meet
the requirements of the RFP, i.e., a Work Plan. The Work Plan shall include the specific
methodology, techniques, and number of staff, if applicable, to be used by the Offeror in
providing the required goods and services as outlined in RFP Section 2, Contractor
Requirements: Scope of Work. The description shall include an outline of the overall
management concepts employed by the Offeror and a project management plan, including
project control mechanisms and overall timelines. Project deadlines considered contract
deliverables must be recognized in the Work Plan.

The Offeror shall identify the location(s) from which it proposes to provide services.

The Offeror shall provide a draft Problem Escalation Procedure (PEP) that includes, at a
minimum, titles of individuals to be contacted by the Contract Monitor should problems arise
under the Contract and explains how problems with work under the Contract will be escalated
in order to resolve any issues in a timely manner. Final procedures shall be submitted as
indicated in Section 3.8.

G. Experience and Qualifications of Proposed Staff (Submit under TAB F)

As part of the evaluation of the Proposal for this RFP, Offerors shall propose at least one (1) key
resources and shall describe in a Staffing Plan how additional resources shall be acquired to meet
the needs of the Department. All other planned positions shall be described generally in the Staffing
Plan, and may not be used as evidence of fulfilling company or personnel minimum qualifications.
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The Offeror shall identify the qualifications and types of staff proposed to be utilized under the
Contract including information in support of the Personnel Experience criteria in Section 3.10.2.
Specifically, the Offeror shall:

1)

2)

3)

4)

5)

6)

Describe in detail how the proposed staff’s experience and qualifications relate to their
specific responsibilities, including any staff of proposed subcontractor(s), as detailed in the
Work Plan.

Include individual resumes for Key Personnel, including Key Personnel for any proposed
subcontractor(s), who are to be assigned to the project if the Offeror is awarded the Contract.
Each resume should include the amount of experience the individual has had relative to the
Scope of Work set forth in this solicitation.

Include letters of intended commitment to work on the project, including letters from any
proposed subcontractor(s). Offerors should be aware of restrictions on substitution of Key
Personnel prior to RFP award (see Substitution Prior to and Within 30 Days After Contract
Execution in Section 3.11.5).

Provide an Organizational Chart outlining Personnel and their related duties. The Offeror
shall include job titles and the percentage of time each individual will spend on his/her
assigned tasks. Offerors using job titles other than those commonly used by industry
standards must provide a crosswalk reference document.

If proposing differing personnel work hours than identified in the RFP, describe how and why
it proposes differing personnel work hours.

Submit a portfolio for each key personnel from projects that were completed by the proposed
staff of previous materials that included design, illustration, artwork, typography, creative
thinking, innovative project. The portfolio should show the key personnel’s ability to create,
design, and update professional publications.

H. Offeror Qualifications and Capabilities (Submit under TAB G)

The Offeror shall include information on past experience with similar projects and services
including information in support of the Offeror Experience criteria in Section 3.10.1. The Offeror
shall describe how its organization can meet the requirements of this RFP and shall also include the
following information:

1)
2)
3)

4)
5)

6)

The number of years the Offeror has provided the similar goods and services;
The number of clients/customers and geographic locations that the Offeror currently serves;

The names and titles of headquarters or regional management personnel who may be involved
with supervising the services to be performed under the Contract;

The Offeror’s process for resolving billing errors; and

An organizational chart that identifies the complete structure of the Offeror including any
parent company, headquarters, regional offices, and subsidiaries of the Offeror.

The Offeror shall submit a portfolio from projects completed of previous materials that
included design, illustration, artwork, typography, creative thinking, innovative project and
three (3) references that show the ability to create, design, and update professional
publications. Identify Key personnel that worked on these projects.

References (Submit under TAB H)

At least three (3) references are requested from customers who are capable of documenting the
Offeror’s ability to provide the goods and services specified in this RFP. References used to meet
any Minimum Qualifications (see RFP Section 1) may be used to meet this request. Each reference
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shall be from a client for whom the Offeror has provided goods and services within the past five (5)
years and shall include the following information:

1) Name of client organization;

2) Name, title, telephone number, and e-mail address, if available, of point of contact for client
organization; and

3)  Value, type, duration, and description of goods and services provided.

The Department reserves the right to request additional references or utilize references not provided by
the Offeror. Points of contact must be accessible and knowledgeable regarding Offeror performance.

J.  List of Current or Prior State Contracts (Submit under TAB 1)

Provide a list of all contracts with any entity of the State of Maryland for which the Offeror is
currently performing goods and services or for which services have been completed within the last
five (5) years. For each identified contract, the Offeror is to provide:

1)  The State contracting entity;

2) A Dbrief description of the goods and services provided;
3) The dollar value of the contract;

4) The term of the contract;

5)  The State employee contact person (name, title, telephone number, and, if possible, e-mail
address); and

6)  Whether the contract was terminated before the end of the term specified in the original
contract, including whether any available renewal option was not exercised.

Information obtained regarding the Offeror’s level of performance on State contracts will be used by
the Procurement Officer to determine the responsibility of the Offeror and considered as part of the
experience and past performance evaluation criteria of the RFP.

K. Financial Capability (Submit under TAB J)

The Offeror must include in its Proposal a commonly-accepted method to prove its fiscal integrity.
If available, the Offeror shall include Financial Statements, preferably a Profit and Loss (P&L)
statement and a Balance Sheet, for the last two (2) years (independently audited preferred).

In addition, the Offeror may supplement its response to this Section by including one or more of the
following with its response:

1) Dun & Bradstreet Rating;
2)  Standard and Poor’s Rating;
3) Lines of credit;
4) Evidence of a successful financial track record; and
5)  Evidence of adequate working capital.
L. Certificate of Insurance (Submit under TAB K)

The Offeror shall provide a copy of its current certificate of insurance showing the types and limits
of insurance in effect as of the Proposal submission date. The current insurance types and limits do
not have to be the same as described in Section 3.6. See Section 3.6 for the required insurance
certificate submission for the apparent awardee.

M. Subcontractors (Submit under TAB L)

RFP for Maryland Department of Health Page 39 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

The Offeror shall provide a complete list of all subcontractors that will work on the Contract if the
Offeror receives an award, including those utilized in meeting the MBE and VSBE subcontracting
goal(s), if applicable. This list shall include a full description of the duties each subcontractor will
perform and why/how each subcontractor was deemed the most qualified for this project. If
applicable, subcontractors utilized in meeting the established MBE or VVSBE participation goal(s)
for this solicitation shall be identified as provided in the appropriate attachment(s) of this RFP.

N. Legal Action Summary (Submit under TAB M)
This summary shall include:

1)

2)

3)

4)

1)

2)

3)

4)

5)

6)

A statement as to whether there are any outstanding legal actions or potential claims against
the Offeror and a brief description of any action;

A brief description of any settled or closed legal actions or claims against the Offeror over the
past five (5) years;

A description of any judgments against the Offeror within the past five (5) years, including
the court, case name, complaint number, and a brief description of the final ruling or
determination; and

In instances where litigation is ongoing and the Offeror has been directed not to disclose
information by the court, provide the name of the judge and location of the court.

Economic Benefit Factors (Submit under TAB N)

The Offeror shall submit with its Proposal a narrative describing benefits that will accrue to
the Maryland economy as a direct or indirect result of its performance of the Contract.
Proposals will be evaluated to assess the benefit to Maryland’s economy specifically offered.
The economic benefit offered should be consistent with the Offeror’s Total Proposal Price
from Attachment B, the Financial Proposal Form. See COMAR 21.05.03.03A (3).

Proposals that identify specific benefits as being contractually enforceable commitments will
be rated more favorably than Proposals that do not identify specific benefits as contractual
commitments, all other factors being equal.

Offerors shall identify any performance guarantees that will be enforceable by the State if the
full level of promised benefit is not achieved during the Contract term.

As applicable, for the full duration of the Contract, including any renewal period, or until the
commitment is satisfied, the Contractor shall provide to the Procurement Officer or other
designated agency personnel reports of the actual attainment of each benefit listed in response
to this section. These benefit attainment reports shall be provided quarterly, unless elsewhere
in these specifications a different reporting frequency is stated.

In responding to this section, the following do not generally constitute economic benefits to
be derived from the Contract:

a) generic statements that the State will benefit from the Offeror’s superior performance
under the Contract;

b)  descriptions of the number of Offeror employees located in Maryland other than those
that will be performing work under the Contract; or

C) tax revenues from Maryland-based employees or locations, other than those that will
be performing, or used to perform, work under the Contract.

Discussion of Maryland-based employees or locations may be appropriate if the Offeror
makes some projection or guarantee of increased or retained presence based upon being
awarded the Contract.
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7) Examples of economic benefits to be derived from a contract may include any of the
following. For each factor identified below, identify the specific benefit and contractual
commitments and provide a breakdown of expenditures in that category:

a) The Contract dollars to be recycled into Maryland’s economy in support of the
Contract, through the use of Maryland subcontractors, suppliers and joint venture
partners. Do not include actual fees or rates paid to subcontractors or information
from your Financial Proposal;

b)  The number and types of jobs for Maryland residents resulting from the Contract.
Indicate job classifications, number of employees in each classification and the
aggregate payroll to which the Offeror has committed, including contractual
commitments at both prime and, if applicable, subcontract levels; and whether
Maryland employees working at least 30 hours per week and are employed at least
120 days during a 12-month period will receive paid leave. If no new positions or
subcontracts are anticipated as a result of the Contract, so state explicitly;

C) Tax revenues to be generated for Maryland and its political subdivisions as a result of
the Contract. Indicate tax category (sales taxes, payroll taxes, inventory taxes and
estimated personal income taxes for new employees). Provide a forecast of the total
tax revenues resulting from the Contract;

d)  Subcontract dollars committed to Maryland small businesses and MBEs; and

e) Other benefits to the Maryland economy which the Offeror promises will result from
awarding the Contract to the Offeror, including contractual commitments. Describe
the benefit, its value to the Maryland economy, and how it will result from, or because
of the Contract award. Offerors may commit to benefits that are not directly
attributable to the Contract, but for which the Contract award may serve as a catalyst
or impetus.

P. Technical Proposal - Required Forms and Certifications (Submit under TAB O)

1)  All forms required for the Technical Proposal are identified in Table 1 of Section 7 — RFP
Attachments and Appendices. Unless directed otherwise by instructions within an individual
form, complete, sign, and include all required forms in the Technical Proposal, under TAB O.

2)  Offerors shall furnish any and all agreements and terms and conditions the Offeror expects the
State to sign or to be subject to in connection with or in order to use the Offeror’s services under
this Contract. This includes physical copies of all agreements referenced and incorporated in
primary documents, including but not limited to any software licensing agreement for any
software proposed to be licensed to the State under this Contract (e.g., EULA, Enterprise
License Agreements, Professional Service agreement, Master Agreement) and any AUP. The
State does not agree to terms and conditions not provided in an Offeror’s Technical Proposal
and no action of the State, including but not limited to the use of any such software, shall be
deemed to constitute acceptance of any such terms and conditions. Failure to comply with this
section renders any such agreement unenforceable against the State.

3)  For each service, hardware or software proposed as furnished by a third-party entity, Offeror
must identify the third-party provider and provide a letter of authorization or such other
documentation demonstrating the authorization for such services. In the case of an open source
license, authorization for the open source shall demonstrate compliance with the open source
license.

4) A Letter of Authorization shall be on letterhead or through the provider’s e-mail. Further, each
Letter of Authorization shall be less than twelve (12) months old and must provide the
following information:

i) Third-party POC name and alternate for verification
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i) Third-party POC mailing address

iii)  Third-party POC telephone number
iv)  Third-party POC email address
V) If available, a Re-Seller Identifier

5.4 Volume Il — Financial Proposal

The Financial Proposal shall contain all price information in the format specified in Attachment B. The
Offeror shall complete the Financial Proposal Form only as provided in the Financial Proposal Instructions
and the Financial Proposal Form itself. Do not amend, alter, or leave blank any items on the Financial
Proposal Form or include additional clarifying or contingent language on or attached to the Financial Proposal
Form. Failure to adhere to any of these instructions may result in the Proposal being determined to be not
reasonably susceptible of being selected for award and rejected by the Department.

THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK.
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Evaluation and Selection Process

6.1 Evaluation Committee

Evaluation of Proposals will be performed in accordance with COMAR 21.05.03 by a committee established
for that purpose and based on the evaluation criteria set forth below. The Evaluation Committee will review
Proposals, participate in Offeror oral presentations and discussions, and provide input to the Procurement
Officer. The Department reserves the right to utilize the services of individuals outside of the established
Evaluation Committee for advice and assistance, as deemed appropriate.

During the evaluation process, the Procurement Officer may determine at any time that a particular Offeror is
not susceptible for award.

6.2 Technical Proposal Evaluation Criteria

The criteria to be used to evaluate each Technical Proposal are listed below in descending order of
importance. Unless stated otherwise, any sub-criteria within each criterion have equal weight.

6.2.1 Experience and Qualifications of Proposed Staff (See RFP § 5.3.2.G)
6.2.2  Offeror Qualifications and Capabilities, including proposed subcontractors (See RFP § 5.3.2.H)
6.2.3  Offeror’s Technical Response to Requirements and Work Plan (See RFP § 5.3.2.F)

The State prefers the Offeror’s Technical Proposal to illustrate a comprehensive understanding of work
requirements and mastery of the subject matter, including an explanation of how the work will be performed.
Proposals which include limited responses to work requirements such as “concur” or “will comply” will
receive a lower ranking than those Proposals that demonstrate an understanding of the work requirements and
include plans to meet or exceed them.

6.2.4 Economic Benefit to State of Maryland (See RFP § 5.3.2.0) [[Delete if removed from 5.3.2.
Double check the cross reference.]]

6.3 Financial Proposal Evaluation Criteria

All Qualified Offerors (see Section 6.5.2.D) will be ranked from the lowest (most advantageous) to the
highest (least advantageous) price based on the Total Proposal Price within the stated guidelines set forth in
this RFP and as submitted on Attachment B - Financial Proposal Form.

6.4 Reciprocal Preference

6.4.1 Although Maryland law does not authorize procuring agencies to favor resident Offerors in
awarding procurement contracts, many other states do grant their resident businesses preferences
over Maryland contractors. COMAR 21.05.01.04 permits procuring agencies to apply a
reciprocal preference under the following conditions:

A. The Maryland resident business is a responsible Offeror;

B. The most advantageous Proposal is from a responsible Offeror whose principal office, or
principal base of operations is in another state;

C. The other state gives a preference to its resident businesses through law, policy, or practice; and
D. The preference does not conflict with a federal law or grant affecting the procurement Contract.

6.4.2 The preference given shall be identical to the preference that the other state, through law, policy,
or practice gives to its resident businesses.
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6.5 Selection Procedures
6.5.1 General

A. The Contract will be awarded in accordance with the Competitive Sealed Proposals (CSP)
method found at COMAR 21.05.03. The CSP method allows for the conducting of discussions
and the revision of Proposals during these discussions. Therefore, the State may conduct
discussions with all Offerors that have submitted Proposals that are determined to be reasonably
susceptible of being selected for contract award or potentially so. However, the State reserves
the right to make an award without holding discussions.

B. With or without discussions, the State may determine the Offeror to be not responsible or the
Offeror’s Proposal to be not reasonably susceptible of being selected for award at any time after
the initial closing date for receipt of Proposals and prior to Contract award.

6.5.2  Selection Process Sequence

A. A determination is made that the MDOT Certified MBE Utilization and Fair Solicitation
Affidavit (Attachment D-1A) is included and is properly completed, if there is a MBE goal. In
addition, a determination is made that the VSBE Utilization Affidavit and subcontractor
Participation Schedule (Attachment E-1) is included and is properly completed, if there is a
VSBE goal.

B. Technical Proposals are evaluated for technical merit and ranked. During this review, oral
presentations and discussions may be held. The purpose of such discussions will be to assure a
full understanding of the State’s requirements and the Offeror’s ability to perform the services,
as well as to facilitate arrival at a Contract that is most advantageous to the State. Offerors will
be contacted by the State as soon as any discussions are scheduled.

C. Offerors must confirm in writing any substantive oral clarifications of, or changes in, their
Technical Proposals made in the course of discussions. Any such written clarifications or
changes then become part of the Offeror’s Technical Proposal. Technical Proposals are given a
final review and ranked.

D. The Financial Proposal of each Qualified Offeror (a responsible Offeror determined to have
submitted an acceptable Proposal) will be evaluated and ranked separately from the Technical
evaluation. After a review of the Financial Proposals of Qualified Offerors, the Evaluation
Committee or Procurement Officer may again conduct discussions to further evaluate the
Offeror’s entire Proposal.

E. When in the best interest of the State, the Procurement Officer may permit Qualified Offerors to
revise their initial Proposals and submit, in writing, Best and Final Offers (BAFOs). The State
may make an award without issuing a request for a BAFO. Offerors may only perform limited
substitutions of proposed personnel as allowed in Section 3.11 (Substitution of Personnel).

6.5.3 Award Determination

Upon completion of the Technical Proposal and Financial Proposal evaluations and rankings, each Offeror
will receive an overall ranking. The Procurement Officer will recommend award of the Contract to the
responsible Offeror that submitted the Proposal determined to be the most advantageous to the State. In
making this most advantageous Proposal determination, technical factors will receive equal weight with
financial factors.

6.6 Documents Required upon Notice of Recommendation for Contract Award

Upon receipt of a Notification of Recommendation for Contract award, the apparent awardee shall complete
and furnish the documents and attestations as directed in Table 1 of Section 7 — RFP Attachments and
Appendices.
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RFP ATTACHMENTS AND APPENDICES

Instructions Page

A Proposal submitted by the Offeror must be accompanied by the completed forms and/or affidavits identified
as “with Proposal” in the “When to Submit” column in Table 1 below. All forms and affidavits applicable to
this RFP, including any applicable instructions and/or terms, are identified in the “Applies” and “Label”
columns in Table 1.

For documents required as part of the Proposal:

1. For e-mail submissions, submit one (1) copy of each with signatures.

2. For paper submissions, submit two (2) copies of each with original signatures. All
signatures must be clearly visible.

All Offerors are advised that if a Contract is awarded as a result of this solicitation, the successful Offeror will
be required to complete certain forms and affidavits after notification of recommended award. The list of
forms and affidavits that must be provided is described in Table 1 below in the “When to Submit” column.

For documents required after award, submit three (3) copies of each document within the appropriate number
of days after notification of recommended award, as listed in Table 1 below in the “When to Submit” column.

Table 1: RFP ATTACHMENTS AND APPENDICES

-

[7] —

2 @

= G

Q -

< When to Submit Attachment Name
Y Before Proposal A Pre-Proposal Conference Response Form
Y With Proposal B Financial Proposal Instructions and Form
Y

With Proposal C Bid/Proposal Affidavit (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/AttachmentC-
Bid_Proposal-Affidavit.pdf)

N With Proposal D MBE Forms D-1A (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/05/AttachmentDMBE-
Forms-1.pdf)

IMPORTANT: If this RFP contains different
Functional Areas or Service Categories. A separate
Attachment D-1A is to be submitted for each Functional
Area or Service Category where there is a MBE goal.

N 10 Business Days after D MBE Forms D-1B, D-1C,D-2, D-3A, D-3B (see link at
recommended award http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/05/AttachmentDMBE-
Forms-1.pdf)

Important: Attachment D-1C, if a waiver has been
requested, is also required within 10 days of
recommended award.

N As directed in forms D MBE Forms D-4A, D-4B, D-5 (see link at
http://procurement.maryland.gov/wp-
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Applies?
Label

When to Submit

Attachment Name

content/uploads/sites/12/2018/05/AttachmentDMBE-
Forms-1.pdf)

N With Proposal E

Veteran-Owned Small Business Enterprise (VSBE)
Form E-1A (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/AttachmentE-
VSBEForms.pdf)

IMPORTANT: If this RFP contains different
Functional Areas or Service Categories. A separate
Attachment E-1A is to be submitted for each Functional
Area or Service Category where there is a VSBE goal.

recommended award

N 5 Business Days after E

VSBE Forms E-1B, E-2, E-3 (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/AttachmentE-
VSBEForms.pdf)

Important: Attachment E-1B, if a waiver has been
requested, is also required within 10 days of
recommended award.

Y With Proposal F

Maryland Living Wage Requirements for Service
Contracts and Affidavit of Agreement (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/AttachmentF-
LivingWageAffidavit.pdf)

Y With Proposal G

Federal Funds Attachments G

Y With Proposal H

Conflict of Interest Affidavit and Disclosure (see link at
http://procurement.maryland.gov/wp-

content/uploads/sites/12/2018/05/AttachmentH-Conflict-

of-InterestAffidavit.pdf)
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Y 5 Business Days after Non-Disclosure Agreement (Contractor) (see link at
recommended award — http://procurement.maryland.gov/wp-
However, suggested content/uploads/sites/12/2018/04/Attachment-1-Non-
with Proposal DisclosureAgreementContractor.pdf)

N 5 Business Days after HIPAA Business Associate Agreement (see link at

recommended award — http://procurement.maryland.gov/wp-
However, suggested content/uploads/sites/12/2018/04/Attachment-J-
with Proposal HIPAABuUsinessAssociateAgreement.pdf)

N With Proposal Mercury Affidavit (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/Attachment-K-
MercuryAffidavit.pdf)

N With Proposal Location of the Performance of Services Disclosure (see
link at http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/Attachment-L -
PerformanceofServicesDisclosure.pdf)

Y 5 Business Days after Sample Contract (included in this RFP)

recommended award

Y 5 Business Days after Contract Affidavit (see link at

recommended award http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/Attachment-N-
ContractAffidavit.pdf)
N 5 Business Days after DHS Hiring Agreement (see link at
recommended award http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/Attachment-O-
DHSHiringAgreement.pdf)
Appendices

-

3 T

= <

o : -

< When to Submit Attachment Name

Y N/A - Informational Abbreviations and Definitions (included in this RFP)

Y With Proposal Offeror Information Sheet (see link at
http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/04/Appendix2-
Bidder OfferorinformationSheet.pdf)

Y N/A Labor Categories
(see link at http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/05/Appendix-x-Labor-
Categories.dotx)

Y With Proposal Labor Resume Form
(see link at http://procurement.maryland.gov/wp-
content/uploads/sites/12/2018/05/Appendix-xx-Labor-
Resume-Form.dotx)

Y N/A - Informational WIC Branding Guidelines
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Y N/A - Informational 6 WIC Brochure Examples
Additional Submissions
-
[ 7] —
2 Q
= G
o : -
< When to Submit Document Name
Y 5 Business Days after Evidence of meeting insurance requirements (see
recommended award Section 3.6); 1 copy
Y 10 Business Days after PEP; 1 copy
recommended award
Y With Proposal Portfolios for the Offeror and Key Personnel of
comparable past work.
Y 5 Business Days after Contractor shall submit the Adobe or similar software
recommended award license and expiration date.
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Attachment A. Pre-Proposal Conference Response Form
Solicitation Number MDH-OCMP-21-19190
Maryland WIC Branding and Publication Design

A Pre-Proposal conference will be held on April 14,2002, Local time 1:00 PM at Google Hangeout:
meet.google.com/fud-vrmf-hzx

Please return this form by April 14, 2022 at 12:00pm, advising whether or not your firm plans to attend. The
completed form should be returned via e-mail or fax to the Procurement Officer at the contact information
below:

Procurement Officer: Calvin T. Johnson
E-mail: opasssolicitationquestions@maryland.gov

Please indicate:

Yes, the following representatives will be in attendance.
Attendees (Check the RFP for limits to the number of attendees allowed):
1.
2.
3.
No, we will not be in attendance.

Please specify whether any reasonable accommodations are requested (see RFP § 4.1“Pre-Proposal
conference”):

Offeror:

Offeror Name (please print or type)

By:

Signature/Seal

Printed Name:

Printed Name

Title:

Title
Date:

Date

Directions to the Pre-Proposal Conference
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Attachment B. Financial Proposal Instructions & Form

B-1 Financial Proposal Instructions

In order to assist Offerors in the preparation of their Financial Proposal and to comply with the requirements of
this solicitation, Financial Proposal Instructions and a Financial Proposal Form have been prepared. Offerors
shall submit their Financial Proposal on the Financial Proposal Form in accordance with the instructions on the
Financial Proposal Form and as specified herein. Do not alter the Financial Proposal Form or the Proposal may
be determined to be not reasonably susceptible of being selected for award. The Financial Proposal Form is to
be signed and dated, where requested, by an individual who is authorized to bind the Offeror to the prices
entered on the Financial Proposal Form.

The Financial Proposal Form is used to calculate the Offeror’s TOTAL Proposal PRICE. Follow these
instructions carefully when completing your Financial Proposal Form:

A. All Unit and Extended Prices must be clearly entered in dollars and cents, e.g., $24.15. Make your decimal
points clear and distinct.

B. All Unit Prices must be the actual price per unit the State will pay for the specific item or service identified
in this RFP and may not be contingent on any other factor or condition in any manner.

C. All calculations shall be rounded to the nearest cent, e.g., .344 shall be .34 and .345 shall be .35.

D. Any goods or services required through this RFP and proposed by the vendor at No Cost to the State must
be clearly entered in the Unit Price, if appropriate, and Extended Price with $0.00.

E. Every blank in every Financial Proposal Form shall be filled in. Any changes or corrections made to the
Financial Proposal Form by the Offeror prior to submission shall be initialed and dated.

F. Except as instructed on the Financial Proposal Form, nothing shall be entered on or attached to the
Financial Proposal Form that alters or proposes conditions or contingencies on the prices. Alterations
and/or conditions may render the Proposal not reasonably susceptible of being selected for award.

G. Itis imperative that the prices included on the Financial Proposal Form have been entered correctly and
calculated accurately by the Offeror and that the respective total prices agree with the entries on the
Financial Proposal Form. Any incorrect entries or inaccurate calculations by the Offeror will be treated as
provided in COMAR 21.05.03.03.F, and may cause the Proposal to be rejected.

H. If option years are included, Offerors must submit pricing for each option year. Any option to renew will be
exercised at the sole discretion of the State and comply with all terms and conditions in force at the time the
option is exercised. If exercised, the option period shall be for a period identified in the RFP at the prices
entered in the Financial Proposal Form.

I.  All Financial Proposal prices entered below are to be fully loaded prices that include all costs/expenses
associated with the provision of services as required by the RFP. The Financial Proposal price shall include,
but is not limited to, all: labor, profit/overhead, general operating, administrative, and all other expenses
and costs necessary to perform the work set forth in the solicitation. No other amounts will be paid to the
Contractor. If labor rates are requested, those amounts shall be fully-loaded rates; no overtime amounts will
be paid.

J. Unless indicated elsewhere in the RFP, sample amounts used for calculations on the Financial Proposal
Form are typically estimates for evaluation purposes only. Unless stated otherwise in the RFP, the
Department does not guarantee a minimum or maximum number of units or usage in the performance of the
Contract.

K. Failure to adhere to any of these instructions may result in the Proposal being determined not reasonably
susceptible of being selected for award.

L. Project fees will be based on a single hourly rate that includes all aspects of the work — design, consultation,
art direction, photography, illustration, pre-production artwork and specification, revisions, proofs, final
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formatted files, and project management. If multiple personnel are being proposed, combine rates to
propose a single rate for services.

M. Materials listed on the Financial Proposal Form are for any materials needed to create sets to photograph.
For example, the food to cook the recipes to photograph for the Farmer’s Market Cookbook. Material
items that cannot be billed include computer software, computer hardware, cameras, rental space, etc.

B-1 Financial Proposal Form

The Financial Proposal Form shall contain all price information in the format specified on these pages.
Complete the Financial Proposal Form only as provided in the Financial Proposal Instructions. Do not amend,
alter or leave blank any items on the Financial Proposal Form. If option years are included, Offerors must
submit pricing for each option year. Failure to adhere to any of these instructions may result in the Proposal
being determined not reasonably susceptible of being selected for award.

See separate Excel Financial Proposal Form labeled MD WIC Branding and Publication Design RFP
Attachment B.xIsx.
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Attachment C. Proposal Affidavit

See link at http://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/AttachmentC-
Bid Proposal-Affidavit.pdf.
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Attachment D. Minority Business Enterprise (MBE) Forms

This solicitation does not include a Minority Business Enterprise (MBE) subcontractor participation goal.
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Attachment E. Veteran-Owned Small Business Enterprise (VSBE)
Forms

This solicitation does not include a Veteran-Owned Small Business Enterprise goal.

RFP for Maryland Department of Health Page 55 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

Attachment F. Maryland Living Wage Affidavit of Agreement for
Service Contracts

See

link at http://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/AttachmentF-

LivingWageAffidavit.pdf to complete the Affidavit.

A

This contract is subject to the Living Wage requirements under Md. Code Ann., State Finance and
Procurement Article, Title 18, and the regulations proposed by the Commissioner of Labor and Industry
(Commissioner). The Living Wage generally applies to a Contractor or subcontractor who performs
work on a State contract for services that is valued at $100,000 or more. An employee is subject to the
Living Wage if he/she is at least 18 years old or will turn 18 during the duration of the contract; works
at least 13 consecutive weeks on the State Contract and spends at least one-half of the employee’s time
during any work week on the State Contract.

The Living Wage Law does not apply to:

(1) A Contractor who:

(@) Has a State contract for services valued at less than $100,000, or

(b) Employs 10 or fewer employees and has a State contract for services valued at less than
$500,000.

(2) A subcontractor who:

(@) Performs work on a State contract for services valued at less than $100,000,

(b) Employs 10 or fewer employees and performs work on a State contract for services
valued at less than $500,000, or

(c) Performs work for a Contractor not covered by the Living Wage Law as defined in
B(1)(b) above, or B (3) or C below.

(3) Service contracts for the following:

(@) Services with a Public Service Company;
(b) Services with a nonprofit organization;

(c) Services with an officer or other entity that is in the Executive Branch of the State
government and is authorized by law to enter into a procurement (“Unit”); or

(d) Services between a Unit and a County or Baltimore City.

If the Unit responsible for the State contract for services determines that application of the Living Wage
would conflict with any applicable Federal program, the Living Wage does not apply to the contract or
program.

A Contractor must not split or subdivide a State contract for services, pay an employee through a third
party, or treat an employee as an independent Contractor or assign work to employees to avoid the
imposition of any of the requirements of Md. Code Ann., State Finance and Procurement Article, Title
18.

Each Contractor/subcontractor, subject to the Living Wage Law, shall post in a prominent and easily
accessible place at the work site(s) of covered employees a notice of the Living Wage Rates, employee
rights under the law, and the name, address, and telephone number of the Commissioner.

The Commissioner shall adjust the wage rates by the annual average increase or decrease, if any, in the
Consumer Price Index for all urban consumers for the Washington/Baltimore metropolitan area, or any
successor index, for the previous calendar year, not later than 90 days after the start of each fiscal year.
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The Commissioner shall publish any adjustments to the wage rates on the Division of Labor and
Industry’s website. An employer subject to the Living Wage Law must comply with the rate
requirements during the initial term of the contract and all subsequent renewal periods, including any
increases in the wage rate, required by the Commissioner, automatically upon the effective date of the
revised wage rate.

G. A Contractor/subcontractor who reduces the wages paid to an employee based on the employer’s share
of the health insurance premium, as provided in Md. Code Ann., State Finance and Procurement Article,
818-103(c), shall not lower an employee’s wage rate below the minimum wage as set in Md. Code Ann.,
Labor and Employment Article, 83-413. A Contractor/subcontractor who reduces the wages paid to an
employee based on the employer’s share of health insurance premium shall comply with any record
reporting requirements established by the Commissioner.

H. A Contractor/subcontractor may reduce the wage rates paid under Md. Code Ann., State Finance and
Procurement Article, §18-103(a), by no more than 50 cents of the hourly cost of the employer’s
contribution to an employee’s deferred compensation plan. A Contractor/subcontractor who reduces the
wages paid to an employee based on the employer’s contribution to an employee’s deferred
compensation plan shall not lower the employee’s wage rate below the minimum wage as set in Md.
Code Ann., Labor and Employment Article, §3-413.

. Under Md. Code Ann., State Finance and Procurement Article, Title 18, if the Commissioner determines
that the Contractor/subcontractor violated a provision of this title or regulations of the Commissioner,
the Contractor/subcontractor shall pay restitution to each affected employee, and the State may assess
liquidated damages of $20 per day for each employee paid less than the Living Wage.

J. Information pertaining to reporting obligations may be found by going to the Division of Labor and
Industry website https://www.dllIr.state.md.us/labor/prev/livingwage.shtml and clicking on Living
Wage for State Service Contracts.
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Attachment G. Federal Funds Attachments

10.
A)

Attachment G - Federal Funding Acknowledgement Attachment

A Summary of Certain Federal Fund Requirements and Restrictions

Form and rule enclosed (G-1): 18 U.S.C. 1913 and Section 1352 of P.L. 101-121
require that all prospective and present sub-grantees (this includes all levels of
funding) who receive more than $100,000 in federal funds must submit the form
“Certification Against Lobbying.” It assures, generally, that recipients will not lobby
federal entities with federal funds, and that, as is required, they will disclose other
lobbying on form SF-LLL.

Form and instructions enclosed (G-2): “Form LLL, Disclosure of Lobbying Activities”
must be submitted by those receiving more than $100,000 in federal funds, to
disclose any lobbying of federal entities (a) with profits from federal contracts or (b)
funded with nonfederal funds.

Form and summary of Act enclosed (G-3): Sub-recipients of federal funds on any
level must complete a “Certification Regarding Environmental Tobacco Smoke,”
required by Public Law 103-227, the Pro-Children Act of 1994. Such law prohibits
smoking in any portion of any indoor facility owned or leased or contracted for
regular provision of health, day care, early childhood development, education, or
library services for children under the age of 18. Such language must be included in
the conditions of award (they are included in the certification, which may be part of
such conditions.) This does not apply to those solely receiving Medicaid or Medicare,
or facilities where WIC benefits are redeemed.

Form and summary of Act enclosed (G-4): recipients and sub-recipients of federal
funds on any level must complete a “Certification Regarding Equal Employment
Opportunity”.

Form and summary of Act enclosed (G-5): recipients and sub-recipients of federal
funds on any level must complete a “Certification Regarding Clean Air and Federal
Water Pollution”.

Form and summary of Act enclosed (G-6): recipients and sub-recipients of federal
funds on any level must complete a “Certification Regarding the Americans with
Disabilities Act”.

Form and summary of Act enclosed (G-7): recipients and sub-recipients of federal
funds on any level must complete a “Certification Regarding Drug-Free Workplace”.

Form and summary of Act enclosed (G-8): recipients and sub-recipients of federal fund
must complete a “Certification Regarding Intangible Property”.

Form and summary of Act enclosed (G-9): recipients and sub-recipients of federal
funds on any level must complete a “Certification Regarding Debarment and
Suspension”.

In addition, federal law requires that:

Title 2 of the Code of Federal Regulations (CFR) 200, specifically Subpart D,
requires that grantees (both recipients and sub-recipients) which expend a total
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of $750,000 in federal assistance shall have a single or program-specific audit
conducted for that year in accordance with the provisions of the Single Audit Act
of 1984, P.L. 98-502, and the Single Audit Act Amendments of 1996, P.L. 104-156
and Title 2 CFR 200, Subpart D. All sub-grantee audit reports, performed in
compliance with Title 2 CFR 200 shall be forwarded within 30 days of report
issuance to the Contract Monitor.

B) All sub-recipients of federal funds comply with Sections 503 and 504 of the
Rehabilitation Act of 1973, the conditions of which are summarized in item (C).

C) Recipients of $10,000 or more (on any level) must include in their contract
language the requirements of Sections 503 (language specified) and 504
referenced in item (B).

Section 503 of the Rehabilitation Act of 1973, as amended, requires recipients to
take affirmative action to employ and advance in employment qualified disabled
people. An affirmative action program must be prepared and maintained by all
contractors with 50 or more employees and one or more federal contracts of
$50,000 or more.

This clause must appear in subcontracts of $10,000 or more:

1)  The contractor will not discriminate against any employee or applicant
for employment because of physical or mental handicap in regard to any
position for which the employee or applicant for employment is
qualified. The contractor agrees to take affirmative action to employ,
advance in employment and otherwise treat qualified handicapped
individuals without discrimination based upon their physical or mental
handicap in all upgrading, demotion or transfer, recruitment,
advertising, layoff or termination, rates of pay or other forms of
compensation, and selection for training, including apprenticeship.

2) The contractor agrees to comply with the rules, regulations, and
relevant orders of the secretary of labor issued pursuant to the act.

3) Inthe event of the contractor’s non-compliance with the requirements
of this clause, actions for non-compliance may be taken in accordance
with the rules, regulations and relevant orders of the secretary of labor
issued pursuant to the act.

4)  The contractor agrees to post in conspicuous places, available to
employees and applicants for employment, notices in a form to be
prescribed by the director, provided by or through the contracting
office. Such notices shall state the contractor’s obligation under the
law to take affirmative action to employ and advance in employment
qualified handicapped employees and applicants for employment,
and the rights of applicants and employees.

5) The contractor will notify each labor union or representative of
workers with which it has a collective bargaining agreement or other
contract understanding, that the contractor is bound by the terms of
Section 503 of the Rehabilitation Act of 1973, and committed to take
affirmative action to employ and advance in employment physically and
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D)

E)

F)

G)

H)

mentally handicapped individuals.

6) The contractor will include the provisions of this clause in every
subcontract or purchase order of $10,000 or more unless exempted by
rules, regulations, or orders of the [federal] secretary issued pursuant
to Section 503 of the Act, so that such provisions will be binding upon
each subcontractor or vendor. The contractor will take such action with
respect to any subcontract or purchase order as the director of the
Office of Federal Contract Compliance Programs may direct to enforce
such provisions, including action for non-compliance.

Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C.
Sec. 791 et seq.) prohibits discrimination on the basis of handicap in all
federally assisted programs and activities. It requires the analysis and
making of any changes needed in three general areas of operation-
programs, activities, and facilities and employment. It states, among
other things, that:

Grantees that provide health ... services should undertake tasks such as
ensuring emergency treatment for the hearing impaired and making
certain that persons with impaired sensory or speaking skills are not
denied effective notice with regard to benefits, services, and waivers of
rights or consents to treatments.

All sub-recipients comply with Title VI of the Civil Rights Act of 1964 that they
must not discriminate in participation by race, color, or national origin.

All sub-recipients of federal funds from SAMHSA (Substance Abuse and Mental
Health Services Administration) or NIH (National Institute of Health) are
prohibited from paying any direct salary at a rate more than Executive Level
Il of the Federal Executive pay scale, per year. (This includes, but is not limited
to, sub-recipients of the Substance Abuse Prevention and Treatment and the
Community Mental Health Block Grants and NIH research grants.)

There may be no discrimination on the basis of age, according to the
requirements of the Age Discrimination Act of 1975.

For any education program, as required by Title IX of the Education
Amendments of 1972, there may be no discrimination on the basis of sex.

For research projects, a form for Protection of Human Subjects (Assurance/
Certification/ Declaration) should be completed by each level funded, assuring
that either: (1) there are no human subjects involved, or (2) an Institutional
Review Board (IRB) has given its formal approval before human subjects are
involved in research. [This is normally performed during the application
process rather than after the award is made, as with other assurances and
certifications.]

In addition, there are conditions, requirements, and restrictions which apply
only to specific sources of federal funding. These should be included in your
grant/contract documents when applicable.
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G-1
CERTIFICATION REGARDING LOBBYING

Certification for Contracts, Grants, Loans, and Cooperative Agreements
The undersigned certifies, to the best of his or her knowledge and belief, that:

Q) No Federal appropriated funds have been paid or will be paid, by or on behalf of
the undersigned, to any person for influencing or attempting to influence an
officer or employee of any agency, a Member of Congress, an officer or employee
of Congress, or an employee of a Member of Congress in connection with the
awarding of any Federal contract, the making of any Federal grant, the making
of any Federal loan, the entering into of any cooperative agreement, and the
extension, continuation, renewal, amendment, or modification of any Federal
contract, grant, loan, or cooperative agreement.

) If any funds other than Federal appropriated funds have been paid or will be paid
to any person for influencing or attempting to influence an officer or employee
of any agency, a Member of Congress, an officer or employee of Congress, or an
employee of a Member of Congress in connection with this Federal contract,
grant, loan, or cooperative agreement, the undersigned shall complete and
submit Standard Form-LLL, “Disclosure Form to Report Lobbying,” in
accordance with its instructions.

(3) The undersigned shall require that the language of this certification be included
in the award documents for all sub-awards at all tiers (including subcontracts,
sub-grants, and contracts under grants, loans, and cooperative agreements) and
that all sub-recipients shall certify and disclose accordingly.

This certification is a material representation of fact upon which reliance was
placed when this transaction was made or entered into. Submission of this
certification is a prerequisite for making or entering into this transaction
imposed by Section 1352, title 31, U.S. Code. Any person who fails to file the
required certification shall be subject to a civil penalty of not less than $10,000
and not more than $100,000 for each such failure.

Award No. Organizational Entry

Name and Title of Official Signing for Organizational Telephone No. Of Signing Official
Entry

Signature of Above Official Date Signed
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G-2

DISCLOSURE OF LOBBYING ACTIVITIES

Complete this form to disclose lobbying activities pursuant to
31 U.S.C. 1352

T]Type of Federal Action:
a. Contract

b. Grant
c. Cooperative
Agreement

d. Loan
e. Loan guarantee
f. Loan insurance

7-IStatus of Federal Action:
a. Bid/Offer/applicatior

b. Initial award
c. Post-award

3.[Report Type:
a. Initial filing
b. Material change

For Material Change Only:
Year quarter
Date of last report

4. Name and Address of Reporting Entity:

O Prime oSubawardee Tier_, if
known: Congressional District, if
known:

5. If Reporting Entity in No. 4 is a
Subawardee, Enter Name and Address of
Prime:

Congressional District, if known:

6. Federal Department/Agency:

7. Federal Program Name/Description:

CFDA Number, if applicable:

8. Federal Action Number, if known:

9. Award Amount, if known:

10. a. Name and Address of Lobbying
Registrant
(if individual, last name, first name, MI):

b. Individuals Performing Services
(including address if different from No. 10a)
(last name, first name, MI):

11. Amount of Payment (check all that
apply)
$ O actual oplanned

12. Form of Payment (check all that apply)
O a. cash O b. in-kind,

specify: nature

value:

13. Type of Payment (check all that apply)
O a. retainer

O b. one-time

O c. commission
O d. contingent fee
O e. deferred

O f. other; specify:

Indicated in Item 11:

14. Brief Description of Services Performed or to be Performed and Date(s) of
Service, including officer(s), employee(s), or Member(s) contacted, for Payment

(attach Continuation Sheet(s) SF-LLLA, if necessary)

15. Continuation Sheet(s) SF-LLLA attached: oYes ONo
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16. Information requested through this form
is authorized by title 31 U.S.C. Section 1352.
This disclosure of lobbying activities is a
material representation of fact upon which
reliance was placed by the tier above when
this transaction was made or entered into.
This disclosure is required pursuant to 31
U.S.C. 1352. This information will be
available for public inspection. Any person
who fails to file the required disclosure shall
be subject to a civil penalty of not less

than$10,000 and not more than
$100,000 for each such failure.

Federal Use Only

Signature:

Print Name:

Title:

Telephone No.:

Date:

Authorized tor Local
Repr(i)d ction
Standard Form LLL (Rev. 7-97)
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INSTRUCTIONS FOR COMPLETION OF SF-LLL, DISCLOSURE OF LOBBYING

ACTIVITIES

This disclosure form shall be completed by the reporting entity, whether sub-
awardee or prime Federal recipient, at the initiation or receipt of a covered Federal
action, or a material change to a previous filing, pursuant to title 31

U.S.C. Section 1352. The filing of a form is required for each payment or agreement to
make payment to any lobbying entity for influencing or attempting to influence an
officer or employee of any agency, a Member of Congress, an officer or employee of
Congress, or an employee of a Member of Congress in connection with a covered
Federal action. Complete all items that apply for both the initial filing and material
change report. Refer to the implementing guidance published by the Office of
Management and Budget for additional information.

1

9.

RFP for Maryland Department of Health

Identify the type of covered Federal action for which lobbying activity is and/or
has been secured to influence the outcome of a covered Federal action.

Identify the status of the covered Federal action.

Identify the appropriate classification of this report. If this is a follow-up report
caused by a material change to the information previously reported, enter the
year and quarter in which the change occurred. Enter the date of the last
previously submitted report by this reporting entity for this covered Federal
action.

Enter the full name, address, city, State and zip code of the reporting entity.
Include Congressional District, if known. Check the appropriate classification of
the reporting entity that designates if it is, or expects to be, a prime or sub-award
recipient. [dentify the tier of the sub-awardee, e.g., the first sub-awardee of the
prime is the 1st tier. Sub-awards include but are not limited to subcontracts, sub-
grants and contract awards under grants.

If the organization filing the report in item 4 checks "Sub-awardee," then enter
the full name, address, city, State and zip code of the prime Federal recipient.
Include Congressional District, if known.

Enter the name of the Federal agency making the award or loan commitment.
Include at least one organizational level below agency name, if known. For
example, Department of Transportation, United States Coast Guard.

Enter the Federal program name or description for the covered Federal action
(item 1). If known, enter the full Catalog of Federal Domestic Assistance (CFDA)
number for grants, cooperative agreements, loans, and loan commitments.

Enter the most appropriate Federal identifying number available for the Federal
action identified in item 1 (e.g., Request for Proposal (RFP) number; Invitation
for Bid (IFB) number; grant announcement number; the contract, grant, or loan
award number; the application/proposal control number assigned by the
Federal agency). Include prefixes, e.g., "RFP-DE-90-001."

For a covered Federal action where there has been an award or loan
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commitment by the Federal agency, enter the Federal amount of the award/loan
commitment for the prime entity identified in item 4 or5.

10. (a) Enter the full name, address, city, State and zip code of the lobbying registrant
under the Lobbying Disclosure Act of 1995 engaged by the reporting entity
identified in item 4 to influence the covered Federal action.

11. (b) Enter the full names of the individual(s) performing services and include full
address if different from 10 (a). Enter Last Name, First Name, and Middle Initial
(MI).

12. The certifying official shall sign and date the form and print his/her name, title,
and telephone number.

Accordingto the Paperwork Reduction Act, as amended, no persons are required to respond to a collection of information unlessit
displays avalid OMB Control Number. The valid OMB control number for this information collection is OMB No. 0348-0046. Public
reporting burden for this collection of information is estimated to average 10 minutes perresponse, including time for revie wing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the
collectionofinformation. Send comments regarding the burden estimateor any otheraspect of this collection of information,
including suggestions forreducing this burden, to the Office ofManagement and Budget, Pap erwork Red uction Project (0348-0046),
Washington, DC 20503.
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G-3
CERTIFICATION REGARDING ENVIRONMENTAL TOBACCO SMOKE

Public Law 103-227, also known as the Pro Children Act of 1994, Part C
Environmental Tobacco Smoke, requires that smoking not be permitted in any portion
of any indoor facility owned, or leased or contracted for by an entity and used
routinely or regularly for provision of health, day care, early childhood development
services, education or library services to children under the age of 18, if the services
are funded by Federal programs either directly or through State or local governments,
by Federal grant, contract, loan, or loan guarantee. The law also applies to children’s
services that are provided in indoor facilities that are constructed, operated or
maintained with such federal funds. The law does not apply to children’s services
provided in private residences, portions of facilities used for inpatient drug or alcohol
treatment, service providers whose sole sources of applicable federal funds is
Medicare or Medicaid, or facilities where WIC benefits are redeemed. Failure to
comply with the provisions of the law may result in the imposition of a civil monetary
penalty of up to $1000 for each violation and/or the imposition of an administrative
compliance order on the responsible entity.

By signing this certification, the Offeror/contractor (for acquisitions) or
applicant/grantee (for grants) certifies that the submitting organization will comply
with the requirements of the Act and will not allow smoking within any portion of
any indoor facility used for the provision of services for children as defined by the
Act.

The submitting organization further agrees that it will require the language of this
certification be included in any sub-awards which contain provisions for children’s
services and that all sub-recipients shall certify accordingly.

Signature of Authorized Certifying Individual
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G-4
CERTIFICATION FOR EQUAL EMPLOYMENT OPPORTUNITY FEDERAL CLAUSE

The Executive Order prohibits federal contractors and federally - assisted construction
contractors and subcontractors, who do over $10,000 in Government business in one year
from discriminating in employment decisions on the basis of race, color, religion, sex,
sexual orientation, gender identity or national origin. The Executive Order also requires
Government contractors to take affirmative action to ensure that equal opportunity is
provided in all aspects of their employment. Additionally, Executive Order 11246 prohibits
federal contractors and subcontractors from, under certain circumstances, taking adverse
employment actions against applicants and employees for asking about, discussing, or
sharing information about their pay or the pay of their co - workers.

During the performance of this contract, the contractor agrees as follows:

(1) The contractor will not discriminate against any employee or applicant for employment
because of race, color, religion, sex, sexual orientation, gender identity, or national origin.
The contractor will take affirmative action to ensure that applicants are employed, and that
employees are treated during employment, without regard to their race, color, religion, sex,
sexual orientation, gender identity, or national origin. Such action shall include, but not be
limited to the following: Employment, upgrading, demotion, or transfer, recruitment or
recruitment advertising; layoff or termination; rates of pay or other forms of
compensation; and selection for training, including apprenticeship. The contractor agrees
to post in conspicuous places, available to employees and applicants for employment,
notices to be provided by the contracting officer setting forth the provisions of this
nondiscrimination clause.

(2) The contractor will, in all solicitations or advertisements for employees placed by or on
behalf of the contractor, state that all qualified applicants will receive consideration for
employment without regard to race, color, religion, sex, sexual orientation, gender identity,
or national origin.

(3) The contractor will not discharge or in any other manner discriminate against any
employee or applicant for employment because such employee or applicant has inquired
about, discussed, or disclosed the compensation of the employee or applicant or another
employee or applicant. This provision shall not apply to instances in which an employee
who has access to the compensation information of other employees or applicants as a part
of such employee's essential job functions discloses the compensation of such other
employees or applicants to individuals who do not otherwise have access to such
information, unless such disclosure is in response to a formal complaint or charge, in
furtherance of an investigation, proceeding, hearing, or action, including an investigation
conducted by the employer, or is consistent with the contractor's legal duty to furnish
information.
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(4) The contractor will send to each labor union or representative of workers with which it
has a collective bargaining agreement or other contract or understanding, a notice to be
provided by the agency contracting officer, advising the labor union or workers'
representative of the contractor's commitments under section 202 of Executive Order
11246 of September 24, 1965, and shall post copies of the notice in conspicuous places
available to employees and applicants for employment.

(5) The contractor will comply with all provisions of Executive Order 11246 of September
24,1965, and of the rules, regulations, and relevant orders of the Secretary of Labor.

(6) The contractor will furnish all information and reports required by Executive Order
11246 of September 24, 1965, and by the rules, regulations, and orders of the Secretary of
Labor, or pursuant thereto, and will permit access to his books, records, and accounts by
the contracting agency and the Secretary of Labor for purposes of investigation to ascertain
compliance with such rules, regulations, and orders.

(7) In the event of the contractor's non-compliance with the nondiscrimination clauses of
this contract or with any of such rules, regulations, or orders, this contract may be
canceled, terminated or suspended in whole or in part and the contractor may be declared
ineligible for further Government contracts in accordance with procedures authorized in
Executive Order 11246 of September 24, 1965, and such other sanctions may be imposed
and remedies invoked as provided in Executive Order 11246 of September 24, 1965, or by
rule, regulation, or order of the Secretary of Labor, or as otherwise provided by law.

(8) The contractor will include the provisions of paragraphs (1) through (8) in every
subcontract or purchase order unless exempted by rules, regulations, or orders of the
Secretary of Labor issued pursuant to section 204 of Executive Order 11246 of September
24, 1965, so that such provisions will be binding upon each subcontractor or vendor. The
contractor will take such action with respect to any subcontract or purchase order as may
be directed by the Secretary of Labor as a means of enforcing such provisions including
sanctions for noncompliance: Provided, however, that in the event the contractor becomes
involved in, or is threatened with, litigation with a subcontractor or vendor as a result of
such direction, the contractor may request the United States to enter into such litigation to
protect the interests of the United States.

By signing this certification, the Offeror/contractor certifies that the submitting
organization will comply with the requirements of the Act.

Signature of Authorized Certifying Individual
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G-5
CLEAN AIR AND FEDERAL WATER POLLUTION CONTROL FEDERAL CLAUSE

Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33
U.S.C. 1251-1387), as amended. Contracts and subgrants of amounts in excess of $150,000
must contain a provision that requires the non-Federal award to agree to comply with all
applicable standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C.
7401-7671q) and the Federal Water Pollution Control Act as amended (33 U.S.C. 1251-
1387). Violations must be reported to the Federal awarding agency and the Regional Office
of the Environmental Protection Agency (EPA). (2 CFR 200, Subpart F, Appendix II)

By signing this certification, the Offeror/contractor certifies that the submitting
organization will comply with the requirements of the Act.

Signature of Authorized Certifying Individual

RFP for Maryland Department of Health Page 69 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document
G-6
AMERICANS WITH DISABILITIES FEDERAL CLAUSE

The Americans with Disabilities Act (28 CFR Part 35, Title II, Subtitle A) prohibits
discrimination on the basis of disability in all services, programs, and activities provided to
the public and State and local governments, except public transportation services.

By signing this certification, the Offeror/contractor certifies that the submitting
organization will comply with the requirements of the Act.

Signature of Authorized Certifying Individual
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G-7
DRUG-FREE WORKPLACE FEDERAL CLAUSE

The Federal government implemented 41 U.S. Code § 8103, Drug-free workplace
requirements for Federal grant recipients in an attempt to address the problems of drug
abuse on the job. It is a fact that employees who use drugs have less productivity, a lower
quality of work, and a higher absenteeism, and are more likely to misappropriate funds or
services. From this perspective, the drug abuser may endanger other employees, the public
at large, or themselves. Damage to property, whether owned by this entity or not, could
result from drug abuse on the job. All these actions might undermine public confidence in
the services this entity provides.

Therefore, in order to remain a responsible source for government contracts, the following
guidelines have been adopted:
1. The unlawful manufacture, distribution, dispensation, possession or use of a
controlled substance is prohibited in the work place.
2. Violators may be terminated or requested to seek counseling from an approved
rehabilitation service.
3. Employees must notify their employer of any conviction of a criminal drug statue no
later than five days after such conviction.
4. Contractors of federal agencies are required to certify that they will provide drug-
free workplaces for their employees.
Transactions subject to the suspension/debarment rules (covered transactions) include
grants, subgrants, cooperative agreements, and prime contracts under such awards.
Subcontracts are not included.

By signing this certification, the Offeror/contractor certifies that the submitting
organization will comply with the requirements of the Act.

Signature of Authorized Certifying Individual
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G-8

ROYALTY FREE RIGHTS TO USE SOFTWARE OR DOCUMENTATION DEVELOPED FEDERAL
CLAUSE

2 CFR 200.315 Intangible property.

(a) Title to intangible property (see §200.59 Intangible property) acquired under a Federal
award vests upon acquisition in the non-Federal entity. The non-Federal entity must use
that property for the originally-authorized purpose, and must not encumber the property
without approval of the Federal awarding agency. When no longer needed for the originally
authorized purpose, disposition of the intangible property must occur in accordance with
the provisions in §200.313 Equipment paragraph (e).

(b) The non-Federal entity may copyright any work that is subject to copyright and was
developed, or for which ownership was acquired, under a Federal award. The Federal
awarding agency reserves a royalty-free, nonexclusive and irrevocable right to reproduce,
publish, or otherwise use the work for Federal purposes, and to authorize others to do so.

(c) The non-Federal entity is subject to applicable regulations governing patents and
inventions, including government wide regulations issued by the Department of Commerce
at 37 CFR Part 401, “Rights to Inventions Made by Nonprofit Organizations and Small
Business Firms Under Government Awards, Contracts and Cooperative Agreements.”

(d) The Federal Government has the right to:
(1) Obtain, reproduce, publish, or otherwise use the data produced under a Federal
award; and
(2) Authorize others to receive, reproduce, publish, or otherwise use such data for
Federal purposes.

By signing this certification, the Offeror/contractor certifies that the submitting
organization will comply with the requirements of the Federal Regulation.

Signature of Authorized Certifying Individual
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G-9
DEBARMENT AND SUSPENSION

Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2
CFR 180.220) must not be made to parties listed on the government wide exclusions in the
System for Award Management (SAM), in accordance with the OMB guidelines at 2 CFR 180
that implement Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR
part 1989 Comp., p. 235), “Debarment and Suspension.” SAM Exclusions contains the
names of parties debarred, suspended, or otherwise excluded by agencies, as well as
parties declared ineligible under statutory or regulatory authority other than Executive
Order 12549. (2 CFR 200, Subpart F, Appendix II)

By signing this certification, the Offeror/contractor certifies that the submitting
organization is not suspended or debarred as specified by these rules.

Signature of Authorized Certifying Individual
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Attachment H. Conflict of Interest Affidavit and Disclosure

See link at https://procurement.maryland.gov/wp-content/uploads/sites/12/2018/05/AttachmentH-
Conflict-of-InterestAffidavit.pdf
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Attachment I. Non-Disclosure Agreement (Contractor)

See link at http://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/Attachment-1-Non-
DisclosureAgreementContractor.pdf.
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Attachment J HIPAA Business Associate Agreement

This solicitation does not require a HIPAA Business Associate Agreement.
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Attachment K. Mercury Affidavit

This solicitation does not include the procurement of products known to likely include mercury as a

component.
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Attachment L. Location of the Performance of Services Disclosure

This solicitation does not require a Location of the Performance of Services Disclosure.

RFP for Maryland Department of Health Page 78 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

Attachment M. Contract

MARYLAND DEPARTMENT OF HEALTH (MDH)
“Maryland WIC Branding and Publication Design”
MDH-OCMP-21-19190

THIS CONTRACT (the “Contract”) is made this day of ,20 by and between

(the “Contractor”) and the STATE OF MARYLAND, acting through the

MARYLAND MARYLAND DEPARTMENT OF HEALTH (“MDH?” or the “Department”).

In consideration of the promises and the covenants herein contained, the adequacy and sufficiency of
which are hereby acknowledged by the parties, the parties agree as follows:

1.

Definitions

In this Contract, the following words have the meanings indicated:

11
1.2

13

14

15

1.6
1.7

18

19

21

“COMAR” means Code of Maryland Regulations.

“Contractor” means the entity first named above whose principal business address is (Contractor’s
primary address) and whose principal office in Maryland is (Contractor’s local address), whose
Federal Employer Identification Number or Social Security Number is (Contractor’s FEIN), and
whose eMaryland Marketplace Advantage vendor ID number is (eMMA Number).

“Financial Proposal” means the Contractor’s [pick one: Financial Proposal or Best and Final Offer
(BAFO)] dated (Financial Proposal date or BAFO date).

Minority Business Enterprise (MBE) — Any legal entity certified as defined at COMAR
21.01.02.01B (54) which is certified by the Maryland Department of Transportation under COMAR
21.11.03.

“RFP” means the Request for Proposals for Maryland WIC Branding and Publication Design,
Solicitation # MDH-OCMP-21-19190, and any amendments, addenda, and attachments thereto
issued in writing by the State.

“State” means the State of Maryland.

“Technical Proposal” means the Contractor’s Technical Proposal dated. (Technical
Proposal date), as modified and supplemented by the Contractor’s responses to requests
clarifications and requests for cure, and by any Best and Final Offer.

“Veteran-owned Small Business Enterprise” (VSBE) means A business that is verified by the
Center for Verification and Evaluation (CVE) of the United States Department of Veterans Affairs
as a veteran-owned small business. See Code of Maryland Regulations (COMAR) 21.11.13.

Capitalized terms not defined herein shall be ascribed the meaning given to them in the RFP.

Scope of Contract

The Contractor shall perform in accordance with this Contract and Exhibits A-D, which are listed
below and incorporated herein by reference. If there is any conflict between this Contract and the
Exhibits, the terms of the Contract shall control. If there is any conflict among the Exhibits, the
following order of precedence shall determine the prevailing provision:

Exhibit A — The RFP

Exhibit B — The Contract Affidavit, executed by the Contractor and dated (date of
Attachment C)
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2.2

2.3

3.2.

3.3

4.2

Exhibit C — The Technical Proposal
Exhibit D — The Financial Proposal

The Procurement Officer may, at any time, by written order, make unilateral changes in the work
within the general scope of the Contract. No other order, statement, or conduct of the Procurement
Officer or any other person shall be treated as a change or entitle the Contractor to an equitable
adjustment under this section. Except as otherwise provided in this Contract, if any change under
this section causes an increase or decrease in the Contractor’s cost of, or the time required for, the
performance of any part of the work, whether or not changed by the order, an equitable adjustment
in the Contract price shall be made and the Contract modified in writing accordingly. The
Contractor must assert in writing its right to an adjustment under this section within thirty (30) days
of receipt of written change order and shall include a written statement setting forth the nature and
cost of such claim. No claim by the Contractor shall be allowed if asserted after final payment under
this Contract. Failure to agree to an adjustment under this section shall be a dispute under the
Disputes clause. Nothing in this section shall excuse the Contractor from proceeding with the
Contract as changed.

Without limiting the rights of the Procurement Officer under Section 2.2 above, the Contract may
be modified by mutual agreement of the parties, provided: (a) the modification is made in writing;
(b) all parties sign the modification; and (c) all approvals by the required agencies as described in
COMAR Title 21, are obtained.

Period of Performance

The term of this Contract begins on the date the Contract is signed by the Department following
any required prior approvals, including approval by the Board of Public Works, if such approval is
required (the “Effective Date”) and shall continue until (“Initial Term™).

The Contractor’s performance under the Contract shall commence as of the date provided in a
written NTP.

The Contractor’s obligation to pay invoices to subcontractors providing products/services in
connection with this Contract, as well as the audit; confidentiality; document retention; patents,
copyrights & intellectual property; warranty; indemnification obligations; and limitations of
liability under this Contract; and any other obligations specifically identified, shall survive
expiration or termination of the Contract.

Consideration and Payment

In consideration of the satisfactory performance of the work set forth in this Contract, the
Department shall pay the Contractor in accordance with the terms of this Contract and at the prices
guoted in the Financial Proposal. Unless properly modified (see above Section 2), payment to the
Contractor pursuant to this Contract, including the Initial Term and any Renewal Term, shall not
exceed the Contracted amount.

The total payment under a fixed price Contract or the fixed price element of a combined fixed price
— time and materials Contract shall be the firm fixed price submitted by the Contractor in its
Financial Proposal.

Unless a payment is unauthorized, deferred, delayed, or set-off under COMAR 21.02.07, payments
to the Contractor pursuant to this Contract shall be made no later than 30 days after the Department’s
receipt of a proper invoice from the Contractor as required by RFP section 3.3.

The Contractor may be eligible to receive late payment interest at the rate of 9% per
annum if:
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4.3

44

5.2

5.3

(1) The Contractor submits an invoice for the late payment interest within thirty
days after the date of the State’s payment of the amount on which the interest
accrued; and

(2) A contract claim has not been filed under State Finance and Procurement
Avrticle, Title 15, Subtitle 2, Annotated Code of Maryland.

The State is not liable for interest:

(1) Accruing more than one year after the 31st day after the agency receives the
proper invoice; or

(2) On any amount representing unpaid interest. Charges for late payment of
invoices are authorized only as prescribed by Title 15, Subtitle 1, of the State
Finance and Procurement Article, Annotated Code of Maryland, or by the
Public Service Commission of Maryland with respect to regulated public
utilities, as applicable.

Final payment under this Contract will not be made until after certification is received
from the Comptroller of the State that all taxes have been paid.

Electronic funds transfer shall be used by the State to pay Contractor pursuant to this
Contract and any other State payments due Contractor unless the State
Comptroller’s Office grants Contractor an exemption.

In addition to any other available remedies, if, in the opinion of the Procurement Officer, the
Contractor fails to perform in a satisfactory and timely manner, the Procurement Officer may refuse
or limit approval of any invoice for payment, and may cause payments to the Contractor to be
reduced or withheld until such time as the Contractor meets performance standards as established
by the Procurement Officer.

Payment of an invoice by the Department is not evidence that services were rendered as required
under this Contract.

Rights to Records

The Contractor agrees that all documents and materials including, but not limited to, software,
reports, drawings, studies, specifications, estimates, tests, maps, photographs, designs, graphics,
mechanical, artwork, computations, and data prepared by the Contractor for purposes of this
Contract shall be the sole property of the State and shall be available to the State at any time. The
State shall have the right to use the same without restriction and without compensation to the
Contractor other than that specifically provided by this Contract.

The Contractor agrees that at all times during the term of this Contract and thereafter, works created
as a Deliverable under this Contract (as defined in Section 7.2), and services performed under this
Contract shall be “works made for hire” as that term is interpreted under U.S. copyright law. To the
extent that any products created as a Deliverable under this Contract are not works made for hire
for the State, the Contractor hereby relinquishes, transfers, and assigns to the State all of its rights,
title, and interest (including all intellectual property rights) to all such products created under this
Contract, and will cooperate reasonably with the State in effectuating and registering any necessary
assignments.

The Contractor shall report to the Contract Monitor, promptly and in written detail, each notice or
claim of copyright infringement received by the Contractor with respect to all data delivered under
this Contract.
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5.4

5.5

6.2

7.2

7.3.

The Contractor shall not affix any restrictive markings upon any data, documentation, or other
materials provided to the State hereunder and if such markings are affixed, the State shall have the
right at any time to modify, remove, obliterate, or ignore such warnings.

Upon termination or expiration of the Contract, the Contractor, at its own expense, shall deliver any
equipment, software or other property provided by the State to the place designated by the
Procurement Officer.

Exclusive Use

The State shall have the exclusive right to use, duplicate, and disclose any data, information,
documents, records, or results, in whole or in part, in any manner for any purpose whatsoever, that
may be created or generated by the Contractor in connection with this Contract. If any material,
including software, is capable of being copyrighted, the State shall be the copyright owner and
Contractor may copyright material connected with this project only with the express written
approval of the State.

Except as may otherwise be set forth in this Contract, Contractor shall not use, sell, sub-lease,
assign, give, or otherwise transfer to any third party any other information or material provided to
Contractor by the Department or developed by Contractor relating to the Contract, except as
provided for in Section 8. Confidential or Proprietary Information and Documentation.

Patents, Copyrights, and Intellectual Property

All copyrights, patents, trademarks, trade secrets, and any other intellectual property rights existing
prior to the Effective Date of this Contract shall belong to the party that owned such rights
immediately prior to the Effective Date (“Pre-Existing Intellectual Property”). If any design, device,
material, process, or other item provided by Contractor is covered by a patent or copyright or which
is proprietary to or a trade secret of another, the Contractor shall obtain the necessary permission
or license to permit the State to use such item or items pursuant to its rights granted under the
Contract.

Except for (1) information created or otherwise owned by the Department or licensed by the
Department from third parties, including all information provided by the Department to Contractor;
(2) materials created by Contractor or its subcontractor(s) specifically for the State under the
Contract (“Deliverables™), except for any Contractor Pre-Existing Intellectual Property included
therein; and (3) the license rights granted to the State, all right, title, and interest in the intellectual
property embodied in the solution, including the know-how and methods by which the solution is
provided and the processes that make up the solution, will belong solely and exclusively to
Contractor and its licensors, and the Department will have no rights to the same except as expressly
granted in this Contract. Any SaaS Software developed by Contractor during the performance of
the Contract will belong solely and exclusively to Contractor and its licensors. For all Software
provided by the Contractor under the Contract, Contractor hereby grants to the State a nonexclusive,
irrevocable, unlimited, perpetual, non-cancelable, and non-terminable right to use and make copies
of the Software and any modifications to the Software. For all Contractor Pre-Existing Intellectual
Property embedded in any Deliverables, Contractor grants to the State a license to use such
Contractor Pre-Existing Intellectual Property in connection with its permitted use of such
Deliverable. During the period between delivery of a Deliverable by Contractor and the date of
payment therefor by the State in accordance with this Contract (including throughout the duration
of any payment dispute discussions), subject to the terms and conditions contained herein,
Contractor grants the State a royalty-free, non-exclusive, limited license to use such Deliverable
and to use any Contractor Materials contained therein in accordance with this Contract.

Subject to the terms of Section 10, Contractor shall defend, indemnify and hold harmless the State
and its agents and employees, from and against any and all claims, costs, losses, damages, liabilities,
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7.4

7.5

7.6

1.7

7.8

8.
8.1

judgments and expenses (including without limitation reasonable attorneys’ fees) arising out of or
in connection with any third party claim that the Contractor-provided products/services infringe,
misappropriate or otherwise violate any third party intellectual property rights. Contractor shall not
enter into any settlement involving third party claims that contains any admission of or stipulation
to any guilt, fault, liability or wrongdoing by the State or that adversely affects the State’s rights or
interests, without the State’s prior written consent.

Without limiting Contractor’s obligations under Section 5.3, if an infringement claim occurs, or if
the State or the Contractor believes such a claim is likely to occur, Contractor (after consultation
with the State and at no cost to the State): (a) shall procure for the State the right to continue using
the allegedly infringing component or service in accordance with its rights under this Contract; or
(b) replace or modify the allegedly infringing component or service so that it becomes non-
infringing and remains compliant with all applicable specifications.

Except as otherwise provided herein, Contractor shall not acquire any right, title or interest
(including any intellectual property rights subsisting therein) in or to any goods, Software, technical
information, specifications, drawings, records, documentation, data or any other materials
(including any derivative works thereof) provided by the State to the Contractor. Notwithstanding
anything to the contrary herein, the State may, in its sole and absolute discretion, grant the
Contractor a license to such materials, subject to the terms of a separate writing executed by the
Contractor and an authorized representative of the State as well as all required State approvals.

Without limiting the generality of the foregoing, neither Contractor nor any of its subcontractors
shall use any Software or technology in a manner that will cause any patents, copyrights or other
intellectual property which are owned or controlled by the State or any of its affiliates (or for which
the State or any of its subcontractors has received license rights) to become subject to any
encumbrance or terms and conditions of any third party or open source license (including, without
limitation, any open source license listed on http://www.opensource.org/licenses/alphabetical)
(each an “Open Source License”). These restrictions, limitations, exclusions and conditions shall
apply even if the State or any of its subcontractors becomes aware of or fails to act in a manner to
address any violation or failure to comply therewith. No act by the State or any of its subcontractors
that is undertaken under this Contract as to any Software or technology shall be construed as
intending to cause any patents, copyrights or other intellectual property that are owned or controlled
by the State (or for which the State has received license rights) to become subject to any
encumbrance or terms and conditions of any open source license.

The Contractor shall report to the Department, promptly and in written detail, each notice or claim
of copyright infringement received by the Contractor with respect to all Deliverables delivered
under this Contract.

The Contractor shall not affix (or permit any third party to affix), without the Department’s consent,
any restrictive markings upon any Deliverables that are owned by the State, and if such markings
are affixed, the Department shall have the right at any time to modify, remove, obliterate, or ignore
such warnings.

Confidential or Proprietary Information and Documentation

Subject to the Maryland Public Information Act and any other applicable laws including, without
limitation, HIPAA, the HI-TECH Act, and the Maryland Medical Records Act and regulations
promulgated pursuant thereto, all confidential or proprietary information and documentation
relating to either party (including without limitation, any information or data stored within the
Contractor’s computer systems or cloud infrastructure, if applicable) shall be held in confidence by
the other party. Each party shall, however, be permitted to disclose, as provided by and consistent
with applicable law, relevant confidential information to its officers, agents, and Contractor
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Personnel to the extent that such disclosure is necessary for the performance of their duties under
this Contract. Each officer, agent, and Contractor Personnel to whom any of the State’s confidential
information is to be disclosed shall be advised by Contractor provided that each officer, agent, and
Contractor Personnel to whom any of the State’s confidential information is to be disclosed shall
be advised by Contractor of the obligations hereunder, and bound by, confidentiality at least as
restrictive as those of set forth in this Contract..

The provisions of this section shall not apply to information that: (a) is lawfully in the public
domain; (b) has been independently developed by the other party without violation of this Contract;
(c) was already rightfully in the possession of such party; (d) was supplied to such party by a third
party lawfully in possession thereof and legally permitted to further disclose the information; or (e)
which such party is required to disclose by law.

Loss of Data

In the event of loss of any State data or records where such loss is due to the act or omission of the
Contractor or any of its subcontractors or agents, the Contractor shall be responsible for restoring
or recreating, as applicable, such lost data in the manner and on the schedule set by the Contract
Monitor. The Contractor shall ensure that all data is backed up and recoverable by the Contractor.
At no time shall any Contractor actions (or any failures to act when Contractor has a duty to act)
damage or create any vulnerabilities in data bases, systems, platforms, and applications with which
the Contractor is working hereunder.

In accordance with prevailing federal or state law or regulations, the Contractor shall report the loss
of non-public data as directed in RFP Section 3.7.

Protection of data and personal privacy (as further described and defined in RFP Section 3.8) shall
be an integral part of the business activities of the Contractor to ensure there is no inappropriate or
unauthorized use of State information at any time. To this end, the Contractor shall safeguard the
confidentiality, integrity and availability of State information and comply with the conditions
identified in RFP Section 3.7.

Indemnification and Notification of Legal Requests

At its sole cost and expense, Contractor shall (i) indemnify and hold the State, its employees and
agents harmless from and against any and all claims, demands, actions, suits, damages, liabilities,
losses, settlements, judgments, costs and expenses (including but not limited to attorneys’ fees and
costs), whether or not involving a third party claim, which arise out of or relate to the Contractor’s,
or any of its subcontractors’, performance of this Contract and (ii) cooperate, assist, and consult
with the State in the defense or investigation of any such claim, demand, action or suit. Contractor
shall not enter into any settlement involving third party claims that contains any admission of or
stipulation to any guilt, fault, liability or wrongdoing by the State or that adversely affects the State’s
rights or interests, without the State’s prior written consent.

The State has no obligation: (i) to provide legal counsel or defense to the Contractor or its
subcontractors in the event that a suit, claim or action of any character is brought against the
Contractor or its subcontractors as a result of or relating to the Contractor’s obligations or
performance under this Contract, or (ii) to pay any judgment or settlement of any such suit, claim
or action. Notwithstanding the foregoing, the Contractor shall promptly notify the Procurement
Officer of any such claims, demands, actions, or suits.

Notification of Legal Requests. In the event the Contractor receives a subpoena or other validly
issued administrative or judicial process, or any discovery request in connection with any litigation,
requesting State Pre-Existing Intellectual Property, of other information considered to be the
property of the State, including but not limited to State data stored with or otherwise accessible by
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15.

the Contractor, the Contractor shall not respond to such subpoena, process or other legal request
without first notifying the State, unless prohibited by law from providing such notice The
Contractor shall promptly notify the State of such receipt providing the State with a reasonable
opportunity to intervene in the proceeding before the time that Contractor is required to comply
with such subpoena, other process or discovery request. .

Non-Hiring of Employees

No official or employee of the State, as defined under Md. Code Ann., General Provisions Article, §
5-101, whose duties as such official or employee include matters relating to or affecting the subject
matter of this Contract, shall, during the pendency and term of this Contract and while serving as an
official or employee of the State, become or be an employee of the Contractor or any entity that is a
subcontractor on this Contract.

Disputes

This Contract shall be subject to the provisions of Md. Code Ann., State Finance and Procurement
Acrticle, Title 15, Subtitle 2, and COMAR 21.10 (Administrative and Civil Remedies). Pending
resolution of a claim, the Contractor shall proceed diligently with the performance of the Contract in
accordance with the Procurement Officer’s decision. Unless a lesser period is provided by
applicable statute, regulation, or the Contract, the Contractor must file a written notice of claim with
the Procurement Officer within thirty (30) days after the basis for the claim is known or should have
been known, whichever is earlier. Contemporaneously with or within thirty (30) days of the filing of
a notice of claim, but no later than the date of final payment under the Contract, the Contractor must
submit to the Procurement Officer its written claim containing the information specified in COMAR

21.10.04.02.
Maryland Law Prevails

This Contract shall be construed, interpreted, and enforced according to the laws of the State of
Maryland.

The Maryland Uniform Computer Information Transactions Act (Commercial Law Article, Title
22 of the Annotated Code of Maryland) does not apply to this Contract or any purchase order, task
order, or Notice to Proceed issued thereunder, or any software, or any software license acquired
hereunder.

Any and all references to the Maryland Code, annotated and contained in this Contract shall be
construed to refer to such Code sections as are from time to time amended.

Nondiscrimination in Employment

The Contractor agrees: (a) not to discriminate in any manner against an employee or applicant for
employment because of race, color, religion, creed, age, sex, sexual orientation, gender
identification, marital status, national origin, ancestry, genetic information, or any otherwise
unlawful use of characteristics, or disability of a qualified individual with a disability unrelated in
nature and extent so as to reasonably preclude the performance of the employment, or the
individual’s refusal to submit to a genetic test or make available the results of a genetic test; (b) to
include a provision similar to that contained in subsection (a), above, in any underlying subcontract
except a subcontract for standard commercial supplies or raw materials; and (c) to post and to cause
subcontractors to post in conspicuous places available to employees and applicants for employment,
notices setting forth the substance of this clause.

Contingent Fee Prohibition

The Contractor warrants that it has not employed or retained any person, partnership, corporation, or
other entity, other than a bona fide employee or agent working for the Contractor to solicit or secure
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the Contract, and that the Contractor has not paid or agreed to pay any person, partnership,
corporation, or other entity, other than a bona fide employee or agent, any fee or any other
consideration contingent on the making of this Contract.

Non-Availability of Funding

If the General Assembly fails to appropriate funds or if funds are not otherwise made available for
continued performance for any fiscal period of this Contract succeeding the first fiscal period, this
Contract shall be canceled automatically as of the beginning of the fiscal year for which funds were
not appropriated or otherwise made available; provided, however, that this will not affect either the
State’s or the Contractor’s rights under any termination clause in this Contract. The effect of
termination of the Contract hereunder will be to discharge both the Contractor and the State from
future performance of the Contract, but not from their rights and obligations existing at the time of
termination. The Contractor shall be reimbursed for the reasonable value of any nonrecurring costs
incurred but not amortized in the price of the Contract. The State shall notify the Contractor as soon
as it has knowledge that funds may not be available for the continuation of this Contract for each
succeeding fiscal period beyond the first.

Termination for Default

If the Contractor fails to fulfill its obligations under this Contract properly and on time, fails to
provide any required annual and renewable bond 30 days prior to expiration of the current bond then
in effect, or otherwise violates any provision of the Contract, the State may terminate the Contract
by written notice to the Contractor. The notice shall specify the acts or omissions relied upon as
cause for termination. All finished or unfinished work provided by the Contractor shall, at the
State’s option, become the State’s property. The State shall pay the Contractor fair and equitable
compensation for satisfactory performance prior to receipt of notice of termination, less the amount
of damages caused by the Contractor’s breach. If the damages are more than the compensation
payable to the Contractor, the Contractor will remain liable after termination and the State can
affirmatively collect damages. Termination hereunder, including the termination of the rights and
obligations of the parties, shall be governed by the provisions of COMAR 21.07.01.11B.

Termination for Convenience

The performance of work under this Contract may be terminated by the State in accordance with this
clause in whole, or from time to time in part, whenever the State shall determine that such
termination is in the best interest of the State. The State will pay all reasonable costs associated with
this Contract that the Contractor has incurred up to the date of termination, and all reasonable costs
associated with termination of the Contract. However, the Contractor shall not be reimbursed for
any anticipatory profits that have not been earned up to the date of termination. Termination
hereunder, including the determination of the rights and obligations of the parties, shall be governed
by the provisions of COMAR 21.07.01.12A (2).

Delays and Extensions of Time

The Contractor agrees to prosecute the work continuously and diligently and no charges or claims
for damages shall be made by it for any delays or hindrances from any cause whatsoever during the
progress of any portion of the work specified in this Contract.

Time extensions will be granted only for excusable delays that arise from unforeseeable causes
beyond the control and without the fault or negligence of the Contractor, including but not restricted
to, acts of God, acts of the public enemy, acts of the State in either its sovereign or contractual
capacity, acts of another Contractor in the performance of a contract with the State, fires, floods,
epidemics, quarantine restrictions, strikes, freight embargoes, or delays of subcontractors or
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23.

24,

25.

suppliers arising from unforeseeable causes beyond the control and without the fault or negligence
of either the Contractor or the subcontractors or suppliers.

Suspension of Work

The State unilaterally may order the Contractor in writing to suspend, delay, or interrupt all or any
part of its performance for such period of time as the Procurement Officer may determine to be
appropriate for the convenience of the State.

Pre-Existing Regulations

In accordance with the provisions of Section 11-206 of the State Finance and Procurement Article,
Annotated Code of Maryland, the regulations set forth in Title 21 of the Code of Maryland
Regulations (COMAR 21) in effect on the date of execution of this Contract are applicable to this
Contract.

Financial Disclosure

The Contractor shall comply with the provisions of Section13-221 of the State Finance and
Procurement Article of the Annotated Code of Maryland, which requires that every business that
enters into contracts, leases, or other agreements with the State or its agencies during a calendar year
under which the business is to receive in the aggregate, $200,000 or more, shall within 30 days of
the time when the aggregate value of these contracts, leases or other agreements reaches $200,000,
file with the Secretary of State of Maryland certain specified information to include disclosure of
beneficial ownership of the business.

Political Contribution Disclosure

The Contractor shall comply with Election Law Article, Title 14, Annotated Code of Maryland,
which requires that every person that enters into a procurement contract with the State, a county, or
a municipal corporation, or other political subdivision of the State, during a calendar year in which
the person receives a contract with a governmental entity in the amount of $200,000 or more, shall
file with the State Board of Elections statements disclosing: (a) any contributions made during the
reporting period to a candidate for elective office in any primary or general election; and (b) the
name of each candidate to whom one or more contributions in a cumulative amount of $500 or more
were made during the reporting period. The statement shall be filed with the State Board of
Elections: (a) before execution of a contract by the State, a county, a municipal corporation, or other
political subdivision of the State, and shall cover the 24 months prior to when a contract was
awarded; and (b) if the contribution is made after the execution of a contract, then twice a year,
throughout the contract term, on or before: (i) May 31, to cover the six (6) month period ending
April 30; and (ii) November 30, to cover the six (6) month period ending October 31. Additional
information is available on the State Board of Elections website:
http://www.elections.state.md.us/campaign_finance/index.html.

Retention of Records

The Contractor and subcontractors shall retain and maintain all records and documents in any way
relating to this Contract for (i) three (3) years after final payment by the State hereunder, or (ii) any
applicable federal or State retention requirements (such as HIPAA) or condition of award, ,
whichever is longer, and shall make them available for inspection and audit by authorized
representatives of the State, as designated by the Procurement Officer, at all reasonable times. The
Contractor shall provide copies of all documents requested by the State, including, but not limited to
itemized billing documentation containing the dates, hours spent and work performed by the
Contractor and its subcontractors under the Contract. All records related in any way to the Contract
are to be retained for the entire time provided under this section.

Right to Audit
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25.3

The State reserves the right, at its sole discretion and at any time, to perform an audit of the
Contractor’s performance under this Contract. An audit is defined as a planned and documented
independent activity performed by qualified personnel, including but not limited to State and federal
auditors, to determine by investigation, examination, or evaluation of objective evidence from data,
statements, records, operations and performance practices (financial or otherwise) the Contractor’s
compliance with the Contract, including but not limited to adequacy and compliance with
established procedures and internal controls over the services performed pursuant to the Contract.

Upon three (3) Business Days’ notice, the State shall be provided reasonable access to Contractor’s
records to perform any such audits. The Department may conduct these audits with any or all of its
own internal resources or by securing the services of a third party accounting or audit firm, solely
at the Department’s election. The Department may copy any record related to the services
performed pursuant to the Contract. The Contractor agrees to fully cooperate and assist in any audit
conducted by or on behalf of the State, including, by way of example only, making records and
employees available as, where, and to the extent requested by the State and by assisting the auditors
in reconciling any audit variances. Contractor shall not be compensated for providing any such
cooperation and assistance.

The right to audit shall include any of the Contractor’s subcontractors including but not limited to
any lower tier subcontractor(s). The Contractor shall ensure the Department has the right to audit
such subcontractor(s).

26. Compliance with Laws

The Contractor hereby represents and warrants that:

a.

It is qualified to do business in the State and that it will take such action as, from time to time
hereafter, may be necessary to remain so qualified;

It is not in arrears with respect to the payment of any monies due and owing the State, or any
department or unit thereof, including but not limited to the payment of taxes and employee
benefits, and that it shall not become so in arrears during the Term;

It shall comply with all federal, State and local laws, regulations, and ordinances applicable to its
activities and obligations under this Contract; and

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

27. Cost and Price Certification

27.1

27.2

The Contractor, by submitting cost or price information certifies that, to the best of its knowledge,
the information submitted is accurate, complete, and current as of the date of its Proposal.

The price under this Contract and any change order or modification hereunder, including profit or
fee, shall be adjusted to exclude any significant price increases occurring because the Contractor
furnished cost or price information which, as of the date of its Proposal, was inaccurate, incomplete,
or not current.

28. Subcontracting; Assignment

The Contractor may not subcontract any of its obligations under this Contract without obtaining the
prior written approval of the Procurement Officer, nor may the Contractor assign this Contract or
any of its rights or obligations hereunder, without the prior written approval of the Procurement
Officer, each at the State’s sole and absolute discretion; provided, however, that a Contractor may
assign monies receivable under a contract after written notice to the State. Any subcontracts shall
include such language as may be required in various clauses contained within this Contract, exhibits,
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and attachments. The Contract shall not be assigned until all approvals, documents, and affidavits
are completed and properly registered. The State shall not be responsible for fulfillment of the
Contractor’s obligations to its subcontractors.

Limitations of Liability

Contractor shall be liable for any loss or damage to the State occasioned by the acts or omissions
of Contractor, its subcontractors, agents or employees as follows:

(@) For infringement of patents, trademarks, trade secrets and copyrights as provided in
Section 7 “Patents, Copyrights, Intellectual Property” of this Contract;

(b) Without limitation for damages for bodily injury (including death) and damage to
real property and tangible personal property; and

(c) For all other claims, damages, loss, costs, expenses, suits or actions in any way
related to this Contract and regardless of the basis on which the claim is made,
Contractor’s liability shall be unlimited.

(d) Inno event shall the existence of a subcontract operate to release or reduce the
liability of Contractor hereunder. For purposes of this Contract, Contractor agrees
that all subcontractors shall be held to be agents of Contractor.

Contractor’s indemnification obligations for Third party claims arising under Section 10
(“Indemnification™) of this Contract are included in this limitation of liability only if the State is
immune from liability. Contractor’s indemnification liability for third party claims arising under
Section 10 of this Contract shall be unlimited if the State is not immune from liability for claims
arising under Section 10.

In no event shall the existence of a subcontract operate to release or reduce the liability of Contractor
hereunder. For purposes of this Contract, Contractor agrees that it is responsible for performance
of the services and compliance with the relevant obligations hereunder by its subcontractors.

30. Commercial Nondiscrimination

30.1

30.3

As a condition of entering into this Contract, Contractor represents and warrants that it will comply
with the State’s Commercial Nondiscrimination Policy, as described under Title 19 of the State
Finance and Procurement Article of the Annotated Code of Maryland. As part of such compliance,
Contractor may not discriminate on the basis of race, color, religion, ancestry, national origin, sex,
age, marital status, sexual orientation, sexual identity, genetic information or an individual’s refusal
to submit to a genetic test or make available the results of a genetic test or on the basis of disability,
or otherwise unlawful forms of discrimination in the solicitation, selection, hiring, or commercial
treatment of subcontractors, vendors, suppliers, or commercial customers, nor shall Contractor
retaliate against any person for reporting instances of such discrimination. Contractor shall provide
equal opportunity for subcontractors, vendors, and suppliers to participate in all of its public sector
and private sector subcontracting and supply opportunities, provided that this clause does not
prohibit or limit lawful efforts to remedy the effects of marketplace discrimination that have
occurred or are occurring in the marketplace. Contractor understands that a material violation of
this clause shall be considered a material breach of this Contract and may result in termination of
this Contract, disqualification of Contractor from participating in State contracts, or other sanctions.
This clause is not enforceable by or for the benefit of, and creates no obligation to, any third party.

As a condition of entering into this Contract, upon the request of the Commission on Civil Rights,
and only after the filing of a complaint against Contractor under Title 19 of the State Finance and
Procurement Acrticle of the Annotated Code of Maryland, as amended from time to time, Contractor
agrees to provide within 60 days after the request a complete list of the names of all subcontractors,
vendors, and suppliers that Contractor has used in the past four (4) years on any of its contracts that

RFP for Maryland Department of Health Page 89 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

30.4

were undertaken within the State of Maryland, including the total dollar amount paid by Contractor
on each subcontract or supply contract. Contractor further agrees to cooperate in any investigation
conducted by the State pursuant to the State Commercial Nondiscrimination Policy as set forth
under Title 19 of the State Finance and Procurement Article of the Annotated Code of Maryland,
and to provide any documents relevant to any investigation that are requested by the State.
Contractor understands that violation of this clause is a material breach of this Contract and may
result in Contract termination, disqualification by the State from participating in State contracts,
and other sanctions.

The Contractor shall include the language from 30.1, or similar clause approved in writing by the
Department, in all subcontracts.

31. Prompt Pay Requirements

311

31.2

31.3

31.4

315

If the Contractor withholds payment of an undisputed amount to its subcontractor, the Department,
at its option and in its sole discretion, may take one or more of the following actions:

(@) Not process further payments to the Contractor until payment to the subcontractor is
verified;

(b) Suspend all or some of the Contract work without affecting the completion date(s)
for the Contract work;

(c) Pay or cause payment of the undisputed amount to the subcontractor from monies
otherwise due or that may become due to the Contractor;

(d) Place a payment for an undisputed amount in an interest-bearing escrow account; or
(e) Take other or further actions as appropriate to resolve the withheld payment.

An “undisputed amount” means an amount owed by the Contractor to a subcontractor for which
there is no good faith dispute. Such “undisputed amounts” include, without limitation: (a) retainage
which had been withheld and is, by the terms of the agreement between the Contractor and
subcontractor, due to be distributed to the subcontractor; and (b) an amount withheld because of
issues arising out of an agreement or occurrence unrelated to the agreement under which the amount
is withheld.

An act, failure to act, or decision of a Procurement Officer or a representative of the Department
concerning a withheld payment between the Contractor and a subcontractor under this section 31,
may not:

(@) Affect the rights of the contracting parties under any other provision of law;

(b) Be used as evidence on the merits of a dispute between the Department and the
Contractor in any other proceeding; or

(c) Resultin liability against or prejudice the rights of the Department.

The remedies enumerated above are in addition to those provided under COMAR 21.11.03.13 with
respect to subcontractors that have contracted pursuant to the MBE program.

To ensure compliance with certified MBE subcontract participation goals, the Departmentmay,
consistent with COMAR 21.11.03.13, take the following measures:

(@) Verify that the certified MBEs listed in the MBE participation schedule actually are
performing work and receiving compensation as set forth in the MBE participation
schedule. This verification may include, as appropriate:

i.  Inspecting any relevant records of the Contractor;
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33.

34.

35.

ii.  Inspecting the jobsite; and
iii. Interviewing subcontractors and workers.
Verification shall include a review of:

i.  The Contractor’s monthly report listing unpaid invoices over thirty (30) days
old from certified MBE subcontractors and the reason for nonpayment; and

ii.  The monthly report of each certified MBE subcontractor, which lists payments
received from the Contractor in the preceding thirty (30) days and invoices for
which the subcontractor has not been paid.

(b) If the Department determines that the Contractor is not in compliance with certified
MBE participation goals, then the Department will notify the Contractor in writing
of its findings, and will require the Contractor to take appropriate corrective action.
Corrective action may include, but is not limited to, requiring the Contractor to
compensate the MBE for work performed as set forth in the MBE participation
schedule.

(c) If the Department determines that the Contractor is in material noncompliance with
MBE Contract provisions and refuses or fails to take the corrective action that the
Department requires, then the Department may:

i. Terminate the Contract;

ii.  Refer the matter to the Office of the Attorney General for appropriate action;
or

iii. Initiate any other specific remedy identified by the Contract, including the
contractual remedies required by any applicable laws, regulations, and
directives regarding the payment of undisputed amounts.

(d) Upon completion of the Contract, but before final payment or release of retainage or
both, the Contractor shall submit a final report, in affidavit form under the penalty
of perjury, of all payments made to, or withheld from, MBE subcontractors.

Living Wage

If a Contractor subject to the Living Wage law fails to submit all records required under COMAR
21.11.10.05 to the Commissioner of Labor and Industry at the Department of Labor, Licensing and
Regulation, the Department may withhold payment of any invoice or retainage. The Department
may require certification from the Commissioner on a quarterly basis that such records were
properly submitted.

Use of Estimated Quantities

Unless specifically indicated otherwise in the State’s solicitation or other controlling documents
related to the Scope of Work, any sample amounts provided are estimates only and the Department
does not guarantee a minimum or maximum number of units or usage in the performance of this
Contract.

Risk of Loss; Transfer of Title

Risk of loss for conforming supplies, equipment, materials and Deliverables furnished to the State
hereunder shall remain with the Contractor until such supplies, equipment, materials and
Deliverables are received and accepted by the State, following which, title shall pass to the State.

Effect of Contractor Bankruptcy
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All rights and licenses granted by the Contractor under this Contract are and shall be deemed to be
rights and licenses to “intellectual property,” and the subject matter of this Contract, including
services, is and shall be deemed to be “embodiments of intellectual property” for purposes of and as
such terms are used and interpreted under § 365(n) of the United States Bankruptcy Code (“Code”)
(11 U.S.C. § 365(n) (2010)). The State has the right to exercise all rights and elections under the
Code and all other applicable bankruptcy, insolvency and similar laws with respect to this Contract
(including all executory statement of works). Without limiting the generality of the foregoing, if the
Contractor or its estate becomes subject to any bankruptcy or similar proceeding: (a) subject to the
State’s rights of election, all rights and licenses granted to the State under this Contract shall
continue subject to the respective terms and conditions of this Contract; and (b) the State shall be
entitled to a complete duplicate of (or complete access to, as appropriate) all such intellectual
property and embodiments of intellectual property, and the same, if not already in the State’s
possession, shall be promptly delivered to the State, unless the Contractor elects to and does in fact
continue to perform all of its obligations under this Contract.

36. Miiscellaneous

36.1  Any provision of this Contract which contemplates performance or observance subsequent to any
termination or expiration of this Contract shall survive termination or expiration of this Contract
and continue in full force and effect.

36.2 If any term contained in this Contract is held or finally determined to be invalid, illegal, or
unenforceable in any respect, in whole or in part, such term shall be severed from this Contract, and
the remaining terms contained herein shall continue in full force and effect, and shall in no way be
affected, prejudiced, or disturbed thereby.

36.3  The headings of the sections contained in this Contract are for convenience only and shall not be
deemed to control or affect the meaning or construction of any provision of this Contract.

36.4  This Contract may be executed in any number of counterparts, each of which shall be deemed an
original, and all of which together shall constitute one and the same instrument. Signatures provided
by facsimile or other electronic means, e,g, and not by way of limitation, in Adobe .PDF sent by
electronic mail, shall be deemed to be original signatures.

37. Contract Monitor and Procurement Officer

37.1  The State representative for this Contract who is primarily responsible for Contract administration
functions, including issuing written direction, invoice approval, monitoring this Contract to ensure
compliance with the terms and conditions of the Contract, monitoring MBE and VVSBE compliance,
and achieving completion of the Contract on budget, on time, and within scope. The Contract
Monitor may authorize in writing one or more State representatives to act on behalf of the Contract
Monitor in the performance of the Contract Monitor’s responsibilities. The Department may change
the Contract Monitor at any time by written notice to the Contractor.

37.2  The Procurement Officer has responsibilities as detailed in the Contract, and is the only State
representative who can authorize changes to the Contract. The Department may change the
Procurement Officer at any time by written notice to the Contractor.

38. Notices

All notices hereunder shall be in writing and either delivered personally or sent by certified or
registered mail, postage prepaid, as follows:

If to the State:
Ernest Le
201 W. Preston Street, Baltimore, MD 21201
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40.

Phone Number: (410) 767-5102

E-Mail: ernest.le@maryland.gov

With a copy to:
<<procurementOfficerName>>
Maryland Department Of Health (MDH)
<<procurementOfficerAddress>>
Phone Number: <<procurementOfficerPhoneNumber>>
E-Mail: <<procurementOfficerE-mail>>
If to the Contractor:
(Contractor’s Name)
(Contractor’s primary address)

Attn:

[[Delete the following if a parent company guarantee is inapplicable:]]
Parent Company Guarantor
Contact:
Attn:

Parent Company Guarantee (If applicable)

(Corporate name of Contractor’s Parent Company) hereby guarantees absolutely the full, prompt,
and complete performance by (Contractor) of all the terms, conditions and obligations contained in
this Contract, as it may be amended from time to time, including any and all exhibits that are now or
may become incorporated hereunto, and other obligations of every nature and kind that now or may
in the future arise out of or in connection with this Contract, including any and all financial
commitments, obligations, and liabilities. (Corporate name of Contractor’s Parent Company) may
not transfer this absolute guaranty to any other person or entity without the prior express written
approval of the State, which approval the State may grant, withhold, or qualify in its sole and
absolute subjective discretion. (Corporate name of Contractor’s Parent Company) further agrees that
if the State brings any claim, action, lawsuit or proceeding against (Contractor), (Corporate name of
Contractor’s Parent Company) may be named as a party, in its capacity as Absolute Guarantor.

Limited English Proficiency

The Contractor shall provide equal access to public services to individuals with limited English
proficiency in compliance with Md. Code Ann., State Government Article, 88 10-1101 et seq., and
Policy Guidance issued by the Office of Civil Rights, Department of Health and Human Services,
and MDH Policy 02.06.07.

SIGNATURES ON NEXT PAGE

RFP for Maryland Department of Health Page 93 of 128


mailto:ernest.le@maryland.gov

Maryland WIC Branding and Publication Design REP Document

Solicitation # MDH OCMP 21-19190

IN WITNESS THEREOF, the parties have executed this Contract as of the date hereinabove set forth.

Contractor

By:

Date

State of Maryland

MARYLAND DEPARTMENT OF HEALTH
(MDH)

By: <<agencyContractSigner>>,
<<agencyContractSignerTitle>>

PARENT COMPANY (GUARANTOR) (if By:
applicable)

By: Date
Date

Approved for form and legal sufficiency
this day of , 20

Assistant Attorney General

APPROVED BY BPW:

(Date) (BPW ltem #)
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Attachment N. Contract Affidavit

See link at http://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/Attachment-
N-ContractAffidavit.pdf.
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Maryland WIC Branding and Publication Design
Attachment O. DHS Hiring Agreement

This solicitation does not require a DHS Hiring Agreement.
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Appendix 1. — Abbreviations and Definitions

For purposes of this RFP, the following abbreviations or terms have the meanings indicated below:

A

Z

Business Day(s) — The official working days of the week to include Monday through Friday.
Official working days excluding State Holidays (see definition of “Normal State Business
Hours” below).

CFR — Code of Federal Regulations http://www.ecfr.gov

COMAR - Code of Maryland Regulations available on-line at
http://www.dsd.state.md.us/COMAR/ComarHome.html.

Contract — The Contract awarded to the successful Offeror pursuant to this RFP. The Contract
will be in the form of Attachment M.

Contract Monitor — The State representative for this Contract who is primarily responsible for
Contract administration functions, including issuing written direction, invoice approval,
monitoring this Contract to ensure compliance with the terms and conditions of the Contract,
monitoring MBE and VSBE compliance, and achieving completion of the Contract on budget,
on time, and within scope. The Contract Monitor may authorize in writing one or more State
representatives to act on behalf of the Contract Monitor in the performance of the Contract
Monitor’s responsibilities. The Department may change the Contract Monitor at any time by
written notice to the Contractor.

Contractor — The selected Offeror that is awarded a Contract by the State.

Contractor Personnel — Employees and agents and subcontractor employees and agents
performing work at the direction of the Contractor under the terms of the Contract awarded
from this RFP.

eMMA - eMaryland Marketplace Advantage (see RFP Section 4.2).

Information System — A discrete set of information resources organized for the collection,
processing, maintenance, use, sharing, dissemination, or disposition of information.

Information Technology (IT) — All electronic information-processing hardware and software,
including: (a) maintenance; (b) telecommunications; and (c) associated consulting services.

Key Personnel — All Contractor Personnel identified in the solicitation as such that are
essential to the work being performed under the Contract. See RFP Sections 3.10.

Local Time — Time in the Eastern Time Zone as observed by the State of Maryland. Unless
otherwise specified, all stated times shall be Local Time, even if not expressly designated as
such.

Maryland Department Of Health or (MDHor the “Department”).

Minority Business Enterprise (MBE) — Any legal entity certified as defined at COMAR
21.01.02.01B (54) which is certified by the Maryland Department of Transportation under
COMAR 21.11.03.

Normal State Business Hours - Normal State business hours are 8:00 a.m. — 5:00 p.m. Monday
through Friday except State Holidays, which can be found at:
https://dbm.maryland.gov/pages/default.aspx — keyword: State Holidays.

Notice to Proceed (NTP) — A written notice from the Procurement Officer that work under the
Contract, project, Task Order or Work Order (as applicable) is to begin as of a specified date.
The NTP Date is the start date of work under the Contract, project, Task Order or Work Order.
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Additional NTPs may be issued by either the Procurement Officer or the Contract Monitor
regarding the start date for any service included within this solicitation with a delayed or non-
specified implementation date.

Q. NTP Date — The date specified in a NTP for work on Contract, project, Task Order or Work
Order to begin.

Offeror — An entity that submits a Proposal in response to this RFP.

S. Personally Identifiable Information (P1l) — Any information about an individual maintained by
the State, including (1) any information that can be used to distinguish or trace an individual
identity, such as name, social security number, date and place of birth, mother’s maiden name,
or biometric records; and (2) any other information that is linked or linkable to an individual,
such as medical, educational, financial, and employment information.

T. Procurement Officer — Prior to the award of any Contract, the sole point of contact in the State
for purposes of this solicitation. After Contract award, the Procurement Officer has
responsibilities as detailed in the Contract (Attachment M), and is the only State
representative who can authorize changes to the Contract. The Department may change the
Procurement Officer at any time by written notice to the Contractor.

U. Project Design Meeting — meeting between the Offeror’s Key Personnel and the Contract
Monitor. In this meeting the Contract Monitor will identify project deliverables, deliverable
acceptance standards, delivery dates, and new project plans.

<

Proposal — As appropriate, either or both of the Offeror’s Technical or Financial Proposal.

=

Protected Health Information (PHI) — Information that relates to the past, present, or future
physical or mental health or condition of an individual; the provision of health care to an
individual; or the past, present, or future payment for the provision of health care to an
individual; and (i) that identifies the individual; or (ii) with respect to which there is a
reasonable basis to believe the information can be used to identify the individual.

X. Request for Proposals (RFP) — This Request for Proposals issued by the MARYLAND
DEPARTMENT OF HEALTH (Department), with the Solicitation Number and date of
issuance indicated in the Key Information Summary Sheet, including any amendments thereto.

Y. Security or Security Measures — The technology, policy and procedures that a) protects and b)
controls access to networks, systems, and data.

Z. Sensitive Data - Means PII;PHI; other proprietary or confidential data as defined by the State,
including but not limited to “personal information” under Md. Code Ann., Commercial Law §
14-3501(e) and Md. Code Ann., St. Govt. § 10-1301(c) and information not subject to
disclosure under the Public Information Act, Title 4 of the General Provisions Article; and
information about an individual that (1) can be used to distinguish or trace an individual‘s
identity, such as name, social security number, date and place of birth, mother‘s maiden name,
or biometric records; or (2) is linked or linkable to an individual, such as medical, educational,
financial, and employment information.

AA. Service Level Agreement (SLA) - Commitment by the Contractor to the Department that
defines the performance standards the Contractor is obligated to meet.

BB. Software - The object code version of computer programs licensed pursuant to this Contract.
Embedded code, firmware, internal code, microcode, and any other term referring to software
that is necessary for proper operation is included in this definition of Software. Software
includes all prior, current, and future versions of the Software and all maintenance updates and
error corrections. Software also includes any upgrades, updates, bug fixes or modified
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versions or backup copies of the Software licensed to the State by Contractor or an authorized
distributor.

CC. State — The State of Maryland.

DD. Total Proposal Price - The Offeror’s total price for goods and services in response to this
solicitation, included in Financial Proposal Attachment B — Financial Proposal Form.

EE. Veteran-owned Small Business Enterprise (VSBE) — A business that is verified by the Center
for Verification and Evaluation (CVE) of the United States Department of Veterans Affairs as
a veteran-owned small business. See Code of Maryland Regulations (COMAR) 21.11.13.

FF. Work Order — A subset of work authorized by the Contract Monitor performed under the
general scope of this RFP, which is defined in advance of Contractor fulfillment, and which
may not require a Contract Modification. Except as otherwise provided, any reference to the
Contract shall be deemed to include reference to a Work Order.
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Appendix 2. — Offeror Information Sheet

See link at http://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/Appendix2-
Bidder OfferorInformationSheet.pdf.
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Appendix 3. — Labor Categories
A. Lead Graphic Designer

Position Description: The Lead Graphic Designer shall recommend various methods of portraying ideas
regarding the design, layout, and generation of a variety of graphical presentation products from rough
drafts or outlines. The position shall utilize complex automated color graphic equipment, and PC software
packages to perform duties. The position is responsible for maintaining the quality of material delivered.
This position shall provide graphic design and consultation services.

Education: This position requires a high school diploma or the equivalent. An additional year of
specialized experience may be substituted for the required education.

Total Experience: The proposed candidate must have at least three (3) years of experience in creating
and generating graphics using computer graphics software. This individual must possess skill in the
preparation of graphs, charts, and text data for visual presentations. The individual must possess skill in
but not limited to graphic identity, design for display, publication, on-air and interactive design, including
illustration, typography design, art direction, and photography. A basic knowledge of graphic equipment,
graphic software, file formats, and graphic terms is required.
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INSTRUCTIONS:

1. For each person proposed, complete one Labor Category Personnel Resume Summary to
document how the proposed person meets each of the minimum requirements.

For example: If you propose John Smith, who is your subcontractor, and you believe he meets the
requirements of the Group Facilitator, you will complete the top section of the form by entering John
Smith’s name and the subcontractor’s company name. You will then complete the right side of the Group
Facilitator form documenting how the individual meets each of the requirements. Where there is a time
requirement such as three months’ experience, you must provide the dates from and to showing an
amount of time that equals or exceeds mandatory time requirement; in this case, three months.

2. Additional information may be attached to each Labor Category Personnel Resume Summary that
may assist a full and complete understanding of the individual being proposed.
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Labor Classification Personnel Resume Summary

RFP # 20-18397

Instructions: Enter resume information in the fields below; do not submit other resume formats. Submit one
resume for each proposed resource

Candidate Name:

Contractor: (Bidder/OfferorCompanyName)
Education / Training
Degree / Year
Institution Name / City / State gree/ Complete | Field Of Study
Certification q

<add lines as needed>

Relevant Work Experience

Describe work experience relevant to the Duties / Responsibilities and Minimum Qualifications
described in the RFP. Starts with the most recent experience first; do not include non-relevant
experience.

[Organization] Description of Work...
[Title / Role]

[Period of Employment /

Work]

[Location]

[Contact Person (Optional

if current employer)]

[Organization] Description of Work...
[Title / Role]

[Period of Employment /

Work]

[Location]

[Contact Person]

<add lines as needed>

Employment History
List employment history, starting with the most recent employment first

Start and End Dates Job Title or Position Organization Name Reason for Leaving

<add lines as needed>
Personnel Resume Summary (Continued)
*“Candidate Relevant Experience” section must be filled out. Do not enter “see resume” as a
response.
References
List persons the State may contact as employment references
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Reference Name Job Title or Position

Organization Name Telephone / E-mail

<add lines as needed>

**POAuthors: Update the Section Numbers on the left side of table**

Proposed Individual’s Name/Company Name:

How does the proposed individual meet each
requirement?

LABOR CATEGORY TITLE:

Bidder/Offeror to Enter the Labor Category Name

Requirement (See Section <<2.5.4)>>

Candidate Relevant Experience *

Education:
[Insert the education description from Section
<<x.x>>for the applicable labor category]

Education:

Experience:
[Insert the experience description from Section
<<x.x>>for the applicable labor category]

Experience:

Duties:
[Insert the duties description from Section
<<x.x>>for the applicable labor category]

Duties:

The information provided on this form for this labor category is true and correct to the best of my

knowledge:

Contractor Representative:

Signature

Printed Name:

Date

Proposed Individual:

Signature

Printed Name

Date

Sign each Form
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Appendix 5. —- WIC Branding Guidelines

RFP for Maryland Department of Health Page 105 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

MARYLAND

' BETTER NUTRITION,

BRAND GUIDELINES
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INTRODUCTION
PROGRAM LOGO
DESIGN AND LAYOUT
BRAND COLORS
TYPOGRAPHY
VISUALIMAGERY
ICONS AND ILLUSTRATIONS
NON-DISCRIMINATION STATEMENT
PUBLICATION DATING
GUIDELINES FOR LITERACY
STANDARD LANGUAGE
FOR MORE INFORMATION

MARYLAND WIC BRAND GUIDELINES 2020
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INTRODUCTION

WELCOME TO THE MARYLAND WIC BRAND GUIDELINES

The Maryland WIC brand is more than a name and logo. It is a set of values, attributes, and artwork that reflects the spirit,
mission and vision of the program. Using the Maryland WIC brand consistently will reinforce our position as a premier public
health nutrition program. The Maryland WIC brand aligns with the Mational WIC Association brand.

Adherence to these guidelines is essential in maintaining a consistent and professional public identity for the Maryland WIC
Program. Our identity must be consistent across external and internal materials, on program print and incentive items, in our
State Office, Local Agencies, and Clinics, and in presentations and events.

Achieving an effective brand starts with a unified brand identity.

These brand guidelines illustrate how to apply the visual components of our brand. It includes directions on how to use our
logos, colors, and typefaces. To download this guide, the Maryland WIC logo, and other brand elements go to
wowsharepoint.dhmh.md.gov.

IMPORTANT: ALL PRINT, MEDIA, OR OTHER MATERIALS REFERRING TO THE MARYLAND WIC PROGRAM
MUST BE APPROVED BY THE MARYLAND WIC STATE OFFICE PRIOR TO PRODUCTION AND PUBLICATION.
SUBMIT THEM TO THE HEAD OF THE MARYLAND WIC COMMUNICATIONS UNIT AT THE STATE OFFICE.

MARYLAND WIC BRAND GUIDELINES 2020 PAGE 1
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GENERAL GUIDELINES

The Maryland WIC logo serves as a visual representation of our program’s mission, service,
and authority, It incorporates our tagline in both English and Spanish versions. Do not attempt
to recreate, redraw, or reconfigure this artwork. This logo must appear on all WIC materials.

HORIZONTAL LOGO

The horizontal logo is best suited for applications that need to have a horizontal or "long” logo
such as an 85" x 11° document. This is available in multi-color, purple, red, green, and black c MARYLAND
styles. Use the color that best fit with the overall look of your publication. When using this l BEITER NUTRITION, SRIGHTER FUTURE
logo, contact information for the program must be included somewhere in the publication.

BLOCK LOGO WITH TAGLINE, PHONE, AND WEB

This logo is best suited for applications that need to have a square ratio such as folded

pamphlets. Since this logo includes contact information, it is not necessary to also include c MARYLAND
it in the text of your publication. This is available in multi-color, purple, red, green, and black ' 1-B00-242-4942
styles. Use the color that best fits with the overall Look of your publication. www.mdwic.org
BLOCK LOBO WITH PHONE AND WEB PR ITRTON

This logo is best suited for applications that need to have a square ratio such as folded

pamphlets. It is the most compact logo. Since this logo includes contact information, it is

not necessary toalso include it in the text of your publication. This is available in multi-color,

purple, red, green, and black styles. Use the color that best fits with the overall look of your l r‘::l‘nnr‘!f;inz
publication. - ;“dw:c.urg
MARYLAND WIC BRAND GUIDELINES 2020 PAGE 2
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PROGRAM LOGO

SIZE & PLACEMENT

Maximize the impact by placing the logo at the top, beginning,
or on the front of materials representing Maryland WIC. Keep
space around the logo free of text and graphics. The space

around the logo should generally be approximately half of the h
width of the W in the *“WIC® symbaol. If placing over a photo \
image, be sure that no distinct background elements intrude on MARYLAND
this clear area. l

The WIC element of the logo should never be any less than half
an inch wide. On the web, the WIC elernent should never be any
less than 50 pixels wide.

MARYLAND WIC BRAND GUIDELINES 2020 PAGE 3
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PROGRAM LOGO

THINGS NOT TO DO

The Maryland WIC Logo will become the most recognizable visual aspect of the brand. It's very important to maintain the
integrity of the logo in order to keep consistency across all platforms. Below you will see some ways MOT to use this logo.

Do not change the colors: Do not squeeze, stretch, or distort the logo:

C ITC o

Do nottilt the logo on an angle: Do not add special effects such as shadow glows, emboss, or bevels:

(= v\m\k“ m m

A
BETTER NUTRITION,

\'\

MARYLAND WIC BRAND GUIDELINES 2020 PAGE 4

RFP for Maryland Department of Health Page 111 of 128



Maryland WIC Branding and Publication Design
Solicitation #: MDH OCMP 21-19190 RFP Document

PROGRAM LOGO

MARYLAND DEPARTMENT OF HEALTH LOGO

Publications which discuss the Maryland WIC Program (as opposed to only a Local Agency) must display the logo of the
Maryland Departrnent of Health. This logowill normally appear side by side with the WIC logo. Both logos should be the
same height, A publication which displays this logo must be reviewed and approved by the Maryland Department of Health
Office of Communications. The Maryland WIC Communications Unit will facilitate obtaining that approval. Send publications
to the head of the Communications Unit.

Publications may also require review and approval from the Local Health Department or funding agency. This process is
generally worked out by the Local Agency and does not involve the Maryland WIC program.

St

Maryland -'I.‘.'Z'Maryland

DEPARTMENT OF HEALTH DEPARTMENT OF HEALTH

Maryla:\d &Maryland

DEPARTMENT OF HEALTH DEPARTMENT OF HEALTH

MARYLAND WIC BRAND GUIDELINES 2020 PAGE 5
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PROGRAM LOGO

LOCAL AGENCY LOGOS AND CO-BRANDING WITH PARTNER ORGANIZATIONS

Use the Local Agency Logo in place of the Maryland WIC Logo when creating materials specific to the Local Agency. All
other brand guidelines regarding placement of the logo, spacing, font, and color still apply. The Maryland WIC State Office
must approve all materials created by the Local Agency prior to production.

If a parent organization or partner logo is required on the publication, it should appear the same size or smaller than the
Maryland or Local Agency logo.

The breastfeeding icon serves as a visual representation of our program’s commitment to promaote and support
breastfeeding. It should appear on all Maryland WIC breastfeeding education materials in conjunction with the Maryland
WIC logo. All other brand guidelines apply. It should be the same size or smaller than the Maryland WIC logo. Preferably; it
should appear on the front of the publication either below or directly to the right of the Maryland WIC logo.

BREASTFEEDING:

\ . THE GIFT THAT LASTS ;.‘HR:EB‘&FS‘IIrl:lEI‘EDp!ETg
I L
SSALIFETIME s
MARYLAND WIC BRAND GUIDELINES 2020 PAGE B
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DESIGN AND LAYOUT

BRAND COLORS

PRIMARY BRAND COLORS These primary brand colors are designated by the NWA brand guidelines. The darker colors are
primary for this palette and lighter colors are secondary. At least one of the primary colors should be dominant in the

publication. Ideally, all three colors should appear in the publication.

WIC Green 'WIC Light Green WIC Violet

CMYK:77/0/100/0 CMYK: 42/0/100/0 CMYK:100/100/0/0

RGB: 44179/ 74 RGB: 161/205/58 RGB: 46/4%/ 146
HEX: #2BB249 HEX: #ADCC39 HEX: #2D30%1

PMS: 341C PMS: 2299C PM3S: 2105C

CMYHK: 68/78/0/0

WIC Red WIC Light Red

CMYHK: 0/94/82/0 CMYHK: 0¥70/50/0
RGB:238/52/57 RGB: 243/113/10%
HEX:#ED3338 HEX: #F 27060

PMS: 179C PMS: T416C

SECONDARY BRAMND COLORS These colors are to be used for highlights and accents.

WIC Gray WIC Light Gray WIC Orange

CMYK:0/0/0/40 CMYK:0/0/0/25 CMYK:0/49/85/9

RGB: 1701707170 RGE: 200/200/200 RGB: 232/M19/34
HEX: #CACBCA HEX: #EBTT722
PMS: 3C PMS: 158C

MARYLAND WIC BRAND GUIDELINES 2020

RFP for Maryland Department of Health

'WIC Light Orange

RGE: 236M186/121

WIC Blue
CMYK:100/DN3/22
RGB:0/123/160
HEX: #007BAD
PMS: 314C
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DESIGN AND LAYOUT

BRAND COLORS

The background should usually be white. Text should usually be black. If a color other than black is used for text, it should be
purple.

All colors should be used at 100% whenever possible.

COLOR SYSTEMS
PANTONE MATCHING SYSTEM (PMS) consists of individual spot colors that use PMS Match Ink Formulas for offset

and screen printing. PMS colors include matching shades for use on both coated and uncoated paper. Generally, coated
colors are specified, however when printing on uncoated paper be sure to specify the uncoated PMS number.

CMYK is the 4-color process ink systermn used for offset and digital printing. The four basic process colors are: Cyan
(C), Magenta (M), Yellow (Y), and Black (K). Percentages, or process builds, of these colors combine to create a full
color effect.

RGB or Red (R), Green (G) And Blue (B) are digital colors with a unigue set of formula numbers that are equivalent to
PMS and CMYK colors. These colors are used online and for other digital applications.

HEXADECIMAL is a number color code (HTML) used to specify colors for web and video production.

MARYLAND WIC BRAND GUIDELINES 2020 PAGE B
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DESIGN AND LAYOUT

TYPOGRAPHY - g
A | D E

Our brand uses three typefaces. Each one has its own use, and the
typefaces should not be used interchangeably.

Gravur Condensed Black is used for headlines and subheads. I

Headlines and subheadings should always use all capital letters.

Gravur Condensed black is a licensed font which has to be paid

for. The State owns one license and can produce text in this font I \ I

FF DIN is for supporting copy and body text in publications. This
fontis freely available for download off the internet. This font
should almost always be printed in black on a white background.
Body text should always be at least 12 point size for readability.

Verdana may be used if you do not have a license for Gravur
Condensed Black. ,

Signature Headline Style (displayed on theright) is a series of

images for each letter based on the Gravur Condensed Black -

typeface. These letters are suitable for the title of your publication

and are available in purple, green, or red. The image files are l
available on SharePoint. \ .

MARYLAND WIC BRAND GUIDELINES 2020 PAGE 9
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DESIGN AND LAYOUT

VISUAL IMAGERY

Visual imagery such as photographs and illustrations should be simple, engaging, and high quality. When choosing imagery,
strive for consistency of color and style within the design. Make sure the art files are high resolution (300 dpi at print size)
and that they do not interfere with the logo's legibility.

IMAGES TO USE: ADHERE TO THE FOLLOWING WIC STANDARDS FOR IMABERY:
= Diversity of happy women, infants, and children: When = Do not portray bottles, bottle-fed infants, sippy cups,
using multiple pictures in a publication, the pictures pacifiers, or binkies.
should be of different people representing different + Food must be cut to age-appropriate sizes.
backgrounds. = Do notinclude imagery of candy, cakes, ice cream, soda,
= Healthy WIC foods: raw ingredients, home made meals, or other sweets.
approved package foods = Atoddler at atable or ina car must be in a safety seat.
= Eating, play, and learning activities = Do not portray eating in the living room, sitting on the
= Safe and proper care procedures counter top, or in front of the TV.
= Participants in WIC environments = Children should not be held by an adult while eating.
= Forbreastfeeding images, make sure that the mother's
IMAGES TO AYOID: breast is not overly exposed.
= Show the correct positioning when breastfeeding.
= Imagery that appears staged or posed = Do not portray toys, blankets, or bumper pads in a crib.
« [Overly glamorous images « Children should be portrayed sleeping on their back.
= Clipart

= Distracting decorative elements such as shadows or
busy background patterns

MARYLAND WIC BRAND GUIDELINES 2020 PAGE 10
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DESIGN AND LAYOUT

ICONS AND ILLUSTRATIONS

A wide variety of illustrations which follow the Maryland WIC branding are available for use in publications. These images
portray participants and foods as well as more abstract concepts such as calling on the phone. They are also free to use.
Contact the Maryland WIC Communications Unit for the image files.
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NON-DISCRIMINATION STATEMENT

-
In accordance with Federal civil rights law and US. Department of Agriculture

FULL VERSION

(USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and

Print publications must include the Emp.lu?'ees.anl:l ir!lstit.uti.uns.parricipating in Dradministt.aring U'..SElJApngrqmslalrE

Mon-Discrimination Stat tf dinWwic prohibited from discriminating based on race, color, national origin, sex, disability,
Dr? Iscrimination statement round in age, or reprisal or retaliation for prior civilrights activity in any program or activity

Policy Memorandum #2016-2 dated October conducted or funded by USDA.

26, 2016.

Persons with disabilities who require alternative means of communication for
The minimum font size is 8 point. program information (e.g. Braille, large print, audictape, American Sign Language,
etc.), should contact the Agency (State or local) where they applied for benefits.

. Individuals who are deaf, hard of hearing or have speech disabilities may contact
Generally, this should appear on the bottom USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
of a single-page publication or on the back information may be made available in languages other than English.

of a multi-page publication.
To file a program complaint of discrimination, complete the LUSDA Program

Vital documents and materials which are Discrimination Complaint Form, (AD-3027) found online at:
http:/f'www.ascr.usda.gov/complaint_filing_custhtml and at any USDA office, or
write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (B44) 632-9992.

critical to program participation must
include the full Non-Discrimination

Statement. Examples include applications, Submit your completed form or letter to USDA by:
notices, program literature, and certification
materials. Websites must also include the (1) mail: US. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

full Non-Discrimination Statement.

This staterment must appear in its entirety (2) fax- (202) 690- 7462 or
with no edits or changes. (3) email: program.intake@usda.gov.
This institution is an equal opportunity provider.
- o
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NON-DISCRIMINATION STATEMENT

’
De conformidad con la Ley Federal de Derechos Civiles y los reglamentos y politicas de derechos

SPANISH VERSION civiles del Departamento de Agricultura de los EE. UU. (USDA, por sus siglas en inglés), se pohibe
que el USDA, sus agencias, oficinas, empleados e instituciones que participan o administran

The same specifications that programas del USDA discriminen sobre la base de raza, color, nacionalidad, sexo, discapacidad,

apply to the Mon-Discrimination edad, o enrepresalia o venganza por actividades previas de derechos civiles en alglin programa o

Statement in English also apply actividad realizados o financiados por el WSDA.

in Spanish.

Las personas con discapacidades que necesiten medios altemativos para la comunicacion de la
informacion del programa (por ejemplo, sistema Braille, letras grandes, cintas de audio, lenguaje de
sefias americana, etc.), deben ponerse en contacto con la agencia (estatalo local) eén la que
solicitaron los beneficios. Las personas sordas, con dificultades de audicion o discapacidadesdel
habla pueden comunicarse con el USDA par medio del Federal Relay Service [Servicio Federal de
Retransmision] al (B00) 877-8339. Ademis, la informacidn del programa se puede proporcionar en
otros idiomas.

Para presentar una denuncia de disciminacion, complete el Formulario de Denuncia de
Discriminacion del Programa del USDA, (AD-3027) que esta disponible en linea en:
http//www.ascrusda.gov/ complaint_filing_custhtml y en cualguier oficina del USDA, o bien
escriba una carta dirigida al USDA e incluya enla carta toda la informacion solicitada en el
formulario. Para solicitar una copia del formulario de denuncia, llame al (B&44) 632-9992. Haga
llegar su formulario lleno o carta al USDA por:

(1) corren: US. Department of Agriculture
Office of the Assistant Secrefary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax:(202) 690-T64Z 0

(3) correo electmnico: program.intake(@usda gov.

LEsm institucion es un proveedor que ofrece igualdad de oportunidades.
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NON-DISCRIMINATION STATEMENT

ABBREVIATED VERSION & EXCEPTIONS

The full Non-Discrimination Statement should be used
whenever possible, but if the material is too small to fit
the full staternent, you may use the abbreviated
statement.

(This institution is an equal opportunity provider. )

(Esta institucion es proveedora de igualdad de aponunidades.)
The staternentis not required to be printed on materials

such as cups, buttons, magnets, or pens when the size
or configuration make it impractical.

Radio or television ads or videos produced for the
internet may use “This institution is an equal opportunity
provider” to meet the non-discrimination requirement.
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GENERAL GUIDELINES

All print materials must have a publication date. Use the format MMYY. For example, if a publication was created in July 2020,
the date would appear as 0720.

If the item is to be in the CORE inventory, then the CORE number should precede the date with a slash separating them. For
example, the Authorized Foods List in English that was created in July 2020 would be C-02/0720.

The publication date changes any time there are content revisions. |f a new print has no changes to the content, then the
publication date remains the same.

The minimum size for the inventory code and publication date is 8 point font.
It should generally appear in the bottorn corner, and if the publication has multiple pages, it should appear on the back page.

If the publication uses the full USDA Non-Discrimination Statement, the publication date should appear below it. If the
publication uses the abbreviated Non-Discrimination Statement, the publication date should appear on the same level.

SAMPLE PUBLICATION DATE SAMPLE INVENTORY CODE AND PUBLICATION DATE
0720 C-02/0720
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RFP Document

GUIDELINES FOR LITERACY

LANGUAGE AND VOCABULARY

Content for Maryland WIC materials should be at a maximum FIFTH GRADE READING LEVEL to be accessible to individuals with
Low literacy. Use plain language for easy to read communication. Keep in mind that people with a reduced reading level have

limited comprehension, retention, and vocabulary.
ORGANIZATION LAYOUT
+ Be consistentin the way material + Avoid lengthy lists. Limit to no
is organized and formatted. maore than seven items.
+ Seguence information logically. « Start each paragraph on a new line

= When possible, organize the
information using explanatory,
clear headers. .
Simple: Breakfast (good)
Explanatory: Breakfast Meal Plans -
(better)
» |If desired, underline or bold the
headers or titles. Do not use
italics.
+ Presentonly one idea at atime.
= Tryto keep each idea to one page. -
+ Use visuals to explain important
information.

and skip a line between each. Do
notindent paragraphs.
Paragraphs should be no more
than four lines (preferably three).
Include plenty of white space in
your documents. This allows
readers to focus.
= |deally there should be about
an even split between text and
white space.
Make room forwhite space by
simplifying text, adding pages, or
enlarging the size of the piece.

MARYLAND WIC BRAND GUIDELINES 2020

WORDING AND SENTENCE STRUCTURE

+ Use plain language.

= Use short, non-technical words of
two syllables or less.

« Avoid abbreviations, contractions,
acranyms, unfamiliar spellings of
words, and guotation marks.

+ Sentences of eight to ten words
are best. Never use sentences
longer than twenty-five words.

» Use the active voice instead of the
passive voice.

= Use positive statements.

Positive: Always eat breakfast.
MNegative: Do not skip breakfast.

PAGE 16
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GUIDELINES FOR LITERACY

TEXT FORMAT

+ Use capital and lower-case lettering; using all caps is difficult to read.
+ Do not use right justification (where all words are aligned on the right).
= Avoid putting the first word of a sentence as the last word on a line. Also,
(that was an example), avoid putting the last word of a sentence as the first word on a line.
» ltalics are difficult to read. To highlight a word or passage, bold or underling it.
+ Use at least 12 point font size.
+ Use high contrast colors between background and text.
+ Always use normal letter spacing, do not add or subtract space between letters.
= Do not end a sentence with a hyphenated word that carries to the next line e.g; re-
word.

VISUALS

» Visuals should be direct and informative, not just attractive.

+ Place the illustration next to the text it is describing.

= Usesimple illustrations.

+ Circles or arrows are very useful in pointing out key information.
= Use high resolution photographs to ensure good quality.
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STANDARD LANGUAGE

Authorized Foods List

DO NOT USE

Foods List

EXPLANATION

Foods is plural

Breastfeed
Breastfed

Breast feed
Breast-fed

One word, do not hyphenate or space

1D

1.0.

Do not use perinds when referring to
an abbreviation of identification

1D Folder

ID folder

10 Folder isa proper noun

Local Agency

Capitalize when used as a proper noun

Maryland WIC Program

The Maryland WIC Program
Office of the Maryland WIC Program

“The" ar “Office of the” is not part of
the program name

Farticipant

Client
Customer

The individuals we serve participate in
their own health care

State Dffice

MARYLAND WIC BRAND GUIDELINES 2020

Capitalize when used as a proper noun
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FOR MORE INFORMATION

For guestions or assistance, please call 410-767-5242 and ask for the Communications Unit.

IMPORTANT: ALL PRINT, MEDIA, OR OTHER MATERIALS REFERRING TO THE MARYLAND WIC PROGRAM
MUST BE APPROVED BY THE MARYLAND WIC STATE OFFICE PRIOR TO PRODUCTION AND PUBLICATION.
SUBMIT THEM TO THE HEAD OF THE MARYLAND WIC COMMUNICATIONS UNIT AT THE STATE OFFICE.
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In accordance with Federal civil rights law and US. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its
Agencies, offices, and employees, and institutions participating in or administering US DA programs are prohibited from discriminating
based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity inany program or activity
conducted or funded by USDA

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, avdiotape,
American Sign Language, etc ), should contact the Agency (State or local) whare they applied for banaefits. Individuals who are deaf, hard of
hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at-
http/ iwrww ascrusda gov/complaint_filing_cust html, and at any USDA office, or write a letter addressed to USDA and provide in the latter
all of the information requested in the form. To request a copy of the complaint form, call (B66) 632-9992. Submit your completed form or
letter to USDA by:

(1) mail: U5 Departmant of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avanue, SW
Washington, D.C. 20250-9410;

(2) faxe (202) 690-T442; or

(3) email: program_intake@usda gov.

This institution is an equal opportunity provider.

MARYLAND WIC PROGRAM MARYLAND -
201 W. PRESTON STREET l 1-800-242-4942
BALTIMORE, MD 21201 www.mdwic.org M a rYIa nd

DEPARTMENT OF HEALTH
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Appendix 6. — WIC Brochure Examples

Digital examples of some of the brochures and materials created for Maryland WIC can be found
throughout the Maryland WIC website at www.mdwic.org. The following specific Quick Links on the
website have multiple brochures to view:

A. Breastfeeding Services https://health.maryland.gov/phpa/wic/Pages/breastfeeding-services.aspx

Heath Care Providers https://health.maryland.gov/phpa/wic/Pages/wic-hcp.aspx

B.
C. Nutrition https://health.maryland.gov/phpa/wic/Pages/wic-nutrition.aspx
D. Vendors https://health.maryland.gov/phpa/wic/Pages/WIC-Vendor.aspx
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