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Request for Proposals Information 
 

Project Title: Operations Analysis:   
Washington State Law Library 

 
Procurement Website: http://www.courts.wa.gov/procure/ 
 
Estimated Contract Period: 04/02/2012 through 06/29/2012 

Amendments extending the period of 
performance, if any, shall be at the sole 
discretion of the Washington State Law 
Library. 

 
Proposal Due Date: All Proposals must arrive by the date/time 

listed in the RFP Schedule below. Faxed 
bids WILL NOT be accepted. 

 
RFP Coordinator: John E. Bell, Contracts Manager 
 Administrative Office of the Courts 
 1206 Quince Street SE 
 P.O. Box 41170 
 Olympia, WA 98504-1170 
 Phone: (360) 704-4029 
 E-Mail: John.Bell@courts.wa.gov 
 
Submit Proposal To: RFP Coordinator 

 
 
 
 
 
 
 
 
 

RFP Schedule 
RFP Released……………………………………………………………………02/13/2012 
Last date for questions regarding RFP………………………………………. 02/21/2012 
Proposals due 4:00 PM Pacific Time…………….……………………………02/27/2012 
Successful Vendor announced…………….…………………………………. 03/05/2012 
Expected contract execution date……………………………………………..03/19/2012 

http://www.courts.wa.gov/procure/
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Executive Summary 
 
An assessment of the current structure and organization of the Washington State 
Law Library (WSLL) is a necessary component of the continuing effort to educate 
the Washington State Legislature regarding the functions and services it provides.  
The vendor will compile data regarding the operating and authorizing environments 
from six state law libraries. The WSLL may also choose to identify a Washington 
State agency with similar library and research services for evaluation by the Vendor. 
Data collected will include, but will not be limited to, funding source(s), organizational 
structure, collection size, service areas, disaster recovery, costs of operation and 
cost recovery and/or revenue collection mechanisms.  The vendor will evaluate and 
analyze the current WSLL operational structure and compare it to the operational 
structure of the selected state law libraries and, if requested, a Washington State 
agency.  The vendor will write a report and provide a presentation summarizing the 
operational structure of other state law libraries, a Washington State agency if 
identified for inclusion, and the operational structure of the WSLL, along with 
suggested alternatives to the current structure and organization of the WSLL.  This 
report and presentation will allow an independent advisory group to make 
suggestions to the Washington State Supreme Court regarding the future structure 
and organization of the WSLL. 

A.  Washington State Law Library Profile  

The Washington State Law Library was originally a part of the State Library. In 1907, 
the State Law Library Committee was charged with appointing the State Law 
Librarian, who would also serve as the Deputy State Librarian. The State Law 
Library has occupied the Main Reading Room in the Temple of Justice in Olympia, 
Washington since the building was opened in 1913. 

In 1959, under the Revised Code of Washington Chapter 27.20, the State Law 
Library was made a part of the Supreme Court. It serves employees of all three 
branches of state government and provides some services to local governments. It 
is open for use by the public. 
 
The WSLL acts as a key component in the administration of justice by ensuring 
access to legal information. The State Law Library serves a vital function by 
providing access to legal information resources for the judicial branch, the legislative 
and executive branches of state and local government, and the citizens of the State.  
 
The WSLL serves as a legal research library for the Supreme Court, the Legislature, 
the Governor’s Office, the Office of the Attorney General, and all state employees. 
Publications are loaned to citizens throughout the state, and the Internet reference 
program provides a wealth of information to individuals unable to personally visit the 
library. 
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Minimum Qualifications 
 
To be eligible for an award, Vendors must first meet the minimum qualifications 
listed below. Proposals from Vendors unable to meet the minimum qualifications will 
be considered non-responsive and will be eliminated from further review and 
consideration. 
 
1. A defined Methodology and Approach strategy to providing the services 

requested. 
2. Three (3) or more years experience in delivering similar services for private 

and/or public sector organizations. 
3. Proven ability to provide expert level consulting and guidance to deliver 

requested services. 
4. Evidence of financial stability, as shown by an overview of financial statements, 

along with third-party audited financial statements for the last three (3) years. 
These statements must be provided at the time the proposal is submitted. 

5. Qualifications of the consultant(s) who will be made available as the project team 
to deliver the services requested. 

6. Names, addresses, and telephone numbers of three business or government 
references that are not affiliated with the vendor. 

7. Compliance with the Washington statutes regarding contracting with current or 
former state employees pursuant to chapter 42.52 of the Revised Code of 
Washington (RCW). 

Procurement Goals 
 

WSLL seeks an assessment of its current structure and organization.  The Vendor 
will gather information and data regarding the operational structure of other law 
libraries (six state law libraries and one agency library if so directed by the WSLL), 
and assess and evaluate the current operational structure of the WSLL using the 
gathered information for assistance.  The Vendor will complete a detailed written 
report and provide a presentation summarizing the information gathered and 
suggesting alternative operational structures to the WSLL. This report and 
presentation will allow an advisory group to make suggestions to the Washington 
Supreme Court regarding the future organizational structure of the WSLL.  

Project Scope 
 
The successful candidate will work with WSLL to develop a report that outlines the 
structure and organization of several state law libraries, a Washington State agency 
if identified for inclusion, the Washington State Law Library, and possible 
alternatives to the structure and organization of the current Washington State Law 
Library. This report will be written and then presented to an advisory committee. 
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Deliverables 
 

Deliverable #1 – Work Plan and Schedule 
Description 

The Vendor will provide a detailed work plan outlining all activities associated with 
this engagement from inception to conclusion.   

Expected work products/activities include, but are not limited to: 
• Study Approach  
• Schedule of tasks and activities 
• Resource requirements 
• Written reports 
• Scheduled presentation of report and findings 

Deliverable #2 – Review of Other State Law Libraries  
Description 

The Vendor will gather information and data regarding the operational structures of 
six state law libraries and, if requested, the law and research library of a Washington 
State agency, and provide a written report that addresses the operational structure 
of each. The Vendor will be provided a pool of ten state law libraries from which the 
Vendor will be asked to select five libraries from the pool; the WSLL will then select 
an additional state law library and may identify a state agency for inclusion, as well.  
“Operational structure” review will include, but not be limited to, authorization, 
funding source(s), annual budget, organization and reporting structure, relation to 
Judicial Branch, staffing levels, facilities, collection size, disaster recovery, service 
areas, costs of operation, cost recovery, and other funding mechanisms used to 
support library services.   
 
The Vendor will prepare a written report of this information gathering and use the 
gathered information in the preparation of Deliverable 4.   

Deliverable #3 – Review of the Research Library of a Washington 
State Agency 
Description 

 
The Vendor may be asked to gather information regarding the operational structure 
of one state agency as identified by the WSLL. Information to be gathered may 
include the level and method of law library service delivery, research services 
provided, location and maintenance of regional publication collections, and other 
information as needed.    
 
The Vendor will prepare a written report of this review and use the information 
gathered in the preparation of Deliverable 4.   
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Deliverable #4 – Review of Washington State Law Library 
Description 

The Vendor will analyze and evaluate the current operational structure of the WSLL 
using data gathered from other state law libraries and, if requested, a Washington 
State agency, as a basis.  The Vendor will offer options regarding alternative 
operational structures or alternative operational structure components based upon 
the data gathered.  If a state agency is selected for review, the options will include 
the integration of services provided to employees of other Washington State 
agencies, specifically the agency selected by the WSLL for this report. 
 
The Vendor will prepare a written report containing the analysis and evaluation of 
the WSLL as well as the alternative operational options.  If a Washington State 
agency is included in the study, this report will include an evaluation of the potential 
expansion of the WSLL services to other Washington State agencies, specifically the 
agency selected by the WSLL.  

Deliverable #5 – Delivery and Presentation of Report 
Description 

The Vendor will provide a final written report and an oral presentation of that report 
to the advisory group. The report will summarize the data collected with regard to the 
other state law libraries, the Washington State agency if one is selected by the 
WSLL, and the WSLL.  The report will also explain and identify alternative 
operational structures that the advisory group may consider for recommendation to 
the Supreme Court.  
 

Deliverable Acceptance Criteria 
 
 For Deliverable #1 – Work Plan and Schedule 

Specified documentation and activities in support of all deliverables are provided, 
including proposed schedule and work breakdown structure.  The final overall 
approach, work plan, fully developed schedule and accompanying documents 
have been reviewed, assessed, and approved by the State Law Librarian.  
 

 Deliverable #2  -  Review of other State Law Libraries 
A written report which has been validated, approved, and accepted by the State 
Law Librarian.  The report shall incorporate interviews, documentation of 
interview sessions, summaries of materials reviewed, summaries of messages, 
and a high-level description of documented findings.  
 

 Deliverable #3 – Review of the Research Library of a Washington State Agency 
If requested, a written report which incorporates interviews, documentation of 
interview sessions, summaries of materials reviewed, and a high-level report of 
documented findings which have been validated by the State Law Librarian. The 
finalized report is reviewed, approved and accepted by the State Law Librarian. 
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 Deliverable #4  -  Review of the Washington State Library 
A written report that incorporates interviews, documentation of interview 
sessions, summaries of materials reviewed, summary of messages, a high level 
report on findings and has been documented, and validated by the State Law 
Librarian. The finalized report is reviewed, approved and accepted by State Law 
Librarian.  
 

• For Deliverable #5 – Delivery and Presentation of the Report 
The Vendor will present the final report to State Law Librarian for approval. The 
final report will incorporate Deliverables 2, 3, and 4 and explain and identify 
alternative state law library operational structures and, if requested, discussion of 
the state agency library operational structure.  The Vendor will give an oral 
presentation, including a PowerPoint or similar presentation of findings and 
possible alternative structures. 

 

Period of Performance 
The period of performance for this engagement is anticipated to begin on April 2, 
2012, and end on June 29, 2012. 
 

Cost Proposal 
 
Vendors are required to submit a cost proposal under separate cover, based on the 
instructions, requirements, and worksheets discussed in the following sections: 

B. Pricing Instructions 
The Vendor must submit information detailing the proposed pricing of the 
Professional Services. The WSLL reserves the right to review all aspects of 
the cost proposal for reasonableness and to request clarification of any 
proposal where the cost component shows significant and unsupported 
deviation from the Vendor’s proposal, industry norms, or in areas where 
detailed pricing is required. 
 
The WSLL reserves the right to offer finalists a chance to submit a best and 
final offer. Vendors may be asked to propose additional discounts, benefits, 
cost reductions, or savings that were not previously presented in the Vendor’s 
response. Selected vendors are not required to submit a best and final offer 
and may submit a written response notifying the WSLL that their response 
remains as originally submitted.  
 
The Vendor must submit the cost proposal in a separate section. Vendors 
may submit additional pricing information as an appendix to their cost 
proposals. 
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C. Cost Categories 
The Vendor must provide pricing proposals using the cost categories outlined 
below. The Vendor must provide the necessary detail within each cost 
category as required to properly document the proposed price. The cost 
category details shall conform to the proposal, as to allow the evaluator a 
means of cross-walking pricing detail to the service or product being provided. 
 
The Vendor must provide its cost proposal in the most discrete categories 
possible, in order to allow the WSLL to complete a comparative analysis of 
proposals.  
 
The cost elements are as follows: 

1. Professional Services 
• The Vendor must complete a pricing summary that sets forth the 

price of each deliverable and any additional costs, including travel, 
lodging, per diem and any applicable taxes. (Appendix B – 
Pricing) Prices quoted must remain fixed for the duration of the 
contract executed as a result of this RFP.  

• The WSLL intends to enter into a Deliverables-Based contract for 
the Professional Services described in this RFP. The Vendor must 
propose cost on a per-deliverable basis. 

2. Project Costs 
Project costs must be categorized based on the milestones or tasks 
accomplished as presented in the Vendor’s implementation plan. 

D. Proposed Price  
Vendors shall provide a pricing worksheet, which will include all travel, 
lodging and per diem expenses and any applicable taxes.  If Vendor identifies 
additional cost categories, those additional cost categories will be included 
with the appropriate explanation. 

E. Payment Schedule 
The Vendor must propose a payment schedule. This payment schedule must 
be linked to deliverables. It is expected proposed payments will be 
commensurate with the products or services provided. 

RFP Administration and Instructions to Vendors 

F. RFP Coordinator 
Upon release of this RFP, all Vendor communications concerning this 
acquisition must be directed to the RFP Coordinator listed on Page 3 of this 
document.  
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Unauthorized contact regarding this RFP with other Judicial Branch 
employees may result in disqualification. Contact is considered authorized 
only if the Vendor is referred to another Judicial Branch employee by the RFP 
Coordinator. Any oral communications will be considered unofficial and 
non-binding on WSLL. Only written statements issued by the RFP 
Coordinator may be relied upon. 

G. RFP Questions 
Specific questions concerning the RFP must be submitted to the RFP 
Coordinator by e-mail no later than the listed date in the RFP Schedule.           
Questions will not be accepted beyond this date. Responses will be posted at 
the Washington Courts’ website http://www.courts.wa.gov/procure/. Oral 
responses given to any questions are to be considered preliminary and non-
binding. Only written responses to questions will be considered official. 

H. Proposal Response Date and Location 
The Vendor’s Proposal, in its entirety, must be received by the RFP 
Coordinator in Olympia, Washington, in accordance with the schedule 
contained on Page 3 of this RFP. Vendors assume the risk of the method of 
dispatch chosen. Responses may be delivered by email. 

I. Proposal Format 
Vendors must submit their Proposals electronically. Proposals must be 
reproducible upon receipt by WSLL on standard 8-1/2 by 11 inch paper.  

J. Proposal Requirements and Content 
See Appendix A. 

K. Costs of Preparing Proposals 
The WSLL will not pay any Vendor costs associated with preparing Proposals 
submitted in response to this RFP. 

L. Proposals Property of the WSLL  
All Proposals, accompanying documentation and other materials submitted in 
response to this RFP shall become the property of the WSLL and will not be 
returned. 

M. Acceptance of RFP Terms 
A Proposal submitted in response to this RFP shall be considered a binding 
offer. Acknowledgement of this condition shall be indicated in a letter of 
submittal (see Appendix A). A Vendor must clearly identify and thoroughly 
explain any variations between its Proposal and this RFP. Failure to do so 
shall be deemed a waiver of any rights to subsequently modify the terms of 
performance, except as outlined or specified in the RFP. 

  

http://www.courts.wa.gov/procure/
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N. Contract 
The WSLL intends to enter into one agreement for the services described in 
this RFP. For joint proposals, the WSLL will contract with only one 
Professional Services Provider, and the Professional Services Provider will 
enter into a subsequent agreement with the 3rd party service provider. 
 

O. Insurance (A.K.A. Worker’s Compensation) 
The successful Vendor shall maintain in full force and effect, the insurance 
required by Contractor shall provide or purchase industrial insurance 
coverage for the Contractor’s employees, as may be required by an 
“employer” as defined in Title 51 RCW, and shall maintain full compliance 
with Title 51 RCW during the course of this contract.. The Vendor shall 
acquire such insurance from an insurance carrier or carriers licensed to 
conduct business in the state of Washington and having a rating of A-, Class 
VII or better, in the most recently published edition of Best Reports. In the 
event of cancellation, non-renewal, revocation, or other termination of any 
insurance coverage required by this Contract, Vendor shall provide written 
notice of such to the WSLL within one (1) business day of Vendor’s receipt of 
such notice. Failure to buy and maintain the required insurance may, at the 
WSLL’s sole option, result in this contract’s termination. 

 

P. Contract Amendment 
Additional services that are appropriate and related to the scope of this RFP, 
as determined by the WSLL, may be added to the resulting contract by a 
written amendment mutually agreed to and executed by both parties. 

Q. RFP Amendments 
The WSLL reserves the right, at any time before execution of a contract, to 
amend all or a portion of this RFP. Amendments will be posted on the 
Washington Courts’ Website. If there is any conflict between amendments, or 
between an amendment and the RFP, whichever document was issued last in 
time shall be controlling. 

R. Proprietary Information/Public Disclosure 
Any information contained in the Proposal that is considered proprietary and 
exempt from disclosure under the Washington State Public Records Act, 
chapter 42.56 RCW, by the Vendor must be clearly designated. Each page 
must be identified by the word “confidential” printed in the lower right hand 
corner of the page and the particular exception from disclosure upon which 
the Vendor is making the claim shall be referenced below the word 
“confidential.” Marking of the entire Proposal as proprietary will be 
neither accepted nor honored. If a request is made to view or obtain a copy 
of a Vendor’s Proposal, the WSLL will comply with applicable public 
disclosure requirements. If any information in the Proposal is marked as 

http://apps.leg.wa.gov/RCW/default.aspx?cite=42.56
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proprietary, the affected Vendor will be given an opportunity to seek an 
injunction or restraining order against the requested disclosure.  

S. RFP Amendments/Cancellation/Reissue/Reopen 
The WSLL reserves the right to change the RFP Schedule or issue 
amendments to this RFP at any time. The WSLL  also reserves the right to 
cancel or reissue the RFP. 

T. Minor Administrative Irregularities 
The WSLL reserves the right to waive minor administrative irregularities 
contained in any response. 

U. No Obligation to Enter a Contract 
The release of this RFP does not compel the WSLL to enter into any contract. 
 
The WSLL reserves the right to refrain from contracting with any Vendor that 
has responded to this RFP, whether or not the Vendor’s Proposal has been 
evaluated and whether or not the Vendor has been determined to be 
qualified. Exercise of this reserved right does not affect the WSLL’s right to 
contract with any other Vendor. 
 
The WSLL reserves the right to request an interview with any Vendor who is a 
prospective contractor prior to entering a contract with that Vendor. If a 
Vendor declines the request for an interview for any reason, the Vendor will 
be eliminated from further consideration. 

V. Advance Payment 
The WSLL cannot make advanced payment for services being procured 
under this solicitation. Therefore, the Vendor should anticipate payment at the 
end rather than the beginning of the invoice period in which it submits any 
services for which payment is due. Invoices should be submitted no more 
often than monthly. 

W. Submission of Proposals 
Proposals must be prepared and submitted no later than the proposal 
submission date and time specified in the Procurement Schedule. The 
proposal is to be sent to the RFP Coordinator by e-mail at the email address 
specified on Page 3 of this RFP.  

 
The Vendor should allow sufficient time to ensure timely receipt by the RFP 
Coordinator. The Vendor assumes the risk of delivery and for any delay in the 
delivery of the Vendor’s proposal. 
 
The WSLL will disqualify any proposal and withdraw it from consideration if it 
is received after the proposal submission due date and time. All proposals 
and any accompanying documentation become the property of the WSLL and 
will not be returned. 
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X. Non-responsive Proposals 
All proposals will be reviewed by the RFP Coordinator to determine 
compliance with the administrative requirements and instructions specified in 
this RFP. The WSLL may reject or withdraw a proposal at any time as non-
responsive for any of the following reasons: 

• Incomplete proposal. 
• Submission of alternative proposals. 
• Failure to meet the Minimum Qualifications as outlined in Section IV of 

this RFP. 
• Submission of incorrect, misleading, or false information. 

Y. Joint Proposals 
The WSLL will enter into one contract for the goods and services being 
procured under this RFP. If you submit a joint proposal, with one or more 
other Vendors, you must agree to designate the Professional Services 
Provider as the prime Vendor. The prime Vendor will be the WSLL’s sole 
point of contact, will sign the contract and any amendments, and will bear 
sole responsibility for performance under the contract. 

Z. Withdrawal of Proposals 
After a Proposal has been submitted, Vendors may withdraw a proposal at 
any time up to the proposal submission date and time specified in the 
Procurement Schedule. A written request signed by an authorized 
representative of the Vendor must be submitted to the RFP Coordinator. After 
withdrawing a previously submitted proposal, the Vendor may submit another 
proposal at any time up the proposal submission date and time. 

AA. RFP Evaluation 
Responsive proposals will be evaluated strictly in accordance with the 
requirements stated in this procurement and any amendments issued. The 
evaluation will be performed in the following phases: 

1. Phase 1 – Qualification Review 
Each Proposal will first be screened to determine if the Vendor meets the 
minimum qualifications and complied with the pertinent instructions found 
in the RFP document. If the Vendor’s proposal is incomplete or the 
response is not organized as requested, the WSLL may, at any time, 
consider your proposal non-responsive and withdraw it from consideration. 
Proposals that comply with the pertinent instructions and meet the 
minimum qualifications will move to Phase 2 in the evaluation process for 
assessment and scoring. 
 
The RFP Coordinator or designee will review the following and then 
forward the proposal to the project manager and the evaluation team for 
review, evaluation, assessment and scoring: 

• The Minimum Qualifications of the Vendor to provide the required 
services based on the Vendor’s response to Section 4 of the RFP. 
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• Appendix A, Section 1 – Submittal Letter. 
• Professional Services. 
• Cost Proposal. 
• Reference Checks. 

2. Phase 2 – Assessment and Scoring 
The following weighting will be assigned to the Proposal for evaluation 
purposes: 
 
Professional Services 70% 
Consists of evaluating the Vendor’s overall proposal, personnel, company 
management, project management practices, references, and financial 
stability.  
 
Cost Proposal  30% 
 
References [top-scoring Proposal(s) only] Pass/Fail 
 
References will be contacted for the top-scoring Proposal(s) only and will 
then be scored on a pass/fail basis. 
 
Your subtotal score for the written Proposal will be the average of the 
scores of the evaluators who review your written Proposal. Your final total 
Proposal score will be the average points awarded for your written 
Proposal, plus the response for references. 

BB. Post Evaluation  
1. Notification of Apparently Successful Vendor(s) 

The Apparently Successful Vendor and the Apparently Unsuccessful 
Vendors will be notified via e-mail. 

2. Debriefing of Unsuccessful Vendors 
Vendors who submitted responses that were not selected will be given the 
opportunity for a debriefing conference. A request for a debriefing 
conference must be received by the RFP Coordinator within three (3) 
business days after the notification to Unsuccessful Vendors is e-mailed to 
Vendors. The debriefing must be held within five (5) business days of the 
request. 

 
Discussion at the debriefing conference will be limited to the following: 
1. Evaluation and scoring of your Proposal. 
2. Critique of your Proposal based on evaluators’ comments. 
3. Review of your final score in comparison with other Vendors’ final 

scores without identifying the Vendors. 
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3. Protest Procedures 
 

In order to submit a protest under this RFP, a Vendor must have 
submitted a Proposal for this RFP, and have requested and participated in 
a debriefing conference.  
 
Vendors submitting a protest to this procurement shall follow the 
procedures described herein or their protest shall not be considered. This 
protest procedure constitutes the sole administrative remedy available to 
the Vendor under this procurement. 

 
Grounds for Protest 
A protest may be made based on these grounds only: 

• Arithmetic errors were made by the WSLL in computing the score. 
• The WSLL failed to follow the procedures established in this RFP 

document, or to follow applicable state or federal laws or 
regulations. 

• Bias, discrimination, or conflict of interest on the part of the 
evaluator. 

 
Only protests stipulating an issue of fact concerning a matter of bias, 
discrimination, a conflict of interest, or non-compliance with procedures 
described in the procurement document shall be considered. Protests not 
based on procedural matters will be rejected.  
 
Protest Form and Content 
A protest must state all the facts and arguments upon which the protest is 
based, and/or the ground for your protest. It must be in writing and signed 
by a person authorized to bind the Vendor to a contractual relationship. At 
a minimum, the protest must include: 

• The name of the protesting Vendor, mailing address, email 
address, and phone number, and the name of the individual 
responsible for submission of the protest. 

• The RFP number and name of the issuing agency. 
• A detailed and complete statement of the specific action(s) by the 

WSLL under protest. 
• The grounds for the protest. 
• Description of the relief or corrective action requested. 

 
You may attach to your protest any documentation you offer to support 
your protest. 

 
Submitting a Protest 
Protests shall not be accepted prior to selection of the apparent successful 
Vendor.   
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The protest must be in writing and must be signed. You must email, mail 
or hand-deliver your protest to the RFP Coordinator and ensure that the 
protest has been received by the RFP Coordinator by either written or 
emailed acknowledgement of receipt. Protests may not be submitted by 
fax. The RFP Coordinator must receive the written protest within five (5) 
business days after the debriefing conference. 
 
In the event a protest may affect the interest of any other Vendor, such 
Vendor(s) will be given the opportunity to submit their views and any 
relevant information on the protest to the RFP Coordinator. 
 
Protest Process 
The RFP Coordinator will forward the protest to the designated Protest 
Coordinator along with copies of the following: 

• This RFP and any amendments. 
• The proposal. 
• The evaluators’ scoring sheets. 
• Any other documentation showing evaluation and scoring or the 

proposal. 
 
Upon receipt of a protest, a protest review will be held by the designated 
Protest Coordinator to review the procurement process utilized. This is not 
a review of responses submitted or the evaluation scores received. The 
review is to ensure that procedures described in the procurement 
document were followed, all requirements were met, and all Vendors were 
treated equally and fairly. 
 
The designated Protest Coordinator will follow these procedures in 
reviewing the protest: 

• Conduct an objective review of the protest, based on the contents 
of the written protest and the above materials provided by the RFP 
Coordinator. 

• Send the protesting Vendor a written decision within five (5) 
business days after receiving the protest, unless more time is 
required to review the protest and make a determination. The 
protesting Vendor will be notified by the RFP Coordinator if 
additional time is necessary. 

 
The designated Protest Coordinator will make a final determination of your 
protest and will either: 

1. Find that your protest lacks merit and uphold the WSLL’s actions; 
2. Find that any errors in the RFP process or in the WSLL’s conduct 

did not influence the outcome of the RFP, and uphold the WSLL’s 
actions; or 

3. Find merit in the protest and provide options for corrective action by 
the WSLL, which may include: 

• That the WSLL correct any errors and re-evaluate all 
proposals affected by its determination of the protest; 
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• That the WSLL reissue the RFP document; or 
• That the WSLL make other findings and take such action as 

may be appropriate. 

II. Execution of the Contract 
 

A.  Generally  
The Apparently Successful Vendor will be expected to sign a contract with the WSLL 
and any subsequent amendments that may be required to address specific work or 
services as needed. 

 
The WSLL reserves the right to negotiate the specific wording of the Statement of 
Work, based on the requirements of this RFP and the terms of the proposal. 

 
If the Vendor fails or refuses to sign the contract or any subsequent amendment 
within five (5) business days of delivery, the WSLL may elect to cancel the award 
and may award the contract to the next highest-ranked finalist. 

 
Any subcontracts necessary to perform the contract shall be subject to the prior 
written approval of the WSLL . 

B.  General Terms and Conditions 
The Vendor selected will be expected to enter into a contract with the WSLL which 
will contain special terms and conditions related to this RFP and general terms and 
conditions. The Special Terms and Conditions will be based on the services to be 
provided as described in this RFP. In no event is a Vendor to submit its own 
standard contract terms and conditions as a response to this RFP.  The 
general terms and conditions are attached as Appendix B.  
 

C. Criminal Background Check 
As a requirement of the contract, the WSLL may require the Vendor, and any 
employee, assistant, agent, or subcontractor of the Vendor completing work under 
the contract, to provide the results of criminal background check at the Vendor’s 
expense.  Such an investigation may include, but not be limited to, fingerprinting 
and criminal history records checks. The Vendor will agree to cooperate fully with 
the WSLL in completion of this requirement.  Results of the investigation and/or 
failure of the Vendor and any employee, assistant, agent, or subcontractor of the 
Vendor completing work under the contract to cooperate fully may be grounds for 
termination of the contract. 

 
D.  Confidentiality Agreements 

The Vendor may have access confidential and/or propriety information during the 
period of performance.  Vendor will sign a confidentiality agreement safeguarding 
such information. 
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E. Hardware And Software Responsibility 
The Vendor shall ensure that its representatives have the hardware and software 
necessary to complete the engagement, unless special circumstances exist where 
either WSLL’s hardware or software is needed.  Such special circumstances should 
be noted in the Vendor’s proposal.  WSLL will not supply hardware, software or a 
network connection to the Vendor unless specifically agreed to in writing.  

Appendices 

Appendix A – Vendor Response Checklist 
• Submittal Letter 
• Cost Proposal 
• References and Resumes 

Appendix B – General Terms and Conditions 
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